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Document Management System
Documents will provide options for managing all of the forms and documents you need to collect for
registrations and membership sales. Choices include the ability to upload external documents, set

expiration dates for agreements and forms and allow multiple agreements or waivers per activity or
membership.
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Document Types

With the Document Types grid, the user will be able to create a list of types that will be used as filters
throughout ReCPro’s document management system.

From the main menu, go to Setup > Systems Document > Document Types
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From the main menu, go to Setup > Systems Document > Documents

fe ' Documents EI
H (o) Add @Delete & save H Clear % Search

Document Name:

Document Type: d

¢ Response Method: ad

Agreement Required
Response Frequency:
- I Upload Attachment

Question: f| Yes/Mo

Expiration Type:
Expiration Term: r c
Attachment:

Instruction:

.F@ Document Text

J Inactive

Under Response Method, the user will select one of the following:

e Agreement Required — this replaces the previous “WAIVERS” where your customer MUST agree
in order to continue with their registration or purchase.

e Upload Attachment — This option will allow your customer to upload an external document that
you are requiring (ex: Birth Certificate, Concussion Form, etc.). You will notice that if Upload
Attachment is selected, the program allows the user to attach a FORM for the customer to
download and print during the purchase process.

e Yes/No — this is similar to the Agreement Required option, but it allows the user to DECLINE and
still proceed with their registration or purchase. You will also notice that if Yes/No is selected, the
program allows the user to type in a (YES/NO) QUESTION that will be asked at the time of
purchase. For example: Do we have permission to use photos of your child for future marketing
of our programs and events?
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fc' Documents E==(E=R == |
” @Add @ Delete £ Save B Clear % Search

Document Mame:
Dacument Type: H
Response Method: bl
$\esponse Freguency: ad
PR Every Purchaze

When Expires

Expiration Type:
Expiration Term:
Attachment:

Instruction:

l Document Text

._] Inactive

Under Response Frequency, the user will select one of the following:

e Every Purchase — this would be in replacement of our previous method of requiring the customer
to agree to the same waiver for every purchase. If your organization requires agreement with
every purchase, then you have the ability to continue to use this method.

e  When Expires — This option would only require the customer to provide a response when the
previous agreement or document has expired. For example, if a customer agreed to the general
liability waiver that is good for 12 months, they would not need to agree to that waiver again for
another 12 months.
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f ' Documents

“ (&) Add @) Delete

Document Mame:
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Response Method:
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Expiration Term:
Attachment:
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= save J Clear % Search
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If the user has selected the Response Frequency “When Expires”, then the Expiration Type will also need

to be selected from the following choices:

e Calculated Term — An example of this would be the system setting the expiration date to be 12
months after the customer has provided a response. If the user chooses this option, we provide
an area for the term to be set.

e Entered by Staff — Typically applies to ‘Upload Attachment’. Let’s say someone has uploaded a
sports physical that expires in 3 months. Staff can then manually enter the expiration date so the
system knows when to ask for this document again in the future.

e Never Expires — A couple of examples of this would be an Uploaded Birth Certificate or maybe if
your department only requires customers to sign a waiver one time and then it is good forever.
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The instruction text box is an area for the user to provide the customer (online) with some instructions
as to what is required with a specific document. This is NOT required, but available if applicable.

fe Documents [= ] & ]
u @Ada @Dele‘ca & save ﬁ Clear %% Search

Document Name:
Document Type: [~]
Response Method: ~]
Response Frequency: d
Question:
Expiration Type:
Expiration Term:

Attachment:

¢ Instruction:

E Document Text

J Inactive

Entry Screen for Courses, Child Care and Memberships

fic Courses / Leagues [E=RECE
u @) Add @ Delete [HfSave | K Clear s Sesrch | Quick Print (% Print Grid

Course Information

Season (Year): |Fall (2017) Mumber: |1005-5W Title: |Sandys Dog Cbedience Class ‘[‘3 Copy This Course
Category: |Adult Enrichment lud  SubCategory: Courses [~] [ New Course

Details | Fees | Schedule | Registration Optiond| Documents [rerequisites | Roster | Revenue /Expense | Waiting List

& Documents Requred for Each Regstraton Attachments to Indude with Registration
Doctmer + | Required at Purchase Attachme Indlude with Registration

# #
» Bordetells Shot Record ] s | } Dog Park Registration Form [*] )
Distemper Shot Record =
Dog Park Waiver &Release Form ~
Record 10f 1 ol bl
recrd 10f3 DEDEEE | & view Attachment

=% Manage
i

In the entry screens for Courses, Child Care & Membership, there is a Documents tab page that allows
users to select documents and check the box if it's “Require at Purchase” for each item and select
Attachments to “Include with Registration”. There is also a Manage Document button that maps to the
Manage Document grid automatically filters by activity or membership.
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Manage Documents
Manage Documents is a program for staff to manage all documents that are in the system. By default,
this grid will list all of the documents that need attention.

From the main menu, go to Customer > Manage Documents

fe  Manage Documents
Global Filters | Course Fiters | Chid Care Filters | Membership Filters
Head Of Household: - Document Status: |4 items selected | | Document will expire before item and expires in
Family Member: = [ # Of Days 30
Document Name: ud |1 pate Range ud
Document Type: d d
| @ Refresh J | Ié‘) Print Grid J IB Save Filters J
Family Member ~  Document Mame ~  Document Type Response Method Document Status Last Updated Expires On ﬂ
® Head of Household: Abenze, Melissa (3 documents)
(+] Cedl Abenze Bordetella Shot Record Dog Park Forms Upload Attachment Waiting for Response
[#) Cedl Abenze Distemper Shot Recard Dog Park Forms Upload Attachment Waiting for Respanse
() Cedl Abenze Dog Park Waiver & Release F... Waiver Agreement Required  Waiting for Response

il Head of Househald: Brown, Joe (4 documents)

[+ John Brown Birth Certificate Personal Upload Attachment Waiting for Response
[+ John Brown Drivers License Residency Upload Attachment Pending Approval 8/30/2017 9:13 AM
() Kevin Brown Birth Certificate Personal Upload Attachment Waiting for Response
[#] Kevin Brown Drivers License Residency Upload Attachment Pending Approval 8/30/2017 9:28 AM
\ed Head of Household: Evans, Bob {1 documents)
(] Linda Evans Drivers License Residency Upload Attachment Waiting for Response
led Head of Household: Gordon, Ray (2 documents)
(+) Ray Gordon Annual Waiver Waiver Agreement Required  Waiting for Response
[+] Ray Gordon Waiver for Membership Waiver Agreement Required  Waiting for Response
il Head of Household: Leonard, Ben (2 documents)
(+) Benjamin Leonard Birth Certificate Personal Upload Attachment Pending Approval 9/11/2017 10:31 AM
(+) Benjamin Leonard Drivers License Residency Upload Attachment Pending Approval 9/11/2017 10:31 AM
led Head of Household: Witkowski, Sandra (4 documents)
(%1 Aherdeen Witkowski  Annnal Waiver Waiver Anreement Reanired  Waitina for Resnonse V]
I Add/Update Document I |‘§g View Customer I lD Emnail Customer J lQ View History Document I |@ View Purchased Item I

Under the Document Status column you will see why the document is listed here. The document may
still be waiting for a response from the customer or maybe the customer uploaded a form that needs staff
approval. There could also be documents that EXPIRED even though the course or the membership is still
ongoing. Finally, there could be a document that is about to expire prior to the course or membership
ending.

All of these documents can be reviewed and updated by staff by highlighting the row and clicking
Add/Update Document button.
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Shopping Cart - Customer Alert Message
We improved the Customer Alert message in the shopping cart when you select a customer record. It
will show more detail about memberships and also include details about any documents needing
response. We replaced the Waivers tab with a button for Documents which will map to the Manage
Document grid automatically filtered by customer record. We did keep a Terms tab page for Terms &
Conditions related to Rentals as the Rental Terms & Conditions is not part of the Documents feature.

Version 1.31

Bos ===

Customer (| shopping Cart | Payment History | Activity History Dn Account

‘% it First Name 4 LastName Grthdate  Age  Gender Primary  Staff  Notes
g » Aberdesn Viitkowski 2/7/2013 4 Female [F] "] A

Purchase @l | |Address: 437 Moravian Dr. Ciara Witkowski 8/13/2002 15 Female =] =]

9 _— City: Clinton Township Katie Witkowski 11/24/2004 12 Female ] ]

\—J o MI Lucy Witkowski 4/24/2016 1 Female =] ] A

= Zip: 43035
&5 Child Care et (586) 5355865 Sandra Witkowski 8/1/1975 42 Female ] ™|
| :
- (586) 711-0000

‘ | Memberships Municipality:  Clinton Township

=l e switkowskiErecprosa

e Merchandise ftware.com

————————————| |Resident: ¥l J| Customer Alert x . _—

;&a;, Rentals Financial Assist: o [EditFilter |

@ THE FOLLOWING DOCUMENTS NEED ATTENTION
b Gt cand QW Annual Waiver (Aberdeen Witkowski) Waiting for Response
| J1.Gixcais = Bordetella Shot Record (Sandra Witkowski) Pending Approval [ s5,674.40 Overdue Balance: | §5,674.40
Distemper Shot Record (Sandra Witkowsid) Pending Approval i - =
o % Waiver for Course (Aberdeen Witkonsk) Waiting for Response || 11853 | poauments | | B EditCustomer
g, PostReceipt — 2

| om; Post Credit

4\‘,_&1
&

| [ suspend Sale
{

g Delete Item
I

| &) Cancel Sake
&

EI
E

| Printer Setup
| = Open Cash Drawer

Default Setup
We added a field to the default setup program on the General tab page for ‘# of Days to Keep Customer
Documents Once Inactive.’ This will allow the system to automatically purge documents that are no longer

active in an effort to minimize the size of your database.

fe . Defaults Setup
|| Bl
Company | General Receipts [Email | Fees and Taxes | Credit Card Processing | Child Care | Fadiity fRoom | Memberships | Locker Rentals
Current Season (Year): |Fall (2017) [+ Point of Sale Customer: | RC Systems Cash Customer (1)
Grade Change Over: |6/15/2017 ad Program Skin: | Money Twins
=
I # of Days to Keep Customer Documents Once Inactive: 20 I
|v] Allow Online Registration
Gift Card Revenue Account: | 1060 ] || Allow Open Balances
Course Confirmation Letter Text: |Confirmation Letter ] |_] Require Payment on Past Due Balances
Course Potential Conflict Minutes: 155 (] Course Prerequisites
|| Customer E-Mail Reminder
| Use Gift Card:
Recurring Payments User: |Kevin Schaible [~ ] use Gift carcs
|_] Use Races
Credits Expire After: 15 |Years V]
|| Operate Ice Rinks
League ReportsLogo: | [ ol

AreaRentals | G/L Export

lad 1] Use Holiday Skins

| Total REEEIanDE Due Date
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