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Rosters

From the main menu, go to Reports > Courses > Rosters

Child Care ~ Facilities Memberships Lockers Pointof Sale  Area Rentals

Reports  Setup  Help

Customers Leagues
Listing Listing
Demographic Roster
Customer Statement. Coaches Roster
Payment History Schedule
Activity History Team Labels

Disabled Web Accounts
Updated Online Profiles

Unassigned Players
Participation Certificates
Top Customers Official | Scorekeeper Schedule

Official Projected Expenses

Courses
Listing Child Care
Brochure Listing
Start/ End Dates Roster

T Sign In Sheets
Demographics
Un-Boaked Courses

Demographics
End of Year Tax Statement
Waiting List / Future Reference List Revenue

Revenue
Expenses Facilities

Memberships
Listing
Demographics
Expiring
Activity
Activity with Drop In
Status History
Health and Wellness Activity
Revenue

Lockers
Listing
Rental List
‘Waiting List

POS Inventory
Listing / Labels
Value
Availability
Transactions

Profit/ Loss
Online Comparison

Instructor Listing

Instructor Confirmation Letters

Schedule
Reservation Signs
Demographics
Revenue

Custom Prompt Transactions
Revenue

POS Purchase Orders

Boat Docks

Listing

Rental List

‘Waiting List

Invoice List

Registration / Insurance Info

Financial
Balance Register
Refunds
Voided Transactions
GL Export
GL Account Detail - Facility Rentals
Cash Drawer History
Open Balances
Merchandise Revenue
Recurring Upeoming Charges
Recurring Waiting to Settle (ACH)
Recurring Transaction Log

Dashboards
Revenue
Course Participation
Facility Revenue

Version 1.31

Instructor Labels / Listing
Instructor Prajected Expenses

Open Orders
Orders for a Vendor

Course Registration Options

Overdue ltems

Receipt History

Course Roster report manager screen displays and defaults to current Season and Year. Click Preview
button or use other filters such as Category / Sub-Category to narrow down your report.

@Pm\.ﬁew Print EHI Setup D E-Mail
Category/Sub-Category (Leave blank for Qi Print Options
Print For: |_] Override Roster Template )
| -
! |»#] Start Each Course on a MNew Page
Program Manager (Leave blank for all) . | StartE 0e
Print For: ‘ a| |1 Print Registration Options in One Column
Season (Leave blank for all) ‘vear (Leave blank for ai]
Print For: | Summer ﬂ Print For: | 2020 al Labels
- — : S— Avery Label #5160
Course# (Leave blank for ai'[ Start Date (Leave blank \‘fwaf) (1% 2.625)
From: a From: ‘ a
Thru: | a Thru: ‘ a_! i D)
Type | sortBy | . : ) Large
&) Master Roster (Template) (®) Name i
() Master Roster (Fixed) . : E
. ) Registration Date s - o
\_J) Daily Roster DF
() Attendance Sheet D Age z = =
() Attendance Taken © Gender : d | Print Courses and Titke on
() Mass E-Mail ) [
- ) Grade 1
() Labels (Address) |
- |
() Labels (Name Tag) (O School :

You can Override Roster Template and select specific column headers.

End of Registration /End of Season Reports
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Courses Start & End Dates Report
From the main menu, go to Reports > Courses > Start / End Dates

I3 Course Start & End Dates

(& preview () print =, Setwp [ EMai

Start Date End Date (Leave blark for all) Report Type Registration
From: [6/1/2020 | From: | ®) Start Dates ®) Session
Thru: | 7/31/2020 aJ Thru: () End Dates J brop In

Location {Leave blank for aﬂl Group By
Fadilty: | o ® ate
| uj Q Location
Instructor {Leave blank for all) I Instructor
Print For: | @ o

Category/Sub-Category L'i_eave blank fnr_di

(#) Active Courses Only
() Canceled Courses Only

Print Far: iSummer

Print For: | 2020 %]

Print Far: | a] :
| ﬂ] ) Both Active and Canceled
Program Manager (Leave blank for all) & i
Print For: | g! Al
i) Below Min Enrallment ¢
— = e :
Season (Leave blank for alf) Year (Leameﬂak“ﬁﬁ‘eﬂ ) Above Min With Spots Available

) Full Course

Version 1.31

Run the ‘Start Dates’ option once registration is wrapping up. This report will show which programs

are starting in the upcoming weeks. Select Enrollment option Below Minimum Enrollment to
identify which programs are below minimum enrollment. Reviewing the report will help you decide
which programs to cancel and issue refunds.

Run the ‘End Dates’ option once program is wrapping up. This report will show which programs are

ending in the upcoming weeks. This will help identify which instructors will need to get paid.

Can also filter by Program Manager.

End of Registration /End of Season Reports
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Cancelled Courses
From the main menu, go to Courses > Courses

1. To cancel a course in ReCPro™, check box Cancel Course and enter a Reason in the field next to it.
Click Save button.

W ©add @odae Pswe | K Wesowch (3 Provos ) Net | L GuickPrnk (8 Prind Gad
Season (veor): AT AL - (T - e | oo oo
caesery: ML < cocoov: CEETI oo e EEEEEL e couw

Detols s Schadia | Regatatin Options Docverts | Preveqiaites | Rosi | Raveras [Eopaas | Wt Ut
Envcbment [ Eeyerue Proections Course Informanon || Regstraton Pacameters '
Mrmm: | 0 $0.00 | Descripton (For Brochure and Webstel: | | o swtrow |16 Aorin: |vewrs [~
Mzcmam: | 20 o $2,000.00 Descriphien (Fee Customar Recept): [ Endiger 250 Age Az OF Type: | Activity Begn Date ]
ResdentMax: | 20 [ Skt W [ Ao des 0 |
WoreRasba: |20 b REQUGShow el iobr | ] From Grade: | Grasde a5 Of Type: | Actety BegnDate
Ir#4ouse Mo Fg |
Thru Grade: Grade s OF:
Ol Mo | na Program Manager; I~ d o
L Motify Program Manager Gender: o
Currents iy | £100.00 (] Adert Conficts
ausiatie: | 19 $1,900.00 I"'i"ﬁ""""'!':“"’= g o trcchnst I — - ——
= e Opltiers
. = |ae] xsply rline ) eapiayy Qnlineg I Cancaled
|ae] Feagepter Ckng L) Despiary Oniing If Regpstration Dedefing Passed
| Wl e ter Mote: [~
LI:L'.. ‘
| instructor Name % | Company Mame primaryPhone Edal Ny | Fay Tipe |Amount Primary ¥
i
Wl recrvoto S A SO d

2. If there are any participants on the roster, this course will show up in the Pending Cancelled Courses
grid. From the main menu, go to Courses > Pending Cancelled Courses.

tmber & Tie

B 1) [5omsor] « Summer” And [fear] = 2030 ©

3. Click View Course button

End of Registration /End of Season Reports R.C. Systems, Inc. | _
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4. This will take you to Course details, then click Roster tab.

ReCPro™ User Manual
Version 1.31

] Use Head of Household (Mass E-Mail [ Address Label)

Labels R —
Avery Label #5160
(1% 2.6259)
Select Starting Label Nesme Tag Ske
| &) Normeal
=, = Q Large
() Master Roster (Template) ¥ b Pri
() Master Roster (Fixed) | /| 8) First and Last Name
| Daiy Roster 5 = - =t Name Only
() Attendance Sheet Age :
@ Gerer 4 4 - [2] Print Course # and Title on 15t Label
|
&) Grace
v,
(D Labels (Name Tag) & schoal - -
|
o |

6. Roster report allows user to Mass E-mail participants letting them know the course was canceled.

End of Registration /End of Season Reports R.C. Systems, Inc. |
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Instructor Projected Expenses Report
From the main menu, go to Reports > Financial > Instructor Projected Expenses

Print =] Setup 1 E-mail

Year (Leave blank for all) Season (Leave blank for all) Th|5 report serves as a Worksheet priOI’ tO USIng
PrintFor: |2020 | Print For: | Spring [ the Post Instructor Expense program.
End Dates {Leave blank for all) Course# (Leave blank for all)
From: ud From: "]
Thru: ol Thru: "]

Instructor (Leave blank for all)

Print For: [

Category/Sub Category (Leave blank for ally
Print For: d

Program Manager (Leave blank for all)

Option to Include Course Revenue Detail will
show all revenue collected and refunds issued
for each course.

Print For: d

|»#] Indude Course Revenue Detail

|_] Only Ttems That Have Not Been Paid

Instructor Projected Expenses
DE/29/2020 08:19 AM

EET=Ml Kaferle, Susan (RCS) (586) 5551234

Paymentinfo  TotalReceipts pomgs  NetRevenue grugy TotalHows > 'Raet ' AmountPaid

{ FWLFLYR  |Fowling (Flaysr Registration) 80.00% 50.00 $0.00) 50.00) 0] 0.00 $0.00 $0.00
Az |Learn to Sketch | $20.00 PerHour | $20.00] {s3.00)] $17.00] 2] 84.00] $1,680.00] $0.00]

Receipt# Date Participant Item Diescription Total Pay Method Registrar Note

12839 1 P Hutchinson, Emily Session Regi $10.00 [cA KMS

12838 Hutchinson, Emily Book (No} $0.00 [cA KMS

12841 4/2/2020 2:30 FM Hutchinson, Emily Session Registration CH KMS

12880 A1V2020 11:52 AM Andrews, James | Session $10.00 [CA CA

12830 [4/10/2020 11:52AM  |Andrews, James ook [Yzs) 50.00 [CA cA

T 2 R .

et ol Pillbox, Jill

Total Estimated To

Course Paymentinfo  TotalReceipts 1o NetRevenue én“rrczl Total Hours & Amount Paid

Item Diescription Total

[1 - |S=ession Registration
12735 [33120205.07AM |Geiger, Susie |session i | Jew | i |
[roo-Tu |Baskat Weaving Tussday | 70, 30.00] 30.00] X 21.00] 30.00] 30.00]
[Too-w |Baskat Weaving W 50.00] $0.00] $0.00 0] 21.00] $0.00] $0.00]
Totals For Pillbox, Ji $30.00| $25.00) $5.00 of 60.00] .00 $0.00

WELT g Witkowski, Sandy (Fun Arts & Crafts Co) (558) 474-7474

Paymentinfo  Total Recsipt  mioiy.  MetRevenue oM TotalHours E“'"F'.:t;‘d R et
a1 Learn to Sketch 80.00% $675.00]  (3510.00)] $165.00) 5] 39.00 $212.00 $0.00

Receipt# Participant Item Diescription Total Pay Method Registrar Note

12692 1/ Ksferle, Bratt Session Registration $60.00 |CR |sus

12692 Kaferie, Bratt Cooking Apron {Noj $0.00 [CR |§u5

12652 Kaferle, Bratt Ump Fae (Ys) $400.00 [CR SUS

12723 |217/2020 3:40 PM Kaferiz, Ghild 2y7 Ssssion Registration $50.00 [CA |su5 Ept e eclolo
ForSeason: Spring | For Year: 2020 ol
ReCPro Software Page:1 of 3 ® i
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Post Instructor Expenses

Version 1.31

From the main menu, go to Courses > Instructors > Post Instructor Expenses

gﬂgst Instructor Expenses
Selact (Year fSeason o ), Expense Date and Expense Typa .
Year: 3:!2] p From End Date: | a Category: [ ﬂ From Course: |
Season: | Summer [“] Thry End Date: | [~} Sub Categ | T couse: |
. . Ttems That Have Mot Been Pad
Expense Date: |5/20/2020 Inskuckoes | a | oy
Default Expense Type: |Salary [V ] o
Accounte: | 3001 Frogram Mg [¥]
| i - stimated To . et ) : =
Trstructor Name lchu-aet - |’m= i 1%&& |§qm""ﬁ vy Pad ATROETE o e 1m&
Davison, Karen 10004 Learn Computer Basics 3 T0.00% | 'is'é.oo' §0.00 $63.00 Salary
lta‘f!ﬂt,Susm ITEAM Voleybal 7 H0.00% £0.00 30.00 Salary
Wty | ARTI01— e Getr mn
:jm ART102 Learn ta Draw 5 80.00% $0.00 szm 0 Salary
wlmm. J ART201 Leam ta Paint 2 E00% 56,00 $0.00 53,00 Salary
' suw|  s0of o '

Year / Season — select year and season from the pick list

button.
View Revenue button — this grid allows you to review participant re

Expense Date defaults to today’s date, select Default Expense Type from the pick list, click Refresh

gistration details.

73 course Revenue ®
Course#: | ARTI01 | Title: |Learn to Sketch | Curr Envoll; | 4
/20 0 , St S a $0.00 Susan Kaferle

12895 4/17/2020 10:40 AM  Kaferle, Susan Art Supplies (Mo) = £0.00 Susan Kaferle
N 12898 4/17/2020 10:50 AM  Kaferle, Susan Session Registration "] $25.00 CA,CR : Susan Kaferle
0 12981 5/4/2020 1143 AM  Geiger, Luke Session Registration [} $25.00 CH o Sandra Witkowski
B 12981 5/4f2020 11:43AM  Geiger, Luke Art Supplies (Mo) = $0.00 CH o Sandra Witkowski
L 12982 5/5/2020 11:S0AM  Geiger, Luke Session Registration =) (§20.00) CH, CR [A]  Sandra Witkowski
= 12982 5/5/2020 11:50 AM Geiger, Luke Art Supplies (Mo) 22} £0.00 CH,CR [A]  Sandra Witkowski
] 13054 5/1/2020 4:02PM Kaferle, Child 2yr Session Registration "] $25.00 CA 5] Susan Kaferle
7] 13054 5/1/2020 4:02PM Kaferle, Child 2yr Art Supplies (Yes) ™) $25.00 CA Susan Kaferle
i 13055 5/2/2020 4:03FPM Kaferle, Child 2yr Session Registration [~} 4$75.00 CH Susan Kaferle
N 13080 5/22/2020 10:03AM  Evans, Bob Session Registration "] $55.00 CA Dale Geiger
I 13080 5/22/2020 10:09AM  Evans, Bob Art Supplies (Mo) [} $0.00 CA 51 Dale Geiger
B 13080 5/22/2020 10:03 AM  Evans, Child Session Registration = $55.00 CA 21 Dale Geiger
] 13080 5/22/2020 10:09 AM  Evans, Child Art Supplies (Mo) = £0.00 CA Dale Geiger
I~ 13098 2/6/2020 10:48AM  Greene, Iris Session Registration ™) $60.00 CC Susan Kaferle
] 13098 2/6/2020 10:48AM  Greene, Iris Art Supplies (Mo) "] $0.00 CC Susan Kaferle
] 13099 3/4/2020 11:55AM  Greene, Iris Session Registration =) (860.00) CR Susan Kaferle
7] 13099 3/4/2020 11:55AM  Greene, Iris Art Supplies (Mo) ) $0.00 CR Susan Kaferle

[ sas5.00] ‘
© o=

End of Registration /End of Season Reports
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4. Click Post Expenses button; verification screen displays, click yes to continue.

Post Expenses

e 4 record(s) for a total of §511.00 will be created. Are you sure you want to post expenses?

o Do you want to create check requests?

L e

5. Enter Information for Check Request screen displays. Select Reason Type from pick list, add Notes.

6. Click Update Grid button.

% Enter Information for, Chedk Requests
Default for Grid Records
Reason Type: _C’F_d‘;‘EL _@_ Note: | add notes here for finandal dept, _‘
Distrbution Type: | Mai to Payes B g
e < Reason Ty trbuton Trpe wote
¥ Davison, Karen k Reques [ Mail to Payee
" Witkowski, Sandy Check Request Mail to Payes (& =
[kreate Ser Check Requests for each Course, @ E I m

7. Check box ‘Create Separate Check Requests for each Course’ if user is paying instructor for multiple

courses and wants separate check requests.
8. Click OK button to finish.

End of Registration /End of Season Reports
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9. When the screen closes, the Post Instructor Expenses grid will display the course as being posted in
yellow and the amount to pay will be $0.00

Select (Yaar fSeason or Course End Date], Experse Dste and Expense Type
Yea: 2 g From End Date: v Category!
Season:  Summer ol Thru End Date: i Sub Cabeg:
Expense Date:  6/25/2020 o Ingtructor:
Default Expense Type:  Salary d
AprourtE: | 3001 Prosgram Mgr:
Irstructor fame < Cowses ~ THe . Paymentinfo -
| Durvison, Karen 10004 Leam Computer Bascs 3 ML.00% SE3.00
T I U S — S )
Witharneshd, Sandy ARTIDE Leam to Sketch 4 BO.00%e $150.00
Witkerarald, Sandy ARTED2 Leain 1o Desn 5 B0.00% $200.00
Witkowsh, Sandy ART201 Leam to Pairt 2 B0.00% $88.00
S511.00
& vewlrstucior | |Nr WewCouwse | & pintcad
) Emai freiructor | view Revenue | Previowsly Paid JE selectal

$511.00

[“] From Course: ]

ud Thiu Course: %]
| iy Thems That Have Mot Been Paid

g © peiea

£0.00

@mm]@wj

Example: Check Request (Instructor)

L

=N
Systemns, Inc,

i

R.C. Systems, Inc.
35807 Moravian Dr.
CErlon Township, M| 48035
Ph: [586) 469-4200
Fax: (566) 460-4667

Check Request

Request ID:
Request Date:
Check Type:
Check Amount:
Distribution:

Payee

Account#

Karen Davison
2018 Stonington Court
Rochester, Ml 48306

Phone: (248) 652-6429

E-Mail: resystems@test.com

Request By:
Reason Type:

Reason Note:

Expense Account Distribution

Description
Instructor Expense

Page:1 of 1

609

Das2e¢2020
Course Expense
563.00

Mail to Payee
Sandra Witkowski
Check Reguest

add notes here for financial
dept.

Approved By

Processed By

End of Registration /End of Season Reports
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Course Expenses Report
From the main menu, go to Reports > Courses > Expenses.

The report manager screen uses the system default Season and Year, the rest are filters to isolate data,
such as print for Instructor.

E.r 56 EXpenses a
[‘ﬁ- Preview |]:=LI Print Li_h Setup G E-Mail

Season {Leave blank for all) Expense Type (Leave blank for all)
Print For: | Summer ad Print For: i
Year {Leave blank for all) Category/Sub-Category (Leave blank for all)
Print For: | 2020 V| Print For: \J
Course# {Leave blank for all} d
From: el Program Manager (Leave blank for all)
Thru: st Print Far: bd

Date {Leave blark for all) Instructor (Leave blank for all)

A E v d Print Far: | Sandy Witkowski ot |

Print Thru: d
Offidal /Scorekeeper {Leave blank for all)

Group By

Print Far: e

) F‘ayee MName
) Graph

Example Course Expenses Report

Course Expenses
Summer 2020 06/30/2020 08:22 AM

m%mmer | Year FOF |

|Adu|t Enrichment |

Craft
Course# Course Title Date Payee Name Amount Description
ARTIM Learn to Skeich 06/28/2020 Sandy Witkowski
ART102 Learn to Draw 06/29/2020 Sandy Witkowski
ART201 Learn to Paint 06/29/2020 Sandy Witkowski $88.00
Totals For Craft 5448.00
Totals For Adult Enrichment $448.00
Totals For Summer - 2020 $448.00
Grand Totals 8448.00

End of Registration /End of Season Reports R.C. Systems, Inc. |
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Balance Register Report (Summary)
From the main menu, go to Reports > Financial > Balance Register

Receipt Date & Time defaults to today’s date from midnight to 1 minute before midnight. User can
change date range and time and use various filters to isolate data. Check box Print Revenue Account
Summary Only to exclude balance register and module summaries.

Receipt Date & Time : | Indude Summary For
From: |6/30/2020 12:00 AM | ] Registrations (Courses)
Thru: |6/30/2020 11:59 FM | |v] Registrations (Child Care! =
| a el Reg ¢ ) ) On-Line Only
|_] Sub-Total Each Day | Facility Rentals
Registrar {Leave blank for all) Il Memberships —
N || Merchandise Sales &) Summary
Print For: | | : ) Detail
2 ﬂ [+] Inventory Sales WDl
1 | [v] Locker Rental
Site {Leave blank for all) ek it iy
. |+] Area Rentals ® Receipt#
Print For: | @ . . -
|| Sales Tax Collections I Last Name
Head of Household {Leave hladt?a aﬂ . | Print Revenue Account Summary Only ¢
R — ! ﬂ |»] Indude Zero Dollar Receipts
|+] Indude Void Receipts E Saveﬁmg;

Course Profit / Loss Report
From the main menu, go to Reports > Courses > Profit / Loss

Category/Sub-Category {Leave blank fwa!)

From: | ﬂ

Thru: | _aj
Program Manager (Leave blank for all)

| S The report manager screen uses
Print For:
the system default Season and
= (L.EM = = Year, the rest are filters to isolate
Print For: !Summ_e_r | | ® summary
— ) Detail data.

Year (Lea\.re blank for _'_ @ Gaph
Print For: | 2020 [~

Course# (Leave blank for all)
Fom: | @
|

Date (Leave blank for all)
Fom:|
Thru: |7@

End of Registration /End of Season Reports R.C. Systems, Inc. |
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From the main menu, go to Reports > Financial > Facility Revenue (Rentals)

Faciity Category &meﬁa&&'ﬂj

For: |

Room Category (Leave bark for 1)

Far: |

Faility: |

o Gy —

(&) Summary
) Detail
0 Graph

(®) Fadility Category
@ Room Category

Courses Demographics

From the main menu, go to Reports > Courses > Demographics

dE5 e - Type _— Avery Label #5160
| Fal (1x 2.525)
From Year: (@) Report
2 m Summer e ar ting Labe
Thru Year: | 2020 Label
= ] winter O tabels ¥
0 zanvear () Mass E-Mail > -
Course# (eaveblark foral) | Report || open | |- v
E 1) Participation Counts (8) summary | -
Thru: ') Revenue ) Detail v v
Category/Sub-Category (Leave blank for all) v |
Print For:
= | d N
| g —-
e e e —— e
e i— T S—
v ~ ]
Registration (Leave blank for al) | Age || crade(eaveblankforal) |
From: 0 From: [~ 2] 1Label Per Family
el g | @i
- |l Include Category Sub-Totals
{Leave blank for
L = |l Include Graphs
Print For: | ]

Total registration breaks down demographically — choose either Participation Counts or Revenue

End of Registration /End of Season Reports
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