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Activity Scheduling Basics

Activity Schedule Advisory

Each day for the last 5 days of the month you will
receive the following notification when you open the L e
Member Tracking System. There are 0 activities scheduled at Unit 01 next month.

There are 0 scheduled activities for the entire Organization next month.

Would you like to Schedule Activities now?

If the message says there are O Activities scheduled at

NOTE: Activities MUST be scheduled in order to track

yOUI' Unit then you MUST SCheduIe them per the blue members' attendance, programs and staffivolunteer hours.
tEXt on the above screen. It is recommended that all activities are

scheduled on a month-to-month basis.
ACtIVItIES ShOU|d be Scheduled on the ACthlty Calendar I~ Don't warn me about scheduling activities again until next month
on a Month to Month basis per the blue text on the above Yes e ]
screen.

Click Yes above to go directly to the Activity Calendar screen as seen below
Click No above to get to the Main Menu if you have already scheduled your activities for the month
If you click Yes and still need to schedule activities then:

From the Main Menu click on the Activities button
You will see the following:
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*Indicates an Activity

Schedule Actiities Delete Unattended Sessions See Weekly View | [ Hide Sunday [~ Hide Saturday Print Hardcopy
—

Click on the Schedule Activities button on the bottom left corner
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and you will see the following:

E5] Schedule Activities

Single Activity Scheduling  Multiple Activity Scheduling

Unit Code: [01 - Downtown Unit

Activity: |

Location:| ]
Attendance method: -

Comment: |

First Sched. Date: |03/01/2018 ¢ | » @

Select ONE of the following 3 options:

Please click on the blue question
mark below to read the
instructions on this feature.

Session Times:

Start End

'] [

& Schedule Activity to occur once on 03/01/2018
 OR Repeat Activity Daily ird r I W r r
& If this activity occurs on
L more than 1 day per
@ month, then choose
Repeat Activity Daily
 OR Repeat Activity Monthly Thru (e
r Y g J Repeat Activity Monthly
& 1 and fill in the
& | fields.

Schedule Activity

Record: 4 ¢ 10f 1 [ Search

Staff Person(s)
* ~

Filter by Staff Unit Code: |[<All> |~

¥ Show Active Staff Only (Based
on Employment End Date)

¥ Do not show volunteers

Clear Staff List Close

Fill in the form to look like the below:

NOTE: First Sched. Date is the first date of the month you want to track the activity
NOTE: or Thru this end date: is the last date of the month you want to track the activity

5] Schedule Activities

=

Single Activity Scheduling  Muttiple Activity Scheduling

Unit Code: [01 - Downtown Unit 4
Activity: [General Attendance | (s advty DOES require

aParentGuardian for
Location: |Front Desk v

pickup)
Attendance method: In/Out 2

Comment: |

First Sched. Date: |03/01/2018 4 | »
Select ONE of the following 3 options:
« Schedule Activity to occur once on 03/01/2018

& OR Repeat Activity Daily ™ Sun #Mon # Tue #Wed & Thu & Fri I Sat

i IF this activity occurs on
© This many more times: 1 1T this st mav o
month, then choose

@ or Thruthis end date: | 03/30/2018 « | » | @
Repeat Activity Daily

 OR Repeat Activity Monthly Thru OR
= ,—1

Repeat Activity Monthly
and fill in the
‘ fate fields.

Schedule Activity ]

B |

Please click on the blue question
mark below to read the
instructions on this feature.

Session Times:

Start End
»  230p] T730p
Record: 14« 10f 1 » - Search
Staff Person(s)
* v

Filter by Staff Unit Code: |<All> |~
¥ Show Active Staff Only (Based
on Employment End Date)

¥ Do not show volunteers

Clear Staff List Close

Click on the Schedule Activity button

Scheduling Completed!

OK

Click OK

and you will see the following:

Repeat the process for any other activities that you would like to track

Click Close button on the bottom right of the Schedule Activities screen and you will see the
following:
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Unit 01 |~ Staff [<All> T Adive  activity [<All> [ Adve ) aeation [<All- v/ [Mar2018 ][4 »
I Staff il Activities ]
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3:00 p Snack PM 3:00p Snack PM 3:00 p Snack PM 3:00 p Snack PM 3:00p Snack PM
18 19 [20 21 2z 23 2%
2:30 p GenAtten 2:30 p GenAtten 2:30 p GenAtten 2:30 p GenAtten 2:30 p GenAtten
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* Indicates an Activity h;
Schedule Activties || Delete Unattended Sessions || See Weekly View | [ |Hide Sunday [~ Hide Saturday Print Hardcopy
—_ e

And then you will be able to scan your Members for the General Attendance activity for the time frame
that has been scheduled.

This procedure MUST be performed by ALL Units in an Organization EVERY month.

User Names are attached to a default Unit so each time you open the program you are opening to that
unit and don’t have to change the unit on each screen.

Users.
I~ Show users from all sites Find Login Name: |N\cn\e ~|[4]r Find Last Name: |Dnmmer, Nicole v ]
General \T Unit PelmsslmsTSemnlyTusel EvemsTuser MessagesTusel Message OmnglmnonT()lslomHemFermsslons-]

HELP?
Login Name
g Nicole See the Help button below!
First Name: [Nicole Last Name: |Dommer
Auto log-in (Enter Windows User Name to automatically log-in into MTS. Not allowed for System user.)

NOT RECOMMENDED for use on shared computers!

; The Default Unit code is the Unit that will
Defauit Unit Code01 - Downtown Unit . show on the screens when you first open them

™ Open Directly to Quick Entry On Sign-n {provided the User has permission for Quick Entry!)

Securit
User Security Group (opmna\).| 4 Ggfnuug

Sending Email via SMTP
Server: Authenticate: [No  «
User Use SSL: [No |« Send Test
.. N Email
Password Port#: 20
NOTE:

Itis highly recommended that every user of the Member Tracking System have their own User
Name and Password and that each person use their own User Name.

Each item that is added, deleted, changed or any event that occurs is tracked by User Names.

Add User || Delete User || Change User Name Change Password |Undelste a User Close

If your unit does not have activities scheduled for the upcoming month then you will need to schedule
activities in order to track attendance for any activity.

NOTE:

Some people opt to schedule the activity for a year or more and then at the end of that year there is
nobody around that knows how to schedule the activities and we will answer the how and why at that
time.

TIPS FOR SUCCESS:
1. Schedule Activities for only 1 month at a time
a. Performing this action monthly will reinforce your product knowledge
b. Always involve 2 Member Tracking System users during this quick monthly task
2. Immediately act upon notification messages
a. Adding activity schedules takes about 2 minutes to perform
b. Adding activities when notified ensures trouble free operation each and every month



