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CHAPTER 1

HOW TO INSTALL GYM-WARE



What is Gym-ware? Gym-ware is a comprehensive software program designed for gymnastics schools
and recreation centers. Gym-ware creates an atmosphere where one computer is sufficient to handle all the
business needs, including student and customer tracking, class and schedule management, wait list and
attendance tracking, and electronic billing of customers. There is also a networked version. The networked
version is designed for businesses that have various departments that need access to multiple workstations
simultaneously to handle all of the business needs as previously described.

HOW TO INSTALL GYM-WARE

1. Start your computer
2. Insert the CD into the CD Drive
3. The QSetup Installation Suite will start.

I5etup Installation Suite

Extracting Files. ..

(NERNREENERENE

3. The Gym-Ware Install screen will appear.
4. Click on Next.

Gym-ware o511

by CTE Software

Welcome

YWelcome to Gym-ware Setup program, This program will install
Gym-ware on your computer,

It is strangly recommended that you exit Windaws programs before
running this Setup program.

Click Cancel to quit Setup and then close any program yau have
running. Click Next ko continue with this Setup program.

WARNING: This program is prokected by copyright law and
international treaties. Unauthorized reproduction or distribution of
this program, or any portion of it, may result in sewere civil and
criminal penalties, and will be prosecuted to the maximum extent
possible under law.

N

Wi, CTE-Sofbware. com




5. TheLicense Agreement will appear. Read license agreement and click on button next to the yesto
agree to the agreement.
Click Next

The User Information Screen will appear.

N o
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8. Type in your name and the name of the company that will be using Gym-Ware.
9. Click Next



10. The Choose Destination Location box will appear.

11. To have Gym-Ware installed in the Program Files Directory, click next. 1f you want to install the
program in another location, you may type in that location and then click next. It is best to have Gym-
Ware installed in the Program Files location!

O
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12. The Set Program Shortcuts box will appear. Thiswill allow shortcuts to be placed on your desktop, start
menu and quick launch bar. Leave all boxed checked and click next.



13. The Confirm Setup Setting box will appear. Thisbox isto confirm all your settings to install Gym-
Ware. Click next.

14. The Copying Files box will appear as Gym-Ware is installed on your system.
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15. The Setup Compete box will appear to show that Gym-Ware is successfully installed on your system.
16. Leave both boxes checked and Click Next.

O
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17. The ReadMe File box will appear. Click on Print to print out the readme file and the close the box by
clicking on the red box with the X.

P
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18. The Gym-Ware Program will start up and a User Identification box will appear, type the following for
the User Name and Password
User Name: Administrator
Password: tigger
The password is case sensitive.

Click on Connect.

YOUR IN!!
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CHAPTER 2

SETTING UPUSER ACCOUNTS



What isa User Account? A User Account is an account that you set-up for each person you are allowing
to use the program and access the data in the program. There are three accounts set-up with the program: super-
user, read only, and front desk. The Demo account is the super-user account. The super-user is the person that
will have access to al the information in the system, usually the owner of the company. The read only and
front desk users have restricted access. The read-only user can only see some of the data but is not able to make
any changes in the system. The read-only user has access to read financial information, such as account
balances, but only on a customer by customer basis. The front desk user is the same as the read-only user
except it is able to make changes to certain information. The front desk user can add customers and students,
enroll students, and put students on waitlist. The front desk user cannot make changes to financial information.
However, just like the read-only user, they can read financial information on a customer by customer basis.

FIRST THINGTO DO ISSET UPUSER ACCOUNTS

1. Go to Administration in the menu bar and go down to User Accounts.

O
7
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. Thiswill bring up the Tool Box.
. Right Click on the built-in Demo User Account. A menu will drop down and click on Rename.

. The user name will have a box around it allowing you to edit the name. Change the User Name to the

person that should have the highest level of access to the program (This person will have accessto all
the datain your system)

. Click on Edit button

A7 0

. Change of Password box appears

. Enter the Password for this person (remember the password is case sensitive)
. Confirm the Password for this person (should be same as above)

. Click Change.
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10. Thiswill bring you back to the Tool Box
12. Your first user is step-up.

O

/

13. If you need to create more users, Click on the plus sign at the bottom of the Tool Box. Thiswill add
New User and hightlight the name. .

O
7

14. Type the name of the new user in the highlighted area.. Click on Edit button
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15. Edit Password box appears

16. Enter the Password for this person (remember the password is case sensitive)
17. Confirm the Password for this person (should be same as above)

18. Click OK



TO SET THE PRIVILEGES FOR A NEW USER FOLLOW THESE STEPS

-
/‘1

/7

Click on the User's name to hightlight the name. Click on the box in front of the group or groups the group
that you want the User to have access. When you click on the box a check will apear in the box
Once you have added a User you cannot delete that User from the system. However, you may change the
User’s name and/or password and access privileges at any time.

2. To remove access, click on the box in front of the name of the Group, this will uncheck the box and the user
will no longer have access to that group.

-

/
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TIP: You may want to just use the default accounts Demo, Read Only, and Front Desk. Just assign
passwords to each and let the people who are going to use those accounts know the password.

19
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CHAPTER 3

ENTERING DATA



ENTERING DATA
(For usersthat did not purchase the data conversion service.)

The following is the minimum information required for the program to function.

A.

All employees/coaches infor mation

Entering employees/coaches information allows you to assign one or more coachesto aclass. The
benefit of thisisthat you will be able to print out the weekly class schedules for each coach.
Class and Schedule information

Class is used to define the type of classes or programs, e.g. Beginning Girls, Advanced Girls, etc.
Schedule is used to define the days and times the classes are being held.

Customer and Student information

A customer is the person responsible for the student and payments on the account, e.g. Parents or
guardians. A student is the person taking the class.

Enroll Studentsin the assigned Schedules

Thisis enrolling a student in a specific schedule

ENTERING EMPLOYEES/COACHESINFORMATION

22

Al. Go to Administration in the menu bar and select Employee Information

>

/!
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A2. Click on New Record button

/7

A3. Enter information. Mandatory fields are First Name and Last Name, if you are using the Employee
Timecard functions you will need to enter the social security number, all other
fields are optional.
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A4. When finished Click Exit

A5. Dialog box appearsthat ask “Save changes to this record before closing?’

A6. Click Yes
A7. Repesat steps Al through A6 to enter remaining employees/coaches info

When finished entering all employees/coaches close the Employee window.



INPUT CLASS AND SCHEDULE INFORMATION

B1l. Go to Class Module in the menu bar and select Class Information

-

/

B2. Click on New Record button

25



B3. Enter Data. Mandatory fields are Class Code, Duration (e.g. 01:00 for one hour, 00:45 for 45 minutes,
etc.), Open Date (e.g. 01/01/2002 or click on calendar button next to Open date entry box), Class Name,
Gender (e.g. M, F, X for when it is either), and Max Students (e.g. max students allowed in the class per

coach). All other fields are optional.

77

B4. Click Save and the New Schedule button becomes available

26
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B5. Click New Schedule button, the following box will appear.

B6. Enter Start Time. The Start Time uses a 24-hour clock, i.e. Military Time. The time will convert to a
12-hour clock time; e.g. 14:00 will change to 2:00 P.M.

B7. Select the day of the week in which the classisto be held. If the class isa multiple day class, click all
daysthat the class isto be held.

O

/

/7

B8. Click Save, after you have entered the Start Time and the day(s) of the week.
B9. After you have Clicked Save you are able to enter an Instructor. Click on the plus sign by the
Instructor box.
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B10. The following box will appear. Enter the Instructor’s name and click Exit.

B12. If you need to add another Instructor, Repeat B9 through B10. If you have finished entering all the
Instructor’s names, Click Exit, as below.
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B13. Dialog box appears that ask “Save changes to this record before closing?’

B14. Click Yes

B15. To Enter more Schedules for the Class, i.e. more times and days, Repesat
Steps B5 through 13

B16. When you are through entering Class and Schedule information Click Exit
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ENTERING CUSTOMER AND STUDENT INFORMATION

C1l. Go to Customer Module in the menu bar and select Customer Information

C2. Click on New Record button
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C3. Enter data. Mandatory fields are Last Name and First Name.

C4. Click Save and the New Student button becomes available

77

C5. Click the New Student button and the following window appears.
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C6. Enter the Student’s First Name. If the last name is different from the Customer (i.e. the Parent or
guardian) you may change the Student’s Last Name also. The mandatory fields are Last Name, First Name,
and Gender.

C7. Click Exit

C8. Dialog box appears that ask “ Save changes to this record before closing?’

C9. Click Yes

C10. Click Save and the Student is linked to that Customer.
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C11. Click Exit, as below to exit module



ENROLL STUDENTSIN THE ASSIGNED SCHEDULES

The easiest way to enroll a student is to use the Gym-ware Navigator bar. It will be located on the right side
of your screen. If it is not there click on File and then click on Show Gym-Ware Navigator to make it

appear.

D1. Click on“Student Information” in the Gym-ware Navigator bar (see above)
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D2. Select a Student by double clicking on the student’s name and you will get a screen similar to the
following.

/

D3. Click on“Schedule’ on the bottom of the Student Details Screen and select a schedule.
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D4. Double click on the desired schedule and you will get a screen similar to the following. Click on Add
to Enrollment to enroll the student.

D5. After you click the student’s name a dialog box appears saying “There is a slot available, would you
like to enroll this student now?’ Click Yes
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D6. If the student is currently enroll in aclass, the program will give you the option to drop the current
class before enrolling the student in the new class. Click “Cancel” if you do not want to drop a class or
highlight a class and click “Select” if you want to drop aclass.

D7. The program will bring you back to the Schedule Information screen and show the student as enrolled.
Click Exit
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REVIEW WAIT LIST AND HOW TO PUT A STUDENT ON A WAIT LIST

The Wait List activity isentered in various ways. One way iswhen you enroll the student in a class you
will have the option of putting them in the class or on the wait list.

Toaddtoto
Wait List

Another way is that you can put a sSudent on await list because the customer wants have the student attend
the class at a later date (e.g. the student is going on vacation but want to take the class upon returning)

>

To Review the entire schools wait list click on the “Wait List Information” in the Gym-Ware Navigator bar
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To put astudent on await list, click on the “ Student Information” in the Gym-Ware Navigator bar, then
select a student by double clicking on the student.

Click on the “Schedule” tab on the bottom of the Student Details screen.
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The Schedule Information screen will appear. Highlight the class you want to student to wait list by
clicking onit. Click on the Wait List button on the left hand top of the Schedule Information screen.

) o —

The program will ask you if you would like to wait list the student in that class schedule, Click “Yes’ and
the student will be placed on the wait list for that class schedule.
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To enroll the student in the class. Click on the Wait List Information button to open up the Wait List
Information Screen. Double click on the wait list record you want to enroll.

The Wait List Details screen will open. Click on the enroll button at the bottom of the Wait List Details
screen.
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QUERY FUNCTIONS

For ease of search each screen from has query functions, with the exception of the Attendance Information
screen. Once you click on amodule you will see the query functions at the bottom of each of the module
screen.

All the query functions are very similar. For example on the Customer Information module you can search
by Last Name, First Name, Status, Account Number, Student(L) [L=Last Name], Phone, Open, Closed, or
Both.

If you type in the Last Name, you will get all the customers with that last name. Y ou can further narrow it
down by typing in the first name and get all the customers with that Last Name and First Name. You can
also just type in the First Name and get all the customers with that first name.

Another way to search is by Status. With the drop down menu on the Status bar you may search by the
predefined criteria

Student (L) represents Student's
Last name. Thissearch can
be useful when the parents

or guardians last name is not the same as the student’s.



By clicking on the Open, Closed, or the Both buttons you may view all the open account, or closed
accounts, or both. The Reset button lets you reset all the values in you query at once.
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CHAPTER 4

FINANCE MODULE
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FINANCE MODULE

The Finance Module will help you in the financial areas of your business. There are seven basic areas of
this module. This chapter will describe in detail how to use each area.

The following are the seven areas described in this chapter.

1. Billing Details: This option gives you and helps you create information on individual transactions
your business is doing, e.g. monthly tuition, charges of proshop items, etc.

2. Monthly Tuition: The monthly tuition option lets you apply monthly tuition to al the students that
enrolled in classes that are billed monthly.

3. Session Tuition: The session tuition option lets you apply session tuition to al the students that
enrolled in classes that are billed by the session.

4. Remove Early Pay Discounts. The Remove Early Pay Discounts option lets you remove early pay
discountsthat are automatically applied when you use the Monthly and Session Tuition options. This part
of the program only applies if you offer an Early Pay Discount.

5.  Apply Membership Charges: The Apply Membership Charges option lets you apply membership
charges automatically. This part of the program only applies if you have a membership charge.

6. Payment Details: This area of the Finance Module is where you record and post payments received.

7. Accounts Receivable: The Accounts Receivable option lets you review all your accounts receivable.
The major areas of this option are the Aging Report and the Statements section. The Aging Report tells you
the age of your accounts receivable. It agesthe accounts receivable in increments of 30, 60, and 90 days.
The Statements section allows you to print out statements that shows details for the period you select with a
breakdown of all activity that has occurred since.



BILLING DETAILS

As mentioned previously this option gives you and helps you create information on individual transactions
your business is doing, e.g. monthly tuition, charges of special items, etc.

To begin using the Billing Details option, go to the Finance Module in the menu bar and select Billing
Detalls.

To create a new transaction Click on the New Record button.

47
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To enter anew transaction enter the account number you want to add the transaction to asin Figure 1 below
or you can do an Account Query as in Figure 2 below. Once you type in the account number or account

query, hit the tab key and information on that customer appears in the upper portion of the box, asin Figure
2.

Figure 1
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Figure 2
Select the type of transaction.
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Tab over to the Amount and enter the amount



If your transaction is applying Tuition, then you must pick a Billing Period. Y ou may type the period in
yourself or use the drop down menu and select a period. The billing period must be entered using the year
first and then the month. This format alows the program to sort information properly for later viewing.

When you have finished entering all the data click Exit.
52
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Dialog box appears that ask “ Save changes to this record before closing?’ Click Yes

Y ou many continue batch processing on the Billing Details input window until you have finished then Click
Exit.

When you get back to the Billing Details screen if you have discovered you have made an error, double
click on the item you want to delete.



It will bring you the billing details input window. Hit the F12 key and the Delete box will become
accessible. Click Delete

A dialog box will come up asking “Are you sure?’ Click “Yes’ to confirm.

Please note you may only delete items you have not posted. Posting will be explained next.



If you have finished entering all your individual transactions you will need to post the transactions so that
they will show up in your accounts receivables.

Click on the item you want to post. If you have more than one item hold the shift key down and click on all
the items you want to post.

Click the Posting button and dialog box will come up asking “Are you sure?’ Click “Yes’ to confirm.

Another dialog box will come up saying “Posting process completed!” Click OK

55
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MONTHLY TUITION

The monthly tuition option is where you apply monthly tuition to all the students that enrolled in classes that
are billed monthly.

To begin using the Monthly Tuition option, go to the Finance Module in the menu bar and select Apply
Monthly Tuitions.

The monthly tuitions window appears. The system automatically defaults to the next months billing period
after the 20th of each month. Click OK to apply monthly tuition.

If you are the logged in as the Administrator, you may apply monthly tuitions out of sequence. For
example, if you want to bill early in December because you are closing the last few weeks you may want to
apply January's tuition before the 20th of December. After you select the period to bill, Click OK
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SESSION TUITION

The session tuition option lets you apply session tuition to all the students that enrolled in classes that are
billed by the session.

To begin using the Session Tuition option, go to the Finance Module in the menu bar and select Apply
Session Tuitions.

The session tuitions window appears. The system automatically defaults to the next months billing period
after the 20th of each month. Click OK to apply session tuition.

If you are the logged in as the Administrator, you may apply session tuitions out of sequence. For example,
if you want to bill early in December because you are closing the last few weeks you may want to apply
January's tuition before the 20th of December. After you select the period to bill, Click OK
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REMOVE EARLY PAY DISCOUNTS

As mentioned at the beginning of the chapter this option only applies if you offer an Early Pay Discount. It
removes the early pay discounts that are automatically applied when you use the Monthly and Session
Tuition options.

To begin using the Remove Early Pay Discounts option, go to the Finance Module in the menu bar and
select Remove Early Pay Discounts.

The remove early pay discounts window appears. The system automatically defaults to the next months
billing period after the 20th of each month. Click OK to apply remove early pay discounts.

If you are the logged in as the Administrator, you may apply remove early pay discounts out of sequence.
The below option would rarely be used, but it could be handy if you forget to remove the early pay
discounts.



59



60

APPLY MEMBERSHIP CHARGES

Thisisthe option that lets you apply membership charges automatically, if you have membership charges.

To begin using the Apply Membership Charges option, go to the Finance Module in the menu bar and select
Apply Membership Charges.

The Membership Fees window appears. The system automatically defaults to the next months billing period
after the 20th of each month. Click OK to apply membership fees.

If you are the logged in as the Administrator, you may apply membership fees out of sequence. The below
option would rarely be used, but it could be handy if you wanted to apply membership fees at atime other
than the default period.



PAYMENT DETAILS
This section describes how you record and post payments received.

To begin using the Payment Details option go to the Finance Module in the menu bar and select Payment
Detalls.

To record anew payment Click on the New Record Button.
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Enter Transaction Type. To do this you can type in transaction type or use the pull down menu and select a
transaction type.

Type in Account Number



Tab over to the Amount and enter amount paid.

The Reference and Description blocks are optional. The Reference block would be used for items such as
check number or credit card approval code, etc., Click Exit



Dialog box appears that ask “ Save changes to this record before closing?’ Click Yes

Y ou many continue batch processing on the Payment Details input window until you have finished then
Click Exit and return to the Payment Details screen

If you have finished entering all your individual transactions you will need to post the transactions so that
they will show up in your accounts receivables.

Click on the item you want to post. If you have more than one item hold the shift key down and click on all
the items you want to post.

Click the Posting button and dialog box will come up asking “Are you sure?’ Click “Yes’ to confirm.
65
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Another dialog box will come up saying “Posting process completed!” Click OK

To view and/or print areport an item or items posted use the Print function in the
Payment Details screen.

Click on the item you want to view or print then click the Print button.
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A Print Setup Screen will appear. Click OK

A Print Screen will appear. If you just want to view click the Print preview box in the corner of the Print
Screen. Then Click OK
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A Print Preview will appear. Click on the magnifying glass for a better view of the Print Preview.

Y ou may also need to expand the screen to see the full picture. Move the cursor to the corner, hold the
mouse key down and stretch the screen until you can see everything.

When you are through viewing you can print by clicking the picture of the printer in the top left corner of
the Print Preview or you can close the window by clicking on the book with the arrow in it, as shown above.
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