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Goal

The goal of the webinar is to demonstrate the use of Club OS on a daily basis as a

trainer/coach.

Outline:
1. Login
1.1.
1.2.

Log into anytime.club-os.com . Click here to learn more about browsers that

are currently supported.

If you have issues logging in click on forgot password. Click here to learn more

2.  Setting Availability

As a trainer, setting availability is very important. It indicates to staff members (H2i) the
time slots that are available for scheduling fitness consultations for any given trainer. It
also helps in ensuring that trainers are booking appointments only in time slots that
they are available at.

2.1.

2.2.

Step 1

To set availability, navigate to ‘My schedule’ and then select ‘Availability’.

User Search My Schedule My Fitness My Club Club Emails

Calendar

| e
]_-x-,-._wiic-:}i ty L'_

Step 2

Choose the period of time for which you are setting availability. The system
provides you with two options for setting availability. You could set it for a
specific week or for every week.


https://cluboshelp.zendesk.com/hc/en-us/articles/211661303
https://cluboshelp.zendesk.com/hc/en-us/articles/209335506?

y | ¥ View availability (every weak)

View availabllity (specific week)

Wednesday Thursday Friday Saturday
OFF OFF OFF OFF
it ¥ cdin ® edit ® it

23. Step3

Next, mark the day as off if you will be unavailable on that day. This will ensure
that appointments are not booked on that day. It will also prevent follow-ups
being populated on that day.

Austin Texas's Availability (Every Week)

Sunday
@ OFF

| SeveHours »

Show all hours

1 5:00 AM
Test Club &
1 5:30 AM

24. Step4

Set the availability horizontally or vertically

e Horizontally: It can be set horizontally across multiple days for a
particular time slot (eg- 5:00 AM)



" f i
Austin Texas's Availability (Every Week) View my availahility + W View availability (every week) ¥

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
@ OFF OFF OFF OFF OFF OFF @ OFF

m ® edit ® Edit ® Edit ® Edit ® Edit ® edit ® £dit

Show all hours : v
adjust the settings u 1 u L i 1 ﬂ
here to pushthe Jown @ TestClub % TestClup 4 TestClub TestClub %
& changes across all
1 5:00 AM | days horizontally g i g i
TestClub % TestClub TestClub TestClub % TestClub  + TestClub %

e Vertically: It can also be set vertically for the same day (over
multiple time periods).

Austin Texas's Availability (Every Week)

Sunday Monday
@ OFF OFF
Show all hours .
1 +
Test Club 2
1 5:00 AM / 1
TestClub 4 adjust Test Club 2
1 5:30AM (€Y |settings
. here to push =
TestClub = the changes Test Club %
vertically
1 Sl S across 1
TestClub  * different TestClub  *
fime slots
1 6:30 AM 7




a) The first field is for setting the number of appointments you are
available for in a given time slot. As trainers, it is advisable to choose
‘1’ to avoid being double booked.

0= unavailable
1= available
2= double booked

Sunday
OFF

™ Edit

1

b)The next step is to select the type of event. Clicking on the second
box will display a number of options to choose from as shown in the
picture below.

Sunday Monday
OFF OFF
® it  Edit
1 Any

0 Private Training
Semi-Private Training
) Appointment

E Fitness Consultation
() Group Training

e Appointment icon (orange) is reserved primarily for an H2i. It is used to
indicate a club tour. Most trainers will not use this icon.

e Selecting ‘Any’ will let you select any type of appointment when
scheduling the event. This should be selected if you don’t have a
preference for the type of appointment.



c)Next, select the time duration for your availability. Clicking on the arrow will
display the time setting window. This can be adjusted according to your
availability.

Sunday Monday
OFF OFF
e =dit & Edin
2 a 4 E:00 Al = to
o 5:00 PM &

d) Remember to save your changes.

Austin Texas's Availability (Every Week)

Sunday
@ OFF

em. -
Show all hours \

d 5:00 AM '

TestClub 5



Fitness Consultation (FC)

3.1.  Scheduling Fitness Consultation

To schedule an FC, first navigate to the calendar ( My Schedule — Calendar). There
are two views available for this screen (My schedule and Master schedule). Select the

‘My schedule’ view to look at your individual calendar. If you are an multi-location
owner, utilize the filters as needed to filter by location and employee (if needed).

Dashboard Staff Schedule Staff Fitness Club Setup

Viewing:| ANYTIME FITNESS MASTER sched % || Test Glub ¥ AccountT

9 July13,2016 \ ‘\

A M. © | |Fiter by Filter by
Wednesday employee location

5:00 |5:00 (1)

A Fitness consultations (FC) session can be scheduled in two different ways:

a) First Method: Click on an open FC event indicated by the red clipboard icon.
The event pop-up window will load with the default values (event type as FC
and time as 1 hour). These values can be adjusted if needed.



8:30 (1) 8:30 (1)
9:00 (1) 9:00 (1)

8:30 - 10:00 9:30 (1)

Bettie T.

10:00 - 10:30 10:00 (1)

Fitness Consultation
) 10:30 (1) \m 10:30 (1)
() 11:00 (1)

click on an event

() 11:30 (1)

Add New Event m

Event Owner | ClubOS Demo T Add Attendees
Event Type Fitness Consultation N Search assigned members only Max #:
~| Assign Event Owner as Follow Up person%?ﬂhq event type will Type Attendee's Name
Location Test Club be selected by 0 attending
default as FC
Subject
_| Repeats Start time 1:00PM %
Start Date 7/13/16 End time 2:00PM ¢
Status Active 4| Notes
Default time
~| Remind Event Owner 15 minutes % | before ﬁuratlon as 1
our

Remind Attendees 2 days + | before

Service Select Service... )

Email Notification _| Email All Attendees

Close and discard changes m

b) Second Method:

After accessing the calendar, click on ‘Add Event’. This will bring up a pop-up
window where you can fill out information as needed.



. [

Aol et
i Import Your Schedule

mytime Fitnes: O Arthur M. =¥ asdfasdfasdrf A, (] Aghley B. ]
uesday Tuesday Tuasday Tuesday
o0 (1) [ ]
30 (1) 630
oo (1] T:0

e Eventtype: Select ‘Fitness consultation’ to schedule an FC session.

e Start Time/End time: Adjust this as needed

e Add Attendees: Always remember to add the attendee

e Service: Select the fithess consultation service from the drop down

menu. If your particular location pays trainers for fithess consultation,
then this step is very important. It will ensure that your trainer gets paid
for the fitness consultation session.

Remind Event Owner: Select this if you would like to be reminded about
the event.

Remind Attendees:Select this option if you would like to remind your
attendees about the event.

10



Add New Event m

Event Owner | Amanda York

Add Attendees

Max #:

Event Type Fitness Consultation

—| Assign Event Owner as Follow Up person of attendeR

Location Test Glub * 1 attending
Subject g Member Clapp

—| Repeats Start time 10:30 AM # ﬂ AT k X
Start Date 7/13/16 End time 11:00 AM & —) Email \

Status Active 4| Notes

_| Remind Event Owner
Remind Attendees

RS

_| Search assigned members only

\

15 minutes ¥ | before event
30 minutes + | before event

&
-

Service Fitness Consultation
Email Notification = EHN Attendees

Close and discard changes m

3.2.

Marking an FC as confirmed

It is recommended to mark an FC as confirmed after confirming the
appointment by calling/emailing the client. To mark the event as confirmed,
click on the drop down menu and select ‘confirmed’. This will mark the event as
‘confirmed’ on the calendar.

11



Edit Past Event m

Update Status

= B Member Clapp
(737) 704-7595
memberclapp@gmail.com

Active

Confirmed «
Rescheduled

Canceled

No Show

Completed

p——

Close and discard changes m

10:30 - 11:30 2 10:30 (1)
Member C. @ Test Cli| Test Club
Confirmed
&0 11:00 (1)
Test Club
11:30 (1) B 11:30 (1)
Test Club

12




3.3. Marking the outcome of an FC

To render an FC session you will need to manually mark the calendar event as
completed.lt is important to note here that key fobs do not automatically render
FC sessions. If an FC session is not marked as completed, it will default on the
next business day to a ‘No-Show’ status.To do this, complete the following
steps:

a) Find the event on the calendar.

b) Click on the drop down menu on the right (as shown in the picture
below) to view a list of available statuses.

c) Select the status ‘Completed’. Don’t forget to save the status and event
before exiting the window.

Edit Past Event

Update Status

- B Member Clapp
(737) 704-7595
memberclapp@gmail.com

Active
Confirmed
Rescheduled
Canceled

No Show

Completed Y 4

'  caezm

Mark as completed



Statuses of PT events

The calendar allows you to choose different statuses based on the outcome of the
event. Following is a brief explanation of each of these statuses:

Status Description
Active This is the default status for all events.
confirmed Selecting this status indicates that the member has confirmed the

appointment.

Rescheduled

You will select this status if the member wants to reschedule their
appointment. If you reschedule the appointment, you will have to
book the appointment again on another date.

Canceled Selecting this status will cancel the appointment
No Show Select this status if the member does not come to the appointment
Completed This will be selected if the member comes to the event and

completes it.

Best Practice:

Mark all fithess consultations that have been completed today as ‘complete’.
They will be marked automatically as completed if the member came in using
the key FOB. Marking your fitness consultation as completed will ensure the
following:
o Trainer will get paid as the appointment will be reflected in the payroll
report.
o KPIs will be updated for fithess consultations.
Mark all scheduled fitness consultations for the next day as confirmed, after
confirming them with the member. It is advisable to remind them 24 hours in
advance to avoid cancellations.
To pay trainers for fitness consultations, complete the following steps:
o Schedule a Fitness Consultation on the calendar.
o Add the member you would like to schedule the FC with to the calendar
event.
o Select ‘Fitness Consultation’ on the event type.

14



o Add the fitness consultation service in ‘service’ section of the pop-up
window.
o Mark the event as completed to ensure that the trainer gets paid for it.

4. Member Profile
4.1. Accessing the member profile and general navigation

To access the member’s profile, utilize the search bar at the top of the page.
You can also click on the member’s name from the calendar event to access
their profile (as shown below).

Edit Past Repeat Event @ Edit this eventonly @ Edit this event and all future events

Event Made: 6/1/16 @ 03:15 PM by Amanda York Add Attendees
Event Owner @ Amanda York H _| Public _| Search assigned members only Max #:
Event Type Private Training v Type Attendee's Name
Location Test Club £ 1attending
Subject FY Bettie Test

Repeats Start time 9:30AM & ’ e r X
Start Date 7/13/16 End time 10:00 AM & | Exgail
Status Active 4 Notes

4

= Click on the name to

Remind Event Owner 15 minutes % | before event sccess the member’s
Remind Attendees 30 minutes 4  before event profile

Service PT 45 v
Email Notification _| Email All Attendees

4.2. Adding Notes to the member’s profile

To add notes on a member’s profile navigate to the member’s profile (see 4.1)
and then click on Prospecting— General. Scroll down to the bottom of the page
to access the notes section. Adding notes in this section will also populate the
information in Club Hub. Lead notes are a very good way to personalize

15



follow-ups as these notes show in the follow-up window. This will ensure that
the entire team at your location has the latest information about the member.

Member Clapp - T¢
Dashboard Prospecting Member Schedule Member Fitness Club Info
General
Member's Full Schedule
Follow-Up

Jul 15,20 Unwvalidated Sessions

Contact History

No events scheduled.

Prosoecting Member Clapp’s Prospect Details

Origin: Marketing Source:
General L Welk-in ¥ Bilboard ¥

Takeover Person:

Choosa. *

Follow-Up ]

Interests;

Contact History *
# Membership # Personal Training PPV

Referred By:
Search my lecation {Test Club) onfy

Type Member's Name

Referrals: Add Referrals

Schedule an appointment upon saving

Save Detalls Print Details

Release of Liability Waiver

Member signed the Club's release of liability waiver on March 16, 2016 . Download a copy here.

Guest Pass / Missed Guest

|f missed guest with no guest pass, provide reason and leave date blank.

Start Date:
Length:
Selsct Guest Pass Length D)
Reason:
Choose... ¥
Save Guest Info
Lead Notes
Alexandria 5. i Your Appointment with Alexandria starts at 2:30 PM. To reschedule, call (651) 890-6543. 714416 @ 02:00 PM
Austin T. = Your Appointment with Austin starts at 7:30 AM. To reschedule, call (651) 890-6543. 7/14/16 @ OT:00 AM
Austin T. % Your Appointment with Austin starts at 7:30 AM. To reschedule, call (651} 890-6543. 7/14/16 @ O7:00 AM

16



4.3. Viewing the member’s dashboard

Access the member’s profile and then click on dashboard to view information
about the member.
e Member’s Schedule: The schedule section will show you the member’s
scheduled appointments.

Bettie's Schedule & Full Schedule
9 Jul 18,2016 Unvalidated Sessions
9:30 AM Bettie T.

e Messages: Messages section will display the list of messages that
involve the member.

4.4, Member Fitness

Fitness Profile (Member Fitness— Fitness Profile)

This section can be used to store various information about the member that is
collected during the fitness consultation session.

Note: This information will not be synchronized with Club Hub. To ensure your
notes are synchronized with Club Hub use ‘lead notes’ to enter notes.

m Health Bio
Measurements
m Goals
m Files: Use this to upload the MOP (member onboarding process) report.

Photos: This section could be used to save before and after photos for
members.

History (Member Fitness— History)

This section will allow you to view the member’s history.

17



4.5. Selling PT packages
To sell a PT package, complete the following steps:
4.51. Access the member’s profile
Club Info— Club Services— Add new member service
a) To sell a PT package you will first need to navigate to the member’s
profile.
To do this, you can either utilize ‘user search’ or the search box at the

top of the home page.

b) Next, click on ‘Club Info’ and select ‘Club Services’ to access the
membership agreements page

B

* j Viewing 1| Aaaaaaabztesta Tester- TestClub | Contact Aaaaaaabztesta Tester

Member Fitness Club Info

Assigned Trainers /
rmation Messapes £
LF—li:lul:l Services | ees @ ©

TEST@TEST.TESTER
Test Club fouhavene

Frunl ace ST

Dashboard Prospecting Member Schedule Member Fitness Club info

Membership Agreements

Sale Date Name Contract Period Status Down Payment Recurring Dues
2016-01-13 Membership 2016-01-13 to 2017-01-12 Active $602.87 $0.00 s 1
(27615251)
Member Service Agreements

Name Sale Date Contract Period Status

Emily's Package 2016-01-29 2016-01-29 to 2016-07-29 P -
Bettie's PT Success Package/ 3x week/monthly 2016-01-29 2016-01-29 to 2016-09-29 s ¥
BB Bettie's PT Success Package/ 3x week/monthly 2016-02-05 2016-02-05 to 2016-10-05 Pl -
Natalie BEST FITNESS 2016-02-09 2016-02-10 to 2016-08-10 P -




4.5.2. Add a member service agreement

Once you have accessed the member’s profile, proceed to add a new
member service agreement. To do this, click on ‘Add New Member
Service’. This will display a list of available packages at your location.
The packages are grouped into three different sections

e Private Training Packages

e Group Training Packages

e Semi Private Training Packages

Membership Agreements

Sale Date Name Contract Period Status Down Payment Recurring Dues
2016-01-13 Membership 2016-01-13 to 2017-01-12 Active $602.87 50.00 s
(27615251)

Member Service Agreements Add Service Agreement

Name Sale Date Contract Period Status /

8 Emily's Package 2016-01-29 2016-01-29 to 2016-07-29 Pl
Click here

B3 Bettie's PT Success Package/ 3x week/monthly 2016-01-29 2016-01-29 to 2016-09-29 P -

E3 Bettie's PT Success Package/ 3x week/monthly 2016-02-05 2016-02-05 to 2016-10-05 P

Natalie BEST FITNESS 2016-02-09 2016-02-10 to 2016-08-10 s 4

19



« Back

Compare Packages

Private Training Packages

Personal Training 1-on-1
PT30/1-3X Wk/26-52 Wks/Weekly

$165.00 Down
$55.00/ Session

$165.00 / Week
Select

Group Training Packages

Test Package

$20.00 Down
$10.00 / Session
D $20.00 / Month
[ Select |

Private Training 30
PT 30/ 1-2xWk/ 3 Month/ Monthly

Dru PT30
PT 30/ 1-3xWeek/ 1 Month/ Monthly

$400.00 Down $660.00 Down
$50.00 / Session $55.00 / Session
$400.00 / Month $660.00 / Semi Month
Selact Select
test test Dru GT 30
GT30/ 2xWeek/ Semi/ Semi
$0.00 Down $0.00 Down
S / Week $21.87 / Session
$0.00 / Semi Month
Select Select

Tip: It is best practice to show clients a pricing sheet of the packages at your location
and to get their preference before showing them PT screen.

4.5.3. Select the package

Choose the correct package and click on ‘Select’ to proceed. This will
bring you to the package selling screen. Fill out the details on this
package as needed.

20



« Back

Agreement Invoice Information

Salesperson: Choose... 0 Invoice Date Total
1L Due Today $400.00

Trainer Ehoces.- * 2. 2016-08-13 $400.00

Name: Private Training 30 3. 2016-08-13 $400.00

Description: PT 30/ 1-2xWk/ 3 Month/ Monthly

Status: Draft

Term Length: 3 Months

Billing Cycle: 1 Month

Start Date: 2016-07-13 g

Billing Dates: Monthly on the 13th

Down Payments: 1 Bill Cycles

Renewal Type: Auto Renew - Open 4

Edit Detail

Member Services

Name Unit Price  Units/Bill Cycle  Expiration
HPT30U 5 50.00 8 3 Months

Edit Detail

Save and Review

4.5.4. Edit Package Details

When selling the package, you have the option to edit package details.
The PT system allows you to edit details for term length, unit price and

units/bill cycle.

e Term Length: This refers to how long the package is valid for
(how long the client will be billed for the selected package).

Unit Price: The cost of one package.

Units/Bill cycle: This demonstrates the desired, ‘standard’
amount of sessions that will be offered per billing cycle.

To edit the details of the package click on ‘Edit Detail’.

21



© Back

Agreement

Gabpaperson: {=hexmn =

Traimer: Chorsi.... ]

Maime: PT 30 1.3 x woek -3-6 12 months

Description:

Status: Draft

Term Length: 12 Months

illing Cyche: 1 Month

Start Date= FLTT S I s

&illling Dates: Monthly on the 11th

Dipan Paymierts: 1 Bill Cycles

Renewsl Type: Mo Fenew -Cpan & Edit details of the
B «— pre

Member Services //

Hame t Price  Units/BIll Cyche Expiration Total Unlts
PT 201-2 xweek 212 5 40.00 12 12 Marths 144

« Back

Agreement

Name: Private Training 30

Description: PT 30/ 1-2xWk/ 3 Month/ Monthly
Status: Draft

Term Length: 3 m Max: 3
Billing Cycle: 1 Month

Start Date:

Billing Dates: Monthly on the 13th

Down Payments: Bill Cycles

Renewal Type:

Member Services |

Name \ Unit Price * Units/Bill Cycle Expiration  Total Units
IPT30! 5 50 Min: $45.00 B Min:4 Max: 8 3 Months 24
Done

22



4.5.5.

4.5.6.

4.5.7.

Adjusting the down payment amount

On the package agreement screen, you have the option to edit the
down payment amount.

e You can pay for a package in full by increasing the down
payment amount to the total number of billing cycles (total term
length). This will release all the sessions in your agreement.

e |If the down payment amount is 1 / bill cycle, then the first invoice
will be charged immediately upon saving. This will release the
first set of sessions tied to the first invoice.

e If the down payment amount is 0/bill cycle,the down payment
amount will not be taken out immediately. This means that
sessions will not be released immediately.

Draft Dates

The draft date field on the package selling screen defaults to the day
you are selling the agreement. This allows for the first invoice to be paid
automatically when the package is saved (releasing the first set of
sessions).

However, the system gives you the flexibility to set a future date for the
package. Configuring it for a future date will not release the first set of
sessions automatically. To release the sessions immediately, pay for
the sessions by clicking on ‘pay now’ next to the invoice amount.

Note: Draft dates can not be edited after being selected. If a change is
needed, the current agreement will need to be canceled and another
one drafted.

Renewal Types

You can alter the the package’s renewal type on the package
agreement screen. The different possibilities of renewal type values are
explained below:

e Auto Renew Open: Once the original term is honored, then this
package is renewed on a month to month basis until canceled.

e Auto Renew Term: Once the original term is honored, the
agreement will auto-renew for the same term length.

23



e None: Selecting this option will stop the package from auto
renewing after the term expires.

4.5.8. Terms and conditions

This section presents the terms and conditions for the package. Allow
the client to read through the terms before proceeding to the next
section. Click on ‘save and review’ to review the agreement before
allowing the client to sign it.

4.5.9. Payment Profile

There are three different types of payment systems:
e Cash/Check
e Credit card
e Checking/Savings

If you would like to charge clients for the down payment amount within
Club OS then choose the credit card option. If you are taking the down
payment in cash then mark the down payment field as ‘cash/check’.

Note: A payment profile is required for recurring payments.

Once the agreement is signed and submitted, an email will be sent to
the client with a copy of their agreement. You can always print out a
hard copy of the PT agreement for your clients by clicking on the PDF
icon next to the agreement. Please note that after this step further edits
to the agreement cannot be made (with the exception of adding a new
payment profile).

4.510. Viewing the member service screen
After selling the package, you can navigate to the member service

screen to view the package that was sold. It will have an ‘active’ status
in green displaying, indicating that sessions can be scheduled.

Member Service Agreements Add Service Agreement

Name Sale Date Contract Period Status

Emily's Package 2016-01-29 2016-01-29 to 2016-07-29

24



4.6.

PT Events (scheduling and completing)
4.6.1. Scheduling PT events

Edit Repeat Event © Edit this eventonly @ Edit this event and all future events

EventMade: 6/1/16 @ 03:15 PM by Amanda York Add Attendees

Event Owner | Amanda York v Public Search assigned members only Max #:

Event Type Private Training ¥ Type Attendee’s Name

Location Test Club P
Subject select the event

as private training g Bettie Test

Repeats Start time 9:30 AM % b'e
Active 3
Start Date 7/21/16 [} | Endtime 10:00 AM :‘ Email \

Status Active 4| Notes ‘Adjust time if the
event is longer select the
then 30 min attendee
Remind Event Owner 15 minutes 4 | before event _—
[34
# Remind Attendees 30 minutes 4 | before event
Service PT 45 $
Email Notification Email All Attendees

select the correct
PT service

Close and discard changes m

To book a PT event complete the following steps:

a) Navigate to the calendar (My schedule— Calendar)
b) Click on ‘Add event’ to add the event. A popup ‘Add New event’ will
display. Fill out the fields as needed.

e Select the correct member service from the drop down
menu.The drop down menu will list all the services available to
the client. Choose appropriately.

e For setting up recurring events, click on the box labeled ‘repeat’
and specify the number of times you want the event to be
repeated

25



Add New Event

Event Owner @ ClubOS Demo = _| Public
Event Type Private Training :

Location Test Club &

Subject

Repeats Start time 8:30 AM 3

Start Date 7/14/16 End time 9:00 AM %
Repeats: Weekly .

Repeatevery: |1 %/ weekson CJSCMOTCOWOROFOS

Ends: © On
) After oCcurrences
7 Newver

Funding Status of events:

After the event has been added, its funding status will be calculated and
displayed. A green dollar sign next to the event indicates that the event is
funded (as shown in Figure 1). If the event has not been funded, a red dollar
sign will appear next to it (as shown in Figure 2).

Figure 1:
9:30 (1) 9:30 (1)
m 10:00 (1) leant i funded I
10:30 - 11:00 (s 10:30(1)
m Aaaaaaabztesta T. m
11:00 (1) 11:00 (1)
B 11:30 (1) @ 11:30 (1)
Figure 2

10:30 - 11:00 10:30 (1
AaaaaaabztestaT.O a o

) 11:00 (1) B 11:00 (1)
) 11:30 (1) B 11:30 (1)
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Note:

In the case of recurring events, the funding status (dollar sign) is displayed only
for the first event in the series. The funding status for the next subsequent
event in the series is displayed only after the previous event is completed. The
funding status for any event in the PT recurring series can also be displayed by
editing the event in the series.

4.6.1.1. Marking PT events as completed

To be paid for an event, the event has to be marked completed. If a
member checks in using the KeyFob, the event will be automatically
marked as completed. If a KeyFob check in does not take place, then
the event will have to be manually marked as completed.

Edit Past Repeat Event © Edit this event only @ Edit this event and all future events
Event Made: 2/25/16 @ 05:13 PM by Bettie Gonzales Add Attendees
Event Owner | ABC Financial v Public Search assigned members only Max #:
Event Type Private Training v Type Attendee’s Name
Location Test Club 1 sitending
Subject
B Bettie Test
Repeats Start time 8:30AM 3 x
Active »
Start Date 7712/16 | ) | Endtime 9:00AM $ ’

Email
Status Active 4 Notes

click here to view
P options for selecting
the event outcome

Remind Event Owner 15 minutes % | before event

« Remind Attendees 30 minutes 4 | before event

Service I1PT30! :
Email Notification Email All Attendees

Close and discard changes m
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Edit Past Event

Update Status

B Bettie Test
(512) 925-1286
SILLY_BET@YAHOO.COM

Active

Confirmed
Rescheduled
Canceled
Canceled - Charge
No Show

No Show - Charge

Completed v
Click here to ....-—-—-"'" ¢ v

mark the event as completed
PIN by Bettie T. - 7/15/16 04:19 PM

E3
_/.—-V

ISave the status and eventl

Close and discard changes m

4.6.2. Scheduling Group Training events

To schedule a group training event, complete the following steps:

Access the calendar (staff schedule— calendar)

Click on ‘Add Event’ and a popup event window will display.
Fill out the fields as needed.

Event Type should be selected as ‘Group Training’.

Decide on the maximum number of attendees and input that
value in the box on the right of the window (refer to pic)
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Edit Event m

Event Made: 7/14/16 (@ 08:15 AM by You

Event Owner | ClubOS Demo = | Publie
Event Type Group Training i
Instructor ClubOS Demo X
Location Test Club A
Subject ; possig

Select ‘group training’ as
| Repeats event field
Start Date 7/14/16 End time 9:00 AM +
Status Active 4| Notes

4

_| Remind Event Owner
Remind Attendees

15 minutes ¥ | before event

2 days + before event

Add Attendees

_| Search assigned members only Max#: | 5

Type Attendee's Name

attending

B Member Clapp

Active
~I Email

Add the maximum
number of attendees

Service Andrue wrkout 1hrPT v

Email Notification

Close and discard changes

—| Email All Attendees

e After you save the event, it will display on the calendar with the
event name and the number of openings remaining. In the
example above, only one member was added to the event with a
capacity of 5. The calendar will display 4 openings as remaining.

8:30 - 9:00
Group Training @
4 openings

Tes
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e Add the attendees as needed. The system allows you to add
additional attendees at a later time to the same event (if
needed).

e For group events, always make sure you are adding the same
service for the group members who are training together. This
will ensure that your members are attending the same group
event.

4.7. Managing personal agreements for clients
4.71. Viewing the member service screen

e To manage a member’s service agreements, navigate to their
profile and then click on Club Info— Club Services. This will
display a list of agreements for the member.

x m Viewing (1) Member Clapp - Test Club | ContactMember Clapp

Dashboard Prospecting Member Schedule Member Fitness Club Info

Assigned Trainers

Member's Schedule & Full's pages ~
' ~ e ] Club Services r & @ ~
B9 Jul14,2016 Unwvalidated I
3 Austin Texas
/ Your Appointment with Austin starts at’

7:30 AM &) MemberC. [B]

e Click on the ‘+’ sign to expand the agreement. Expanding the
agreement will help you view the member’s inventory and
invoices.
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x D Viewing (X) Bettie Test-Test Club | Contact Bettie Test

Dashboard Prospecting Member Schedule Member Fitness Club Info

Membership Agreements

Sale Date Name Contract Period Status Down Payment Recurring Dues
2016-01-13 Membership 2016-01-13 to 2017-01-12 Active $602.87 $0.00 P}
(27615251)

Member Service Agreements Add Service Agreement
Name Sale Date Contract Period Status
Emily's Package 2016-01-29 2016-01-29 to 2016-07-29 P
Bettie's k/monthly 2016-01-29 2016-01-29 to 2016-09-29 @ P

Click here to expand

Bettie's PT k/monthly 2016-02-05 2016-02-05 to 2016-10-05 P 2

Expanded View:

Member Service Agreements Add Service Agreement

Name Sale Date Contract Period Status
B Emily's Package 2016-01-29 2016-01-29 to 2016-07-29 Va4
Service Total Units Remaining Units Completed Events Scheduled Events Expired Units
Emily PT 24 (8 funded) 17 0 1 (1 funded) 7
0: past event
Invoice Date Total Status
2016-01-29 $120.00 Refund ¥
2016-03-08 ($120.00) Paid L 4

4.7.2. Description of the inventory screen

e Total Units: This is the number of total units in the agreement. It
does not include voided (written off) and refunded invoices.
Total Units = paid invoices + comped invoices + future invoices
+ unpaid invoices + delinquent invoices
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Service

Sarah Test service

PT30

o Total Units (funded): This is the number of total units in

the agreement that are funded.
Total units (funded)= paid invoices + comped invoices

Remaining Units:This displays the total number of available

units that have yet to be completed/consumed.

Remaining units = Total units - completed events - expired units

o Remaining units (funded): This displays the total

number of funded available units that have yet to be

completed or consumed.
= Total funded units-completed funded units-expired units

Completed Events (and # funded): This is the number of

events with the member service selected that have been set to

a) Complete: This means the event was completed

and the member was charged

b) Cancel- Charge: event was canceled but member

was charged

¢) No Show- Charge: Member didn’t show up for the

event but got charged.

Note: Events that are set to a completed, non-chargeable state

(rescheduled- Cancel No show) will not appear in this unit
screen because they don’t consume inventory

- This screen displays a warning to show if there are unfunded

events.This will alert staff that the trainer will not be paid for

these events unless the funding is remedied. Staff can click on
the completed events number to open the modal that will identify

these events.

Total Units Remaining Units

80 (¢

20 (2

16

warning displays
when event is
unfunded

Completed Events

4

/ 0 1 unfunded

2
0 1 unfunded

Scheduled Events

click here to
open the
modal to view
events

past events

0 3 past events

Scheduled Events: This is the number of events with the

member service selected that are in a non-complete state

(active/confirmed).
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This will mainly represent future events. However, it is
possible for a past event to still be in a non-complete state
(member did not check-in/trainer didn’t manually complete the
event).
-This screen displays a warning if there are events in the past
that are still in a scheduled state. This will help alert staff that
there are past events that have not been set to a completed
state. Trainers will not get paid unless these events are marked
as completed.

Service Total Units Remaining Units Completed Events Scheduled Events Expired Units
Sarah Test service 80 inded 76 4 i 8 C 0
B8 t event:
Click on the link to /' Wi E“\W e
larning indicates past
PT30 20 p 18 5 open the modal for 3
( bisie events that need to be
viewing events @ 3 pastevents

completed

e Expired Units:

This indicates the number of expired units. Clicking on it
will let you extend the expiration date. If you don’t see
the clickable link then you might not have access to
extending expiration dates. In this case, contact your
manager to discuss this permission.

4.7.3. Description of the invoices section and additional options

Invoice Date Total Status

2016-01-25 $420.00 Paid Refund
2016-02-10 §420.00 Comped

2016-02-25 §420.00 Paid Refund
2016-03-10 §420.00 Pay Now
2016-03-25 §420.00 Pay Now
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Invoice Date

This section lists the invoices that are tied to a particular agreement.
The system allows for comping, freezing and canceling agreements. It
also gives you the option for refunding invoices if needed. These

options are discussed below.

4.7.3.1. Comping Invoices

Comping an invoice gives sessions to a client free of charge.

You can comp an invoice in four easy steps:

a) Navigate to the PT client’s profile. Select the member service
agreement you want to comp from the package display page .

b) Click on the ‘Pay Now’ link. This can be done from the
agreement’s page (as shown below). It can also be accessed by
first clicking on an agreement (pic 2).

c¢) Select the option ‘Comp invoice amount’ to comp the invoice.

Total

Status

Add Service Agreement

2016-01-25 $420.00 Paid Refund
2016-02-10 $420.00 Comped
2016-02-25 $420.00 Paid Refund
2016-03-10 $420.00 > Pay Now
2016-03-25 $420.00 Pay Now
Member Service Agreements
Name Click on the Sale Date Contract Period Status
agreement to
) 1hr PT semi month!y«fmm——— :;‘:::;Lhn‘i 2016-01-19 2016-01-25 t0 2016-03-25
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Invoice Date

2016-01-25

2016-02-10

2016-02-25

2016-03-10

2016-03-25

Total Status

$420.00 Paid Refund ¥
$420.00 Comped 3
$420.00 Paid Refund L 4
$420.00 —— Pay Now L4
$420.00 Pay Now s d

Clicking on ‘pay now’ will give you access to the payment page with additional options.

Note: Only future invoices can be comped.

“« Back

Pay Outstanding Invoice

Date Due:

Invoice Amount:

2016-03-10

$420.00

Charge invoice amount

[ -] Comp invoice amount

Pay sales commission on comped invoice amount

wWrite off invoice amount

Payment Armount:

4.7.3.2.

50.00

o
5}
1]
£
2
[

Refunding Invoices
Club OS allows you to refund invoices if needed. To refund an
invoice:

e Navigate to the PT client’s profile and click on Club info

— Club Services.
e Click on the ‘Refund’ link under the ‘Invoices’ section.
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Package Agreement Refund Options

Inveice Date: 2016-01-25 Download Inveice
Description Base Price Qty Refundable Qty Used Refund All Refund Amount

1HRPT $35.00 12 = 12 All $420.00

Refund Subtotal® $420.00

' Taxes may apply, and will be calculated and added to the refund once submitted. Cancel

4.7.3.3. Freezing agreements

In certain situations, PT clients might want to put their
agreement on hold (eg- when going on vacation, etc). Club OS
allows you to freeze both future and active agreements. To
freeze an agreement:
e Access the agreement first by clicking on its name from
member service screen.

Member Service Agreements Add Service Agreement

Name Click on the Sale Date Contract Period Status
agreement to
r semi mon -U1- =U1-, 0 =U3-. b
B 1hrPTsemi monthly access tha 2016-01-19 2016-01-25 ta 2016-03-25 s 3
agl’eemenl

e Click on the ‘Freeze button’ on the agreement page.

Mame; Private Training 30 /

Description: PT 30§ 1-2ewk/ 3 Monthy Monthly

B3 LITES AL L

Term Length: 3 Wanths

Billing Cycle: 1 Wanth

Start Date 20HLE-03-20

Bllling Diates: Monithily on the 28th or the last date of the month

Dewm Payments: 1 Bill Cyeles

Renewsl Type:  Awte Renew - Dpen
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e Input the correct values for the freeze and active date.
o Freeze date: Refers to the date that the freeze

starts.
o Active date: Refers to the date that the
agreement comes out of the freeze state.

Freeze Agreement

sy

Freere Date: 2016-04-11

Active Date: &

It is recommended to freeze agreements in billing cycle
increments. This will ensure that billing dates shift
forward correctly. If your bill date falls within the freeze
time period, your invoice will be pushed out when the
freeze ends.

Note:
You can use paid sessions when your agreement is
frozen or cancelled.

4.7.3.4. Cancelling agreements

To cancel an agreement, complete the following steps:
e Navigate to the PT client’s profile
e Click on ‘club info — club services’
e Click on the edit button next to the agreement that you
wish to edit/cancel
e Click on the ‘Cancel’ button on the agreement’s page.
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« Back

M arme: Private Training 30

Description: PT 30/ 1-ZxWhk' 3 Monthy Monthly

Status: Active

Term Langth 3 Months

Billirng Cyele: i Moanth

Start Date: 2016-03-29

Billing Dates: Monthly on the 29th or the last date of the month

Down Payments: 1 Bill Cycles

Ramewal Type: Auto Renew - Open

Agreement Cancellation

Cancellation Date: 2016-04-11 1=z

Cancellation Fees

Description Fee Amount Fee Type Total Amount
fgsfgsd 5 145.00 Flat Fee 5 145.00
Subtotal® £ 145.00

* Taxoes miay apply, and will be calculated and added to the subtotal once submitted.
Edit Detail

4.8. Reports & KPIs
4.8.1. Payroll Reports

This report calculates PT sales and trainer commission for the selected
period of time. This will give you useful information about sales and

trainer commission for your location. To learn more, click here.

4.8.2. Vitals Report

The vitals report can be used to study membership and PT sales for the
location.
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https://cluboshelp.zendesk.com/hc/en-us/articles/210199883-PT-Payroll-Report-Breakdown-

48.3. KPIs

Your dashboard KPIs will be real time updated based on your day’s
performance. They will record useful information like the number or
fitness consultations made etc.

49. PT Best Practices
As a trainer, it is advisable to complete the following every day:

e Confirm the next day’s scheduled fitness consultations. Give your
clients a 24 hour reminder to ensure they attend the event.
Mark the outcome of all of today’s completed fitness consultations.
Follow-up with members & prospects that are listed on the follow-up
window.
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