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UBC Recreation Online Features

Adding Family Members
1. You can add individuals to a Family Account by using the “Add Family Member” button.

fi Jane Smitn ~

=7
/B

[5] Register Now

Family Member Detail

Edit Add Family Member | Invoices

W General Information

First Name: Jane
Last Name: Smith
Birthday: 01/01/1984

Age: 36

~ Contact Information

Primary Phone: 6048226000 Email: jane.smith@gmail.com

Mailing

» Schedules

» Activity Outcomes 0
¥ Arendance History

» Transactions

» Finance Info New

2. When adding children, please ensure that their birthday information is entered accurately as some
program registrations will require this information to determine if they are eligible for programs.
Phone and email information for additional Family Members will default to the contact information
for the primary contact unless updated.

Add Family Member

First Name *

Jim

Preferred Name

Last Name *

Doe

Ermall *

recreation@ube ca

Birthday *

Primary Phone *

(604) 822-6000

Contact Relation

Cancel
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UBC Recreation Online Features

Editing Information & Managing Family Members

1. If you have added Family Members to your Family Account, your default screen will feature all
individuals in your account. By clicking on the row of information for any Family Member, you can
access and edit information for an individual. If you are the only individual attached to your login,
please go to step 2.

(7D My protew [] scheduie | (3D

Family Members

el Farmily Member

Phato = Full Narme Simple prim: ndance Rat
i S (123) 4567590 —tirne— >
Jarm Smith (123) 456-7890 —Non >
- & Bexzort

2. Onthe next screen, click the “Edit” button to update personal information including name, birthday,
and contact information.

MrTest ~

@ Myinfo [=] Register Now

Family Member Detail

< Back to Client List Add Family Member Invoices

W General Information

First Name: John
Last Name: Smith
Birthday: 01/01/2010

Age: 10

W Contact Information

Primary Phone: (111)111-1111 Email: ubcrecreationtest@gmail.com

Mailing

» Schedules
» Activity Outcomes 0
» Attendance History

» Transactions

> Finance Info Exn
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UBC Recreation Online Features

3. Once updated, please use the “Save” button to update your information in the registration system.

@D mynfo [=] Register Now
 Save Cancel

Edit Family Member
¥ General Information

*First Name:  John

*Last Name: | Smith

*Birthday:  January v Day: 1 Year: 2010
Age: 10
v Contact Informatipn
*Primary Phone: | (111) 111-1111 ¢ Email: | jonn.smith@gmail.com

Malling: 6000 Student Union Boulevard
Vanepuver
Canada

British Columbia v VET1Z1

fance)
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UBC Recreation Online Features
Editing Finance Info — Adding Payment Method

1. At the main screen, click on the row of an individual to access their registration confirmations or
receipt history.

(7D My protew [F] schedule | (3 Launch Website

Family Members
Add Family Member

Phato = Full Narme Simple Primary Phon:

Jane Smith (123) 567800 R smithiEae o3 JT— >
& & Brcart

2. Onthe next screen, scroll to the “Finance Info” tab and click. Once open, you can see all of the
available methods of payment. Select the “New” option to add a new method of payment. Click on
the row for the existing method of payment to update it.

‘ »"7 Mr Test =

Family Member Detail

£ Back to Client List Edit Add Family Member  Invoices

¥ General Information

3 Contact Information
> Schedules
> Activity Qutcomes 0

» Attendance History

|v A | [ml

Holder Name Type Credit Card Type ¥ Status Share With Account Expiration Date ¥ Default ¥

I_\ow.ﬁw th Credit Card Mastercard Valid 30/11/2020 l
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UBC Recreation Online Features

3. Input or update the information for payment information. If you would like to use this credit card as
the default payment method for future transactions, make sure to check the box beside “Default.”

My Info Register Now

m Coneel

Finance Info

+ Deta

@ *Type: | CreditCare *Holder Name:  John Smith

Hanis

@ Times Failed:

Notes:

¥ Credit Card Detail

*Credit Card Type:  Visa *Expiry Month: 12 - December
*Credit Card Number: 1111111111111 *Expiry Year: 2020
Copy Address from Parent

@ *Card Verification Value: 420 Billing Address:

6000 Student Union Boulevard

Canada
¥ SystemInfo
cance
————————————— This space is intentionally blank, please turn to the next page -------------
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Accessing & Reprinting Receipts or Registration Confirmation
4. Atthe main screen, click on the row of an individual to access their registration confirmations or
receipt history.

[5] schedule @b

Family Members

Add Family Member

Photo a 2l Name Simple Primary Fhone Emai Aurendance Fating
o St (123 4567500 ensmirnE e s —Nove— >
Jarwe Smith 1123) 4567550 [ohnsmitni@ne e —None— >
> & L

Receipts
5. On the next screen, click the “Invoices” button to access the purchase history for all of your
transactions.

VB
@D MyInfo [5] Register Now

Family Member Detail

W~ General Information

First Name: Mr
Last Name: Test
Birthday: 01/01/1900

Age: 120

~ Contact Information

Primary Phone: (111)111-1111 Emall: ubcrecreationtest@gmail.com

Mailing: British Columbla

Canada
¥» Schedules
» Activity Outcomes 0
» Attendance History
» Finance Info New
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UBC Recreation Online Features

6. The following screen will display your transactions. By clicking on the top row of the table you can
organize your results in ascending/descending order. Use the checkbox to the left of each row and
the “Receipt” button at the top to generate a copy of the receipt.

Mr Test v
Register Now
Invoices
Due soon Balance due
T $0.00 $0.00
Invoice/Item Customer Payer Status/Type Paid Balance Total Trans/ltem ID
Mr Test Mr Test Comple(ed 07/01/2020 $169.00 $0.00 $169.00 181
\:\ Invoice - 47 Mr Test Mr Test Completed 07/01/2020 $169.00 $0.00 $169.00 179
[ Invoice - 48 Mr Test Mr Test Completed 07/01/2020 $300.00 $0.00 $300.00 180
[ ] invoice - 42 Mr Test Mr Test Completed 06/01/2020 $300.00 $0.00 $300.00 163
\:\ Invoice - 41 Mr Test Mr Test Completed 06/01/2020 $169.00 $0.00 $169.00 155
\:\ Invoice - 35 Mr Test Mr Test Completed 06/01/2020 $0.00 $0.00 $169.00 150
[ invoice -33 Mr Test Mr Test Completed 06/01/2020 $0.00 $0.00 $169.00 148
\:\ Invoice - 32 Mr Test Mr Test Completed 06/01/2020 $0.00 $0.00 $169.00 147
\:\ Invoice - 36 Mr Test Mr Test Completed 04/01/2020 $169.00 $0.00 $169.00 151
[ | invoice - 24 Mr Test Mr Test Completed 04/01/2020 $152.10 $0.00 $152.10 149
. o« w_ 2 3 » o items per page |10 W 1-100f 21 items

7. You can use the “Print” or “Email” buttons on the bottom to print or email copies of your receipt.

Department of Athletics & Recreation
272- 6081 Student Union Blvd

British Columbia
Canada, VBT 121
Tel: 604 822 6000

1QTY Basketball - Fithess ~ $168.00
Fun Training

{16/02/2020 - 20/03/2020)

Event ID: 00000067

SUBTOTAL §169.00
TOTAL $169.00
INITIAL PAYMENT §168.00

CREDIT CARD TEND -5169.00
STATUS Success
Payment PYMT.T
Payment Date  07/01/2020 12.01.44
Approval# 527682

ubcrecreationtest@gmail.com
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UBC Recreation Online Features

Registration Confirmations
8. On the next screen, scroll to the “Schedules” tab and click. Once open, select the “Switch to List
View” option.

~ Genaral Information

First Narme; - Mike
Last Name:  Test
Hirthday: 010172011

Apes 9

~ Contact Information

primary Phone: (111) 111-1111 Email: ubcrecreationtest@gmail.com
Mailing:
w schedules
v
< January 2020 > Export o ’DF v

sunday Monday Tuesday Wednesday Thursday Friday saturday

9. Inthe List View, click on “Actions”. This will bring up a list menu, select “Print” from this list.

et s -

@0 myinis [5] negister Now

First Name:  Mike
Last Name:  Test
Rirthday: 01/01/2011
Ape: 9
~ Contact Informarion
Primary Phone:  (111) 111-1111 Email: ubcrecreationtest@gmail.com

Mailir

¥ Schedules

B switch ta Calendar View

Show cvents: | Currenl & Fulure A

Name Days Time Stall ServiceName

56 O

withdraw

> Activity Outcomes 0
¥ Attendance History

3 Transacions

e
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10. You can use the “Print” or “Emaill” buttons on the upper right to print or email copies of your
registration confirmation.

Mr Test «
@ My info Register Now

Registration Confirmation

Date Issued: 07/01/2020 02:58 PM

Campus Scouts Booked

Event Information

Location:  UBC Programming spaces/On Campus Locations pending

StartDate:  23/03/2020 01:00 PM - 0400 PM 27/03/2020 01:00 PM - 04:00 PM
everyday 3nom

are risks, dangers, and hazards

« MEDICAL ”

on the terms and conditions set out above.

Last updated January 7, 2020
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UBC Recreation Online Features
Online Withdrawal — Only for UBC Camps

12. From the Family Members screen, select either the primary contact or the Family Member you wish
to withdraw from a program by clicking anywhere on the row with their name.

Family Members

Add Family Member Qs

Fhot Frimary Phone Email Adtendance Kating
M Test 01111111 ubrecreationlest@amail.om A >
Steph smith 1111111 uberecreatio com A >
John Smith (AR RRRR RN ubrecreationtestidamai. com A >
Jane Smith (604) 8226 ubcrecreationtest@gmall.com A >
Mike Test N1 ubcrecreationtest@gmal.com A > ]

sofs BrintPage PExport

L]

13. On the next screen, scroll to the “Schedules” tab and click. Once open, select the “Switch to List
View” option.

W Test ~

"_" My Info [ Register Now

Family Member Detail
#ald Family Member  Involces

~ General Information

First Name: - Mike
Last Name: - Test
dirthday: 010172011

Age: 9

~ Contast Information

Primary Phones (111 111-1111 Emall: ubcrecreationtest@gmail.com
Mailing:
o
< January 2020 > 5 switch to List View Export loPDF v
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
J 01 02 03 04

Last updated January 7, 2020
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14. In the List View, click on “Actions”. This will bring up a list menu, select “Withdraw” from this list.

MiTest =

e
UB
My Inlo i)

First Name:  Mike

Last Name:  Test

Birthday: 01401/2011
Aper 9

~ Conract Informarion

Primary Phone: (111)111-1111 Email: ubcrecreationtest@gmail.com

Mailing:

v Schedules

BB switch ta Calendar View

Show events: | Currenl & Future v

Name Days Time staff SapviceName

Hasketball - Fifness Fu.. Everyday 00 PM - D4:00 1M Basketball - Fitness Fun Training =
TP Jp
e - IDE 114 prine

¥ Activity Outcomes 0
3 Atlendance History

> Transactions

T . |

15. A pop-up will enable you to complete a refund to original payment method or as an account credit
for future transactions. For details on applicable withdrawal fees, please visit the UBC Camps

Policies page.

Withdraw from Basketball - Fitness Fun Training

Refund Amount

Fees paid: $169.00
Withdrawal Fee $0.00

Refund Method

() Account Credit

() same as payment method

Total to Refund $169.00

Last updated January 7, 2020
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UBC Recreation Online Features

5. If your withdrawal is successful, the screen will display a Withdrawal Confirmation. You can either
print or email this Withdrawal Confirmation.

Withdrawal Confirmation

6000 Student Union Boulevard, Vancouver, BCVET 121 Tel. (604) 822-6000

Mike Test

Basketball - Fitness Fun Training (00000067)

Location; UBC Gyrmnasiuims, UBE Progranning Spaces

Schedule: 16/03/2020 13500 P4 - 15:00 PM to 20/03/2020 1300 PM - 16:00 PM
Number of sessians: 5 Total Hours: 15.00

Cancellation Summary:
Sessions Withdrawn: Series
Total Refund: £160.00
Cancellation Fee Amount:  $0.00
Reason for Cancellation:

Last updated January 7, 2020
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