
3 STEPS TO ADD A NEW STUDENT

1. Select “Student  Add/Change” from the Student Menu (pic a1.)

2. Select “Addition” from the right side of the screen. (pic b1). ***Once you select

addition, default information will populate some fields.

3. Type in the necessary information and select “Save Current”. *** Mandatory that

must be entered before you will be able to save a student are Students full name, date

of birth, sex, and next charge date.
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SETUP BELT/RANK TABLE IN 5 EASY STEPS

1. Select “Belt/Rank Table Maintenance”, under the Administration Menu.

2. Double-Click on the line of the belt you would like to change.(pic a2) ***Once you

have double-clicked on the line the “Belt Table Maintenance”, will pop-up.

3. Edit the boxes on the screen. (pic b2)

4. Change the color and strips of the belt image by clicking on the BC (belt color), SC

(strip color) and #S (stripe number) buttons.

5. Select “Save”

*** At the bottom right of the Belt/Rank table there  is a Belt Table Code section. You

are able to enter 26 complete belt tables labeled A-Z.
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Setup Age Group Table in 4 Easy Steps

1. Select “Age Group Maintenance”, from the Administration Menu. (pic a3)

2. Double-Click on the line of the age range you would like to change. ****The “Age

Group Maintenance” screen will pop-up. (pic b3)

3. Edit each box. (Group Description, Abbreviation, Min Age, Max Age).

4. Select the proper Belt table to use with that age range and click save.

***At the bottom left of the Age Group Table there is an Age Group Table Code, section.

26 different Age Group Tables may be created using the letters A-Z. Change the table by

clicking the drop-down arrow and selecting a letter.
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Setup a Student for Automatic Payment

The first step in setting up Automatic payment is entering your merchact Id and Merchant

password in the system option menu. Select System Options Maintenance from the

Administration Menu. Enter your Merchant User ID and Merchant password. ***You

only need to do this step once. Now you are ready to setup a student for automatic

payment

1. Select Student Add/Change from the Student Menu.

2. Select the student from the Student Account Number drop-down arrow.

3. Click the Visa Button. (pic a4)

4. Select Credit Card or Electronic Check/Direct Debit and enter the correct

information.

5. 
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