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1 Intro duction

GymMaster is a programme designed to manage memb ership data �les and their

related functions. It also provides signi�cant assistance in retention of memb ers

and management of a gym or memb ership asso ciation. But �rst, what do es it

do?

ˆ Stores memb er details and their involvement with the organisation includ-

ing their �nancial account.

ˆ Records key details ab out each programme group and individual pro-

gramme.

ˆ Provides a wide range of rep orting on memb ers and programmes.

ˆ Memb ership validation to allow access control through proximity cards,

swip e cards etc. This can also b e linked to a gate or do or lo ck control.

ˆ Ability to download transactions from a bank �le and allo cate against a

memb er account or to initiate direct debit charges to a bank.

ˆ Can b e integrated with web functionality to enable on line b o okings and

data input.

ˆ Bo okings form for instructors, classes, equipment or facilities.

ˆ Provides p oint of sale functions.

ˆ Has a numb er of to ols for communication with selected memb ers including

by mail, email or text message.

ˆ Records sales enquiries and follow up action.
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1.1 User Notes

ˆ GymMaster has many functions. The programme detail and other func-

tion parameters �rst need to b e set up and the second part of the manual

gives guidance on this. (See Dashb oard < Gym Setup 20) You may cho ose

not to use some of the functions for which the set up can b e disregarded.

Some functions are not supp orted in cheap er versions of GymMaster but

an upgrade can b e purchased if wanted. The �rst part of the manual is

ab out op erational pro cedure, entering memb ers, their memb erships, ac-

counting and rep orting, b o okings, p oint of sale, etc.

ˆ Dates can b e entered in a variety of formats and will convert to the format

you have set as your default when installing GymMaster. Shortcuts for

date entry include yd for yesterday, td for to day and tm for tomorrow. To

use shortcut, delete any default date, enter shortcut then tab.

1.2 Getting Started

1. You may have downloaded the trial version from the web which can b e

used to intro duce yourself to the programme. When you purchase we will

send a disk for the version you have purchased.

2. Download the disk and it will have the sample data and manual. Play

with the sample version to get familiar with the programme. The manual

is under the help section. Start with entering memb ers and memb erships

etc. The op erational parts for front desk are in the earlier part of the

manual and set up etc in the latter part.

3. When you op en GymMaster it will start with a news page on GymMaster

up dates. You can email treshna from there ab out any news items, delete

the current item or move to the next news item. Click OK to clear news

screen. After closing this screen it can b e accessed again through Help on

the top menu bar then Show all GymMaster News.

4. This will leave you on the dashb oard screen headed Welcome to GymMas-

ter. This is the main menu for accessing key function groups.
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5. From the Dashb oard you can cho ose Op en the Memb er Window or Find

a Memb er. The Memb ers screen has the Memb er Details and information

relating to a memb er and that p erson's memb erships. This is the screen

that front o�ce sta� (receptionists etc) will primarily use.

6. The Dashb oard provides a short cut to Bo okings, Point of Sale and Sales

Enquiries which can also b e accessed from icons on the memb er page.

Management functions including tasks to b e done, banking, rep orts, graphs

and gym setup are shown on the menu b eside the dashb oard.

7. In Memb ers, play with the data and when you are reasonably familiar

with the function, erase the sample memb ers. The function to do this is

found in the Dashb oard screen under Con�guration on the top menu bar.

8. You will now b e left with the sample set up back o�ce data plus any

memb ers you have entered. Now is the time to customise the set up to

meet your requirements starting from Programmes which is section 20.3

in the manual. From the Dashb oard cho ose GymSetup from the left hand

menu. This will enable you direct access to the various set up functions. If

you hover the mouse over the buttons it will describ e their function. Work

through the set-ups, ignore what you don't need and contact treshna if

struggling. In the manual, Memb er refers to the name address etc in

8



the top half of the memb er screen. Memb ership is the lower half and

refers mainly to the programmes the memb er has joined and the related

accounting. In Programme set up check the manual for de�nition on dates

and descriptions for APs and DDs memb erships.

9. Once your con�guration has b een set up, b egin entering memb ers, starting

with those where payment is made in full then moving to the slightly more

complex APs and DDs. You may have paid treshna to migrate the bulk

of your records from your old system to GymMaster.

10. We suggest you initially concentrate on using the functions that you have

used with a past system or that are essential for your op eration. Once

familiar you can commence using other functions such as Bo okings, Point

of Sale, Bank interface, Messaging etc.

11. When training sta�, don't confuse them with training ab out areas they

don't need to b e aware of although a brief overview can b e helpful. Stick

to their function at least initially. As with all new systems, sp eed improves

impressively with practice as actions b ecome automatic.

1.3 Night Run

1. Charging of accounts etc is done by doing the night run. If this is not run,

memb ership charges are not up dated. The b est metho d is to leave the

key computer on 24 hours and remain logged in to GymMaster. This will

automatically do the night run. If the computer has b een left o� or out of

GymMaster, run the night run manually. Under GymMaster on the top

menu bar of the Dashb oard, cho ose To ols > Run Night Run. It do es not

matter if this action is rep eated during the day as it will not duplicate

what it has already up dated.

1.4 Backups

ˆ It is crucial that you backup GymMaster regularly as you never know when

you may b e hit with a hard drive failure or problems such as damage, �re,

earthquake etc

1. The backup function is found under GymMaster on the top to ol bar >

To ols > Backup database to �le. You can cho ose which �le to send the

backup to.

2. Doing a backup to a backup �le will cover you for restoring data if you

get corrupted �les on GymMaster from a crash, p ower surge etc. But it

will not help if you lose the hard drive that contains the backup.

3. It is sound practice to have an o� site backup. The easiest way is to use

a USB Drive. Plug the USB drive (a 1 GB drive is a go o d size) into your

USB p ort. Then do a backup as ab ove, directing the �le to the drive.
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Keep the USB o� site. You may also like to alternate 2 di�ernt USBs in

case one is lost or damaged.

4. Tresna can arrange o�site backups for you on its servers for a fee.

5. GymMaster will give you a reminder every 20 days if the backup function

has not b een used, but you should b e backing up at least daily.

1.5 Help

ˆ The Help icon is on the right hand side of the menu bar in b oth the

Memb er screen and the dashb oard.

1. Manual. This enables you to op en the full GymMaster manual and to

print it out.

2. Card reader manual

3. Barco de manual. If you use a barco de reader this manual provides the

barco des you need to scan. Not all readers are supp orted by Gym,Master.

4. Rep ort bug / Request Feature. This will op en a small screen that asks

you to continue and then the bug rep ort screen comes up and will ask

for your login. Make certain you enter enough information for treshna to

understand the request. Bugs are �xed at treshna cost and are prioritised

according to imp ortance. Resp onse to feature requests dep ends on how

generic the feature is to other users or is unique to your needs. There

may b e a charge if it is a unique feature for your business but treshna will

check with you b efore commencing work.

5. Show all GymMaster news. This will bring up the latest message regard-

ing developments with GymMaster. By clicking on Next News you can

progressively track back through earlier messages. You can email treshna

direct from this screen.

6. Ab out GymMaster. This gives details of the version of GymMaster that

you are using. It will also show the total numb er of memb ers in the system

and the numb er who are active.
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2 Main Screen - Memb er Details

This page, including its sub pages, contains data for memb ers and their mem-

b erships.

It also provides a menu bar and icons for functions. (The second screen, the

Dashb oard, contains management related functions)

ˆ search function

ˆ quick visual indication of current or expired memb ership, recent pattern

of attendance (face) and money owing

ˆ adding new memb ers

ˆ accessing programme status

ˆ corresp ondence and contact with memb ers

ˆ b o oking forms

ˆ p oint of sale

ˆ sales prosp ects

ˆ last visitors listing

11



ˆ key p erformance indicators

ˆ delete memb er

ˆ memb er visit history

ˆ memb er measurements and work out �le

ˆ memb er photo

ˆ merge memb er

ˆ add family memb er

ˆ memb er paying for other memb ers

ˆ assign cards

ˆ manually check in

ˆ programmes list

Some functions also have an icon for quick access. Under Help you can access

the manual and other information ab out using GymMaster. The �rst time you

op en after install you may need to accept the Adob e license agreement.

The b ottom half of the Memb er Screen has details of the memb er's mem-

b ership and other information.

See section 3 for using the memb er detail and section 4 for the memb er's

memb erships etc.

3 Memb ers

This is the top half of the screen and records data relating to your memb ers.

The actual �elds used will dep end on your sp eci�c requirements.
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3.1 Existing Memb ers

3.1.1 Find Function

1. Use Find Memb ers under Memb er on the menu bar or Find Memb er icon.

You can use the right hand part of the to ol bar search as well but this is

name or part of name searches only.

2. It is helpful to leave this search screen op en if doing frequent searches and

your monitor has the available space.

3. You can search under a numb er of individual categories or a combination

of them.

4. Under �Search For� typ e in part or all of the memb er's surname or Chris-

tian name. Not case sensitive. You can use a variety of search details in-

cluding Sam Brown searched under s b Can also search under card numb er

or memb er numb er and it will list memb ers names meeting the criteria.

5. Highlight your target memb er then click on Show Memb er to op en memb er

�le.

6. Check in Memb er will enable manual check in of highlighted memb er.

7. Add Memb er op ens a blank memb er �le for entering a new memb er's

details.

8. Visited will list alphab etically those who have visited during the p erio d

requested from the drop b ox.

9. Last Visitors will b e one of the options under Visited. A time sorted list

of visitors can b e obtained from Last Visitors on the Dashb oard.
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10. Mo di�ed should bring up those memb ers whose records have b een changed

in the selected p erio d.

11. Programme will list the memb ers of the chosen programme. Use in con-

junction with a of p erio d under Visitor.

12. Matches to the search will b e listed and double click on the correct one

or highlight then click on Show Memb er. This will op en up the memb er's

screen.

3.1.2 Icon Access to Functions

ˆ Icons on the menu bar give direct access to functions including Add new

memb er, Save changes, Refresh screen, Undo changes, Find, Bo oking form,

POS, Prosp ect sales enquiries, Show last visitors, Manual Checkin and

Help. If you hover the mouse arrow over the icons the description will p op

up. Then click on icon.

ˆ Other functions are available from the top menu bar under GymMaster,

Memb er and Memb ership Card.

ˆ Con�guration is a management function for setting up GymMaster data.

See under Dashb oard > setup 20

ˆ A forward and back arrow are on the right hand side of the screen for

moving b etween records. There is also an alternative �nd screen which

searches on all or part of a surname. Enter name then click on search icon

and it will move direct to the memb er record that closest matches.

3.2 Card Use

ˆ If a memb er is using a proximity or bar co de card, there can b e an audible

and if set up, a light signal on presentation to tell if it is a current valid

memb ership for that time of day.

ˆ A Pop Up screen will app ear with the name, and if set up, photo. It will

include other information that you have set up in Con�guration. If there

is a current message, overdue account or other trigger registered for the

memb er it will show in the Pop up. You can set the trigger amount for

overdue accounts and other information you want in Dashb oard > Setup

> General Con�guration > Cards Readers. The Pop up screen will remain

for the time set up in con�guration and will then automatically close. You

can also close it by clicking on the p op up.

ˆ If using a bar co de card reader, you may need to have the memb ers' record

section or last visitors page op en. See the section on barco des for details

see section 22
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ˆ If they have forgotten their card, you can manually record their visit. This

is done as follows:

1. Op en their memb er record.

2. Click on Manual Check in icon. (A memb er card numb er must have b een

previously allo cated to the memb er)

3. Will op en a small screen and will automatically pick up the card numb er

from the memb er record.

4. Cho ose do or if relevant.

5. Click Ok. Will give normal p op up screen message con�rming visit.

6. You can also do manual check in direct from Find Memb er screen.

3.3 New Memb er

ˆ Before entering a new memb er check carefully that they do not already

exist in the data base, p erhaps with a sp elling error.

ˆ New memb ers can b e added by using Add Memb er under Memb er or the

Add a New Memb er icon.

3.3.1 Entering New Memb ers

1. Memb er names can b e entered in lower case and the �rst letter will b e

converted to a capital on tabbing down.

2. Movement around the screen can b e achieved by using tab, shift + tab,

up and down arrows, and by clicking on a b ox.

3. The decision on how format dates are shown is decided when installing

GymMaster. Treshna can subsequently change this for you. GymMaster

will convert most date entries to the chosen format.

4. Tick the relevant gender. It can b e set to gender default option in Con-

�guration > General Con�guration > Display.

5. Enter address. If additional addresses are needed such as for billing, this

can b e entered in the lower half memb ership section in Extra Details.

6. Clicking on the cell phone icon op ens a screen that enables text messages

to b e sent. Templates can b e set up for standard messages.

7. Notes in this section will app ear on memb er's main screen and in the Note

Log. The Note Log can b e used for messages that will not app ear in short

Notes in Memb er screen.
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8. Card Numb er is where a proximity card is issued. It can b e automatically

picked up from the reader by use of the Get Card function. It can also b e

entered manually (See Card issue pro cedure b elow).

9. Organisation is an optional �eld. One use is for a sorting option in rep ort-

ing. eg You have a corp orate memb ership and want to rep ort by company

within that memb ership.

10. Involvement typ e is chosen from preset options and may include Memb er,

Casual or other classi�cation you have set up under Con�guration.

11. Personal Trainer can b e chosen if allo cated.

12. The memb er's email address can b e entered. Standard template or indi-

vidual messages can b e sent from here.

13. Where one payment is b eing made for more than one memb er, enter the

details in the primary memb er's record. With the memb er �le op en at the

memb er who is to make payment (primary memb er as ab ove), under Mem-

b er on the top menu bar cho ose Memb er Pays for Other Memb ers. Action

by +, cho ose memb ers to b e paid for, enter amount to go to those mem-

b ers, then save. This function only works when exp orting data through a

bank.

14. When the memb er details are completed a b ox will have app eared Save

new Memb er. You must click on this b ox to save the record. This is a

check for you to make certain any changes have not b een typ ed over an

existing record by mistake. Check b efore clicking. This b ox is not required

when op ening a new memb er �le direct from Sales Prosp ects.

15. Web memb ership signups can op en a new memb ership and record details

where there is not a close match with an existing memb er.

16. On the left hand side of the screen, the system will automatically generate

Memb er No, Card No and Owing if relevant. Don't enter manually.

17. Beside the photograph space, a picture such as a rubbish tin or a face will

indicate the current status of the memb ership. eg expired or currently

visiting. See 3.7 for details.

3.3.2 Card Issue Pro cedure

ˆ For Proximity and smart cards, and pre-printed, or pre-existing barco de

cards.

ˆ This is di�erent from the Memb er Numb er which is a system allo cated

reference.

1. Op en memb er name in GymMaster
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2. Present a new card to the card reader

3. Click Get Card button

4. The numb er that GymMaster will use to refer to that card will app ear

in the card-numb er �eld. For cards with numb ers printed on them this

numb er will usually b ear no resemblance to the numb er printed on the

card.

5. Click the Save icon. You can manually allo cate the card numb er to the

memb ership if it has not automatically b een allo cated. This is done

through Edit of Memb ership. Complete the detail, Apply, Con�rm in

small b ox, give reason in small b ox.

6. Present that card again to con�rm that it now works.

For self-printed Bar Co de Cards:

1. On Menu Bar under Memb ership Card, click on Assign New Pap er Card.

A small screen will op en.

2. See that main screen is op en for the memb er.

3. Click on ok.

4. The barco des or cards may b e printed using the mail-merge to ol found in

the corresp ondence menu found in the top to ol bar on the dashb oard. Bar-

co des (or cards) will only b e printed for those memb ers with a non-expired

memb ership that have the print-card b ox checked. (see corresp ondence )

5. The start of the barco de and the rules GymMaster uses to automatically

�ll the print card checkb ox can b e set from the general con�guration page.

6. Provided the Programme Group for a memb ership has the Issue Cards by

Default b ox ticked the numb er will automatically also b e entered against

the individual memb erships.

Where no physical card or manual entering of numb er.

1. Op en the memb er �le.

2. Under Memb ership Card on top menu bar, cho ose Assign New Pap er Card.

3. A small b ox will app ear. Either put in sp eci�c numb er or click ok for

system generated numb er.
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3.3.3 Replacing Lost or Faulty Card

1. Op en the Memb er's �le.

2. Delete the lost or faulty Card Numb er from memb er record.

3. Follow the ab ove pro cedures again. For a proximity card, click on grab

card as ab ove. Under Memb ership Card on top menu bar, click on Assign

new card for memb er for pap er cards.

4. This will automatically cancel the previous card and transfer data to the

new card.

3.3.4 Photos

ˆ You can attach a photo for each memb er and bring this to the screen when

a card is presented to the reader.

1. Under Memb er on the menu bar, cho ose Add/Change Photo.

2. Find the photo �le for the memb er.

3. Click on photo and it will b e transferred to that memb er in the data base.

4. The image source �le can then b e deleted or overwritten.

You can b o okmark directories to sp eed up the time it takes to load photos.

When you have found the directory where the photo is stored in, you can right

click on the directory and click �Add to Bo okmarks�. From then on the directory

will b e listed in the left hand �Places� menu.

3.3.5 View Memb er Visit History

ˆ For checking on when a memb er has visited.

1. Op en up the memb er �le.

2. Click on Memb ership Card from top to ol bar then View Visit History. A

screen will op en with that memb er's visit history.

3.4 Merge Memb ers

ˆ Where duplicate records exist for a memb er the Merge Memb er function

can b e used to amalgamate the records. This saves input time.

1. Op en the memb er record for one of the records to b e merged.

2. Select Merge Memb er from under Memb er on the top menu bar.

3. Select the other record through the Find function that op ens up.
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4. Click on Merge Memb ers in the Find screen and a new screen will op en

up showing the target records.

5. Cho ose which record to Keep and click on Merge Memb ers. The memb er

details of the record chosen as Keep will b e retained and the other record

will b e deleted but any memb erships will b e transferred to the Keep mem-

b er. First check that there is no information in the �le to b e deleted that

you may have to transfer manually.

3.5 Prosp ective Memb ers (Sales Enquiries)

ˆ For listing contacts who could b ecome memb ers with an allo cation func-

tion to a sta� memb er for follow up.

1. Go to GymMaster on top menu bar then Prosp ect Sales Enquiries or icon.

(Or go from dashb oard)

2. Click on + icon, record data then save. Check In will op en do or or gate

to enable prosp ect to view facilities. You can also make a b o oking direct

from the enquiry screen by use of an icon.

3. Second section allows allo cation of enquiry to a sta� p erson and more

follow up detail. Op en with the + icon for new contact details. Contacted

On is the date that a particular contact is made starting with the �rst

enquiry. Save icon when completed. Can then click on Generate task if

wanting to app ear in To Do list

4. Contact Typ e, Enquiry Status and Promotion Setup are set up under Set

Up > Sales Enquiries >

5. The contact details will refresh each time a new contact is recorded and the

history can b e checked in the b ottom section by highlighting the contact

date.

6. The enquiry can b e deleted by using the delete icon.

7. Click on Show Finished Enquiries icon and click again to return to current

enquiries.

8. The enquiry can b e converted direct to memb ership by clicking on the

convert icon. Go then to memb er record and complete memb ership detail.

9. The Status on followups is set under Set Up > Sales Enquiry > Enquiry

Status. You can tick status such as No Sale or Sale Made to automatically

shift the enquiry record to Finished Enquiries.

10. Clicking on the Show Required Followups icon will enable you to check

follow ups for any particular p erio d. Click on the last date you wish to

enquire for and it should list all follow ups to b e done up to that date. It

is up dated when night run is done.
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11. Under Show Required Followups you can also do a sta� search by cho osing

from the sta� drop b ox.

12. From Finished Enquiries, you can use the Jump to Memb er icon to op en

the memb er's �le.

3.6 Memb er Cancellation

1. If you wish to remove the memb er from your records, op en the memb er

�le and under Memb er on the top menu bar, cho ose Delete. Normally

you would not Delete but leave the memb er �le in your records in case

there is a rejoin in the future. See Memb erships for deleting a memb er's

programme memb ership.

3.7 Memb er Status and Smiley Face

ˆ These are quick visual indicators of memb ership involvement.

1. The current memb ership status indicator. Green tick is current or recently

expired, ll is susp ended, a $ is on promotion and rubbish tin is expired.

2. There is a happiness indicator on the memb er's record which indicates

how regularly memb ers come into the gym. Memb ers that visit 3 or more

times a week, or are increasing their visits, get a smiley face. Memb ers

who visit once or less a week or are decreasing their numb er of visits get

a sad face. Memb ers who have not visited in 10 weeks or new memb ers

do not get a rating until the day after their �rst visit. The action dates

for the face can b e changed in Set Up > General Con�guration> Display.

3. The times and dates of a sp eci�c memb er's visits can b e found through

Memb ership Card on the top menu bar.

3.8 Memb er Record Disabled

ˆ To clearly indicate memb ers who have not had a current memb ership for

2 months.

1. If a memb er has had no current memb ership for 2 months the record is

disabled. The screen will b e faded.

2. If a new memb ership is added the screen will automatically b e enabled

again and return to normal colour de�nition.

3. If you want to amend a disabled record, click on the trash can by the

memb er photo. This will reactivate the disabled memb er �les and will

revert to disabled with the night run unless a new memb ership is added

or date brought forward.
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4 Programme Memb erships

This is the b ottom half of the memb er details. It records programme mem-

b erships, accounts, extra p ersonal details if needed, visits and other details.

Memb erships can b e sorted by clicking b eside the table headings. eg. start date

for sorting in date order either ascending or descending.

4.1 Entering Programme Memb erships

ˆ Under Memb erships �le for the memb er

1. Click on + icon for new programme memb ership.

2. Cho ose a Programme Group then a Programme from the drop b oxes. If

it is a new programme it will �rst need to b e set up in the back o�ce

function under Set Up > Programmes.

3. The default start date can b e changed. The end date is not entered at

this stage but will b e automatically generated. If the start date is for the

future it will indicate this on the memb ership and come up as a warning

if check in is tried.

4. Programme price will b e generated automatically. Click on Add Payment

as a shortcut to the Payments screen. Use the edit function after com-

pleting the memb ership entry if you wish to change the price for that

memb er.

5. Conditions can have an entry for anything di�erent from the normal. This

will b e set up in the programme con�guration and will automatically ap-

p ear for that programme memb ership and will app ear as a condition on

the printed memb ership contract.

6. Clicking on the disk icon next to Conditions will bring up an application

form for signing if required.

7. Card numb ers will automatically b e entered against programme memb er-

ships if a card version is b eing used and if they are in a group that has

the default b ox ticked. It can also b e manually assigned to a memb ership

if you have a memb er with several di�erent cards. On presenting a card

to the reader it will record the attendance against the presented card.

If doing a manual check in when memb er do es not have card on them,

the attendance record will need to b e manually changed to the correct

memb ership.

8. The sign up fee that has b een set up in the con�guration for that pro-

gramme will app ear once the save icon is clicked. (This function do es not

work for Renewal Based Programmes with payment made on joining. For

these a sp ecial add on Programme can b e set up in Sign Up Fees.) It

can b e manually changed, particularly if it is to include the gap b etween

joining date and �rst AP payment.
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9. First Payment Date is for use with APs or DDs. It is the date that the

�rst payment will app ear on your bank statement.

10. Renew is the numb er of times the memb ership has b een taken out using

the automatic renew function.

11. If a memb ership has expired a Renew b ox will show in Memb erships.

You can renew a memb ership by �rst highlighting the memb ership to b e

renewed and clicking the renew b ox. As the numb er of renews increase,

the memb ership end date will b e moved back and the charge for the p erio d

added.

12. If memb ership has yet to expire but the memb er wishes to renew it, high-

light the memb ership and click on edit. Within this b ox there is a Renew

function under Dates. Change the Renew Times. It adds the renewed

programme p erio d to the expiry date of the existing programme.

13. Renew is also used in dealing with APs or Direct Debit weekly or monthly

memb erships. Check that the start date is the one you want.

14. Visits shows the numb er of times a sp eci�c programme memb ership has

b een used. You would normally not enter anything in here as attendances

will b e recorded when a card is presented. The total can b e changed if

needed. Go to Edit. In new screen put new numb er of visits in applicable

b ox. Con�rm in small screen with Yes. Give reason in next small screen

then OK.

15. Complete and Save button is clicked when all data entered. This will op en

a con�rmation screen which can b e checked then click on complete.

16. If the memb ership is current, a b ox will show Expire and in the lower

screen the memb ership will b e shown as current. At the end of a time

based memb ership this will automatically expire and the b ox will change

to Unexpire. The b ox can b e used by clicking on it to change the status

of a memb ership.

17. If the cost of an ongoing programme is changed (eg weekly AP), the new

price would b e set in the Programme Add & Edit, the existing programme

in the memb er's memb ership would b e ticked expired and they would b e

rejoined with a 0 rejoin fee to the programme. This will enable the new

price to b e picked up in their accounts record.

18. See 5 for entering payments for programmes.

The following 2 functions are hidden on most versions as not relevant.

1. The Web b ox is for use if the b o oking is made on line from your website

by the memb er, and not entered in via the normal system.

2. Wait listed is ticked if the p erson is wait listed for this programme. Untick

the waitlist button to remove them from the waitlist for a programme.

22



4.1.1 Memb ership Agreement

1. If a standard memb ership agreement has b een set up, clicking on the disk

icon at the b ottom of Memb erships alongside Conditions will bring up the

memb er's contract for printing and signing.

4.2 Edit a memb ership

1. Highlight a memb ership you wish to edit. If it has already expired, you

will need to �rst Unexpire it to get access to the edit function. Rememb er

to make it Expired afterwo o ds if that is the intention.

2. Click on the edit button which will op en up a new screen.

3. Cho ose to change Progamme, Price, Dates (including renewal) and can

check access details.

4. Enter the changed details to the right of the existing data then Apply and

con�rm.

4.3 Susp ension of a Memb ership (Freeze)

ˆ There is a facility in Memb erships to temp orarily susp end a memb ership

(eg in hospital) which e�ectively lengthens the memb ership by the days

susp ended. For an op en ended memb ership on AP, DD etc it will not

charge for the p erio d of the susp ension or will charge at the input reduced

rate. A �nancial adjustment can b e made through the Make Account

Adjustment under Memb ers if required. The freeze p erio d can b e subse-

quently amended.

ˆ The Ongoing Fee function should only b e used if there are ongoing charges

for the memb ership b eing susp ended.

ˆ Complete cancellation of a memb ership is also p ossible.

4.3.1 Freeze (Susp end) Memb ers

1. Highlight the memb ership b eing altered.

2. Click on the Freeze Memb erships button. This will op en up a new screen.

3. Click on the + Add Freeze and this will op en a new screen. Cho ose the

susp ension p erio d. The dates shown in the susp ension screen can b e set for

the actual p erio d the susp ension will apply for. On saving, the end date

for the memb ership will b e extended in the memb ership section. If the

memb ership had expired, unclick the Expired b efore adding the susp ension

p erio d.

4. A reason for the extension can b e entered.
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5. If an ongoing fee is to b e charged for the susp ension p erio d, enter the

amount. If there is to b e a Set up Fee, enter that. This charge may not

show until you refresh the memb er record.

6. Tick the b oxes as relevant for Stop Freeze on Return, Extend Memb ership,

Stop Charges.

7. To view frozen memb erships click on Freeze Memb erships button. A screen

will op en showing all susp ensions. Editing can b e done here.

8. The susp ension can b e changed (edited) by going back into the Freeze All

screen. Highlight the susp ension then change dates as required. Cancel

and start again if other detail such as fees needs to b e changed.

9. The Promotion is to allow a b onus p erio d that may b e o�ered as part of

a promotion.

4.3.2 Add Payments

ˆ This is a shortcut to Accounts Payments which is particularly convenient

when adding or renewing a memb ership.

4.4 Cancelling a Memb ership

ˆ You can cancel a memb ership and can remove it from the records.

1. The �nancial action will dep end on your contract with the memb er. They

may b e liable for the full p erio d in which case any ongoing charges such

as Direct Debits would continue.

2. There may b e a cancellation fee which should b e collected.

3. If the memb ership is no longer to b e valid, highlight the memb ership on

the memb er's page then click on the Expire b ox. A small screen will op en

which allows you to set an expiry date and give a reason. If you want

the memb ership record to b e completely removed, tick the b ox. This will

leave no record in the memb er �le. Click on Ok to action cancellation.

4. If a refund is owing and you want this recorded in the memb er account the

easiest metho d is to use the Account Adjustments function. This is lo cated

on the left hand side of the screen under Accounts > Make Adjustment.

Make a negative adjustment if a credit adjustment is to b e made. The

refund itself would b e put through Add Payments as a negative amount.

Check end result in Memb er Account > Transactions afterwards.

5. If you wish to remove an expired memb ership from your records, unexpire

it then expire and tick the Wip e Memb ership Completely b ox.
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6. If you wish to remove the memb er from your records, op en the memb er

�le and under Memb er on the top menu bar, cho ose delete. Normally you

would not delete but leave the memb er �le in your records in case there

is a rejoin in the future.

4.5 Perio d and Concession Memb erships

A di�culty o ccurs if a p erson has a p erio d typ e memb ership such as a 3 month

general gym memb ership and also purchases a concession based memb ership for

say spin bikes. When a p erson comes in for a general memb ership workout,

swiping the card will deduct a concession as well. There are some ways to get

around this and we would b e pleased to receive any other suggestions.

1. If the concession based memb ership is for classes where the GymMaster

b o oking system is used, GymMaster will identify if that memb er is b o oked

for the class within the next hour. If the memb er is b o oked the concession

is deducted. This solution will not work if individual memb ers are not

b o oked into the concession activity in GymMaster.

2. You can have have 2 card readers at reception. One would b e clearly

lab elled as �Concessions Only� and a concession would only b e deducted

if this second reader was used. The problem is that the normal reader will

give access to the memb er and you rely on their honesty or sta� checking

to make certain they swip e the Concession Reader.

3. If concession activities take place in a sp eci�c controlled area, the second

concession reader can b e set up at the activity area do or or gate. This is

probably the b est solution if there is one concession typ e activity and an

easily controlled area.

4. What is frequently done is that a card is issued for a p erio d based mem-

b ership and a cardb oard concession card is physically ticked o� as used

for the concessions. This is not needed if the only memb ership for the

memb er is a concession based one as GymMaster handles this p erfectly.

5 Memb er's Account (Financial)

ˆ The balance owing or in credit shows in the memb er screen on the left

hand side.

ˆ Click on Accounts on the lower left hand side of the memb er screen. This

covers all the �nancial transactions related to memb erships or other sales.

ˆ To return to Memb er details, click on Memb erships on the items under

Navigation.

25



5.1 Overview

1. Overview shows all charges and payments. The total owing app ears on

the memb er screen and on the top right hand side of the Overview screen.

2. It endeavours to match payments with charges and will do this accurately

when the payment input is matched against a sp eci�c charge.

3. In the Accounts Overview the Print Statement button enables you to print

out the transaction history.

5.2 Add Payments

ˆ This is where payment or refund transactions are entered or alternatively

can b e made through the POS system and will record the payment in

the memb er record. Can also Add Payments from button in Memb ership

section of Memb er �le. Payment transactions entered through the memb er

�les will app ear in POS rep orts.

1.

2. When a memb ership is entered it will automatically enter the programme

cost in the Memb er's Account. For an AP or DD memb ership the charges

will automatically app ear from the date set for �rst payment. Click on

Memb er's Account > Overview to access transaction data.

3. All cash receipts or refunds (a negative entry) must go through the Pay-

ments section to retain the integrity of cash rep orts for the p erio d. These

transactions will app ear in the POS rep orts and the View POS Transac-

tions.
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4. If the Automatically Add Payments b ox has b een ticked in back o�ce

programme set up, a full payment will automatically b e credited to the

memb ership. You would only use this for sp ecial reasons, p erhaps when

you have programmes where you are not resp onsible for the �nancial side.

5. If the automatic system is not b eing used the payment needs to b e added

manually. In Accounts > Add Payments the payment screen will op en.

Tick the charge b eing paid if p ossible. Enter amount and other detail.

Then cho ose Add Payment with Receipt if receipt wanted. A receipt will

come up on the screen and can b e printed. If receipt not required, just

Add Payment.

6. The payment will app ear on the Payments screen, in Overview and will

amend the amount showing as owing in the Memb er �le.

7. The rubbish tin icon will allow a highlighted payment to b e deleted. A

small screen will op en up asking for your con�rmation. The payment is

then deleted and removed from the transaction screen. The amount owing

by the memb er will show once the Memb er screen has b een refreshed.

8. A receipt can b e pro duced for a highlighted payment by using the print

icon under Payments.

9. A statement can b e printed through Print Statement.

10. Payments detail cannot b e amended once saved for security reasons. A

plus or minus separate payment will need to b e put through.

5.3 Payments

ˆ Payments is where receipts or refunds are recorded.

ˆ Payments are entered through the Add Payments or can alternatively

b e made through the POS system and will record the payment in the

memb er record. Payment transactions entered through the memb er �les

will app ear in POS rep orts.

1. You can generate a receipt by highlighting the target payment.

2. The Clean up the Account icon can b e used for the system to reallo cate

unassigned items as it sees �t.

3. The rubbish tin icon will allow a highlighted payment to b e deleted. A

small screen will op en up asking for your con�rmation. The payment is

then deleted and removed from the transaction screen. The amount owing

by the memb er will show once the Memb er screen has b een refreshed.
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5.4 Charges

ˆ Charges is found under Accounts > Charges and records all charges against

the memb er.

1. A charge once entered cannot b e deleted for security purp oses. An Ad-

justment can b e made which then records the change. See Memb ership

Cancellation 4.4 if that is the ob jective. You can also edit Memb ership

details through the Edit function under Memb erships.

2. An icon allows an invoice to b e generated for a highlighted charge if it has

not already b een done. See 5.7 for viewing or printing the invoice.

3. An icon allows you to view Direct Debit charges.

5.5 Make Adjustments

ˆ For adjusting a p erson's account or giving a credit.

1. In Accounts click on Make Adjustments b ox.

2. A new screen op ens. Fill in the detail. A credit adjustment is entered as

-. Click on OK to action. Check that the account has adjusted correctly.

5.6 Advance Charges

ˆ Enables entry of payments against future charges where the memb ership

or other charge has not yet b een actioned. Not normally used and designed

to meet a sp eci�c gym's need.

5.7 Invoices

ˆ This lists all the invoices that have b een generated for that memb er.

1. If the invoice has not already b een generated go to the Charges section,

highlight the required charge and click on generate invoice icon.

2. In invoices there is an icon to allow generation of al loutstanding invoices.

It will not generate invoices that have b een paid.

3. Can delete a generated invoice or print it by using icons.

4. Receipts can b e obtained from the Payments section.

5. If you want to print out all the transactions for a memb er go to Overview

then Print Statement. Once a charge has b een invoiced the payment

should refer to the invoice numb er.
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5.8 Pro ducts Sold

ˆ Records pro duct sold through POS and recorded for this memb er.

1. If the �le is op en at the memb er when a POS transaction is put through,

you may have to go out of that memb er and then return for the sale to

register or click on refresh icon.

2. You can print do cument or cancel highlighted transaction.

5.9 DC/CC History

ˆ Records direct credit and automatic payments credited against memb er-

ships.

5.10 Bank Account

ˆ For recording bank details for Direct Debits.

1. Complete all the details required for memb er bank to action transactions

for Direct Debits. The cost is picked up by the system from the programme

memb ership.

2. For Automatic Payments, you only need to complete the Bank Payer De-

tails section. This can either b e the Bank Account name or the Bank

Account numb er. This identi�cation links the payment received by your

bank back to the memb er account �le.

3. The DD Company is the bank or organisation you have chosen to collect

the debits from the banks.

4. Ignore parameters and State is only for Australia.

5. Maximum Money Collected sets a limit for that memb er in any one billing

cycle where overdue amounts are b eing collected. Leave blank if there is

no limit.

6. Credit cards can b e charged instead of banks. Contact treshna if you wish

to use this facility.

7. Overdue deadline indicates that if an account is overdue for b eyond this

date they will b e stopp ed by the card reader. The General Con�guration

sets up the standard rules re warnings and stops for your facility and

this b ox is where a sp eci�c memb er has until a certain date to sort their

account and over rules General Con�guration.

6 Additional Information

ˆ GymMaster comes with provision for additional information which is listed

under Navigation on the lower left hand side of the Memb er �le.

29



6.1 Extra details

1. Emergency contact details.

2. Allows for 2 additional addresses to b e entered. eg Postal and Billing.

3. Medical information.

4. Web access details for those applications where this is used.

5. Gives brief detail on memb er's involvement including age and date in-

volvement started.

6. You can cho ose a Client Manager if you wish.

7. Contact preferences, agreeing to emails or SMS messages. Can tick more

than one.

6.2 Custom Details

ˆ Only set up for some gyms.

1. Where additional sp eci�c information is needed and some items may b e

shifted from main memb ership page.

6.3 Tasks

ˆ Setting up tasks to app ear in the To Do list in dashb oard.

1. Enter the tasks on the b ottom half of the screen and accumulated tasks

are then listed on top half.

2. Standard tasks can b e set up under Set Up > Miscellaneous. This can

include them app earing in the Pop Up messages when a memb er checks

in or to reject entry. Further information can b e put under Description.

3. Standard tasks will app ear on the To Do list and when actioned the action

will b e recorded on the Tasks �le for the memb er.

4. General Task Stop at Gate can b e used in conjunction with a description

giving the reason.

5. When a task is completed, click on the completion b ox and �ll in details.

This will remove task from To Do list in dashb oard.

6.4 Donations

1. This is a section designed for recording donations from memb ers, etc.

This is particularly applicable for a charitable but may b e used for a gym

that has fundraising. To activate, go to Set Up > Op en Con�guration

Con�guration > Display and turn on Donations.
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6.5 Bo okings

1. For making a b o oking for that memb er and recording b o okings made

through the b o oking form. You can make a b o oking direct from this

section of the memb ership. See 18

6.6 Communications

1. Records communications made. Messages are not originated from here

but are recorded when sent through the corresp ondence function on the

dashb oard menu bar. See Corresp ondence 14 for more information on

sending communication.

2. The cell phone icon in the memb er section allows text messages to b e sent

to memb ers. Clicking on the icon will op en a message screen and you can

send either a standard or unique message.

6.7 Measurements

ˆ Measurements is used for tracking a memb ers Measurement visit to visit.

1. The measurement typ es set up in con�guration will, if not already dis-

played, app ear on clicking the Add icon.

2. To add a new measurement, click on add and highlight the correct date

or enter the required date. Highlight the measurement typ e, click on the

value, enter the value, move highlight to another line then save. If entering

a numb er of items use the down arrow and then enter to save time. The

Attention column can b e ticked to identify measurement b eing monitored

for that memb er.

3. Highlight an earlier date to check those measurements.

4. Use print button to print a rep ort for the memb er.

6.8 Note Log

ˆ Notes allows greater space than available in the main memb er screen.

1. Click on + then typ e message on lower screen. Save and it will app ear on

the upp er screen.

2. Clicking again on + the lower screen will clear for entering the next mes-

sage.

3. Delete for removing a highlighted message.

4. Reasons given for editing a memb ership will app ear in the Notes Log.

5. Use Tasks for messages requiring p op up warning.
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6.9 Memb er Files / Workout Files

ˆ Accesses memb er �les from other parts of your system such as Word do c-

uments.

1. Click on Add and cho ose �le typ e from drop b ox. eg Workout �le.

2. If related to a sp eci�c programme, cho ose it. If not, leave as N/A

3. Identify the target �le in Word or where it is stored and upload.

4. You can cho ose the latest �le only for op ening.

7 To Do List - Dashb oard

ˆ When you op en GymMaster you will get a welcome screen listing vari-

ous key sections of GymMaster. On the left hand side of the screen are

dashb oard items. If in the Memb ers' window, you can return to Dash-

b oard through the top menu bar GymMaster > Dashb oard. Normally

the Dashb oard screen will b e sitting b ehind memb er screen for immediate

access.

ˆ Dashb oard is primarily a management to ol for managing memb erships

and the gym. It may not need to b e accessed by front sta� who are just

involved with memb er details through the Memb er window.

7.1 To Do List

ˆ This screen lists tasks that need to b e done.

1. You can log in as a sp eci�c sta� memb er from the Sta� Memb er drop b ox

or just leave it as All.

2. The To do List is all matters requiring attention.

3. Cho ose the task typ e to b e rep orted on. It will default to all. Similarly,

cho ose whether it is one sta� memb er's tasks or all.

4. Incomplete Memb ership indicates that not all detail has b een entered.

5. If a task is completed, such as an expiring memb ership b eing renewed, it

will drop from the list.

6. You can use the Complete Task on b ottom of screen for some tasks. If

using, a reason is requested for completion. eg A memb er has decided not

to renew. The memb er will b e removed from that list.

7. Assign enables you to give the task to a sp eci�c sta� memb er.

8. Cancel, Reop en and Add New Task
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8 Find Memb er - Dashb oard

ˆ Normal function for lo cating memb er. You can op en a new memb er record

direct from here. 3.1.1

9 Last Visitors - Dashb oard

ˆ Lists recent visitors who have presented cards. On highlighting a particu-

lar memb er any uncompleted tasks and amount owing will app ear at the

b ottom of the screen. Can op en a sp eci�c memb er �le from there by using

the Show Memb er button.

10 Banking - Dashb oard

ˆ Enables access to all banking functions.

ˆ GymMaster can automatically check that memb ers are paying you through

their internet banking or bank aps or direct debits and enter it into the

memb er's account. You can load your bank statement into GymMaster

and it will pro cess them.

ˆ Bank Account is accessed from the Dashb oard menu bar.

10.1 Setting up Banking

10.1.1 Bank Statement Imp ort

1. If you have Internet banking or Electronic banking you can normally down-

load a �le of your bank statement. This �le can b e directly imp orted to

GymMaster for pro cessing. This feature allows you to automatically ex-

tend or expire memb erships based on who has paid and who hasn't. This is

useful for p eople who pay weekly, fortnightly, and monthly for their mem-

b erships. The system will renew the memb er's memb ership if a payment

has b een received.

2. The system accepts a comma delimited �le format (CSV). The �le formats

do vary b etween internet banking sites. We set up the system sp eci�c to

your site with GymMaster purchases. You need to provide a CSV �le from

your bank to us in order to set this up.

3. After you have selected your bank from the list, it will ask for a �le to

load. To save time in the future you can add the directory where you

save bank statements to your 'places' b o okmarks by right clicking on the

directory and clicking 'Add to b o okmarks'.
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10.1.2 Setting up programmes

1. Memb ers need to b e part of programme designed sp eci�cally for automatic

payments. eg Weekly AP Gym Memb ership. Done under Programmes -

Add/Edit Programmes - Payments & Restrictions section.

10.1.3 Setting up memb ers for bank payments

1. When pro cessing the bank statement GymMaster matches payee or par-

ticulars in the statement to individual memb ers. In the memb ers' �le you

need to input their bank details. Go Accounts > Bank Details. When the

�rst payment comes in it is matched to the memb er detail and any error

corrected in the reference detail.

2. In the memb ership section, the cost of the programme will automatically

set the weekly AP �gure. The amount can b e edited if di�erent from

default.

3. See the section for setting up programmes 20.3

10.1.4 Couples and shared payments

1. One payment can b e allo cated to more than one p erson.

2. Enter the bank details in the primary memb er's record. Leave this b ox

blank for the others.

3. With the memb er �le op en at the memb er who is to make payment (pri-

mary memb er as ab ove), under Memb er on the top menu bar cho ose Mem-

b er Pays for Other Memb ers. Action by +, cho ose memb ers to b e paid

for, enter amount to go to those memb ers then ok.

10.1.5 Imp ort Bank Statements for Pro cessing

1. Every time a bank statement is imp orted any receipts from memb ers are

credited to their Memb ership Account and their memb ership renewed.

2. Click on Imp ort bank Statement in Dashb oard > Banking. Identify the

bank. Cho ose the �le from where you have saved it. Op en.

3. All transactions for the p erio d will app ear. If they have pro cessed in

message column it indicates they have b een matched to a memb er's mem-

b ership.

4. If there is an error message, highlight each transaction and decide what

change to make. Can assign an unknown to the memb er it should go to.

Ignore transactions that are not related to memb ers.

5. To o many memb ers error message indicates a payment for more than 1

memb er where the allo cation has not b een set up correctly.
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6. When all transfers are correctly shown, pro cess.

7. Before returning to the memb er screen you will see a rep ort of memb ers

who have missed or overpaid payments. Go to memb ers to check reason

and take relevant action. You can also print out the Debtors Listing under

rep orts to check who is not paying.

10.2 Undoing bank statement imp orts

1. You can undo any bank statement imp orts that were done on a sp eci�c

day. Find out from 'History of bank statement imp ort' what days you

imp orted your banking details.

2. Click un Unpro cess Bank Statement Imp ort. The transactions for that

p erio d can now b e Imp orted again, amended and pro cessed.

10.3 Bank Billing Exp ort

ˆ For charging memb ers, accounts with Direct Debit charge.

1. Op en this function under dashb oard - Banking.

2. Currently we are supp orting several exp ort formats. If you use another

bank contact treshna and the information can b e acquired to set that bank

up.

ˆ Ezypay New Zealand

ˆ Ezypay Australia

ˆ ASB

ˆ Westpac Deskbank

ˆ Bank of NZ

ˆ National Bank

1. To have data exp orted, each memb er must have the appropriate DD com-

pany selected in the Memb er's Account > Bank Account. This is your

organisation's bank that will b e doing the collecting.

2. The Bank Billing Exp ort is on the right hand side of the screen under

Dashb oard > Banking. It will show the last date that an exp ort was sent

to the bank.

3. Set the date you wish to charge to for the next data exp ort. This would

b e a convenient day of the week for you.

4. Cho ose the memb ership p erio d the charge is for. eg weekly, monthly.
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5. Additionally Ezypay Australia requires each customer to have a state

recorded for them. We require the company to con�gure a default state

which will b e used for each company that do es not have a state sp eci�ed.

6. Click on New Billing Breakdown and it will list all memb er accounts due

for payment at that time. Multiple transactions for one memb er will b e

combined into a single transaction, saving the memb er transaction fees

and reducing the p enalties for a failed payment (as a maximum of one

p enalty fee is applied when there is only one transaction). If a memb er

has missed past payments they will b e combined to one total, limited by

the maximum recovery amount p er billing p erio d. (Set up in Memb er's

Accounts > Bank.)

7. Go to Edit Unpro cessed batch. By highlighting a memb er line you can

edit payments on the lower part of the screen. You can also access or add

to the memb er's notes in their �le.

8. The memb ers due for payment will b e colour co ded to indicate their �-

nancial status.

9. Print the rep ort if you want to keep a pap er copy then exp ort. See Ex-

p orting Data

10.3.1 Direct Debit Pro cess

DD Preview Export

DD Export

DD Process Export

Correct Member Data

[ incorrect data]

[correct data]

Bank Processes Export File
[correct data]

[ incorrect data]

Mark Exported Charges Add Payments for Charges

[may not  add payments]

[May Add Payments]

View DD MembersView DD List Select Record Charge fee if applicable

Delete Payment Record

[not f inished]

[ is dishonour]

[ is fai led]

Unflag Exported
[f inished]

Dishonour Processing

DD Export Process
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10.3.2 Exp orting Data

1. In Dashb oard > Banking Exp ort Bank Direct Debits from Edit Unpro-

cessed Batch or direct from Generate .

2. In order to ensure that no payments have b een missed, a consistent start

date must b e con�gured in the General Con�guration - Accounts sec-

tion. This date will b e set to the date that the upgrade is installed, but

should b e con�gured to b e the date of the �rst DD exp ort run through

the GymMaster installation. DD exp orts will always use this as the start

date, ensuring that any payments marked as failed/dishonoured will b e

extracted again for pro cessing.

3. At this p oint the data to b e exp orted will b e shown.

Red is data with insu�cient details and will not b e exp orted.

Yellow is a warning that the amount is over the threshhold (Set up under

General Con�guration - Accounts).

Blue is data that has already b een exp orted (by default this is hidden and

will not b e exp orted. To include it, select the �include extracted�

checkb ox at the b ottom).

Green indicates a combined transaction.

White is for normal that will b e exp orted.

1. Select Exp ort. Select the �le lo cation; the default �lename is the format

required by Ezypay Aust/NZ, so the user should not change this. The

�lename is not imp ortant for Deskbank, so changing the name is p ermis-

sible.

2. Select the lo cation to save the �le, select save, and done.

10.3.3 Additional Features

ˆ All exp orts are now logged and payments can b e pro cessed against them.

Note that automatic payments can only b e �led against Westpac / Deskbank

at the moment. Ezypay provides an appropriate imp ort �le which can al-

ternatively b e used to track payments prop erly.

1. To access this, go to Bank Accounts - Pro cess Direct Debit Payments.

Select the record you wish to pro cess, then the Pro cess Payments button.

Note that this button will b e disabled for exp orts which have already b een

pro cessed and those which may not b e pro cessed. (e.g. Ezypay NZ/AU

exp orts).
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10.4 History of Bank Statement Imp orts

1. This will list the batches of bank statements that have b een imp orted

and the p erio d covered. Information helpful for undoing bank imp orts or

checking details of a bank transfer History.

10.5 History of Bank Transactions

1. Will list all transactions from a bank statement for the p erio d the dates

are imp orted. Get date from History of statement imp orts.

11 Rep orts - Dashb oard

ˆ This is the place to get all the management rep orts for your organisation.

ˆ Standard rep ort formats come with GymMaster. You can also create your

own rep ort formats. Most rep orts require parameters to b e set to limit

the rep ort to the information you require.

11.1 Key Performance Indicators

ˆ This is a set rep ort that has measures of your gym's p erformance.

1. Click on KPI to op en and then cho ose the p erio d you wish the rep ort to

cover. Some would run the rep ort at the end of every month so that they

can b enchmark against their p erformance tagets.

2. You can chose to print a combined rep ort (All Groups) or by Programme

Group.

3. Click on Show KPIs and then wait while your computer pro cesses the

rep ort.

11.2 Papyrus Rep orts

1. This lists all standard rep orts available.

2. Highlight the required rep ort.

3. Save as favourite if you want it included in your own rep ort listing.

4. When the rep ort op ens it will show Parameters that it may require. This

could cover a p erio d or particular programme and is to act as a �lter to

reduce the rep ort to the information you require.

5. If you get an error message telling you there was no output generated your

parameters are likely to b e to o restrictive. Try using a longer date range

for the rep ort.
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6. When the choice is made, p erhaps from a drop b ox or calendar, click on

Ok.

7. Access �le from Browse if you want to save to Output To a �le on your

system.

8. If you want to view the rep ort cho ose PDF or other format under Output

As. Tick Op en in Viewer.

9. Tick Validate against DTD if ................

10. Click on Execute on the rep ort will b e generated. There may b e a delay

if it is a big data base as it accesses and sorts.

11.3 Standard Rep orts

11.3.1 Memb er Listings

1. Membership movement statistics for group - Cho ose rep orting p erio d and

programme group in parameters. Lists memb erships (one memb er may

have more than 1 memb ership) and memb ers movement for the p erio d.

Average new memb er price, retention rate and visits over p erio d.

2. Joining Members in a Period - Lists by programme group those who have

joined or renewed memb ership during chosen p erio d.

3. Programme Group capacity report - Lists each programme in groups indi-

cating total current memb ers and if set up, the wait list numb er and limit

for the programme.

4. Membership demographic statistics - Statistics of memb ers for all pro-

grammes in a group at a chosen date and shows gender and average age.

The second page gives a breakdown against age groups. This rep ort can

b e customised to meet individual clients needs.

5. Initial member contact - Lists for a p erio d memb ers who came through a

sta� memb er and for particular promotions.

6. Membership per Client Manager - Lists memb erships for each client and

related totals.

7. Membership Sales report for programme group - Lists sales value and num-

b ers by group of programmes for chosen p erio d.

11.3.2 Memb erships

1. Membership movement statistics for group - Cho ose rep orting p erio d and

programme group in parameters. Lists memb erships (one memb er may

have more than 1 memb ership) and memb ers movement for the p erio d.

Average new memb er price, retention rate and visits over p erio d.
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2. Joining Members in a Period - Lists by programme group those who have

joined or renewed memb ership during chosen p erio d.

3. Programme Group capacity report - Lists each programme in groups indi-

cating total current memb ers and if set up, the wait list numb er and limit

for the programme.

4. Membership demographic statistics - Statistics of memb ers for all pro-

grammes in a group at a chosen date and shows gender and average age.

The second page gives a breakdown against age groups. This rep ort can

b e customised to meet individual clients needs.

5. Initial member contact - Lists for a p erio d memb ers who came through a

sta� memb er and for particular promotions.

6. Membership per Client Manager - Lists memb erships for each client and

related totals.

7. Membership Sales report for programme group - Lists sales value and num-

b ers by group of programmes for chosen p erio d.

11.3.3 Retention

1. Members who have not visited in a period - Lists memb ers who have not

recorded an attendance for the chosen p erio d. Gives the programme, last

recorded attendance, date of joining, contact details and trainer.

2. Members who stopped visiting in last 3 weeks - A listing in groups for cho-

sen p erio d of memb ers that attended in the 3 weeks b efore the parameter

date but not in the 3 weeks after parameter date. Gives name, programme,

last visit, joined, contact details and p ersonal trainer. Possible indication

of a developing retention issue in time to address issue.

3. Expiring Members by group - Lists memb ers in a group of programmes or

all groups whose memb ership expires in a chosen p erio d. A key use is for

initiating memb ership renewal reminders. Shows expiry date, programme,

outstanding fees, payment typ e and contact details.

4. Expiring Members by programme - Lists expiring memb ership for a pro-

gramme within chosen p erio d as p er Group ab ove.

5. Members coming due date - Lists memb erships for whom a Direct Debit

is due on chosen date

6. Future Expiry Forecast - Gives total expiry numb ers in coming months by

group including all groups. Designed to help forecasting. Use Expiry by

Group rep ort for detailed follow up with memb ers
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7. Lost members - Lists memb ers who have not renewed their memb ership

within chosen p erio d. It do es not include memb ers until they have reached

29 days without renewal so any search p erio d should b e for at least a

month.

8. Retention cal lbacks - Lists memb ers who need to b e contacted either for

renewal or go o dwill feedback call.

9. Retention fol low up - Lists 8 week follow up calls required.

11.3.4 Financial

1. Members account information - Lists all memb ers alphab etically and their

account balance.

2. Members who owe money (Debtors) listing for a group - Lists balances

showing in memb er's accounts within a group of programmes.

3. Members who owe money by Programme - Lists balances owing in Mem-

b er's account within a programme.

4. Income in advance - Calculates value of unused memb ership for b oth con-

cession and time based memb ers. Used for accounting provision of income

received in advance. Based on current memb ership cost rather than his-

torical. Chosen by Programme Group.

5. Remaining membership income - Summarises by Programme what has

b een charged, paid and is still owing.

6. Bank debit list - Lists the Direct Debit transactions for a chosen p erio d.

7. Donor report - Only if using GymMaster for recording donors. Listing of

donors

8. Donations report - Only if using GymMaster for recording donations by

memb ers etc

11.3.5 Point of Sale

1. Sales products for period - Lists sales through Point of Sale facility (drinks

etc) for chosen p erio d.

2. POS summary - Provides an analysis of all sales through POS for the

chosen p erio d.

3. Detailed til l take, payments for a period -Lists POS transactions for a par-

ticular p erio d and time. Includes details of what payments are for where

this was designated on input. Make certain date and time parameters have

b een chosen. Time parameters are set up under General Con�guration.
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4. Til l take - Records cash transactions for p erio d but do es not list items.

Designed to reconcile cash for a shift or day. Time parameters set under

General Con�guration.

5. Inventory report - Lists all sto ck on chosen day including value if cost has

b een input. Provides total value.

6. Minimum stock level - Lists POS items where sto ck level has dropp ed

b elow minimum set up under POS - Manage Pro ducts.

11.3.6 Facility Use

1. Visitor usage (statistical log) - Gives total numb er of cards presented for

a set p erio d for b oth programmes and groups.

2. Facility usage log for period - Logs time and names of memb ers who pre-

sented their cards during chosen p erio d. Put the end date as one day after

p erio d required. EG If wanting the use for the 17th, use that as op ening

and 18th as closing.

3. Peak times - Shows attendance against time bands for chosen p erio d.

4. Booking classes - Lists for a p erio d the classes date, start time, class name,

resources, length and maximum numb er of participants.

11.3.7 Sundry

1. Birthday list - Lists birthday dates for chosen month including name, age

and programme involvement.

2. Hundredth visitor / New member - Used by some gyms as a sp ecial lottery

typ e incentive. Cho ose a date and it will list from that date to current

date. Will list all 100th memb er joins.

11.4 Alternative Rep ort Selection

ˆ This is your own rep orts edited to meet your needs.

1. Cho ose from the drop b ox the typ e of rep ort you want. eg Memb er or

Financial, Retention etc.

2. From Rep ort Name highlight the rep ort you require. Under Rep ort Infor-

mation a description will app ear of the rep ort content.

3. Set any required parameters such as the p erio d to b e covered.

4. Generate the rep ort and wait for it to come up on screen.

5. You can send a bulk email to the memb ers in the rep ort. eg To those

whose memb ership has expired and who have not renewed. Click on Send

Bulk Email
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6. The new rep ort that comes up will indicate the memb ers who have an

email address. This is no guarantee that the address is valid. You can

untick any memb er that you want to exclude from the email.

7. Click on Next to activate the message. The chosen memb ers will app ear

under recipients.

8. Complete the From Email with your email address as sender.

9. Load Template enables you to access any saved messages. You may have

standard messages you have comp osed for sp eci�c mailouts.

10. Enter sub ject for call.

11. You can insert a �eld from your memb er �les. eg Memb er First Name.

Do the inserts by placing them in the required p osition in the message by

clicking on Insert Field.

12. If creating a new message write it in message blo ck.

13. Add an attachment if you wish.

14. Save will save the message as a new template.

15. Send.

11.5 Edit Rep ort

ˆ For making changes to rep ort content and layout.

1. Highlight the rep ort name that you want and click on Edit rep ort.

2. A screen will op en giving the data currently displayed in the rep ort.

3. By highlighting a data line you can move across to the Sum total. Click

if it is a column that you wish to have added. eg a �nancial column or

numb ers.

4. Moving on from the Sum column you can set the sort order that dictates

the order that columns app ear in the rep ort by changing the numb er.

5. Use of the �lters requires some knowledge of PSQL. Check with treshna

if you wish to make these changes.

6. You can add additional columns. By clicking on Add Column a screen

will op en listing the data that is available as a new column. Highlight the

data column required then Add. De�ne sort order for the columns.

7. Save column prop erties.

8. To remove a column �rst highlight the line to b e removed, click on Remove

Column then con�rm.
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12 Graphs

ˆ Graphs to show some key trends

1. Cho ose graphs from the Dashb oard then click on Show Graph. There may

b e a delay while GymMaster pro cesses the data.

2. Cho ose the target year.

3. Hover cursor over graph to get de�nition of multiple lines.

4. Current Memb ers. Real numb er is the actual memb ers who have a current

memb ership each month. In the latest year it will b e a downwards trend

for forward months based on expiries which can b ecome renewals. Unique

memb er visits is the numb er of di�erent memb ers actually attending the

gym in each month. (The facility graph shows total visits which ioncludes

multiple visits by a memb er in the p erio d.) From a management p ersp ec-

tive you probably want to have these 2 lines close to each other to indicate

high participation level and therefore p otential high renewals.

5. Memb ers joining is the numb er of joins and renewals.

6. Memb er movement breaks down changes in memb ership by various typ es

of memb ership change.

7. Visits to the facility shows total recorded visits in p erio d.

13 Gym Set Up

ˆ This gives direct access to various con�guration functions. See later sec-

tions for details. 20

14 Corresp ondence

ˆ For sending standard letters or emails to memb ers.

ˆ Standard message templates are set up in the Dashb oard > Setup > Cor-

resp ondence 20.7

14.1 Sending Individual Messages

1. Click icon alongside email address or cell phone on front page of Memb er-

ship . A message screen will app ear. Typ e message and send.
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14.2 Send Bulk Email

ˆ This form provides a way that you can send an email to all or some of

your memb ers.

1. Click on Corresp ondence on Dashb oard menu bar.

2. You can cho ose an already saved template from the drop b ox.

3. Select a recipient category from the drop b ox. Additional categories can

b e set up for you by Treshna. If the recipient list needs �ltering, other

drop down b oxes should app ear at the b ottom of the screen. For testing

purp oses, it mayb e an idea to cho ose the recipient of 'First Memb er' which

you can set up as a dummy message to have your own email address.

4. Enter From Email address. (This is your own email address)

5. Sub ject of the email.

6. Insert Field. Cho ose as many values as you wish such as �rst name,

surname etc, p osition in the main text then click on Insert after each

choice.

7. In the large text area you can enter the text of the email or use the

standard template you have chosen.

8. Send will op en all the addresses that you have selected. You can un-

select all by clicking on the b ottom button or individual remove ticks

from memb ers.

9. Attachments can b e added but it is not recommended that you do so for

large bulk mailings as it may result in you b eing classi�ed as a spammer

by your internet provider and having trouble sening emails in the future.

10. When �nalised, click send.

11. A list of recipients will op en, thes 'send' checkb ox can b e cleared for those

you do not wish to send email to. You may need to scroll the window for

this checkb ox to b ecome visible.

14.3 Send Bulk SMS

ˆ TXT Messages can b e sent from GymMaster directly to your memb ers.

TXT messaging allows you to quickly contact memb ers to remind them

ab out app ointments, or let them know that they have missed a payment.

Accessed through Corresp ondence > Send Bulk SMS on top menu bar of

Dashb oard.
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1. When sending TXT messages you can have your cell phone numb er b e

the reply address which app ears on the text although it is sent through

our network. When the memb ers reply it go es directly to you. This is not

supp orted on all telephone networks so when the text is sent to someone

on an unsupp orted network the message will app ear from an overseas

numb er.

2. You can cho ose an already saved template from the drop b ox or write a

new one.

3. Insert Field. Cho ose as many values as you wish such as �rst name,

surname etc, p osition in the main text then click on Insert after each

choice.

4. Send SMS

5. Text messages vary b etween countries. In NZ TXT messages can b e pre-

purchased for $NZ20 for 100 messages or you can pay $NZ40 p er month

for 200 TXT messages p er month which accumulate.

6. Email us at sales@-.com for more information.

14.4 Mail Merge

ˆ Mail merge links data from GymMaster into a word pro cessor do cument

providing a way to pro duce form-letters,

1. Select MailMerge from the Corresp ondence menu

2. Chose a do cument from the list. You may need to use the �lter such as

when sending to memb ers of one programme.

3. Tick b ox if wanting to exclude those who have already b een emailed.

4. Click

5. Word will op en and ask to include data from �c:\\.csv�, click �yes�.

6. Word will op en the do cument

7. Select To ols > Letters and Mailings > Mailmerge

8. Click �Next� on the b ottom right of the screen through all the steps up to

and including �complete the merge�

9. Now you can print the merged do cuments.

10. Further �ltering can b e done utilising Word functions.
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14.5 Email Template Setup

1. The to ol bar has icons for adding a new message, editing, cancelling and

arrows for viewing the saved messages.

2. Title is a descriptive heading for you to identify messages. eg Memb er of

a Group

3. Email From is your email address.

4. Sub ject of the email.

5. Resp ondents Filter. Cho ose from drop b ox. Additional categories can b e

set up for you by Treshna

6. Con�gure Recipients sets the parameters limiting who the email is to b e

sent to.

7. In the large text area enter the text of the email. Use the Insert Field

function for inserting details such as �rst name in the appropriate place

in the text.

8. Add attachments if any and click on OK. Rememb er that adding attach-

ments to a large bulk email mailing may result in spam classi�cation prob-

lems.

14.6 SMS Templates

ˆ For setting up standard phone text messages

1. Give a title to the message.

2. Enter the text and use the Insert function for inserting data into the text.

14.7 Mail Merge Templates

ˆ For setting up letters for mailmerge. Much of the data is entered from

your word pro cessor.

1. Give the do cument title

2. Identify the template do cument

3. Click and cho ose do cument if wanting to edit it.

4. Cho ose a Resp ondents Filter from the drop b ox options.

5. The template, when saved, will b e available under the Corresp ondence >

Mail Merge function.
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14.8 Advanced Filters

ˆ This is where the settings are for de�ning which memb ers are included in

a mailmerge or an email.

1. Search for �lter reference by using arrows.

2. Give it a title.

3. List �elds to b e included

4. Where SQL ......

5. Tick �lters required.

6. Ok

14.9 Clear Print-id Flags

ˆ This unmarks all the �Print Card� b oxes on all the memb ers. This is to

tell GymMaster that all the memb ership cards have b een printed. You

can con�gure the �Print Card� function from the �General Con�guration�.

15 Information

ˆ This gives information on the current status of programmes and memb ers.

It is accessed from Information on the top menu bar of the Dashb oard.

15.1 Last Visitor
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1. Lists in time order all the memb ers who have recently presented or swip ed

a card.

2. Clicking on a memb er will display the memb er's picture and key informa-

tion. Then clicking on Show Memb er will transfer you to their memb ership

record.

3. An individual memb er's visit history can b e obtained under Memb er >

Memb er Visit History.

4. The visits for the last week can b e printed with key,memb er information.

5. Memb ers in the gym can b e found by clicking on the funnel icon. This will

only b e accurate if a card activated exit gate or do or is used. Otherwise

it will show those who have come in on the current day.

6. Con�rm Memb ership to Checkin enables you to ..................

15.2 Enrollment Numb ers

ˆ Quick check of the total numb er in any programme.

1. Cho ose Enrolments and a screen will op en and the programme group

should b e chosen from the drop b ox.

2. Lists current memb ership numb ers for each programme group.

3. All the programmes in the group will b e listed showing the numb er of

current memb ers. It will also show if there is a limit that has b een set for

that programme or class and if there are waitlisted p eople.

15.3 Key Performance Indicators

ˆ Gives a rep ort of key indicators relating to memb ers.

1. Use the calendar to cho ose the date for the p erio d to, cho ose the p erio d

and the Programme Group. Click on Show KPI.

2. Gives the current �nancial memb ers. To get the total numb er of memb ers

on �le go to Help menu bar then Ab out GymMaster.

3. The happy, satis�ed and sad memb er numb ers only add those for whom

a card has b een issued and used.

4. Total male and female will not agree with current memb ers total if no

gender has b een entered in some memb erships.

5. Gives memb ership movement over p erio d.
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6. Overall retention for p erio d compares the total numb er of current memb ers

at the b eginning of the p erio d compared with the numb er still current at

the end of the p erio d. If a p erio d of 6 months was chosen, there were 1000

current memb ers at that time and of those memb ers 900 were still current

at the end of the 6 months, overall retention is 90% for the p erio d.

7. Gives the numb er of memb ers who have a card issued and have not visited

in the p erio d and the numb er of swip es registering visits.

8. Also gives key totals from POS.

15.4 Memb ership List

1. Highlight a programme. They are listed within programme groups and

the sort order can b e changed by clicking b eside the group heading.

2. It will then list all of the current memb ers in the programme. Click on a

memb er to op en their record.

15.5 Debtors

1. A listing of current amounts owing by memb ers.

2. Shows amount due, last visit, last payment and programmes.

3. The 3 weeks, 2 months and 3 months columns indicate how long the

comp onent amounts have b een owing on a cumulative basis.

4. Can highlight a memb er, click on JumpTo icon and it will op en that

memb er's �le.

15.6 Rep orts

1. Access to your word �les. See Rep orts in dashb oard Navigation for main

rep orts.

16 Donations

ˆ A facility you can use if wanting to record donations.

16.1 Donations Set Up

1. Go to Set Up > General Co�guration > Display

2. Tick Show Donations b ox

3. To set up any sp eci�c pro jects, click on Donation Pro jects and enter, edit

or delete any pro jects. This then b ecomes an application option when

entering donations from a sp eci�c meb er or organisation.
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16.2 Receiving a Donation

1. If donation is from an existing meb er, op en their meb er detail. If a new

p erson or organisation, op en a new memb er �le (eg XYZ Trust) in the

normal way.

2. In the Memb er File there will b e a Donations heading under the Nav-

igationIn the Memb er File there will b e a Dontions heading under the

Navigation list.

3. You may want to use the Notes to record the date of an application for a

grant. Then make a new entry when money received.

16.3 Rep orts

1. You can check a donors �le in the memb er �le.

2. You can get a rep ort under the Rep orts in the main Navigation list and

click on Papyrus.

3. Under Financial click on Donor Rep orts. You can save this rep ort to a

spread sheet then manipulate the data.

16.4 Future Reminders

1. To get a reminder of dates for applications or donation requests, use the

Task function in Memb er Details

2. In Set Up go to Task Typ e and op en your task. It could b e Donor with

Call as the action b ox.

3. In Set Up you could list a sta� p erson who had resp onsibility for fundrais-

ing or list the function under sta�.

4. Op en up Memb er Details > Task, and allo cated to the Task Typ e and

sta� p erson with an action date.

5. Have designated p erson check To Do List under the assigned sta� name or

function. If you select CSV as your output you will get a spread sheet that

can b e saved and data manipulated. Customised rep orts can b e designed

on request to Treshna.

17 Point of Sale

ˆ The POS can b e mainly for recording sales of items from a shop etc or it

can record all inwards cash transactions including memb ership payments.

It also allows full rep orting on sales and integrates with a sto ck control

system. The sales function is lo cated under Point of Sale icon on the top

menu bar or under GymMaster. If the POS screen (till equivalent) is going
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to b e an imp ortant part of your internal control, all receipts and refunds

that would go through the cash drawer should b e registered through POS.

ˆ First set up under Setup > Point of Sale describ ed under Set Up 20.5

Features include

ˆ Can set up your own pro duct lists in groups with current price and Mem-

b erships.

ˆ Easy entry of sales with the ability to connect to a cash drawer, pro duce

a receipt or invoice and record the sale against a particular memb er and

charge to their account if wished.

ˆ Full tracking of all historical sales and incorp orates a sto ck system.

ˆ A warning can b e set up under General Con�guration - POS where a limit

is set on the amount of debt a memb er can run up.

17.0.1 Point of Sale Touch Screen.

ˆ

An actual touch screen is not needed as it works well on a standard

monitor with mouse.
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1. Access through Point of Sale icon in memb ership section or under Gym-

Master on top menu bar. Also in Dashb oard top top menu bar under

Point of Sale > POS Touch Screen

2. If the screen has b een con�gured to show Pro duct Typ es �rst click on typ e

and it will then display pro ducts in that Typ e.

3. Click on items b eing sold. Multiple clicks will increase quantity or use

the Change Quantity pad. The Back pad will revert to the previous typ e

screen. Pro ducts from other Typ es can now b e added to the sale.

4. Can enter a discount by using button then amount on the touch pad. Can

b e a % or $ amount. Calculate by highlighting the item to b e discounted.

At present you can't make one % discount calculation on a sale of multiple

items.

5. Can highlight then delete an item line using the delete button on the POS

screen.

6. Can add an amount for non sp eci�ed item through use of General Sale.

7. Can cancel the sale.

8. Click on payment metho d (eg Pay Cash) and if full amount then on Done

and it will default to the full sum. If only part payment or using more

than one metho d of payment, enter the amount to b e credited on the

touch screen amount pad and if required, typ e of credit card then Done.

9. The sale can b e charged to the memb er. Click on Charge to Memb er, �nd

and highlight Memb er then complete sale. At this stage you cannot part

charge a sale to memb er so if this is required put through as 2 di�erent

sales transactions.

10. A memb er can join a gym memb ership or renew it through the POS if

the memb er �le has already b een set up and the POS con�guration has

included Memb erships. As with pro ducts, click on the memb ership group

square, click on the sp eci�c programme them make payment, Find and

highlight Memb er, cho ose payment metho d, Done and Complete Sale. It

will automatically add that memb ership and the payment to the Memb er's

�le. The credit limit you have set up for POS transactions will force you

to take at least enough payment to bring b elow limit. You will need to

go to the memb er's �le, highlight the new memb ership and click on the

Complete button.

11. If memb er wants to make a payment against their account, Find Memb er,

Highlight, Pay Memb er Pad, enter amount, Done, cho ose payment metho d

(Credit Card, Cash etc), don't enter any further amount, Complete Sale.

The payment will show in the Memb er's Transactions in their �le.
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12. A refund of a credit balance in a memb er's account can also b e made

through POS. Find the memb er and highlight. Cash Out button, enter

amount of refund and done. Complete sale.

13. If cash is to b e given use Cash Out function. This may b e an eftp os

transaction where the sale is $5 and cash drawn from the p ersons account

b eing $10. The charge to their bank account is $15. So enter sale at $5.

Eftp os payment at $15, Cash Out of $10 then complete sale. When all

done click on Complete Sale and paid invoice will print out if receipt b ox

is ticked.

14. Payments made direct through the Memb ers �le will app ear in the View

POS Transactions available through the Dashb oard POS, and rep orts as a

payment as it will b e part of the days transactions. APs and DDs imp orted

from the bank statement etc will not app ear in POS as not a transaction

through the POS (Till).

17.1 View POS Transactions

ˆ This shows sales transactions for a sp eci�c p erio d that have b een put

through the POS screen.

1. In Dashb oard, Go to Point of Sale on the top menu bar > View POS

Transactions.

2. On the left hand side of the screen there are 2 calendars which give a

numb er of options on the information to b e rep orted. The top calendar

is to give the latest date to b e viewed. The middle drop b ox enables you

to cho ose whether to Select a Start Date or for a �xed p erio d such as

To day or 1 Week. If you cho ose Select Start Date enter this in the b ottom

calendar.
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3. There is a print icon to print the page.

4. On the b ottom details are available of a highlighted sale transaction.

5. A total sales �gure is given for the displayed p erio d. This includes all

the transactions that have gone through POS as sales rep orted ab ove and

payments that have b een credited direct to memb ers' accounts with the

money going in the till but not rung up as a sale.

6. A sale can b e voided. Highlight transaction and click on Void Sale. It will

reverse the sale but retain b oth the original entry and the reversal on the

rep ort as an audit trail.

17.2 Managing Sto ck Inventory

ˆ GymMaster tracks current sto ck levels by integrating records for sales,

sto ck takes and pro duct purchases. A complete record of these is kept,

with a variety of p otential uses, such as tracking sales trends, identifying

missing sto ck etc.

17.2.1 View Inventory

ˆ This will list the sto ck the system b elieves exists. ie purchases less sales.

1. Access through Dashb oard > Point of Sale > View Inventory.

2. The order can b e sorted by clicking b eside the heading and details

�ltered by Pro duct Typ e.

3. The current day's inventory is up dated by each sale, purchase or sto ck

adjustment. Previous dates list the sto ck at the b eginning of the day.

This rep ort in a slightly di�erent format can b e printed out from this

screen as can the Minimum Sto ck Level rep ort.

4. The value of sto ck at the chosen date valued at current purchase price (not

historical) will app ear in the top right of the screen and at the b ottom of

the printed rep orts.
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17.2.2 Purchases

ˆ To record a new sto ck purchase.

1. In Dashb oard, Select the Point of Sale > Purchases.

2. Previous purchases can b e viewed by using the �lters and highlighting the

transaction date on the left hand side of the screen. If you have set up

suppliers you can also use them for a search.

3. Click the "+" button to b egin.

4. Click on the correct date for the purchase which should b e the top entry

on the left hand side. The date can b e amended through the date b ox,

p erhaps for an order to b e delivered the following day.

5. Edit the numb er of each item purchased by selecting the row from the list,

then selecting the quantity �eld. Note that you can jump directly to the

correct row for a pro duct by scanning its barco de; this will also increase

the numb er of units purchased by one, so for single purchases all you need

to do is scan the barco de once. Make certain you move the highlight past

the quantity entry for the purchase to b e registered.

6. You will b e able to change the default cost price of the pro duct when

entering the purchase but this is not currently enabled. The purchase

price will default to the one set up for the pro duct.

7. Save and exit.
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17.2.3 Sto ck takes

ˆ Sto cktakes are undertaken p erio dically to record the actual level of sto ck

found during a physical check. This sets all current sto ck levels

accurately at the time of the sto cktake. The user can also see the levels

that should b e present, accounting for purchases and sales of sto ck.

1. Access from Dashb oard > POS > Sto ck takes.

2. Click the "+" button to b egin. This will up date the inventory column to

what the system says it should b e.

3. Adjust the time and date of the sto cktake if required; it will default to the

current time and date.

4. Edit the numb er of each sto ck typ e found by selecting the row from the

list, then selecting the quantity �eld. Move past the entry for it to register.

Note that you can jump directly to the row for a pro duct by scanning its

barco de.

5. When �nished, click on Save icon b efore exiting. It will up date the inven-

tory rep orts for any changes made to the physical sto cktake.

6. It is p ossible to see the results of any previous sto cktake recorded with

GymMaster. When in Sto ck takes use the navigational buttons to browse

through the recorded sto ck takes.

7. To delete a sto ck take from the records highlight the sto ck take date and

time and click the delete button. Con�rm the request.
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18 Bo okings

ˆ Bo okings enables you to b o ok for a p ersonal trainer, an item of equipment,

a class or a space, etc. The b o oking form is customised for your needs

through the Bo okings set up. 20.4

1. The Bo oking Form is viewed by going to GymMaster on the top menu >

Bo oking Form or using the Bo oking Form icon.

2. The b o oking Screen has areas for the b o oking timetable and date, the

resource typ e and the memb er identi�cation.

3. First Setup your Gym's Resources. 20.4

4. By Default the two resources that are set up are court one and two with

your op ening hours in 30 minute slots and 2 sta� memb ers under Personal

Trainers. You can change their names in Bo oking Form Setup.

5. There are Buttons along the top b elow the menu bar for various functions.

6. You can print out b o okings and classes from this screen.

18.1 Making a Bo oking

1. If there are a numb er of Resource Typ es you can b o ok for, �rst cho ose

your resource from the drop b ox. eg. Facility, Personal Trainer.
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2. To make a b o oking for a memb er �rst use the memb er �nd function. Click

on The Memb er then cho ose the Resource from the drop b ox. Cho ose the

date in the calendar and highlight the time required on the b o oking sheet.

Click on Add Bo oking. A b ox will op en requesting typ e of b o oking with

drop b ox options. Either cho ose option or just click OK if not applicable.

You can b o ok any numb er of consecutive time slots by highlighting them.

3. The To day button will bring the b o oking screen back to to day's date.

4. To Cancel a Bo oking select the b o oking then click the cancel button.

5. To Create a Casual Memb er Bo oking Click the date and time you want to

make the b o oking then the Add Casual Bo oking (Non memb er) Button

A new screen will op en and typ e at least a First Name and Contact phone

numb er in the b ox that op ens and cho ose b o oking typ e. Click on Add.

6. For basic memb er details related to any b o oking, click on the name in the

b o oking and details will come up in b ottom left corner.

7. To Show a memb er's full Details click the b o oking then click on the show

memb ers details button. This will bring up the details on the GymMaster

Main Page. Then click on Bo oking Form icon to return to b o oking screen.

8. Con�rm Bo oking icon indicates that the memb er has b een reminded or

has con�rmed the b o oking. Will change the background colour of the

b o oking.

9. When a memb er arrives highlight the b o oking and click on the Checkin

Memb er icon. A screen op ens with some memb er detail and the option

to op en a sp eci�c do or. This will record the b o oking in the Memb er's

memb ership section under b o okings. It will also change the b o oking colour

to re�ect that the p erson has arrived. If the memb er do es not have a

current memb ership it will not allow checkin (will give a warning message)

but b o oking will still b e intact.

10. For a no show click on the b o oking and then the icon. (You may need to

click on fresh to get the colour change.) If the p erson then turns up the

b o oking can b e reinstated ( if not b o oked to someb o dy else) by clicking

on the time space again. To b o ok someb o dy else in cancel the b o oking.

11. To change a b o oking, click on existing b o oking then on Amend Bo oking

icon. A new screen will op en for entering the new b o oking. Complete new

date etc then Ok. It will delete the old b o oking and record the new for

that p erson.
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18.2 Rep eat Bo okings

1. To rep eat a standing b o oking for a memb er, highlight the �rst rep eat

b o oking date, time and resource. Go to Bo okings on the menu bar >

Rep eat Bo okings. Complete the details, check that the right memb er

name is highlighted and then Ok. It will come up with an error message

if one of the b o oking times has already b een taken. The rep eat function

will b o ok up to the maximum p erio d set under General Con�guration

> Bo oking. Another rep eat b o oking will need to b e made if a further

p erio d is required. This cannot b e made until near the end of the original

b o oking.

2. To cancel one or all rep eat b o okings go to Bo oking on the menu bar >

Show Rep eat Bo okings. You can then highlight and delete b o okings.

18.3 Making Time Unavailable

ˆ Blo cking out times and dates.

1. For one sp eci�c time and date to b e blo cked out. In Bo oking Form select

Resource, Date and mark Time. On Bo oking Form, go to Bo oking on top

menu bar > Make Time Unavailable. Can b e cancelled through Cancel

icon.

2. For rep eat blo cking for a chosen p erio d, �rst cho ose the Resource, Day

and Time to b e blo cked. Then to Bo oking > Make Rep eating Time Un-

available. Cho ose interval, end date and b o oking typ e.

3. To blo ck out a sp eci�c entire day, cho ose Resource, Date and highlight

b eginning of target day. Then to Bo oking > Make Day Unavailable.

18.4 Classes

ˆ For setting up one o� or regular classes

1. Classes can b e entered under Set Up > Bo oking > Classes. + to add a

new class then save. Can also do direct from Bo okings section. Bo okings

Con�guration from top menu bar.

2. Highlight the day, resource and time for the �rst class then click on Add

Rep eating Class icon. Complete the small screen that comes up then OK.

For a one o� class have the end date the same as the b eginning. The times

will re�ect those chosen on the b o oking form but the time shown for the

end will b e the b eginning of the �nal time slot.

3. You can set it for a year and then delete any individual weeks that a class

may not b e running by highlighting that class then click on the Cancel

Bo oking icon. This will have b o oked the space you require over the p erio d

to which memb ers can now b e allo cated.
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18.4.1 Bo okings in a Class

1. To add a memb er to the class, �nd memb er, highlight the class then click

on Add Bo oking. Ok in Bo oking Typ e b ox. Highlighting the class again

will list the class memb ers. The Non Memb er casual function can also b e

used by clicking on Add Casual Memb er, highlight the class involved and

then complete details and Add.

2. To remove a p erson from a class, highlight the class, click on the Class

Status icon, highlight the name from the list that comes up then Cancel

button to remove name.

3. The Class Status can also b e used for checking p eople into a class.

4. Bo ok memb ers in for the classes as in once o� classes. This needs to b e

done for each class on the assumption that p eople b o ok by class rather

than term or p erio d.

5. If the same p eople are going to complete say a term of classes, use the Re-

p eat Classes for b o oking the facility but op en a Pre Set Date Programme

under Programmes to manage the class details and memb ership.

19 Prosp ect Sales Enquiries

ˆ For listing sales enquiries who could b ecome memb ers with an allo cation

function to a sta� memb er for follow up. See 3.5

20 Con�guration - Set up

ˆ The set up menu provides a means to edit the settings that de�ne your

enterprise. With the exception of the con�g �les all the settings in the

con�guration menu are enterprise-wide settings.

ˆ The Setup page is accessed from the Dashb oard navigation list.
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20.1 Con�g Files

The master con�guration for your GymMaster terminal is done in a numb er of

text do cuments.

For your convenience the �les can b e accessed from Con�guration->General

Con�guration->Con�g Files

Each �le controls a di�erent comp onent of GymMaster.

The relevant comp onent must b e restarted for changes made to the �le to

take e�ect.

Save con�g �les makes the changes p ermanent, otherwise after running the

up date batch the changes will b e lost.

Revert con�g �les undo es the changes returning the �les to the state they

were in b efore they were edited.

Settings done in the con�g �les only e�ect the PC they are done on. If your

installation has multiple PCs running GymMaster b e sure to redo the settings

on the other PCs as appropriate.

20.2 General Con�guration

1. From Dashb oard, under Gym Setup, click on Op en General Con�gura-

tion. This has several sections for completion. When making changes in

General Con�guration screen, it may require you on completion to go out

of GymMaster and re-enter. Click on OK to restart and allow changes to

take e�ect. This is a safeguard as if a change has b een made all records

need to b e up dated b efore any more transactions are made.

2. There is also access to a Con�guration section from the dasb oard top

menu bar. Use this for changing sample data set up and under its General

Con�guration untick �Disable Security� to enable setting sta� rights under

sta� details.

20.2.1 Company Details.

1. After �lling in the company data, click on OK. GymMaster needs restart-

ing as ab ove. The cancel button will undo any change you have made if

clicked prior to Ok.

2. The Contract section is for entering key conditions of your contract with

memb ers. It is automatically inserted in memb er contracts which can b e

printed out for each memb er from their memb ership screen.

ˆ Sta� details - For setting up sta� and security

1. User Administration. For setting up sta� and indicating if they are a

p ersonal trainer. To give a sta� p erson access rights to GymMaster use

the right hand screen, adding or deleting rights for the highlighted sta�

p erson. A description of what the rights give app ears in the lower b ox.
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2. Tick the Disable Security only if you do not want sta� to have security

levels. Unticking will enable security again.

3. If your GymMaster has b een set up for sta� logins, activate through En-

able User Logins. You would normally enable logins if running security.

4. Reset Security is used if you are having problems with user access and it

may resolve the problems.

20.2.2 Card Readers.

ˆ There are options to con�gure the way in which cards are handled. The

con�guration decides how cards are to b e treated on presentation and

controls Pop Up signals.

Cardreader Hardware Setup

1. Click on Cardreader Hardware Setup and a screen op ens to set up readers

and lo cations.

2. Check with Treshna on installation if there are to b e multiple entry or exit

p oints. The correct settings need to b e entered in this screen.

Setting up Card Reader

1. Click on Card Reader Hardware Setup and a screen op ens to set up readers

and lo cations. (This is lo cated via Setup � Op en General Con�guration

� Card Readers)

2. Ensure correct Device is selected (Typ e of Card Reader) The small black

reader is under the heading of ASCI I. Otherwise leave on Auto-detect

(only top 3).

3. Ensure COM Port is set to auto-detect.

Problem solving:

ˆ Issue not Auto-detecting COM p ort.

1. To solve: Computer � Control Panel � System � Hardware � Device

Manager. If unable to lo cate you are probably using Windows 7.

2. For Windows 7 go to http://p csupp ort.ab out.com/o d/windows7/f/op en-

device-manager-windows-7.htm or go ogle Windows 7 and Device Manager.

3. Select - Ports (COM &LPT) once menu expands should b e a device in sub

menu take note of COM Port numb er should app ear as (COM #) after

the device description. e.g. Proli�c USB-to-Serial Comm Port (COM 8)

4. Return to card reader hardware setup and change COM Port from Auto-

detect to now identi�ed COM # in previous example would select COM

8. Click okay, click okay again in GymMaster Con�guration
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5. Pop-up should app ear informing you that GymMaster Needs Restarting

click Close. Gym Master will close and another p op-up should app ear � Do

the up date now and restart GymMaster� click Yes.

6. To test wave the RFID tag or card over the reader multiple times.

The Do ors in Building is used to set up the controlled do ors.

1. You may just have reception or you may have additional do ors that are

controlled by card readers. You also may have an exit only do or.

2. After entering details of a do or click on save.

Time out b etween swip es.

1. Time out b etween swip es is set in hh:mm:ss This means that if a card is

swip ed more than once within the set time lapse, it will not record another

visit or deduct again from a concession card. This avoids accidental con-

cession deductions if it has b een set at say 5 minutes. It do es mean that if

2 deductions are to b e taken from a concession card (2 p eople using) this

may have to b e deducted manually from the memb er's �le or the lapse

time set for say 15 seconds and sta� made aware of this.

Facility access for memb ers. (Pop up warnings etc)

1. Warn if Owing Exceed is a dollar amount that will generate a Pop up

warning on presentation of a card where more than that amount is owed.

You may set this at $1 so that a warning is triggered for all debtors.

2. Stop if Owing Exceeds $ gives a p op up warning but also rejects the card.

You can set this for immediate e�ect or allow some days of grace.

Op en Hours

1. This will op en a screen that enables you to set your standard op ening

hours for each day of the week. If you have some memb erships that are

related to O� p eak hours, these times can also b e set up. Enter any

changes in the b ottom half of that screen.

2. Public Holidays enables you to set any holidays that you will b e closed.

Grace Days

1. Grace days for expired memb erships means a numb er of days can b e set

up b efore a card is denied for expiry. This is particularly relevant if there

is say a weekly AP memb ership and there is a delay for a day b efore data

is up dated from the bank.

Memb er Visit Happiness.

1. Indicates memb er attendance status by 3 stages from a smiling to sad face

app earing on memb er records.
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2. Set the Happiness Time Frame which is the p erio d over which the happi-

ness changes are registered. The default is 1 week.

3. Happy Visit Threshold lists the numb er of visits in the chosen Time Frame

that are needed to keep the happy status. An increase in visits on past

record even if less than threshold will give smiling face.

4. The Sad Visit Threshold defaults to indicate less than 1 visit in the Time

Frame drops status.

5. Use Rate of Change b ox to b e ticked if you want the indicator face to

app ear on the memb er �le.

6. Change Threshold is set as a default of 1 which indicates 1 visit in Time

Frame can change status sub ject to previous rules.ekly AP memb ership

and there is a delay of a day b efore data is up dated from the bank.

Memb ership Cards

1. Cards Issued op ens up a card numb er list and who holds them. From

there by highlighting a numb er and memb er can go direct to the memb er's

record, delete, up date or reset counter.

2. Memb erships that Issue Cards lists Programme Groups showing if they

have b een set up to automatically issue cards and if they are historical.

Normally set up under Programme Groups con�guration but can also b e

done from here.

Memb ers Check In

1. Show amount owing if b ox ticked will mean that the p op up screen on a

memb er checking in will show the amount owing.

2. Show visitor statistics will

Pop Up Hardware Settings

1. Enables you to de�ne how the p op up screen on memb er check in works.

2. The display time is set in milliseconds so 13000 is 13 seconds. Under Linux

this do es not work and will use a 4 second by default.

Memb ership Cards with Barco des

1. Generated barco des pre�x allows you to customise the symb ols that are

written to the cards that you issue. The barco de written to the card

will consist of the symb ols entered here followed by the barco de numb er.

Changing the value here will not make old barco des invalid, but will e�ect

the content of newly issued barco des. The purp ose of this is to allow you

to have barco des that are di�erent from those issued by others (like video-

ezy, subway, �y-buys etc...) The automatically set print card gives you a

control over when GymMaster sets the print card checkb ox for a memb er.
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20.2.3 Accounting.

Banking

1. You can enter your bank account details.

2. Bank File Directory

3. Credit Card Issuers is for setting up banks that issue credit cards. This

is not required in NZ where all Eftp os transactions go through the one

clearing house. Some overseas situations have a numb er of terminals with

transactions handled by di�erent banks.

Tax Settings

1. The Tax Setting for NZ would b e GST at 0.125 for Memb ership and

pro duct. You would leave the Add Tax After unticked if you normally

deal in GST inclusive prices.

2. Pro duct Tax Rates enables you to set up the tax rate for each individual

pro duct you are selling through POS. For NZ these would all b e 0.125

Con�gure Payment Metho ds

1. Set up typ es of payment such as Cash, Cheque, Eftp os, Visa etc. This

would re�ect your requirements for payment typ e analysis.

2. There are 3 b oxes that can b e ticked. Typ e of credit card would b e ticked

for payment option MasterCard, Visa etc. Not a Real Payment would b e

ticked for a payment typ e of Charge to Memb er. It do es not result in

cash in the till. Op en Cash Register is for any payment typ es (most) that

would op en POS. Discount payment typ e could have none of the b oxes

ticked.

3. It also enables you to set up additional information if using a web b o oking

system. The name could b e Cheque in Full Amount. The web instruction

as to who to make cheque out to and where to send it. The blurb would

b e any additional info ab out the payment to go on web b o oking sheet.

Sort order is order that would app ear in the drop b oxes. eg 5 to indicate

after cash 1, eftp os 2, etc. Percent now due could b e 100

Billing Cycle

1. Billing Cycle is for when you pro cess DD or APs on a set day each week

or month. This also allows automatically adding the delay p erio d to the

joining fee.

2. For using Direct Debits set up a warning amount, a default payment charge

and a start date . Some of the information is sp eci�c to each bank or other

collection systems such as Ezypay.
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20.2.4 Point of Sale

ˆ This sets up various detail related to sales and sto ck. Most functions can

also b e set up under Point of Sale section in main Set Up page. 20.5

1. Manage Pro ducts, Pro duct Typ es and Suppliers shows the data already

set up under Set Up > POS > Manage Pro ducts from the Dashb oard.

ˆ Settings includes setup for the cash drawer.

1. If a cash drawer is plugged directly into a computer it is a serial p ort. If

the cash drawer is plugged into the receipt printer it is not a serial p ort.

2. Where applicable, the serial drawer p ort is chosen from the drop b ox

options.

3. Default minimum sto ck level is if all pro ducts are to have the same re-

order level. This is often left blank and minimum levels set for each

pro duct under POS > Manage Pro ducts.

4. Font sizes can b e chosen eg POS 10 and List 14.

5. Maximum Memb er Owing. Any POS transactions b eing charged to a

memb er who owes ab ove the set amount will b e stopp ed by a warning

message.In New Zealand the sales tax name is GST and the rate 0.125

6. Default cash in till. If your cash �oat remains constant most of the time

set the normal amount as a default for use in till rep orts. Normally in NZ

the �Prices do not include Tax� b ox will b e left blank.

7. Shift Times enables you to set up the times for various shifts if you wish

to rep ort POS transactions by shift.

8. Touch Screen Full Con�guration is the same function as setting up in

Dashb oard Point of Sale > POS Screen Con�guration.

ˆ Receipt Settings is the layout for receipts.

1. Print Receipt would b e ticked if receipts are pro duced.

2. Show Company Address would normally b e ticked to include this on re-

ceipt.

3. Receipt Typ e would b e cho osing the pap er size applicable for your receipt

printer.

4. Receipt Fo oter Tag Line is an optional message to go on your receipt.

eg. Thank you for shopping here. Please retain your receipt for pro of of

purchase.
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20.2.5 Display

ˆ De�nes how data is displayed.

Memb er Field

1. Memb er Field enables you to customise the standard layout of Memb er

�les. The Comb o Box option enables drop down b oxes to b e set up. This

section do es not require completion.

Measurement Typ es

1. Set up the b o dy factors which you wish to measure for your memb ers.

2. You can cho ose the order that they app ear in measurement charts. eg

Weight may b e 1.

3. Show Measurement b ox. The programme has b een set up with a numb er

of p ossible areas of measurement. If you want to use only some of them

you can delete the unwanted measurements. Alternatively, untick the b ox

then highlight measurements wanted and tick b ox individually for them.

Task Typ es

1. Setting up tasks that can b e allo cated to sta� or trigger other communi-

cation or action. These can then app ear on the ToDo list each day.

2. By highlighting a task you can edit it by clicking on the Edit Task Typ e

button.

3. Tasks can b e added or deleted.

4. You can highlight a task and then complete the relevant action sections

on the right hand side which will up date the task action b oxes.

Expiry Reasons

1. Set up reasons you want for expiring of a memb ership such as cancelled,

expired, medical, bad debt.

2. When a memb ership is expired the chosen reason will app ear against the

memb ership record.

Memb er Visit Happiness.

1. Indicates memb er attendance status by 3 stages from a smiling to sad face

app earing on memb er records.

2. Set the Happiness Time Frame which is the p erio d over which the happi-

ness changes are registered. The default is 1 week.

3. Happy Visit Threshold lists the numb er of visits in the chosen Time Frame

that are needed to keep the happy status. An increase in visits on past

record even if less than threshold will give smiling face.
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4. The Sad Visit Threshold defaults to indicate less than 1 visit in the Time

Frame drops status.

5. Use Rate of Change b ox to b e ticked if you want the indicator face to

app ear on the memb er �le.

6. Change Threshold is set as a default of 1 which indicates 1 visit in Time

Frame can change status sub ject to previous rules.

Donations

1. GymMaster can record donations from memb ers or b e used as a donations

data base. If you want this facility activated, tick b ox.

2. You can set up particular fundraising pro jects or donation categories here

if you have activated the donations facility.

Currency Symb ol

1. Currency would in NZ require a $ symb ol.

Promotion Con�guration

1. Set up promotions you want recorded for new memb er enquiry analysis.

eg website, radio, newspap er, sp ecial one o� promotions.

Environment Settings

ˆ Used for setting up default option settings

1. Name order de�nes whether it is Christian or surname that gets listed �rst

in �les.

2. Set gender default to re�ect whether ma jority of memb ers are male or

female

3. Default city avoids you having to enter each time your home city.

4. MS Word Executable, this is for mail merge. Where you can select the

winword.exe �le that you use. This will vary b etween versions of MS O�ce

2003 and 2007.

5. Memb ers photo directory sp eci�es the directory that you are storing pho-

tos in.

6. Maximum Rep eat Duration is for future b o okings. Sets how far in the

future b o okings can b e displayed. They can b e set for longer p erio ds but

will only b e displayed for the p erio d you have set here.

7. Default Susp end % Rate is where a p ercentage of a fee continues during

a susp ension. Use 0 if there is no automatic charge during susp ension.
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8. Retention Management BCC. Sp ecify an email address to b e used as a

Blind Carb on Copy for retention management emails.

Memb ership Completion

ˆ Can set criteria which has to b e entered b efore a new memb ership is

completed.

1. Tick b ox if a payment is essential b efore memb ership accepted.

2. Tick b ox if bank account details must b e entered for a Direct Debit mem-

b ership b efore it is accepted.

Bo oking Completion

1. Tick b ox if a b o oking is to not b e accepted without a b o oking typ e selec-

tion.

20.2.6 Communication

ˆ A place to tell GymMaster how to connect to your internet service provider's

SMTP server

1. Email Sender is the name that emails will go out under. eg thelma@gymsample.com.

Make sure you change this from noreply@example.com.

2. In Host Name place the name of your ISPs SMTP server (or a lo cal SMTP

smarthost if you have one),

3. In p ort numb er put the TCP p ort to communicate with the server on

(normally 25, 465 for Xtra)

4. For Proto col select the the options needed �Plain SMTP � will work for

most p eople. Xtra customers have to use host:send.xtra.co.nz p ort:465

and SSL and know their Xtra username and password. )

5. If your provider requires you to use a username and password to send

email enter them in the spaces provided.

6. GymMaster Passwords is the user name and password under the GymMas-

ter licence to enable connection with Treshna servers for regular up dates.

SMS Settings

ˆ Set up the cell phone connection you are using.

1. Set up the numb er as p er the example.

2. Validate the numb er.

Retention Management Communications

1. Tick to allow communication to go automatically without �rst requiring

a prompt for approval.
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20.3 Programme Groups and Programmes

ˆ Programmes are collected in groups, although you may only have one

group. You set up a group �rst and then the programmes you wish to in-

clude in the group. Groups and programmes can subsequently b e amended

from the same functions.

20.3.1 Programme Groups

ˆ A group is a collection of programmes of a similar typ e. eg A group of

prepayed �xed p erio d memb erships and a group of AP or DD regular

payment memb erships.

1. Access through the Dashb oard, Setup > Programmes > Programme Groups.

2. Lists existing Groups.

3. If wishing to change a Group name or details, highlight the Group and

typ e the new name or details in. Save by clicking the Save icon. All

changes require exiting from GymMaster and coming back in to enable

the system to up date the records.

4. To add a new Group use the add icon.

5. The abbreviated name is optional but is convenient in some screen rep orts

where a shortened version is easier to display.

6. Issue cards by default b ox is used for card systems and should b e ticked

if you use our barco de or proximity cards system.

7. Historic group (Closed Programme Groups) b ox ticked if group no longer

used but records to b e kept. This will hide the records (shows as Hidden

under the Visibility column) which can b e recovered and seen by unticking

the historic b ox.

8. To delete a Group use the delete icon but probable b est solution is using

the historic function.

20.3.2 Add / Edit Programmes

ˆ This is where details of sp eci�c programmes and rules related to how they

function are set up.
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1. In the Dashb oard, go to Setup > Programmes > Add / Edit Programmes.

This will op en the screen to all current programmes. Clicking on the

Funnel icon will show Discontinued Programmes (historic) that are now

closed. If a programme has just b een added to Discontinued Programmes

it may take several seconds to complete the re- sort. Clicking the Funnel

again will return to current programme listing.

2. To edit an existing programme, highlight it then click on Edit Programme.

This op ens up the setup pages. The sections include General, Other Prop-

erties, Do or Access and Web Prop erties. If the price is changed on a Re-

newal, Fixed or Concession programme, this will b e changed immediately

for new memb erships and on renewal for others. For op en ended pro-

grammes a price change requires a new programme to b e set up. For the

increase to apply to existing memb ers, you have to go through each mem-

b er manually, expire their old memb ership and enter the new one with the

changed price. Eventually the old memb ership may b e made historical in

Programme Set up.

3. Programmes can b e sorted by name, co de, group or date by clicking to

the right of the relevant heading to the table.

4. The trash can icon will allow you to discontinue a programme. Highlight

the programme then click on the icon. It will transfer the programme to

the discontinued listing.

5. You can click on Add or Edit for new or changed programmes.
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20.3.3 General Prop erties

Basic Programme Information

1. Start with the General section of the details.

2. Complete the relevant detail for a new programme then click on save or

refresh.

3. The Programme Name needs to b e short, descriptive, clear and easily

searched. Some other screens have limited space for the description hence

the need to b e brief but descriptive.

4. Programme Group is chosen from drop b ox.

5. Price is for entering the price for a programme. The price for a weekly/monthly

Automatic Payment based programme is the weekly/monthly amount.

The correct p erio d may not show until you have saved the Payments &

Restrictions section for that programme.

Programme Termination
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1. Programme Basis is chosen from drop b ox.

Op en Ended is where there is no set �nish. eg APs that continue until the

memb er says stop.

Renewal Based Contract is where the programme has a �xed length at

which time it needs renewing. eg a 12 month memb ership.

Preset Date Programme is for classes etc where there is a sp eci�c b eginning

and end date. eg run from 1 Feb to 29 Feb 2009

Concession is one where the length is until the concessions are used.

Addon Programme enables an additional charge for an extra value added

to a programme. eg nutrition instruction.

Charge p er visit. This will raise a charge each time the memb er presents

card. eg a spin class. Might b e preferred metho d instead of concessions

for casual participants.

2. Perio d Length of Memb ership is used when a programme is for a �xed

length but op en starting date. eg. 3 month memb ership. The numb er

will dep end on whether Daily or Monthly has b een chosen as length typ e

in the next b ox. A contract for 1 year which involves weekly APs will

have 12 months as the length. The weekly payment asp ect will b e entered

in the Payments & Restrictions section. For Op en Ended and Concession

memb erships the length will b e left at 0.

3. Start Date is optional for entry. For an ongoing programme this will b e

the date the programme started running from.

4. End Date is required if there is a sp eci�c end date for that programme. ie

you will cease running it.

5. Concession Limit is the numb er of concession visits allowed for a memb er-

ship. eg 10 concession aerobics card. Leave blank for other memb ership

typ es.

Payment by Installments

1. How Memb ers Pay requires a choice from the drop b ox options. If Paid on

Signup is chosen, the When and Delay b oxes do not require completion.

2. When Memb ers Pay de�nes the frequency of when a payment is required

for the memb ership. The options are weekly, fortnightly 4 weekly, monthly

or yearly. Other alternatives can b e set up if required. This line is not

completed if Paid on Signup has b een chosen under How Memb ers Pay.

3. Delay Before First Payment. For longer term memb erships the choice

would b e Not Applicable, Paid on Signup. For APs and DDs or other

regular payments there may b e a delay b etween when a p erson joins and

when the �rst payment is exp ected to b e received. The �rst 2 weeks

memb ership may b e added to the join up fee and the AP b egin b eing
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collected 2 weeks after that date. The Memb er's Account would b egin

b eing charged from that time. Cho ose the applicable p erio d from the

drop b ox. An option is to manually calculate on sign up.

4. Grace Days For Expiries is the numb er of days after a memb er's memb er-

ship has expired b efore it will reject. eg you may want to allow 2 days for

AP or Direct Debit to b e entered.

5. Follow up Programme. If on the completion of one programme typ e,

the memb er moves to a programme with di�erent details, this function

can b e used to automatically op en the new memb ership. You cho ose the

programme to move to from the drop b ox. It will not work if the Charge

Past Expiry function has b een ticked in the original programme.

6. Signup Fee is where an initial charge is made for a memb er to �rst join

up for that programme. It will then charge this to the memb er when they

are �rst entered for this memb ership. You can alternatively leave this b ox

empty and set up a separate joining fee programme memb ership. This is

required for Renewal Based programmes where payment is made up front

to avoid it b eing charged on each renewal.

20.3.4 Other Prop erties

Programme Conditions

1. A note relating to a sp ecial condition for the programme can b e entered.

When adding this programme memb ership to a memb er the note will

app ear on the screen and will b e added to the memb ership contract as a

sp ecial condition. eg a concession memb ership may b e restricted to the

memb er only use, not multiple p eople.

2. Discontinue Programme should b e ticked if programme no longer b eing

run. It will hide it when viewing current programmes but will b e accessible

from historic �les. You can delete a programme from the main programme

listing but this will remove historical records.

Addon Programmes

ˆ For linking one programme with another. eg you may decide to add a

complimentary Nutrition programme to anyb o dy signing up for a longer

term gym memb ership or it could b e a temp orary promotional move.

1. First make certain that the addon programme has b een set up as a pro-

gramme.

2. Click on plus programme. This will op en a small screen for completing

3. Complete the screen, starting with cho osing the addon programme. You

may decide to tick the complimentary b ox even though there is normally

a charge for it. Click ok. This will immediately take e�ect for any of the

host programmes joins or renewals from that date until addon terminated.
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4. If you wish the add on to apply to earlier memb ers of the host programme

you use To ols to do the up date. Under Dashb oard > GymMaster >

To ols > Up date Addon Memb erships is the action for applying the add

on programme to existing memb ers of the host programme.

Advanced Pricing

1. Automatically Paid. If ticked it will automatically add a payment when

someb o dy signs up a memb ership to that programme. If full payment

is not made this function can b e manually over-ruled in the Memb er's

Account. The purp ose of this function is when you have programmes

where you are not resp onsible for the �nancial side. Most op erations will

leave this b ox blank and will manually enter payments.

2. Automatic Renew on Expiry. You would not tick this b ox for Op en Ended

programmes. It may b e ticked for a Fixed Perio d if you have decided that

you want the memb ership to b e automatically renewed and charged. eg.

at the end of a 3 month �xed p erio d memb ership where it is hop ed the

memb ership will b e rolled over by the memb er. If the payment do es not

come through the money owing warning will come up on the memb er's

screen. For longer term memb erships it is p ossible that you will not tick

this b ox but will manually renew the memb ership when due.

3. Add on Fees is for use if this is an addon programme and this has b een

chosen in General under Programme Basis. Clicking on it will op en up a

new screen where the basis of the add on fee charge is set up.

Restrictions on Memb ership

1. Enrolment Limit sets the maximum numb er to b e accepted for the pro-

gramme. When no limit leave at 0.

2. Waiting List Limit sets the maximum numb er accepted on a wait list

where numb er in programme is limited.

3. Minimum Age for entering when applicable. Leave as 0 if not applicable.

Maximum Age for entering where applicable.

20.3.5 Do or Access

1. Add or remove a do or, reception or gate that a memb ership gives access

to. Tick b ox if it is limited to O� Peak Hours or gives 24 hour access.

Ticking these b oxes will apply to all memb ers of the programme. If se-

lected memb ers are to b e granted 24 hour access a sp ecial memb ership

should b e set up for this.

2. Times can set for o�p eak if this b ox has b een selected. Times need to b e

in the following format 14:00 using the colon to separate minutes.
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20.3.6 Web Information

ˆ This section is for use where there is an interface for web b o okings. For

many gyms it will not require completion.

ˆ

1. Abbreviated co de is optional. It is up to 9 characters to di�erentiate

programmes with same name but di�erent dates.

2. Ref is a system allo cated numb er for that programme.

3. Sub Grouping helps with searching on the web if you have web integration.

4. Season/Term is for where programmes are run each season. These can b e

set up under con�guration. Can cho ose Not Seasonal.

5. Information Blurb(Optional Function).

6. Web Displayed Notes is used if you want a brief note for displaying on

web.

7. Description is for web using inter-related web b o okings.

8. Lo cation where the programmes are run from di�erent lo cations.
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9. Sort Order Numb er sets priority listing on web.

10. Director name for programme if needed.

11. Administrator's Email Address that web messages and registrations will

come to. e.g. you@yourdomain.com

12. Accept Web Bo okings. Tick if programme available for web b o okings.

13. Hold Web Bo okings. Tick if web b o okings are to b e stopp ed.

14. Web payment metho ds ............

20.3.7 Other Set- ups

1. Add, Save, Edit, Delete and Show Discontinued Programmes icons for

Programmes.

20.4 Bo oking Set Up

ˆ Setting up the b o oking form structure

20.4.1 Classes Setup

1. You can set up the classes you run. There is add, edit and delete functions.

2. Can de�ne name of class, description, max to b e enrolled and a maximum

numb er to b e placed on any wait list.

20.4.2 Resources Setup

1. Resource names may b e sauna, a p ersonal trainer or a piece of equipment.

2. If you had three squash courts, there would b e Court 1, Court 2 and Court

3 as di�erent resources but the same Resource Typ e.

3. Resource typ es is set up in the next section and chosen from the drop b ox

to group resource names.

4. Sort order de�nes the order resource names will app ear in the b o oking

form. The most commonly used would normally b e 1.

20.4.3 Resource Typ es

1. They are the options that will have a screen under the b o oking form. If

you had squash courts or other physical areas for activity b o okings that

would b e a resource typ e, as would b e p ersonal trainers if you b o ok them

out.

2. The various p ersonal trainers named in the Resources setup could all b e

in the Resource Typ e Personal Trainers.
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3. Allows you to cho ose from the drop b ox the time slots that you want for

a resource typ e. A squash court may b e 30 minutes.

20.4.4 Bo oking Status Typ es

1. Under Personal Trainer you may have b o oking typ es such as First Assess-

ment, Measurements, Re- Assessments etc.

2. A background colour can b e chosen for each b o oking typ e. Highlight the

status you want to cho ose colour for then click on Background Colour.

Then in colour sp ectrum click on stylus and use it to cho ose your colour

from the circle. Then Ok and the chosen colour will show. The b o oking,

when made in the Bo oking Form, will show in the relevant colour allowing

quick visual identi�cation of the nature of the b o oking.

20.5 Point of Sale Set Up

ˆ The POS can b e mainly for recording sales of items from a shop etc or it

can record all inwards cash transactions including memb ership payments.

It also allows full rep orting on sales and integrates with a sto ck control

system. The sales function is lo cated under Point of Sale icon on the top

menu bar or under GymMaster. If the POS screen (till equivalent) is going

to b e an imp ortant part of your internal control, all receipts and refunds

that would go through the cash drawer should b e registered through POS.

ˆ First set up under Manage Pro ducts which is describ ed in the next section.

Features include

ˆ Can set up your own pro duct lists in groups with current price and Mem-

b erships.

ˆ Easy entry of sales with the ability to connect to a cash drawer, pro duce

a receipt or invoice and record the sale against a particular memb er and

charge to their account if wished.

ˆ Full tracking of all historical sales.

ˆ A warning can b e set up under General Con�guration - POS where a limit

is set on the amount of debt a memb er can run up.

20.5.1 Pro duct Typ es

ˆ This sets up the groupings of items to b e sold through POS. eg Drinks,

fo o d, memb ership. It is the �rst stage of con�guring the POS for your

op eration.

1. To enter a new pro duct typ e, click on add icon, enter name of pro duct

typ e and the tax rate if applicable (In NZ 0.125 for gst). Save.

2. To delete a Pro duct Typ e, highlight the name and click on trash can icon.
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20.5.2 Manage Pro ducts

ˆ This is where you set up individual pro ducts such as a Co ca Cola drink

for the POS.

1. First set up Pro duct Typ es.

2. In the Dashb oard go to Set Up > Point of Sale > Manage Pro ducts.

3. To add a pro duct see that you are in details in the b ottom section, click the

add button lo cated at the top of the window, and �ll in the b oxes in the

lower part of that screen. A co de is not required for setting up pro ducts

and can b e just a letter like W for water.Pro ducts such as Sunb ed Use or

Equipment Hire would not have the Track Sto ck ticked.

4. It is helpful to enter a minimum sto ck level as this registers this pro duct

for the Minimal Sto ck Level rep ort.

5. Suppliers are set up through the Dashb oard > Set Up > POS > Suppliers.

6. Purchase packages is an optional �eld for where you can get a bulk or re-

lated purchase quickly entered. An example could b e purchasing a carton
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of drinks. You would set up the pro duct Carton of .... as a new pro duct

and save. Then go to Purchase Package. The new pro duct should b e show-

ing. On Right Hand side highlight the pro duct that is b eing purchased in

bulk. Click Add button. Enter quantity that comes in the carton in the

Adds...Units. When a purchase is made of a carton it will automatically

add the carton quantity to the drink sto cks. The Sales Package acts in a

similar way. It may also b e used where the sale or purchase of an item is

paired with another. eg ice cream with cones.

7. Sales Packages ................

8. Packaged by ..................

9. After clicking the Save button some changes will not b e visible till the

next time you op en either the POS screen or the Manage pro ducts screen.

10. To delete a pro duct, select the item and click the delete button lo cated at

the top of the window. Con�rmation of the delete is required.

11. To edit a pro duct, select the item you want to edit and change the b oxes

b elow.

20.5.3 POS Screen Con�guration
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ˆ Used for setting up POS screen for your particular needs.

1. Under Dashb oard POS > POS Screen Con�guration.

2. The screen will have a default set up with such buttons as Sale, Discount,

Delete Item.

3. Click on Auto Generate and it will set up all your pro duct typ es with

pro ducts set up b ehind them.

4. If you want to add an additional pro duct typ e or pro duct, �rst set them

up under the Manage Pro ducts etc con�guration. You can go to Con�gure

Point of Sale Touch Screen, Delete All, then do Auto Con�gure but minor

changes are b est done individually.

5. To set up a new Pro duct Typ e in touch screen con�g, click on target

square, Add Item, then cho ose Pro duct Typ e from right hand drop b ox.

6. If you wish to set up a p opular pro duct on the screen rather than having

it hidden in its Pro duct Typ e or have a small enough range to not want to

hide under Typ es, follow the following. Click on target square, Add Item,

cho ose Pro duct Typ e and then Pro duct from drop b oxes.

7. You can view Pro ducts under a Pro duct Typ e by highlighting the Typ e

square then Enter List. If a new Pro duct has b een added under Manage

Pro ducts, it can now b e added by clicking on target square, Add Item,

cho ose Pro duct Typ e and then Pro duct from drop b oxes.

8. To return to the Typ es display, click on Back to Top.

9. To add memb erships from your programmes to the screen and if you want

them in a group like Pro duct Typ es, click on the target square, change

from Pro ducts to Memb erships on the right hand side of the screen, Add

Item, typ e in Name (eg Gym Memb erships) and the square will now b e

lab elled. To add Programmes to the group, Enter List, click on target

square, Add Item, cho ose Programme from drop b ox. To return to the

typ es screen, Back to Top. This will now enable memb ership joining or

renewal direct through POS.

10. To delete details in a square, click on the target square then Delete Item.

11. To change colour of b oxes, click on target b ox then on colour. Click on

eyedropp er and cho ose colour from circle then click ok. This can b e done

b oth within Pro duct Typ es and in the Pro ducts display.

12. Use arrows to shift b oxes. Group them in a logical p osition.

20.5.4 Supplier Setup

1. Add, edit or delete suppliers of go o ds sold through POS. Optional.
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20.6 Miscellaneous

ˆ Includes setup functions not included elsewhere.

20.6.1 Sta� Setup

1. Input sta� names which can then b e available for other screens such as

follow up for prosp ect sales enquiries

2. Can highlight sta� p erson and tick to identify as a p ersonal trainer.

3. It will enable data access security control levels. Still b eing develop ed.

20.6.2 Task Typ es

ˆ For setting up task reminders.

1. You can add or delete tasks. To add you need to complete the details.

2. Action b oxes can b e ticked or unticked by highlighing the task and then

making the change on the right hand action settings screen. Actions in-

clude phone, email, text, p op up meesage, and stop at gate.

3. To change a task, cho ose the edit function.

20.6.3 Involvement Typ es.

ˆ Where you want p eople di�erentiated. eg memb er, casual, instructor.

Access from top to ol bar under Con�guration > Involvement Typ es.

20.6.4 Erase Sample Data Memb ers.

ˆ When you have �nished playing with the sample data, this function will

give you a clean start for inputting your own data. It will retain new

memb ers you have entered. On top to ol bar under Con�guration > Erase

sample data memb ers.

20.7 Corresp ondence - Setup

ˆ Setting up templates for regular communication with memb ers.

20.7.1 Email Template Setup

1. The to ol bar has icons for adding a new message, editing, cancelling and

arrows for viewing the saved messages.

2. Title is a descriptive heading for you to identify messages.

3. Email from is your email address.

4. Sub ject of the email.
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5. Resp ondent �lter. Cho ose from drop b ox. Additional categories can b e

set up for you by Treshna

6. Con�gure recipients sets the parameters limiting who the email is to b e

sent to.

7. In the large text area enter the text of the email. Use the Insert Field

function for inserting details such as �rst name in the appropriate place

in the text.

8. Add attachments if any and click on OK.

20.7.2 Mail-Merge Template Setup

ˆ Mail merge links data from GymMaster into a word pro cessor do cument

providing a way to pro duce form-letters.

1. The to ol bar provides for adding and deleting and the arrows enable you

to move b etween messages.

2. Template do cument is the �le the message is in.

3. Edit will take you to the do cument for you to edit.

4. Filter can b e chosen from the drop b ox.

5. Ok

20.7.3 SMS Template Setup

ˆ For setting up standard phone text messages

1. Give a title to the message.

2. Enter the text and use the Insert function for inserting data into the text.

20.8 Sales Enquiry

ˆ This is the set up for data to b e used in Prosp ect Sales Enquiries. You

can customise for your situation.

20.8.1 Contact Typ es

1. Sets up the various typ es of contact made. eg email, phone, web enquiry.
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20.8.2 Enquiry Status

1. Set up for description of current status of enquiries. eg Initial contact,

Waiting for Sta� Followup.

2. Tick the Final b ox if the status completes the enquiry. eg Sale Made or

Sale Lost.

3. Tick the New Memb er b ox if a new memb er �le is to b e created as a result

of the enquiry. eg Sale Made

20.8.3 Promotion Setup

1. Promotions enables you to set up the reason stimulating an enquiry. eg.

Website, Radio, Summer Promotion, The Press July.

20.9 System

1. Up date on restart. If you click on this it will upgrade your GymMas-

ter version to incorp orate changes made to the software. This will then

happ en next time you restart GymMaster.

2. Auto upgrade enables you to cho ose an automatic upgrade time cycle.

20.10 Memb er Data

ˆ Run Night run

ˆ Normally the pro cessing and up dating of memb er �les will b e done auto-

matically with the night run. For this to happ en the computer with the

data needs to b e left on overnight and logged in to GymMaster. You can

do a manual up date at any time by going to GymMaster on top menu

bar in the Dashb oard , then To ols and cho ose Run Night Run / Pro-

cess Expiring Memb erships. If this function is not activated daily, either

automatically or manually, charges for memb ers will not b e up dated.

21 Memb ership Cards

GymMaster supp orts two main typ es of memb er cards, smart cards, and barco de

cards. Cards may b e used for access-logging, access control, and to identify

memb ers in the p oint-of-sale system.

21.1 Gym Entry Noti�cation (Popup)

ˆ The full version of Gym Master comes with 'Popup', a noti�cation pro-

grammes that displays memb ers details as they check into the gym. This

runs in the background and brings the memb ers details up on the screen

as they come into the gym.
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1. The p opup programme is a separate application, when you install gym-

master an icon for this is created on your desktop. Whenever you turn on

your computer you should start up GymMaster p opup. A little icon for

this will app ear in the system tray.............

2. If you use the smart cards, presenting the card should bring up the mem-

b ers details straight away.

3. If you are using a keyb oard wedge barco de reader, you need to b e in the

memb ers or entry visitor log windows in GymMaster b efore it will work.

This is b ecause when you present a barco de, it typ es in automatically the

barco de numb er and this only works from within GymMaster.

4. If you get garbage on the screen when p eople present their cards then you

can �x this by editing your p opup con�guration �le from the �General

Con�guration� then �Edit Con�g Files�, followed by �p opup�. Change

the option �transenabled=true� to �transenabled=false� and �fadingen-

abled=true� to �fadingenabled=false�.

5. If you play music for the gym though the computer that is running p opup,

you can disable the sound e�ects on entry by changing the option �sounden-

abled=true� to �soundenabled=false�. You also need to do this if you do

not have a sound card installed in your computer.

21.2 Smart cards

ˆ Proximity Smart Cards are contactless cards, or wireless proximity cards.

They contain a micro chip that identi�es the card. The cards have a max-

imum range of 3-7 cm which means that in many cases can b e read while

still inside a wallet or gym bag. The internal micro chip makes it nearly

imp ossible to forge the card. So you can b e sure that if GymMaster recog-

nises a card that it's one you issued.

1. For access control the Proximity Card Reader has a capability to op erate

an electric latch on a turnstile, gate, or do or,

2. The Proximity Card Reader also has small LCD display that can display

short messages to the cardholder

3. Proximity smart card reader software is started by the �card sentry� pro-

gramme, the icon for this should b e on your desktop. You will need to

plug your reader into the serial p ort of your computer.

21.2.1 Issuing cards

ˆ Memb ership cards must b e issued to a memb er b efore GymMaster is able

to asso ciate the card with the memb er.
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1. Present the card to the reader and it will b e issued a serial-numb er by

GymMaster. This will often b e a numb er that is di�erent to that on

the card. Clicking the get-card button on the memb er screen will then

asso ciate the card most recently seen by the reader with the displayed

memb er. 3.3.2 on page 16

21.3 Barco de cards

ˆ Barco de Cards carry a barco de that identi�es the cardholder to GymMas-

ter. GymMaster can use pre-printed barco des or generate barco des on

demand.

ˆ Barco de based access control to buildings is not supp orted as they can

b e easily duplicated using an ordinary photo copier, or a computer and a

printer.

ˆ However, should the need arise, we will provide a barco de based access

control system.

21.3.1 Issuing barco de cards

1. Barco de cards must b e issued to a memb er b efore GymMaster is able to

asso ciate the barco de with the memb er, there are two di�erent pro cedures

dep ending on whether you are wanting to use pre-printed barco des or to

print your own.

21.3.2 Preprinted cards

1. For pre-printed cards present the card to the reader and it will b e issued a

serial-numb er by GymMaster this will often b e a numb er that is di�erent

to that on the card. clicking the get-card button on the memb er screen

will then asso ciate that card with the displayed memb er.

21.3.3 Printing your own barco des

1. To print your own barco des, select �Create New Card For Memb er� from

the memb er menu, and click �OK� in the p opup the new unprinted card

will b e asso ciated with the memb er.

2. Barco des may then b e printed using the Mailmerge feature of the Corre-

sp ondence menu, Select �Memb ership Card Barco des� and click the �Mail-

Merge� button. Print from MS Word.

3. There is no requirement to print the barco des one at a time, many can b e

printed at the same time.

4. If you do no see barco des in the mailmerge see 22.5 on page 95 and install

the barco de fonts.
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22 Barco de Reader

ˆ Three Typ es of barco de reader are supp orted.

1. Keyb oard wedge reader for manual op eration.

2. Keyb oard wedge reader with automatic op eration.

3. Serial reader for remote or unattended op eration.

22.1 Keyb oard wedge Barco de Readers

ˆ These readers connect to your computer and b ehave to the computer like

a keyb oard. This removes the need for the op erator to carefully enter the

memb er's card numb er when checking them in.

ˆ Manual Keyb oard wedge readers require the op erator to select the appro-

priate form b efore scanning the barco de.

22.2 Manual Keyb oard Wedge Barco de Reader

1. The Manual Barco de reader requires the op erator to op en the �Checkin

memb ers by barco de� window (Found in the memb er menu)

2. Most keyb oard wedge typ e readers come factory con�gured to press enter

after typing the barco de and so will work automatically with this form.

3. While this form is b eing used gymmaster is not available for other tasks

(you risk having barco des p op up in whatever you are editing)
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22.3 Automatic Keyb oard Wedge Barco de readers

ˆ The automatic reader op ens the check-in form or p oint of sale automati-

cally, reducing the workload on the op erator.

Note: Where the barco de reader cable is �tted with a (PS/2) so cket to accept

a keybpard plug and a keyb oard plug the keyb oard must b e plugged into the

so cket for prop er op eration of the barco de reader. Most USB keyb oards come

with an adaptor to enable them to b e used in a PS/2 so cket.

22.3.1 Manhattan barco de reader

This keyb oard wedge barco de reader can b e con�gured as an automatic barco de

reader by scanning the following table of barco des in sequence.

The co de lab eled �Continuous Read� causes the reader not to need the trigger

button pressed, if you do not want that feature do not scan that co de.

barco de function

@%$+/2@ reset to factory defaults

@%$+/3@ start con�guring

@%7S5+@ select terminator: stx+etx

@%00H1@ co de id: on

@%0074@ inter-key delay: 50ms

@%0273@ continuous read (optional)

@%$+/4@ end con�g

@%$+/0@ save parameters
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22.3.2 Zeb ex 3000 / 3010 barco de reader

This keyb oard emulating barco de reader can b e con�gured as an automatic

barco de reader by scanning the following table of barco des down each column

in order.

The co de lab eled �Continuous Read� causes the reader not to need the trigger

button pressed, if you do not want that feature do not scan that co de.
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This column �rst This column second

@..@ @M@

start con�guring �M�

@--@ @SET@

reset to factory settings set

@DT01@ @CI04@

select terminator: None UPC-E ID

@IS01@ @B@

co de ID: on �B�

@CI01@ @SET@

Co de39 ID set

@E@ @CI05@

�E� UPC-A ID

@SET@ @A@

set �A�

@CI02@ @SET@

Co de25 ID set

@P@ @CI06@

�P� EAN-13 ID

@SET@ @D@

set �D�

@CI03@ @SET@

ZHP ID set
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This column third This column last

@CI07@ @CI11@

EAN-8 ID MSI ID

@C@ @N@

�C� �N�

@SET@ @SET@

set set

@CI08@ @HT01@

co dabar ID Header

@J@ @$B@

�J� <stx>

@SET@ @SET@

set set

@CI09@ @HT02@

Co de128 ID Trailer

@F@ @$C@

�F� <stx>

@SET@ @SET@

set set

@CI10@ @IC04@

Co de93 ID 50ms inter-character

@K@ @SM04@

�K� continuous read (optional)

@SET@ @+-@

set end con�g

Note: The co de lab eled �Continuous Read� causes the reader to stay on after
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the trigger button is pressed until trigger button pressed again, if you do not

want that feature do not scan that co de.

22.3.3 Other Readers

If you do not have a reader that's compatible with those co des, the following

information if used in conjunction with the do cumentation for your existing

reader may enable you to con�gure it for use with Gymmaster.

For more scan co des for other mo dels of readers, consult the barco de manual

that comes with GymMaster. Also check with your barco de manual supplied.

ˆ We use a keyb oard wedge typ e reader (it pro duces the equivalent of normal

keystrokes).

ˆ It is con�gured to send an <STX> symb ol (control-B) b efore the barco de

and an <ETX> symb ol (control-C) after it.

ˆ In addtition it is set to identify the typ e of barco de by prep ending a letter

Any reader that can b e con�gured to provide those features should work with

gymmaster.

This table lists the characters used to signify the barco de typ e.

Retail co des Other Co des

A UPC-A E CODE39 (3 of 9)

B UPC-E F CODE128

C EAN-8 G interleave25

D EAN-13 H Industrial25

I Matrix25

J Co dabar

K CODE93

L CODE11

M china p ost

N MSI/PLESSEY

O BC412

P Co de 2 of 5

T telep en

22.4 Serial Barco de Reader

ˆ This typ e of barco de reader connects to your computer by way of the serial

p ort (or p ossibly by a sp ecial USB adaptor).

ˆ This is the simpliest barco de reader to con�gure. There is no scanning

co des normally required. And it will work with any typ e of serial based

barco de reader.

ˆ GymMaster uses a separate application to communicate with the reader

so it can function while gymmaster is closed.
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ˆ Serial readers are only usable for memb er check-in (not for p oint of sale,

sto ck management etc).

ˆ The reader must use standard RS232 ASCI I symb ols to communicate,

ˆ �wand� typ e barco de readers are not supp orted.

ˆ Con�guration for the barco de reader is done from the card readers section

in general con�g.

22.5 Writing Barco des

If you wish to pro duce your own barco des (eg for memb er cards) you will need

to install barco de fonts. Gymmaster comes with two free barco de fonts which

must b e installed b efore the memb er barco des mailmerge will pro duce barco des.

Recent versions of the Gymmaster (full version) Installer install the fonts

automatically. If your do cuments (eg: �Memb er Barco des� mailmerge) come

out with text instead of barco des, the barco de fonts free3of9.ttf and fre3of9x.ttf

are provided in the c:\gymmaster\templates directory. To install them follow

these steps.

1. Click on Start, Select settings and click on Control Panel.

2. Double click fonts or Typ e �fonts� in the address bar.

3. In the File menu select �Install-new font..

4. Select the folder where the Co de 39 barco de font is. (C:\GymMaster\templates)

5. The Co de 39 barco de font will app ear and lo ok like this: �Free 3 of 9

Regular (true typ e)� - select this font and Click on OK.

6. You may also install the other font(s)..

7. If the font do es not work immediately, save any other work you have op en

then Click Start and cho ose to shut down and restart the computer.

8. The font should b e available when the computer is restarted.

23 Installation

ˆ This section go es over installing GymMaster onto your computer.

23.1 Software and Hardware Requirements

If you are unsure on installing software onto your computer system or networks

please consult with your computer technician/administrator. GymMaster is a

network based system and requires administrative access in order for it to b e

installed. You will also need a fast internet connection.
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23.1.1 Hardware requirements

A computer with at least 512MB of RAM is recommended which is at least

2.5GHz or faster. Any computer purchased in the last 5 years should meet

these requirements. For large scale network environment where you have 4 or

more p eople accessing GymMaster we recommend you have a separate database

server.

Ideal requirements are :

i3 CPU

2GB Ram

250 GB Hard Drive

UPS Surge Protection

23.1.2 Op erating systems requirements

ˆ GymMaster requires Windows XP Professional or Windows XP Home,

recommended for a non-windows domain environment. Windows Vista

also works. Software is also available for Linux on request.

ˆ GymMaster Lite works with Windows 2000 also. Windows 95/98/ME/NT

are not supp orted at all.

ˆ An internet connection is required for GymMaster Full, the system will

connect to our servers to download the latest software.

ˆ The �le system needs to b e formatted to NTFS.

ˆ If you are on a windows network domain, you need to arrange with your

network administrator to install GymMaster. You need to install the soft-

ware as a lo cal computer administrator, not using your normal computer

log-in account.

ˆ For Windows 2000 Terminal Server and Windows 2003 Terminal Server

you need to install GymMaster on the lo cal server, not in a remote ses-

sion. If your installing onto a Windows Domain Server, PostgreSQL needs

installing manually. Please contact us for our terminal server install man-

ual.

23.1.3 Graphics card and screen resolution

ˆ It is recommended you have a 15 inch or larger display. Your windows res-

olution display needs to b e at least 1024x768. 1280x1024 is recommended

with a 17 inch display for easy viewing of all data.

ˆ The alert monitor �p opup� that tells you when someone enters the building

or is checked in needs to have a graphics card that supp orts Op enGL. Some

older video cards may not work with the alert monitor.
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23.1.4 Networking

ˆ GymMaster is a network based system. It works in a server client envi-

ronment. When you install GymMaster Lite it installs PostgreSQL which

is the database SQL server.

ˆ If you wish to set up GymMaster on several computers on a network, you

need to mo dify the lo cal b ondfrontend.conf in the GymMaster directory.

Edit db_host and change this from lo calhost to the name or IP address

of the computer that you want to act as the main server for GymMaster.

ˆ On computers which are needed to b e set up as clients to the server, you

should opt out of installing PostgreSQL on these other computers.

There is more information on the PostgreSQL website http://www.p ostgresql.org

http://www.postgresql.org for �rewall and installation issues for PostgreSQL.

23.1.5 Firewalls

ˆ If you have a �rewall installed, this must �rst b e disabled b efore you

can install GymMaster. PostgreSQL must b e able to listen for incoming

TCP/IP connections which a �rewall can blo ck. PostgreSQL listens on

p ort 5432 on the lo cal IP address of 127.0.0.1.

ˆ You need to make sure your �rewall allows connections through on p ort

5432.

ˆ If you want to have GymMaster work over a network you need to allow

access to p ort 5432 through your �rewall and edit the pg_hba.conf �le

23.2 Installing GymMaster Lite

ˆ GymMaster Lite (The Free/Demo version) is installed from an .exe �le or

a CD-ROM

1. The CD-ROM is con�gured to automatically start the installer. If it

do es not start automatically, op en the CD-ROM drive (found in �my

computer�) and double-click the installer (which will b e called GymMas-

ter_Lite_Installer.x.x.x.exe where x.x.x is a version numb er).

2. The default settings of the installer should work with most stand-alone

installs.

3. The install will p opulate the database with a few hundred �ctional clients

to make testing easier. These can b e removed by selecting �setup� in

dashb oard and clicking �Erase Sample Data�.

Step by step:

1. Click next to leave the welcome page
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2. The default is to install all the comp onents and the sample data

ˆ GymMaster

ˆ Postgresql

ˆ Database

ˆ Sample Data

ˆ Desktop shortcut

Unless you have a sp eci�c reason to exclude part of the system (for in-

stance if another section of the manual said to omit some comp onents) we

recommend you install all the parts.

3. Click next and select a suitable date format, preferably �EURO�.

The Allow network connections option makes the database accessible from

other computers. If you activate this option b e sure to check your �rewall.

23.1.4

4. Click install and the install will pro ceed automatically.

5. At the end of the install you are asked to reb o ot your computer unless

you are continuing on to install the full version.

23.3 Installing GymMaster Full

The full version of GymMaster (Standard, Professional, or Premium) is designed

to b e installed �over� a lite install.

You will need:

ˆ GymMaster Full Install CD-ROM

ˆ 2GB free disk space

ˆ A fast Internet connection.

ˆ Your install password and username, provided by Treshna Enterprises.

ˆ Already installed GymMaster Lite

If you have not installed the demo version there is a copy of the lite installer

on the CD-ROM. The lite installer installs the database server, so this is

needed to b e installed �rst.

Insert the installer CD. The full installer will start the lite installer auto-

matically if needed.

Follow the instructions in 23.2 on the preceding page �Installing GymMas-

ter Lite�

When you are ready to pro ceed with the installation:
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1. Close down all programs and reb o ot your computer.

2. Log in as �administrator� if you dont have administrative rights already.

Insert the CD.

3. If it do es not automatically start, op en the CD-ROM drive in �My Com-

puter� and run the GymMaster_setup program.

4. Click the �Next� button

5. See that all comp onents are ticked, click next again

6. Enter the username and password you are issued with. Click �Install�.

7. The MiKT

E

X installer will op en.

8. Miktex is free software. You must accept the licence conditions and click

�Next�.

9. Install the complete version: leave "Complete MiKT

E

X marked" and click

"Next".

10. Install for Anyone: leave "Anyone who uses this computer" marked and

click "Next"

11. Install MiKT

E

X to "C:\Program Files\MiKT

E

X 2.6": leave the settings

as presented and click "Next"

12. Preferred pap er set to "A4" (unless you would prefer �letter�)

13. Imp ortant: Change option for �install missing packages on-the-�y� to

"Yes".

14. Click �Next�.

15. Check the summary screen reads like this:

ˆ Install packages to "C:\Program Files\MiKT

E

X 2.6"

ˆ Install MikTex for all users

ˆ Preferred pap er size is A4

ˆ Packages will b e installed on-the-�y

16. Click the "Start" button: the MiKT

E

X install pro cess may take up to one

hour.

17. A page will come up 'The main task is b eing executed' which has a next

and cancel button. Click on �next.�

18. The completion page will b e shown, click �Close�.

19. The Silicon Lab oratories installer for USB to UART will op en, click �In-

stall�.
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20. The GymMaster install will now op en a �dos window� and download the

latest version of a numb er of GymMaster comp onents.

21. If asked click any key to continue, you �rst need to have clicked the cursor

on the scrolling Windows screen.

22. Wait for it to load, it may take a few minutes. Once op en, click �Next �

until the page �Ready to install the Program� op ens.

23. Click "Install" .

24. Wait for the install to complete,

25. Click "Finish".

26. Acrobat Reader may op en with the licence agreement you must click "Ac-

cept".

27. Click �Finish�.

28. If you intend to use barco des now is a go o d time to install the barco de

fonts. 22.5 on page 95

29. Your GymMaster Installation is complete. You will need to reb o ot your

computer if prompted. Note the �rst time you start GymMaster, it may

load a series of �dos windows�. This is normal and the program will run

shortly after.

23.4 GymMaster Regular Up dates

New versions of GymMaster are released regularly, normally once a week. These

up dates often include new features for the software, improvements to useablity

and �xes to any bugs that have b een raised by users. Often these releases

includes feature requests made by other users that could b ene�t you.

ˆ We recommend that you up date GymMaster once a week to get the most

from the pro duct.

ˆ If op erating on Windows XP Home, b efore doing an up date quit all Gym-

Master related programmes to avoid a p otential lo ckup during install. We

will write a pro cedure to overcome this problem exp erienced with XP

Home.

ˆ When you install the GymMaster full version, an icon on the desktop will

app ear called 'Gymmaster upgrade'. If you click this it will go through

and download the latest version of GymMaster.

ˆ The �rst time you run GymMaster after downloading the up dates, the

system will automatically upgrade the pro duct. You will see a series of

black b oxes as it upgrades the system.
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ˆ If you are running GymMaster in a network environment, all the com-

puters in the network need to b e running the same version. So you will

need to run the 'gymmaster up date' programme on every computer in the

network.

ˆ If there are any problems during upgrades, or if you are confused ab out

any new features please contact us. The system should throw an error

message if there was any problems.

ˆ A pro duct news b ox comes up with detailed information ab out the changes

to GymMaster that you got when you upgraded.

23.5 Troublesho oting

23.5.1 Up dates are failing.

Some virus checkers and �rewall software blo ck requests to download up dates.

GymMaster uses wget.exe

to download up dates from our website. You may need to disable anti-virus

and �rewall software while you install GymMaster and doing up dates.

23.5.2 GymMaster won't run or comes up with invalid �le.

Sometimes if you are doing an up date and if it get intrupted, GymMaster mayb e

left in a half working state.

To resolve this run this command

gymup d username password

Where username and password were hte username and password issued by

treshna Enterprises. Contact us if you don't know these.

23.5.3 Manually removing GymMaster.

When gymmaster is installed it creates a p ostgres account, and the p ostgres

directory. This can b e removed by running the gymmaster un-installer. If

you delete the un-installer programme by accident, you can manually uninstall

gymmaster by going to add/remove programmes and removing p ostgresql. You

can then delete the p ostgres user by right clicking on my computer and going

to manage my computer, then users. And delete the p ostgres user.

GymMaster Postgres Username/Password

The p ostgres us

23.5.4 GymMaster interprets some dates incorrectly.

ˆ It is essential to ensure that the database date format matches the system

date format.
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An example of this error would b e if the system was set to US format, but the

database was set to NZ format. The date 2007/10/01, 10th of January 2007 in

US format, would b e interpreted by the database as the 1st of Octob er 2007.

To check the formats, see the following

Windows Check the time zone settings for your clo ck. If you have issues

installing or con�guring gymmaster, check you are in the correct

time zone. If it still do esn't work, you may need to add your time

zone for con�guration. Please contact us if you need this.

Linux Check the values by op ening a terminal and typing the command

�lo cale�. The LANG and LC_TIME variables control the system

date. If LC_TIME is set, then this is the lo cale. If not, then LANG

is the lo cale.

Set these variables by mo difying /etc/default/lo cale �le. Appropri-

ate entries (for New Zealand) would lo ok like �LANG=en_NZ�.

Postgresql Enter instructions here

23.6 Setting Up Cash Drawer and Receipt Printer

23.6.1 Hardware Set Up

1. Plug receipt printer p ower cable into p ower so cket and turn on printer.

2. Plug one end of the USB cable into the back of the printer.

3. Plug cash drawer into the back of the printer.

4. Plug other end of USB cable into back of computer.

5. Found new hardware wizard dialogue should app ear on screen.

6. Printer p ower light should b e solid green.

23.6.2 Install for ESC/POS Printers

1. Make sure drivers for your ESC/POS compatible printer have b een in-

stalled.

2. Plug cash drawer into the back of the printer if applicable.

3. If using a Star Micronics Printer:

(a) Goto Start Menu -> Programs -> StarMicronics->Con�guration Util-

ity.

(b) Make sure �ESC/POS Mo de� is selected and press �Ok�.

(c) On left hand side click on �Print Job Routing�.

(d) Make sure the check b ox �Enable ESC/POS Routing� is ticked.
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(e) Click �Apply Changes�.

(f ) Click �Close�.

4. Run the GymMaster Launcher from the Desktop or Start Menu.

5. When the triangular GymMaster Launcher icon app ears in the System

Tray, (next to the clo ck on the task bar) click on it and select �Launcher

Settings�.

6. Tick the check b ox �Enable Esc/Pos receipt printing�.

7. Select the appropriate printer from the drop down list b elow.

8. If the printer is p owered on and contains pap er click �Test Print�.

9. The printer should print out a short test message and then cut the pap er.

10. If the pap er do es not cut then ESC/POS has not b een correctly con�gured

on the printer and further help is required.

11. If the cash draw is plugged in through the printer then click �Test Drawer�.

12. The cash draw should now op en indicating a successful set up.

24 To ols

In the Dashb oard, under GymMaster on the top menu bar there is a section

headed To ols. This covers various administrative functions including backups.

24.1 Exp ort Data to Spreadsheet

This will exp ort all the memb er data to a spreadsheet which you can then sort,

delete part of, imp ort into other programmes etc.

1. Go to GymMaster of top menu bar then under To ols cho ose Exp ort Data

to Spreadsheet.

2. Identify a �le you wish to save to, enter in the name b ox and give it a .csv

su�x.

3. Save

24.2 Run Night Run / Pro cess Expiring Memb ership

ˆ Normally the pro cessing and up dating of memb er �les will b e done auto-

matically with the night run. For this to happ en the computer with the

data needs to b e left on overnight and logged in to GymMaster. You can

do a manual up date at any time by going to GymMaster on top menu

bar in the Dashb oard , then To ols and cho ose Run Night Run / Pro-

cess Expiring Memb erships. If this function is not activated daily, either

automatically or manually, charges for memb ers will not b e up dated.
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24.3 Backup and restore databases

ˆ There is a backup and restore function with GymMaster.

1. From within the dashb oard, GymMaster > To ols cho ose 'Backup database

to �le'. It will prompt you for a �lename. You can save backup �les to

a removable �ash drive or to your lo cal computer. Select the lo cation to

save and name the �le. For security reasons you cannot save this �le to a

folder on your desktop or My do cuments. We suggest removeable storage

or saving to a custom folder. Files should end in .sql. An example �lename

could b e backup.sql.

2. To restore the database select 'Restore database �le' from To ols. Then

cho ose the database �le you wish to restore.

3. Its a go o d idea to do regular backups in case of computer failure, theft or

�re.

4. Rememb er to keep your backups in a secure place. They contain sensitive

information ab out your business and your clients.

24.4 Up date Addon Memb ership

ˆ For up dating earlier programmes with an addon programme. Addon pro-

grammes are set up under Setup > Add / Edit Programmes > Other

Prop erties.

1. Where an addon is done for an existing programme under Setup > Pro-

grammes > Prop erties, it automatically takes e�ect from that date.

2. If you wish to addon with existing memb ers of the home programme, use

this to ols function to up date existing memb ers.

25 Treshna Enterprises Supp ort

Website: http://www.treshna.com

Supp ort emails : supp ort@gymmaster.co.nz

Sales emails : sales@treshna.com

Telephone and fax: +64 3 9749169

Lo cal Toll Free supp ort: 0800 894149

Postal and physical address:

Treshna Enterprises Ltd

P O Box 13522

Armagh, Christchurch, 8141.

267 Madras St

Christchurch 8011

New Zealand
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ˆ The Manual is available under Help.

ˆ If contacting Treshna for supp ort you may need to quote information

available under Help then Ab out GymMaster.

26 Date Up dated

Binary Version : 4.2.0

Schema Version : 252

Up dated 5 January 2011

105


