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Editing a Listing

Click Manage Listings on the left navigation bar. Click Edit. Make changes to fields as necessary.
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Editing Price

There are two price fields on the Edit Listing screen. Change the Price field if there is an error in the
price entered, or you want to change the price without reflecting a discount or overriding other price
promotions.

Change the New Price field if you want the price to be displayed in red as a discounted price to the
customers. Adding a New Price will automatically override all price promotions for that listing, other than
Member Discount.
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Editing Online Inventory

To Decrease Online Inventory, reduce the original number. E.g. original Online Inventory = 5. Change
Online Inventory to 4 to reduce Online Inventory by 1. To Increase Online Inventory, add to the original
number. E.g. original Online Inventory = 5. Change Online Inventory to 6 to increase Online Inventory
by 1. If you increase Online Inventory to a number greater than the class size, you will also need to
adjust the class size.



Editing Optional Fields

Optional Fields
SKill Assessment

Skill Assessment
Instructions

Example:

All participants must complete a skill
assessment or approval from their
instructor. Please contact us to
schedule a skill assessment or obtain
approval.

Prerequisite {e.g. class@

date of birth or grade)

Prerequisite Description

Release

Release Instructions

Example:

Participants must have completed
Intermediate Gymnastics 2 in order to
sign up for this class.

Example:

Parents must sign a release form prior
to the first class.

e To add a skill assessment, check
the box and give detailed
instructions for your customers to
follow for the required assessment
(optional)

If checked, the registration will be
held, and the customer will not be
charged, until you resolve the skill
assessment issue. If you don't
resolve, then registration is
cancelled after 5 days.

e To add a prerequisite, place a
check mark in the box and enter in
a detailed description. (Optional)

e To add a release requirement,
check the box and provide
instructions to complete (Forms
may be uploaded in Manage
Profile) (Optional)



Closing a Listing

If a listing no longer has openings for registration, you can set the listing to “Full” by closing it in Manage
Listings. We recommend that you close listings rather than deleting a listing. Deleting a listing will
cancel all related registrations and delete all related customer information.
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= Click Manage Listings
= Click Close



Deleting a Listing

If a listing has been entered in error and does not have any registrations related to it, it can be deleted.
NOTE: Deleting a listing will cancel all related registrations and delete all related customer information.
If you want to just ensure customers do not register for the listing, we recommend that you Close the
listing. If you do not want a customer to see a listing, but do not want to delete registrations or customer
information, contact ActivityTree at (651) 414-6548 and we can assist you.
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» Click Manage Listings
* Click Delete



Copying a Listing

You can easily create new listings by copying existing listings that have similar information and making
necessary changes.
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» Click Manage Listings

» Click Copy; You will be taken to the Add Listings screen

= Change or add information to create a listing that is not a duplicate (e.g. you can add a Listing #
or instructor if the listings are otherwise identical)

= Click Add Listing at the bottom of the screen



Registering a Customer

You have the ability to add activities to a customer shopping cart from your account. Click on
Register Customer.
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Selecting a Customer
Existing ActivityTree Customer

= |f the customer already has an ActivityTree account, or you are not sure, enter the email address
of the customer in the Email box.
= Click Find

If the customer already has an account, you will be taken to a new screen. If the customer does not
have an account, you will not see the new screen. You can create a new customer by following the
instructions in the section below.



New ActivityTree Customer
Click Sign a customer up. You will be taken to the Customer Sign Up screen. Enter the Customer’s

information and Click Continue.

Account Creation: Step 1 of 3

First Name required Welcome!

Custormer
Lat's Geat Started.

Last Name required fold e
- Complete form to start finding

Example activities for your active family.

Email Address required Your Email Address will be your
account Log In.

custorner@activitytree com

Password (at least 6 characters) required el ey i U a2 e

confirm you are over 18.
L2l L]

Repeat Password requirsd

Date of Birth
Month required

1 w

Day reguired

1 v

Year required

1974 v

(Wl Yes, | agree to the privacy policy and terms of use

Continue



Enter customer emergency contact information, address and preferences and Click Continue.

Account Creation: Step 2 of 3

Personal/Emergency Contact Information Welcome!

Yaur Phone Humber  eoguied Let's Gat Started.

B51-123-4567

Your address ensures we search

f ctiwiti | t h
Ernergency Cortacts First Name  eqaiead <P ESIEH S lEs) LA

Contact Carpooling allows wou to contact
other parents to arrange carpooling
Ernergency Cortacts Last Narme  =qgaled to the same activities.
Example

Emargency Cortacts Horme Nurmber  eouied

B51-123-4567

Emergency Cortacts Mobile Mumber
ER1-123-4567

Current Address

Strest 1 eqied

1234 Oak Street

Strest 2

City ez

Bloomington

State  reqaied

Minnezota »

ZIF Code  requled
55437

Additional Options

Activate Carpooling

Hotify ke about Special
Offer=s & Promotions

Continue




Enter the customer’s participant information. Click Add Participant to add another participant.
Click Finish when finished.

Account Creation: Step 3 of 3

Erter the name and bithday of the individuals you are looking to schedule activities for.,

Your Children {Participants):

Yoo don't hawe any paticipants yet. Use the form below to add some.

Add Participant

First Mame  rzquiead

Farticipant 1

Last Marme rsquled

Esample

Physical/Other Limitations

MHaone

Date of Birth
barth  requiead

1 -

D=y reqairzd

1 v

Year  reguled

4 v

Sex gl

kale "

Add Participant

You will be taken to the screen below. If you are not taken back to this screen:

» Log in with your account information
= Click Register Customer

» Add the customer’s email address

= Click Find



Selecting a Participant

Click the box to the right of the participant you would like to register. And Click Continue.
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ACCOUNT
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First Hame Last Hams Eirth Date Gender
“* Select Membership Fater Jones 01401/2003 Male
o Sophia Jones 01012003 Female
FPROFILE

Liza Jones 010141299 Female I:‘

Continue

e Profile

Add Participant

First Name: | |

e

L

Billing Information :
- Last Name: | |

Sl Birthday: [ &[T 5 [e00 §

" Manage Lis :
Sex: IMaIe v

o Add Listing Insurance Provider: | |

Insurance Provider | |
 Import Li : Number:

Physical Limitations: | |

Same as customer |
address:

Street 1: | |

Street 2: | |

* |rport Customers City: | |

REPORTS State: | Alabama b :

ZIP Code: i |

= Manage Re 5 Add P cipcnl

If the participant is not listed.

» Add the participant information in the boxes below “Add Participant”
= Click Add Participant.

You will be taken to a new screen that lists all your active listings.



Selecting a Listing
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= Search or Filter to find the right listing (to filter, select filter criteria and then Click Filter)
= Click the box to the right of the listing you would like to select

= Click the Skill Assessment Override box if you want to override a skill assessment.

= Click Add to Cart.

The Customer will receive an email notifying them that the Listing has been added to their cart. The
Customer must confirm the purchase within 48 hours. When the Customer confirms the registration, you
will receive a New Pending Registration email. When payment has been processed you will receive a
Registration Confirmation email.



Importing Listings

If your activity schedules do not differ significantly from session to session or you have recurring monthly
listings, you can easily update your listings using the Import Listings function.

Importing a New Session

Start by Clicking Manage Listings.
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= Click Export (will export file to Excel)

= Sort as necessary to organize listings by date and/or location

= Make necessary changes to your listings (e.g. days, times, new listings, etc.)
= Save file as an excel document.
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You can upload your activities and camps using our upload feature.
Activities and Camps

P Other Policies A listing is an “Activity" if it occurs on ane or two days in 3 week and lasts less than four hours, A listing is a “Camp” if
it ocours on more than two days ina week, or lasts for maore than four hours.
Price Promations Uploading

To upload your listings, first download the sample Excel data file. Review the reguired and optional fields below. Enter
the required and optional information that relate to your listings in the file. Save the file to your computer. Click Browse
above and select the file. Click Continue. Once the data is uploaded you will see a summary page that lists the
number of listings successfully entered and any errors.

If errars are present, correct the errars in the file and upload the whole file again. Duplicates will be deleted.

‘Your listings will immediately appear in Manage Listings. ActivityTree will need to approve your first uploaded or
manually added listings before they are published for customers to see.

Download a sample Excel data file #

Required Fields Optional Fields
Listing Type Skill Azsessment Reguired
Type of Activity Class Prerequisite (e.g. class, date of birth or grade)
Listing Title Authorized Equipment Provider
Activity Description Required Equipment
Age Range Location Code
Start / End Dates Coach/Teacher MNarme
Days of Week Release Farm
Start / End Time tedical Form
Frice Other Farm
 Impar Online Inventary

Class Size

REPORTS Skill Level
Sex

L] ity Repart

= Click Import Listings
= Click Browse and select the excel file
= Click Continue

You will be taken to a page that maps the fields from the excel file to ActivityTree’s database.
If all the boxes on the right say SELECT COLUMN, check your spreadsheet to confirm that your
listings start on row 8. Make corrections and start the import process from the beginning.

If most of the boxes on the right have information in them (they should not all say SELECT
COLUMN), Click Submit at the bottom of the page.



You will be taken to a page that summarizes the import and displays any errors.
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Results for Import of Data
ACCOUNT

Rows in spreadsheet: 12
User specified start rowe 8
User specified end row: 12

P Balance and Activity

Summar

- Select Membership

Mumber of rows succe rocessed: 5
Murnber of rows import
FROFILE Mumber of rows updated:

Mumber of errors: 0

4 htanage Profile

= Confirm the number of rows successfully imported equals the number of listings you wanted to
import
= If not, correct any errors and reimport the file.

Duplicates will be eliminated when you reimport. You do not need to delete listings that have already
been successfully imported.

Updating Recurring Listings

If you have recurring monthly or periodic listings (e.g. music lessons, trials, etc.) you need to update your
listings periodically to ensure customers will be able to register for your listings on ActivityTree.com.

Upon creation of your account or your initial training, you should have received a spreadsheet from
ActivityTree that enables you to update your listings by changing a single date field and then importing
the revised spreadsheet. If you did not receive this spreadsheet, please contact ActivityTree at (651)
414-6548 or help@activitytree.com.

If you have the spreadsheet, change the “First Day of Period” field to be the first day of the new
registration period you would like to create listings for (Note: Do not delete the start and end time that
are already in the cells, they contain formulas used for the update). This will automatically update the
dates of all the listings. You can edit the information in the spreadsheet to reflect any changes in listing
times, days, etc.
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You can upload your activities and camps using our upload feature.
s 0 Activities and Camps
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it ocours on more than two days ina week, or lasts for maore than four hours.

4 Price Promations Uploading

To upload your listings, first download the sample Excel data file. Review the reguired and optional fields below. Enter
the required and optional information that relate to your listings in the file. Save the file to your computer. Click Browse
above and select the file. Click Continue. Once the data is uploaded you will see a summary page that lists the
number of listings successfully entered and any errors.

If errars are present, correct the errars in the file and upload the whole file again. Duplicates will be deleted.

‘Your listings will immediately appear in Manage Listings. ActivityTree will need to approve your first uploaded or
manually added listings before they are published for customers to see.

Download a sample Excel data file #

Required Fields Optional Fields
Listing Type Skill Azsessment Reguired
Type of Activity Class Prerequisite (e.g. class, date of birth or grade)
Listing Title Authorized Equipment Provider
Activity Description Required Equipment
Age Range Location Code
Start / End Dates Coach/Teacher MNarme
Days of Week Release Farm
Start / End Time tedical Form
Frice Other Farm
“ |mport Ct Online Inventary
Class Size
REPORTS Skill Level
Sex

 Awailability Report

= Click Import Listings
= Click Browse and select the excel file
= Click Continue

You will be taken to a page that maps the fields from the excel file to ActivityTree’s database.

If all the boxes on the right say SELECT COLUMN, check your spreadsheet to confirm that your
listings start on row 8. Make corrections and start the import process from the beginning.

If most of the boxes on the right have information in them (they should not all say SELECT
COLUMN), Click Submit at the bottom of the page.

You will be taken to a page that summarizes the import and displays any errors.
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= Confirm the number of rows successfully imported equals the number of listings you wanted to

import
= If not, correct any errors

and reimport the file.

Duplicates will be eliminated when you reimport. You do not need to delete listings that have already

been successfully imported.



Accessing Customer Information

All of your customer information can be viewed, printed and exported through Manage Customers and
the Customer Detail Page. Manage Customers provides access to contact information, participant
information, registration history and more.
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Manage Customers

e (o
ot Membership Customer Profiles

UMT

PROFILE MHame Strest Fhone Ernail Promaotions Opt-in FParticipants
Crawn Juntilla Q325 Blue Fentian Road 6511234562 rdjuntillai@eomcast.net yes £}
= Manage Profile Dale Test 123124 (IVER mIAD 123-123-1234  advertising@activitytrae com yes 2
Test Customer 11317 Apennine Wiay G51-123-49567 activitytresc10@amail.com yes 3
 Dther Paolicies lzaac R away 935 Blue Gentian Road G51-123-4867 activitytre e cZ @gmail.com ves 1
Susan Jones 895 Wiest Tth S5t G51-123-49657 example@activitytres. com yes 3

* |ocation Management

Finding Customers

» Click Manage Customers
= Enter Start and End Date to search for customers with registrations within a certain time frame

= Enter the customers first name, last name or email address in the Search Box and Click Go to
find a specific customer

= Click the customer’s name to access full customer information and registration history



Printing and Exporting Customer Information
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IUNT

#% Balanca and ; Start date End date | Search | m @
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FROFILE MHarme Strest Phone Ernail Promotions Opt-in Participants
235 Blue Gentian Road G51-123-4565 rdjuntillai@comcast.net yes E}
ge Prafile Dale Test 123124 IVER rDAD 1231231239 adwvertising@activitytree.com wes z
Test Customer 11217 Apennine Way G51-1223-4567 activitytreec10@gmail.com yes 2
 Dther Palicies lzaac Raway 935 Blue Fentian Road B51-123-4667 activitytre 2 2 @gmail.com yes 1
Suzan Jones 205 WWest Tth St G51- 1224657 example@activibptres. com yes 2

P |Location Management

= Click Manage Customers

= Click Print to print the Manage Customers Summary

= Click Export to export complete customer contact information (address, email, phone, DOB, etc.)
to an excel file (Preferred Members only)

= Click the Email address to send an email to your customer (Note: you may not send promotional
information to any customer with a “No” in the Promotions Opt-in column).

= Click the Customers name to access full customer information and registration history



You will be taken to the Customer Detail page.
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Customer Detail
DCCOUNT
" Balance and Activity Susan Jones
895 West Tih St
ect Membership StPaul, MM 55102
PROFILE Contact Information

B51-123-4657
example@activittree.com

Emergency Contact Information
PatJones

B51-123-4657

T158-123-4567

* Location Management

* Billing Information

* Add Listing Marne Date of Birth
Parleer Jones 014012003

* Import Listings Sophia Jones 014012003
Lisa Jones 010141992

Add Participant

Logged in as Kid's Activities
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Participant Insurance

Parker Jones

Insurance ProviderHealth Partners
Insurance Mumber 4861231
Sophia Jones

Ingurance ProviderHealth Partners
Ingurance Mumber 4561231

Lisa Jones

Insurance Provider:Health Fartners
Insurance Mumber 4861231

Physical/'Other Limitations

Parker Jones
Allergies: None
Limitations:Maone
Sophia Jones
Allergies;  Mone
Limitations:Mone

Lisa Jones
Allergies:  Mone
Lirnitations:Maona

Sex Modify
higle hidadify
Female hobodify
Female Ioodify

Title MNurnber | Location Participant Start Date  Emd Date Start Tirne  Days  Paymert  Processor Paymnert

Boys Beginner ) Mone Ezgan Parker Jones  OGADEZ0Z7  08M42027  4:45PM ] b AotivityTree  F156.00
Boys Heginner  Mone Eagan Parker Jones  OGAOEZ0ZT  08M202T  9:004m h iz AotivityTree  F186.00
Beginner | Bloomington  Sophia Jones 09012009 11012009 9:00464 b Wfeh ActivityTree  F150.00

= Click Print to print complete customer, participant and registration information
= Click Export to export complete customer and participant information to an excel file
= Click the Title of the activity in Registration History to link to the complete roster for the activity



Accessing Roster Information

You can access your complete Roster from Manage Listings.

Logged in as Kid's Activiies
€ # : (L) . LT 4
ree.com Provider Administration P ®

Beta

myActivi TyTre e

Manage Listings

1LMT

s D 3 pant ) » exvonr |

Listings
Activity Skill Level Starts between Meets on Meets Age Age type
e B I . EOECEEE o (L
ID# Activity Ttle  Age gg*nege Days Time Price 3 location  Status Edit Close Delets Copy
2 09009 P 5 .
&2 Beginner | All Ages 110100 1] Q:004M- 100040 F150.00 1 Blaomington Active Edit Close Delete Copy
Boys Adw S yrs. to 18 00227 A0:154M- . b
21 Begfint s OEe AT I 1415 bl FAT2.00 12 Eagan Active Edit Cloze Delete Copy
Boys Adw 5 yrs, to 18 OGMS/2T 5 e, . 1
23 Begiint s oEraeT bl 4A5PM-5:45PM  H172.00 12 Eagan Active Edit Cloze Delete Copy
Boys Adw S yrs. to 18 OSMMs2T f, " . n "
220 Bagfint e OEi AT Tu TASPM-ZA5PM F17E.00 12 Eagan Active Edit Close Delete Copy
Bows Adw s to 18 OGMSEZT A0:15AM- A 7
2 Begiint vis. Ooil AT Tu 111580 FATE.00 12 Eagan Active Edit Cloze Delete Copy
Boys Adw S yrs. to 18 OGMEEZT : it . :
222 Begfint iz, Do AT Tu 445 MW-5:95PM  F172.00 12 Eagan Active Edit Cloze Delete Copy
ot ha T Bloys Adw Sz to 18 OBME2T : 3
L anage Listings b ¥ ; -7
.‘T" q [¥] 223 Beg/int i aEH AT Tu GOOPM-7O0PM  F172.00 12 Eagan Active Edit Cloze Delete Copy

» Click Manage Listings
= Search or Filter to find the right listing (to filter, select filter criteria and then Click Filter)
= Click on the Activity



You will be taken to the Listing Details page.

Logged in as Kid's Activities  [EEeIE]

o ’”.‘t"
Activityl ree.com Provider Administration Bka

ata

i:r_t-'.-":".'i'. tivi T"‘-,-'TFE‘.E

Listing Details

3 : : Gymnastics: Beginnear | (A at Bloomington, kN * EXPORT "‘ = Ilth>
™ Balance and Activity
Listing #:

bl oon 9:00AM-10:00AM 0950152000 - 11/01/2009
™ Select Membership

R Coachilnstructar
PROFILE

o,

hanage Profile

Farticipants
= Other Policies s81  Last Hams Frst Hame Elrth Cate Phions Emall Parsnt | status Remove

Foo Jowes Sophla DIOIEIG  G5I-12-4E exanpl@acthttee com susan C Enrotkec Y Remone )
N

e

Price Promotions

™ Location Management

= Click Print to print a roster

= Click Export to export a roster to an excel file

» Click Edit Listing to edit the listing

= Click Enrolled to link to the customer detail page

= Click Remove to cancel the registration (Email will be sent to the customer. ActivityTree does
not process refunds for cancellation of confirmed registrations)

Sending a Message to Your Customers

You can post a message to all current customers’ ActivityTree accounts from Location Management.
You can send an email message to an individual customer from the Customer Detail page or the Listing
Detail page. If you are a Preferred Provider you can post an announcement to the ActivityTree account
of all the customers on a listing roster from Listing Details.



Posting an Announcement to Customers at a Location

.'._Q, --“.‘.. Logged in as Kid's Activities m

Activity ree.com Provider Administration Bim*

ela

mj-'.n‘:"'.i: Ii W I T_y'T"DD

Location Management

ACCOUNT

% Balance and Activity Add bMultiple Locations if:
#* “ou hawe multiple locations, and
= Registrations for all locations are managed centrally.

et Membership Create Multiple Azcourts if:

= “fou hawve multiple locations or activity types, and
PROFILE » Each location or activity manager manages registration separately.

™™ Manage Frofile

Ceseriptan

435 Blve Geitlan Foar Eagan MN 55121 Send Message
"% Price Promotions Blam 2017 Te kg raph Foad Bloom igon BN 55437 Send Message

N}‘:" Location Management

=% Other Po

Sending = message to your custammers is easy!

% Billing Information * Sending a message is location specific.

: = #® “four Customers will receive an announcement from you through their ActivityTree account.

® Thisiz a good communications tool to promote new offerings or upcoming events free of charge.

Add Location

LISTINGE

o hlanage Listings

» Click Location Management

» Click Send Message to the right of the correct location. You will see a pop-up box.
= Enter a Title and Message

» Click Save



Sending an Email to a Customer

You can send an email directly to a customer from the Customer Detail page.

Logged in as Kid's Activities
= b . sy . LT J
€c.CcoIm Provider Administration Fli®

Beta

Manage Customers

Start date End date | Sear(L m)

Strest Phone Ernail Promotions Opt-in Participants
[ awn Juntilla 235 Blue Gentian Road G51-123-4565 yes E}
ge Profile Cale Test 123124 rIVER r0AD 1231231224 adwvertising@activitytree.com wes z
Test Customer 11217 Apennine Way G51-1223-4567 activitytreec10@gmail.com yes 2
 Dther Palicies lzaac Raway 935 Blue Fentian Road B51-123-4667 activitytre 2 2 @gmail.com yes 1
Suzan Jones 205 WWest Tth St G51- 1224657 example@activibptres. com yes 2

T ;

P |Location Management

» Click Manage Customers

= Enter the customers first name, last name or email address in the Search Box and Click Go to
find a specific customer

= Click the customer’s email address (Note: You are not authorized to send promotions to any
customer that has a “No” in the Promotions Opt-in column)



You can also send an email directly to a customer from the Listing Details page.

[ Q!"“l.'l Logged in as Kid's Activities
ACthltY ree.com Provider Administration ﬂn’:

Beta

myActivityTree

Manage Listings

IUHT

seaC B> - ovor

Listings
FROFILE Activity Skill Level Starts between Meets on Age Age type
AlTypes v ) - PR [T T
A Manage Profile
D& Activity Title | Age Date Days Time Price A%l oestion | Status Edit| Close Delete| Co
¥ Range ¥= I PY
S
Other Po = 262 Beginner | All Ages ??g:}gg ] S:00AM-10:004M  F150.00 1 Bloomington Active Edit Close Delete Copy
Hiows Audy Sz to 18 OG082ZT A0: 15 AM- - 1
" Price Promotions G2 Baasint gy OEH 4T L] 111580 F178.00 12 Eagan Active Edit Close Delete Copy
Boys Audw G yrs. to 18 Q60227 . o . Y
. 299 Begiint yie. 08407 ] 4A5PM-5:45P M 17200 12 Eagan Active Edit Close Delete Copy
* Location Managernent S e tenaRr
oy A s to | o . . "
220 Bearlnt e e AT Tu TASPM-2SPM F172.00 12 Eagan Active Edit Close Delete Copy
Sl e Boys Adv Sy to 18 OG0T 10:15AM- ; ;
q 221 Begiint yis: 0eManT Tu 11454 F172.00 12 Eagan Active Edit Close Delete Copy
LISTINGS Bloys Adw 5y to 18 OE022T 2 e i .
222 Bearlnt is: 0BT Tu 4A5PM-5:45PM 17200 12 Eagan Active Edit Close Delete Copy
e 7] e Bloys Adv Sz to 18 O6/02/27 @ 3
¢ anage Listings b ¥ ; -7
‘?‘ q q 223 Begiint T oEMaET Tu GOOPM-700PM  F172.00 12 Eagan Active Edit Close Delete Copy

= Click Manage Listings
= Search or Filter to find the right listing (to filter, select filter criteria and then Click Filter)
» Click on the Activity

You will be taken to the Listing Details page.

’. '!J‘ Logged in as Kid's Activitier  [ESseiR]

Actlwty ree.com Provider Administration Bim*

Bsta

lrr_'[-'_-‘:l.i__ﬁ'\-'iT'}' g O i
Listing Details

BACCOUNT

Gymnastics: Beginner | (211 at Bloomington, kM * EXPORT m
Listing #:

fdon Q:00AM-10:00AM 09012009 - 1101/2009

Coachilnstructar:

Lo

" Balance and Auwtivi

ot Membership

fManage Profile

Participants

s Other Policies e LastMams Arst Ham s Efrthy Cats Fions Emall parant  status Feém 0 v8

[ R Ui “opkla 01012003 BS-12F 4T erAn PR A kAee Som ThEa Enrolkel Femae

M Price Promations

™ Location Management

Click the customer’s email address to send an email (Note: You are not authorized to send promotions to
any customer that has a “No” in the Promotions Opt-in column on the Manage Customer’s screen)



Posting an Announcement to all Customer on a Roster (Preferred Providers)

Preferred providers can post a text or file announcement to all customers on a roster from the Listing
Details page.

& & Logoed in as Kid's Activities
ACtiVitY ree.com Provider Administration ﬂﬁ‘

Beta

:;;;-AclivityTree i
Manage Listings

ACCOUNT

seara(_ > ==

Listings
lll:h\nly Skill Level Starts between Meets on Age Agetype
Al Types 2 N DOEUEES [T T
D8 Sctivity THle | Age Date Days | Time Price  |29alllocstion | Status Edit Close| Delete| Co
i Range ¥s I Py
) [ul=Eg File] F . .
k2 Beginner| All Ages 11/m100 ] Q:O0AM-10:004AM  F150.00 1 Bloomington Active Edit Close Delete Copy
Boys Adw s to 18 OGMEZT A0:15ANM- . 3
Begfint T Ood AT 1] 1415 40 F17E.00 12 Eagan Active Edit Cloze Delete Copy
Boyz Adw Syrs. to 18 OBME2T 5 e . 9
" . 219 Begiint e 02 amT ] 4ASPM-S45PM F172.00 12 Eagan Adctive Edit Close Delete Copy
* Location Ma T TeaiiE  enaeE
oys Ady wiz. to i - T ’ "
220 Begiint e oEManT Tu TASPM-2:15PM  H172.00 12 Eagan Active Edit Cloze Delete Copy
#% Billing Information Boys Ady Soyrs to 13 0502527 A0:15AM- . .
T 9 22 Begiint yiz. OEi AT Tu 1115 F17E.00 12 Eagan Active Edit Close Delete Copy
LIST = Brows Adw 5y, to 18 OGMzi2T £ o i :
222 Beg/int wis, OEi AT Tu SA5FM-G:45FM  F172.00 12 Eagan Active Edit Close Delete Copy
P e Blows Adw S yrs. to 18 OGMEZT B . < .
‘?‘ Manage LIStIngS 223 Begiint yi=. Qo AT Tu E:O0PM-700PM  §172.00 12 Eagan Active Edit Cloze Delete Copy

» Click Manage Listings
= Search or Filter to find the right listing (to filter, select filter criteria and then Click Filter)
= Click on the Activity



You will be taken to the Listing Details page.

ICEMEnts

Caty Titls Tips Remave

REPORTE
There are currently no annauncements for this listing.

™ Awailability Report

: Manage F

HELR
Create Announcement | Creote File Announcement

= Click Create Announcement to create a text only announcement. You will see a pop-up.
» Enter a title and message
= Click Save

= Click Create File Announcement to create an announcement with a file attachment. You will see
a pop-up.

= Click Browse, and select a file

= Enter a Title

»= Click Upload File

Adding Photos for a Listing

J‘-.' Logged in as Kid's Activities

Activity ree.com Provider Administration Bk

Beta

O

m‘_'.-‘ACIILV i TyTre e

Manage Listings

- o ==

Listings

Activity Skill Level Starts between Meets on Age Age type

) N W BTGERED o VI N mows (G

Profile

|0#  Actiwvity Title Age g:tnege Days Time Frice 'i:\'\;all Loc=tion Status Edit Close Delete Copy
v R [ul=Eg File] F . .
&2 Beginner | All Auges 11m100 [0} Q:004M- 10:004M  F150.00 1 Bloomington Active Edit Close Delete Copy
Boys Adw s to 18 OGMEZT A0:15ANM- . 3
Begiint yis. Ood AT 1] 111580 FA72.00 12 Eagan Active Edit Cloze Delete Copy
Boyz Adw Syrs. to 18 OBME2T 5 e . 9
" . Beg/int e oeMaeT It 4A45PM-5:45PM  F1T2.00 12 Eagan Active Edit Cloze Delete Copy
* Location Management A e tomiEE W
oys Ady wiz. to . v L 0 i
220 Beg/int e oEM AT Tu TASPM-2:15PM F172.00 12 Eagan Active Edit Cloze Delete Copy
= Billing Information Boys Ady Gws. o153 0GOSRT 10:15Aht- i i
T 9 221 Begiint yiz. OEil T Tu 11158 17500 12 Eagan Active Edit Close Delete Copy
LISTINGS Brows Adw 5y, to 18 OGMzi2T £ o i :
222 Beg/int wis, OEi AT Tu SA5FM-G:45FM  F172.00 12 Eagan Active Edit Close Delete Copy
= o
%t hanage Listings 223 Boys Adv Swsto s DB o goopMTOOPM  $172.00 12 Eagan Active Edit Close Delete Copy

Begfint Wiz, 0201427



You will be taken to the Listing Details page.

"™ Billing Information

LIBTINGE

% Manage Listings There are currently no photos for this listing.

*® Add Listing

™ Import Listings Add Phato

CUBTOMERS

When saving photos, use a descriptive naming format, i.e "ABChoxing_cityname_gym jpg". Do not name files

e,

Manage Customers "pictured jpg" or "photod jpg".

»= Click Add Photo
» Click Browse and select a .jpg file
= Click Upload

Changing Membership

Contact ActivityTree at 651-414-6548 or sales@activitytree.com to modify your membership.




