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Welcome to ActivityTree!

ActivityTree provides one online destination for customers to find you, register for your
activities and organize their activity schedule.

Getting Started

Create Your Profile

Go to www.ActivityTree.com and click on Sign Up at the top of the page. Click on ‘I
provide activities”.

Sign up by first selecting your profile

. 2

I want to sign up for activities » | provide activities »

LD .
. .~Nf4" Step 1: Complete the followin
Actlvrcy ree.com  Signupt Llogin P P d

Organization name
Contact Name

| | E-mail address

|""’" | > Used as sign in ID

Account Creation: Step 1 of 3

Organization Name

» All communication from
| | Activity Tree.com will be sent to this

|Maanmal:lEmaiIAddress address

Password (at east & characters) hd Passwo rd

| | e Review Privacy Policy and Terms of

Repeat Password U se

e Check box to agree to Privacy Policy
and Terms of Use

Click continue when finished



Sign-up continued

Noss
Activityi ree.com  Signupt

Account Creation: Step 2 of 3

log in

Organization Descripbon

Step 2

[ ]
Main Location
Street 1 )
i ] :
Street 2
| | J
City
| |
State
[ Azharma w|

2IP Coda

Contact Information Numbers

Phone

FaX

| A

Step 3: Complete the following
e Membership fee description*

» example: optional $35.00 annual fee — 15% off
all activities

> Enter NONE if not applicable

Admin fee description*
» example: $35.00 annual fee per family
> Enter NONE if not applicable

Credit card number and expiration
Billing address — check box provided
if same as company address

*these fees will not be charged to your customer by
Activity Tree

Click continue when finished \

: Complete the following

Organization description (this will appear
on all of your listings)

Complete address
Phone number
Fax number

Click continue when finished

AN
-

ACtiVitY ree.com Signup® login

Account Creation: Step 3 of 3
Fee Descriptions

Membership Fee Description

Admin Fee Description

Credit Card

Card Type
| VISA b |
Credit Card Number

Expiration

Month

E |
Day

[ s |
Year

| 2018 » |
Billing Address

D Same As My Address

Street 4

Street 2

City

State

= 7]




Balance and Activity

After completing sign up you will be taken to the

- Balance and Activity Account Summary page. This is
i Balance and Activity your “dashboard” that summarizes all ActivityTree
activity including pending issues, transactions and fees.

[ iog Om |
Provider Administration Bi=*
| @ et id e Amount payable or due
on the 2" Wednesday of
each month

e Pending Issues that
need your attention

Transaction Summary [ vt [+ e |
ohied | e o | | @ e I

e Summary of transactions

T Transactions

+ Summary of Fees
o Foo Te Memn Prinn Tar

T Fricpsrthy Ao O ie'ss

R Tishvicsl Bulitien

There are currently no fees.

I - summary of Refunds

Refunds

There-are currently o refunds.

Balance and Activity Summary



Select Your Membership

e,

Click Select Membership from the left navigation bar. You
must select a membership before you enter or upload listings.

** Balance and Activity

'f}'f Select Membership

™ Price Promoti

m_yACN\-"'HYTreEI;

Select Membership

AECOUNT

Membership has its privileges. Select from 3 lizting programs that most closely match your marketing nesds. Al
programs allow you to simply list, market, manage and sell activity timeslots within ActivityTree's online marketplace.
Membership changes may not be implemented immeciataly.

" Select Memberstip ¢ Review the package
options
™ Price Fromations @ Basic for §0 p
For Providers who can use ActivityTree to enhance their existing Marketing and Sales efforts paying anly for
B Otk regiztrations that ActivityTree brings to Provider . ° S e I e Ct th e mem b ers h | p
that fits your business
™ Billing Information () Preferred A for $29.95imonth? d
Far Providers who can utiize ActivityTree's expanded marketing, sdministration & analysis tools to increase neeas
FRRELE enrdllment paying & small monthly membership fee and anly paving for customers that Activity Tree brings to
Pravicer. . .
e Review the Provider
Agreement
Q Preferred B for $6.50/per listing*
Far Providers who can utiize ActivityTree's expanded marketing, sdministration & analysis tools to increase
enrallmert and have all activity inventary sold through Sctivity Tree paying & flat fee per listing. ° CIle the bOX tO ag ree
with the provider
[ 1accept the ActivityTree membership. Provider Agreement, requirsd ag reement

e Click continue

Description, Phiotos, Locations, Phone Numbar ] (V]

Date, Time, Skill bovel, Prerequisites, Availabilty, 9 )
Pric, Day of Week, Distance, Age, Listing Number

REE Credit Card Processing

No credit card transaction costs @ @

If you have decided to change your membership the change may not be implemented
immediately. For example, if you are currently A Preferred a member and you have
decided to change to a Preferred B membership, the change will occur one month from
your last monthly payment. See Provider Agreement for more details regarding the
timing and terms related to a change in membership. If you want to discontinue your
membership, please contact ActivityTree Customer Service at (651) 414-6548.



Create Your Promotions

% Select Membership ActivityTree provides you with the flexibility to create the
' promotions necessary to drive registrations. You may create or
P EeePammin edit your promotions at anytime. Click Price Promotions from

the navigation bar to view the options provided, simply click the
down arrow on the right of the drop down box. You may type in
the exact amount of a % or $ discount.

= Other Policies

Multi-Registrant Discount

Multi-Registrant Discount Application

e Creates a discount for families

with multiple registrants in a

If[ 2 %] ragistrants per customar then 0.0 [E8 v discount for ,® NOT ENABLED Sing|e order
: O ENABLED

Configuration

i‘l‘::r.vr:s; D.’.i.éE I.i-s;i n‘g." v
Eanhpuation e Promotion displays in listing detail

EE;BELNE’EBLED e Applied to cart at checkout

if[2 ¥ registrants per customer then UU “6 v discount for

o®

| 1 lowest price listing. | |

Multi-Listing Discount

Multi-Listing Discount Application . .
e Creates a discount for registrants
with multiple listing sign ups in a

If:_Z__ V listings per participant then .00 :__?‘_-___V_: discount for ©®  NOT ENABLED S|ng|e Order
© ENABLED

Configuration

1 lowest price listing. [¥ |

¢ Promotion displays in listing detail

Configuration

@

IfE ¥ | lisings per participant then [0 % v | discount for NOT ENABLED i
- e s e Applied to cart at checkout

| 1 lowest price listing. | |

Late Opening Discount

Late Opening Discounts Application

Configuration e Discount reflected in the listing
—— —— rice

If more than | 1 % | openings for a listing less than |1 (| days r@' NOT EMABLED p

before listing Start Date then [0.0 :._.% V._. discount for listing B SRR

e Description under the listing
price

Configuration
NOT ENABLED

If more than 1 : V openings for a listing less than | 1 | days
e ENABLED

o®

before listing Start Date then _UU °ﬁ ~| discount for listing.



Create Your Promotions — Continued

Early Registration Discount
e Discount reflected in the listing

Early Registration Discounts Application .
price
If registration occurs more than E ~ | days before listing Start g NOT EMABLED
1 T 5 ENABLED o . .
Date then [0.0 % % | discount for listing. ° DeSCﬂptlon under the ||St|ng price

Membership Discount
e If membership box checked in
Membership Discount Application the shopping cart, price in cart

Members receive a 100 [[s =] discount. C  NOTENABLED WI” reﬂeCt pOtentlal d|Scount

®  ENABLED
¢ Requires provider approval

Late Registration/Prorated Payments

L Regi ion/P dP . . .y
e P  Discount reflected in the listing

Allow registration up to -_E'-D v] days after Start Date. pr|Ce
Prorate registration fee if registration occurs after Start Date.

O Applyah.ﬂ % % |late fee for late registration L] DeSCI‘iption under the ||St|ng price



Create Cancellation and Registration Policy
Click Other Policies from the left navigation bar. ActivityTree lets
you define your cancellation and registration policies. Your
s e cancellation policy will be displayed in the activity listing detail for
a customer to review prior to registration, in the customer receipt
and in a pop-up prior to completing a cancellation. Your
registration policy will be displayed in the activity listing detail for a customer to review
prior to registration and in the customer’s receipt. All customers with questions regarding
your registration and cancellation policies will be directed to you.

All customers will be directed to you for any applicable refunds or credits. ActivityTree
does not issue refunds.

m

Beta

myActivityTree

ACCOUNT

“f= Balance and Activity

* Select Membership

Promotions

#% (Other Policies

* Billing Information
PROFILE

a Manage Profile

“ | ocation Management

CUSTOMERS
“F Manage Customers
LISTING S

** Register Customer

 Manage Listings

Cancellation Options

Organization Cancellation Policy

Example: If you cancel a registration
anytime prior to the class start date
vou will be provided with a full
refund. If yvou cancel a registration
after the start date yvou will be
charged a $35 cancellation fee and will
be refunded the rest of your paid
registration fee.

Organization Registration Policy

Example: My swim school processes
registrations for current customers
First, then registrations or past
customers and finally registrations for
new customers. Therefore, there may be

a delay in processing your registratcion.

Save Changes



Manage Your Profile

Click Manage Profile to add billing information and to upload

= forms.
#~* [lanage Profile

" Location Management

yon S L Ot
AC ti"it}’i ree.com Provider Administration Ba®

Manage Profile

Trganizaticn

Check the populated fields —
name, description, address and
contact information. Make
changes if necessary.

Complete the following:
e Billing Contact Fields
Here you can attach various

forms related to your
activities.

Main Contact Billing Contact

Samtes it M St ot M

Cantact Luwe Hans e Lt M

Release

Medical Certification
Skill Assessment
Other forms

e g v Etctraay

e S oew Yomse

These forms will be available to
the customer for download in the
activity listing detail.

e T

Click Save when Finished



Upload your Logo and Photos

Manage Profile Click Manage Profile from the left navigation bar and then
) o Click the Logo/Photos tab.

LOGOS: Recommended image size for logos is 178 pixels by 116 pixels or of the same
aspect ratio. Only JPG images are supported. File name for your logo should include
your company name, e.g., ABCBoxing Logo.JPG. Logos will display automatically
on listings.

PHOTOS: Photos will be displayed in the detailed description of each of your listings and
in the Provider Directory. Only JPG images are supported with the size of 2MB or less.
The actual size of the photos is 300 x 300 pixels. Your photos will look best if each
uploaded photo has the same proportions. File names for your pictures should
include your company name, e.g., ABCBoxing_pic1.JPG.

We recommend these photos be of your facility, staff, in session classes etc. Photos for
specific activities can be added through manage listings.

Logos & Photos can be updated or changed at anytime.

Manage Profile

Basic Information ':':""1': ff.:":"‘._

Logo

Image File: [ ] ClICk the Browse bUttOn and

| Browse
< locate the logo on your
ns computer
Phale e Click Upload File

Image File

Uplood File

You have the ability to load up to 4 photos

¢ Click the Browse button and locate the
pictures your computer

e Click Upload File

e Upload 1 picture at a time



Location Management

R Click Location Management on the left navigation bar.

ActivityTree allows you to manage multiple locations with one
account. We do not recommend using a single account if you
CUSTOMERS manage registrations and schedules at each location

. independently. If all your activities occur at your main location
(the address you already entered in the Basic Information Form), you do not need to
complete the Location Management form.

'f* Location Management

Location Management

Click Add Location Locations

Complete the additional location \ "~ ~ "

. . Wiest County Road 42 Bumsville MM 55237
information X

Click save

Use location codes for multiple locations to make manaqing your listings and reports
easier.




Add Listings

" Manage Listings

st Add Listing

Entering Listing Information:

Choose Activity or Camp

Choose activity type (e.g.
gymnastics)

Enter the nameltitle of the offered
activity/camp

Enter a description that tells
potential customers all they need
to know about this activity/camp

Enter your activity/camp number
(optional)

Coach/Teacher name (optional)
Youngest to oldest participant age

If open to anyone, please check
all ages box

Enter start and end dates

Check the days of the week the
activity/camp occurs

Click Add Listings on the left navigation bar to add listings. The Add
Listings feature allows you to enter listings manually. If you have more
than 40 listings, we recommend that you import your Listings. Contact
sales@activitytree.com for instructions on how to import listings.

Add Listing

Listing Type
Type
Title

Description

Activity #
CoachiTeacher

Youngest
Participant Age

Oldest
Participant Age
All ages
Start Date
End Date
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday

Saturday

=

[Activity |
:'Gg:,xmnast-ics v |
Gems

Thiz i= where wour child will
really begin to explore their
gymnastics ability., Introduction
to basic tuwbhling and gymhastics
skills on all four Olympic
apparatus will get your child
prepared for the next step and move
on to more advanced skills.

Yeat Manth

4|

Year Manth
(5 | 5_D
O

T

O

*Cannot enter a start date
that has already passed.

i i A i



Add Listings Continued

Time formats: (12:00 PM, 12:00 AK} (01:00:00 , 12:00:00)

Start Time

End Time

Price

Class Size
Online Inventory

Skill level {within age
range}

Gender
Location

Equipment Required

Optional Fields
Skill Assessment

Skill Assessment
Instructions

| 1:00 PM

| 2:00PM

|20

10 lo

[— v

 Both v
2 3

Leotards & tights for girls

Warm-up pants and white t-
shirts for boys

Please bring a water bottle

Snacks provided

] <

Example:
One of our skilled instructors

will join your child on the mats
for evaluation and FUN!! At the
end of the assessment the
instructor will discuss with you
the specific level appropriate
for your child's abilities.

Entering Listing Information:

Start & End times (see time format
examples)

Price
Class size

Online inventory

» Number of registrations
allocated to ActivityTree.
Preferred B members must set
online inventory equal to class
size

Skill level
Gender
Pick location

Enter in any instructions for
specific equipment needed for the
activity/camp (optional)

If skill assessment is required,
place a check mark in 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.



Add Listings Continued

Prerequisite {e.g. class, D
date of birth or grad

Prerequisite Degfription |

Example:

Entering Listing Information: Participants must have

completed Intermediate
Gymnastics 2 in order to
sign up for this class

e If your activity/camp has a
prerequisite, place a check mark
in the box and enter in a detailed
description. (Optional)

. Reley} [
e If you require a release to be .

signed, check the box and Release Instructions
provide instructions to complete

(Forms may be uploaded in

manage profile) (Optional)

Example:

Parents will need to bring
the release form signed and
dated to the first class.

e If you require medical
certification, again, check the box
and provide detailed instructions
for your customers to ensure \
compliance (Forms may be Medical Certification L
uploaded in manage profile)
(Optiona|) Medical Certification

Instructions

Example:

Please bring the medical
certification certificate signed
by your family doctor to the
first class.

Click “Add Listing” when finished

T TS



