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PROGRAM SETTINGS

Before you start entering members, you should first do some settings which are all placed in
Tools.

TOOLS - USERS

For each employee you can set the rights for using this program. Three groups are defined by
default:

A — administrator with unlimited rights
R - receptionist with limited rights
R2 - receptionist with limited rights (same as R and some additional rights)

C — control with limited rights (view)

2 Fitness manager (Trial versian) - Fitness Club name
Program  Reports Tools Maintenance  Help
sBOoTy ,
270202 | kg Users =
¥ Members [F1 ™ Define program users and user rights.

Pachages 11 M A -=cmivstrator nimited rghts),

R - receptionist {ights to create packages, add members, sell packages, enter visits)
R2 -receptionist2 (same rights as R including edting of purchased packages, deleting payments and wisits)
C - control {just view rights)

é User | admin Employees IT
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Adding new user

To set username and password and determine the rights for the user, do the following:

On the Tools menu, click Users

Click Add

Type in username, password and choose a group for the user
Confirm by clicking Save

PonNeE

Change password

1. Onthe Tools menu, click Users

2. Click Change

3. Write a new password

4. Confirm by clicking Save
Delete user

1. Onthe Tools menu, click Users
2. Click on the user you wish to delete
3. Click Delete and confirm
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TOOLS - CITIES

Before adding new members, all the cities or parts of the cities should be entered.

& Fitness manager (Trisl version) - Fitness Club name

Program  Reports  Tools  Maintenance  Help

S R OR - | .

24/10/2014 @ cties
i Members B:I ™ Define a place of residence {city or part of the city) for the member of fitness club

Packages [F]

il

g
%

2 User| admin  Employees IT

Add city/part of the city

1. Onthe Tools menu click Cities and click Add
2. Type in acity/part of the city
3. Click Save

Change a city/part of the city

1. On the Tools menu click Cities
2. Click on the city which name you wish to change and click Change
3. Write a new name
4. Click Save
Delete a city

1. On the Tools menu click Cities
2. Point to the city you want to delete
3. Click Delete and confirm
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TOOLS - MEMBER GROUPS

If you wish to let some of your members have discounts (some companies, students, etc.) you can
make member groups. Here you will define such a group, give discounts to each group and the
payment method. (PR-prepaid, PO-postpaid).

&2 Fitness manager (Trial version) - Fitness Club name .
Program  Reports Tools Maintenance  Help
‘abO%®3

221072014 i = =

!

™ Define groups with various discounts that members: belong to.
‘ Payment type: PR -prepaid, PO - postpaid

%

Employees [F|

Company 2

Discount 15%
Discourt 25%
Reqular Reqular price
VIP Free trainings

L

T | Y-S ST ——

2 User| admin Employees IT

Adding member groups

1. On the Tools menu click Member groups and click Add
2. Fill the form
3. Click Save

Make changes in member groups

On the Tools menu click Member groups
Choose a group you want to make changes in
Click Change

Make changes and click Save

PwNPE

Delete member groups

1. On the Tools menu click Member groups
2. Choose the group you want to delete
3. Click Delete and confirm
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TOOLS - EMPLOYEE GROUPS

All your employees you can add to employee groups according to their profession. For each group
you will define cost of working hors which is later used for salary calculation.

Program Reports  Tools  Maintenance  Help
spCoe3
24/10/2014

™ Define Employes groups. Groups aréfwmed based on a job position of the employee. Payment for each group is set as a pay
3 ‘ per hour and it is used for Salary calculation

', User| admin  Employees | 0
ptoy!

Adding employee groups

1. On the Tools menu click Employee groups and click Add
2. Fill the form
3. Click Save

Make changes in employee groups

On the Tools menu click Employee groups
Choose the group you want to make changes in
Click Change

Make changes and click Save

PwnNPE

Delete employee groups
1. On the Tools menu click Employee groups

2. Choose the group you want to delete
3. Click Delete and confirm

TOOLS - EMPLOYEES
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After you define employee groups, you can start adding employees to each group. Employee can be
A (active) — working, i | (inactive) — not working anymore. Salary will be calculated only for active
ones.

Program  Reports  Tools  Maintenance  Help
2BOT3
24/10/2014 :

Members ,’; ™ Enterthe Employees of a fitness club. Salary ie caloulated ofﬂy‘fc! active members. Employee who stopped working should be

o set to inactive.

Active: A-active. | -inactive

!

Packages

iy

3 User[ admin  Ernployees [0

Add employee
1. On the Tools menu click Employee and click Add
2. Fill the form
3. Click Save

Change employee
1. On the Tools menu click Employee and click Change

2. Make changes
3. Click Save

Delete employee
1. On the Tools menu click Employee
2. Choose the employee you want to delete
3. Click Delete and confirm
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TOOLS - OPTIONS

In the Options window you will set the following:

Member ID tagging system

Members can be tagged automatically or free using keyboard, barcode scanner or some other
tagging system. There are to modes:

Automatic — enter the starting number and FM will generate ID numbers automatically

Free — you can add ID number manually when entering new members, or use barcode scanner or
some other tagging system

Program  Reports  Tools

=] ‘

aBO%3
= Gereral | Network | Bl | Mail | Automatic check-n
24/10/2014 -
Member ID tagging system
Members [F1]
@ Automatic {program generates 10s)
& = [le Set the counter 2 padding with leading zeros to lenght of
| Emplyees [
) Free {enter |Ds usiny oard, barcode scanner or some other taggin: em
Member check-out [F4] B free g keyb agging system)
Language
Daly expenses [F5] i -
Automatic [FE]
- Fitness club name
Fnees b s
Pause
15 Set the duration of a pause (days). Afterthe pause expires the
package becomes active automatically.
Member logout
(71 Close previous visit automatically with new visit
@ Prevert member check-n if previous visit not closed
Photos path
C\FMMembermages
Backup path
c:\FMBackup
Ask to do backup on exit Create separated backup using time stamps
[ o J[ conce
3_, User | admin Employees |'-.U

Change language

1. On the Tools menu click Options
2. In General find Languages and choose the language

3. Click OK

FitnessManager
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Club name

1. On the Tools menu click Options
2. In General find Fitness club name
3. Type in the name of your club
4. Click OK

Pause

In case of holiday, business trip, sickness or some other reason your member cannot come to the
fitness club for a certain period, you can stop their exercise classes (packages) using Pause. After the
pause expires, package will automatically start.

On the Tools menu click Options

In General find Pause

Werite the number of days for a pause
Click OK

PwnNPR

Member pictures folder/backup folder

Location of pictures of members and backup you can find in Options. To be visible on other
computers, you should find them on hard disk and share them.

On the Tools menu click Options

In General find Member pictures folder/backup folder
Click on browse to change location

Click OK

PonNneE
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AUTOMATIC CHECK-IN MODULE

This module can be used to allow members to do check-in and check-out via barcode scanner, RFID
reader or keyboard.

There are 3 work modes which can be set in program options:

1. Register visits automatically (check-in is automatic)
Register visits manually (check-in and check-out are manual using F5 and F9 keyboard
tasters)

3. Package status checking

To set work mode go to Tools->Options and select Automatic check-in tab:

| AUTOMATIC CHECK-IN VIA BARCODE SCANNER OR KEVEOARD

MEMEER ID

NAME

PACKAGES

DAYS LEFT

VISITS LEFT

MODE REGISTER VISITS AUTOMATICALLY

To lock this screen to prevent members to go to other modules of Fitness Manager pres F10.
To unlock it you will have to use user name and password.
Clear screen time interval

You can set time interval after which screen will be cleared. To do that go to Tools->Options, select
Automatic check-in tab and find section Clear screen interval.

FitnessManager Page 11



UPGRADE TO THE LATEST VERSION

If you are already using Fitness manager you can always upgrade to the latest version. Do
not uninstall previous version because you could delete your database.

Installation of new version will leave your old database intact, but just in case before you
begin, we strongly recommend to backup your database. You can do it directly from the
program using the option in the menu Maintenance->Backup database, or you can go to
your fitness manager folder and simply copy file named "fitnes.fdb" to some other other
place on your hard disk or USB drive.

Get the latest version from our website and install it on your computer. Pay attention to
uncheck Launch Report viewer component installation and Launch Firebird server
installation because they are already installed on your computer with the first installation.

HOW TO TRANSFER LICENSE TO THE NEW COMPUTER

If you purchased new computer and want to use Fitness Manager on it instead of on the old
one, there is a simple procedure that disables FM on the old computer so it cannot be used
any more on that PC. After that you can transfer license to the new PC.

1. Start the program.

2. Go to Help->About and when About window opens, press and hold Ctrl and then press D.
3. It will popup a window which will ask you to deactivate it. Click OK and it will show you
deactivation code.

4. Make a screenshot of deactivation code and send it to us. Also send us FM ID from your
new PC so when we check deactivation code we will send you a new serial number.

If you have any problem regarding deactivation, before doing it the best would
be to start Fitness Manager as administrator. You can do it by right click on
shortcut and select run as administrator.
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HOW TO USE BARCODE SCANNER WITH FM

There are 2 member tagging systems in program:

1. Member ID-s are set automatically by program. You set initial value and the program will
increment ID-s for each new member you add

2. Free input for member ID-s. This is used for barcode scanners, RFID readers etc. This
means you can freely enter ID-s for each member via keyboard or barcode scanner or RFID
reader.

Barcode scanner can be used in regular mode, which means that the receptionist will read
Member IDs via barcode scanner and chose the package from the list of active packages that
member has at the moment (program allows one member to have more than one active
package).

HOW TO SET FREE MEMBER IDS INSTEAD OF
AUTOMATICALLY GENERATED

Yes of course. Member IDs don't have to be automatically generated. There is also a free
mode for adding member IDs. This means you can enter any ID to each member.

Just go to Options, find Member ID tagging system and select Free instead of Auto.
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HOW TO CREATE FITNESS PACKAGES

3 Packages =
. ~
~ Category field iy EDIT PACKAGE
Time units: M - L%
- Visits - mandmun)
PACKAGES Category AER {3 letters. Used just for sorting and grouping)
Name AEROBIK 1/8

Category |

LED TIME LIMIT
1 (M i
(D = unlimited) (M - months, D -days, W -weeks)
VISITS LIMIT
g (Madmum number of visits for selected package)
{0 = urlimited)
PRICE
Payment mode: [W =
Frice 40,00
i
PERIOD OF DAY LIMIT [OPTIONAL]
[ Enabled | . | [ Enable this only if you wart to limit
gaﬁ_m En_ a;e visits just for specific time of day

Before you can sell Fitness packages you need to create them. To do that go to click Packages button
on the main window.

Category field is used just for sorting and grouping similar packages in the list
Each package has Time limit and Visits limit.

Time limit defines package time duration. If you set 0 it will be umlimited.
Visits limit defines maximum number of viosits for selected package

There are 2 payment modes. Normal and Monthly.

In Normal mode it is expected member to pay in full amount immediately. If it is not paid
immediately it becomes membe debt.

In Monthly mode it is expected to be paid in equal monthly amounts.
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HOW TO SELL FITNESS PACKAGES

ﬂ Type in Member ID and press Enter or click Members button to select the member,
- Package status: A - Active, | - Expired, P - Paused

MEMBER INFO

MEMBER |0 T Prembes F |

First niame: Kl Last name Urban

Date of bitth oM 0000 Gender M

Address Baker strest 12 London

Phone 023/444-333

Erai
Discourt group Reglar Discourt[t:] 0

Traner e Pamenttpe PR

Additional info Medical lssues

PACKAGES
Active and paused packages = Total debt 0.00

Package  Start date End date Visits Price Paid Status
AEROBIK 1/8 50 18.04 2019

[ wewrn  |[ ewrs |[ eoyr | e R oo R
[ RenewF  |[ PomensF4 [ ReceptFa |

If you click Members button on the main window it will open a window where you can see basic info
and purchased packages for selected member. To select member click on Members button.

To add new package to selected member click New button. When you select a package, payment
window will open automaticaly. Here you can add a payment. If you click on cancel button this
expected amoutn will be added to members debt.

Due date Payment date Paymert method Amount

Due date 02.04.2019 DISCOUNT [51: 0
Paymentdate 02042013 @ FAYMENT MODE: NORMAL
Amourt | J20.01] PRICE: 40,00
Pamr

[ me ][ odee
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If you want to change package end date, package price or pause package click on Edit button.

I ki Edit package

Start date
End date
Visits

Reason for this change

~d

Frice

Reason for this change

Pause

iE03.2015 [@-
18.04.2013 E
8

[ Save
40,00
[ Save I
[ z)
[ Save |
| Cancel |

FitnessManager
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RESERVATIONS

— = P—
Services and Faciliies reservations
- RESERVATIONS
e R ] —
1 april 2019 4 QDB!_, H
pon uto sre Cet pet sub ned £ fe e Fasifics 17
5 % 27 B 29 3N 3 e
1G] 3 4 5 5 7 sondby 11

8 9 10 11 12 13 14
15 16 17 18 19 20 20
2 3 u B w7 B
2 3 1 2 3 4 5

[ Today: 02.04.2013 Date Eoaz019 5l

ADD NEW RESERVATION

!é Start time 07:54

([ mora | eern [

To make reservation for club members click on Reservations button from the main Window.

For each reservation you need to enter Start time, duration of activity and client or group name(if it

is group activity) .
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PRODUCT SALE

Product sale modules are parts of FM PLUS and FM PLUS DAC. This modules do not exist in Fitness
Manager BASIC.

HOW TO ENTER NEW PRODUCTS

Enter and edit products.
To add new guantites of products click on Stock entry button.

g ADD NEW PRODUCT

[ asFa | ewra | [ Ddeteel | [ SodkentyFa | [ Sockhson i | =

Before you can use Product sale module you need to enter products. To do that go to:

Program->Products.

Selling price is the price with Tax included.

Min quantity is used for warning when stock are to low and it is time to add new quantities. There is
report in Report->Product supplies->Product supplies below minimum which shows when current
stock is below minimum quantity.

Product code is used for barcodes if you use barcode scanner
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Stock entry button is used to add new quantity of selected product.
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HOW TO SELL PRODUCTS

Ef’mdud sale |

g SCAN BARCODE OR CLICK ADD BUTTON TO ADD ITEMS

PRODUCT SALE

Date 02.04.2019 B

Barcode:

ADD NEW ITEM

Merber foptonal]

Member discount mode o
Member Discount [%] ]

Member debt T

| Crenselasttemauerty P51 | Clear [F7] Il Add membec F3] ]

| ReossFu | odeetenbel | Oseemamer | v LTE

To open product sale click on Product sale button form the main window.

To add new item you can scan product barcode or if you don’t have barcode scanner click on Add
button.

If you need to scan same product many times you can scan just the first product and click on Change
last item quantity

You can join member to each product sale. To do that click on Add member button.

If you want to use same discounts for members as in Fitness package sale go to Tools->Options-
>Behavior and check Use member discounts in product sale option.
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When you click on Pay button it will open complete sale Windows. There are 3 options:

1. Complete sale and print receipt
2. Complete sale
3. Member debt (Read about this button in section below)

E Product sale s

a SCAN BARCODE OR CLICK ADD BUTTON TO ADD ITEMS

PRODUCT SALE
Date 02042013 | sale
Barcode Q
ltem Guarana TOTAL 7.00
ftem ltem name PAID Total
PAYMENT METHOD [F3] [Cash -
CHANGE 7.00

Complete sale and print receipt [F5]

Complete sale [F6]

Member optional] TAX 052
Member discourt mode [ TOTAL 7.00
Member Discount [%] i l i ]

Member debt ]

| Crange st tom auarity 1 || Cear[F7] I Add member [FE] ] o ot

[ Receipts !}_‘1 1 ” Delete tem [Dei] ” Delete member ]

MEMBER CREDIT FOR PRODUCTS

When you click on Member debt button this means member will pay later for purchased products.
This is used for member credit option where member can order various products and doesnt have to
pay for them immediately.

Those products will be added to his account. Each time he orders something new receipts will be
created. Member can cover his debt next week, next month or after some other period.
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HOW TO ENABLE MEMBER CREDIT OPTION

If you want to use Member debt option where members can pay later for purchased products first
you need to enable it. To do that go to Tools->Options->Behavior and check Enable member debt

option.

" U Options

@Eaﬂ Behavior | Receipts l Mail | Appearance l Automatic check4n | Measurements l Netwm'kl

Member Check-out

If member tries new check-in when previous wist is not checked-out
Prevent member checlin if previous visit is not checked-out L4

if member forget to check-out previous day
check-out member automatically with the following check-out time 2359

Payments window behavior on Members and packages fom
[¥] Open payments automatically ff checked it opens Payments window

automatically after adding package to the
member

Default View for member packages on Members and packages form

Active and paused packages -

Due date behaviourin Monthly payment mode

Due date starts with Package start date -

Product sale

[¥] Use member discounts in product sale (MEMBER DISCOUNT MODE ON/OFF )
Member discounts are defined in Tools->Member discourt groups. When this is OM, the product

prices will include discounts from the discount group member belonas to. When this is OFF the
dizcounts will not be included.

[¥] Enable member debt option {when enabled member can pay later for products)

oK | | Cancel

FitnessManager
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HOW TO CHECK DEBT FOR PURCHASED PRODUCTS

When member owes some amount for purchased product this will be shown in red rectangle when

you open Member profile.

ﬂ Type in Member ID and press Enter or click Members button to select the member.
- Package status: A - Active, | - Expired, P - Paused

MEMBER INFO

MEMEER 1D 1 [ PMempes F1 |

First name: = Last name Urban

Date of bith o0smM2000 00 Gender M

Address Baker street 12 London

Phone 023/444-333

Ema
Discount group Regular Discourt[*] |
Trainer T —— Paymert type P

Addtionial info Medical lssuss

Example member

Total debt 0,00

Package Start date End date Visits Price Paid Status
AEROBIK 1/8 19.03.2019 18.04.2019

[ Newra  |[  Ewrn |[ Heeyre | L D

| RenewiFs) || PamensiFg || Recoptiry | _ SmowthDAC || CheckinlF5]

Member owes 7.00 Din. for purchased products. To cover debt click here or press F11

Click on red rectangle in member profile which show member debt and it will open new window
where you can cover debt for purchased products
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HOW TO COVER DEBT FOR PURCHASED PRODUCTS

Here you can select which receipts debt member wants to cover.

Product sale receipts which are not paid or partialy paid for selected member
Select all receipts you want to cover and click on Pay button.

Product sale - Member debt

Member 1 Kar Urban

Receipts with debt & Product sale - Cover Debt ‘

Total Paid

TOTAL DEBT

PAYMENT METHOD Cash

PAYMENT DATE

[¥] Selectal  [21 Total debt 7.00

« Pay [F3]

When you click on Pay button it will print a receipt as confirmation that debt is covered.
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