 SPORTS

Field Devéibpé"d:-Field Tested. Industry Approved. )

Stew Konzen
Sports IT Inc.
3/172008



Copyright © 2008 SportsIT Inc.

All rights reserved.
www.Sports-IT.com

First Edition

Document Version 1.0. 2

Revised 3/17/2008 1:43 AM


http://www.sports-it.com/

Table of Contents

Introduction

[ [N

Prerequisites
Document Conventions

[EEY

Section 1 E Getting Started
Understanding SAM Software 3

50ETC 3!/-80 7AA #1 EAT O ()1 OAOABAA
6
6
8
9

Performing SAM Database Operations
Logging Into SAM
Viewing You your Hot List Home Page
Customizing User Operation

Searching 10
Searching for Customers 10
Searchin g for Teams, Classes and Camps 14
Using Search Shortcuts 19

Viewing the Facility Calendar 20

Getting Help 23

Section 2 E Making Transactions 25

Demonstration: Buying a Product 27
Selecting Products from Hot Lists 27
Creating a Shopping Cart 28
Searching for a Customer 30
Checking Out 32
Accepting Payment 33

Demonstration: Giving a Refund 34
Finding a Customer 34
Selecting an Invoice 37
Selecting a Refund 38
Handling a Partial Refund or Overpayment 41
Making Partial Team Payment Refunds and Transfers 42

Discounting Purchases 42

Handling Bounced Checks 43

Section 3 E Serving Customers 45

Creating New Customers 45

Registering Minors 50

Operating from the Customer Page 53

Understanding Memberships 54

Renewing or Adding a Membership 54

Handling Duplicate Customer Accounts 56
Finding Duplicate Accounts 56
Merging Duplicate Accounts ( Facility Manager Only ) 56

Section 4 E Working with Teams 61

Understanding Teams and Team Invoices 61

Adding a Player to a Team 62

SAM Software Version 5.3.0 Sports IT Inc.



oAl ETETC A #0001 1 A0C60 4AAI (68001 OU

Adding a Player from the Team Page 63
Adding a Player from the Customer Page 64
Demonstration: Adding a Player to a Team 65
Registering a Team 71
Working with House Teams 73
Working with Youth Teams 73
Working with Free Agent Teams 74
Exporting a Teams to a New Season ( Facility Manager Only ) 74
Operating from the Team Page 77
Using the Roster and Pay History Buttons 78
Viewing the Team Schedule and League Standings 79
Emailing a Team 81
Receiving Team Payments 81
Printing Game Sheets 82
Section 5 E Working with Classes 85
Adding a Customer to a Class 85
Adding a Student from the Class Page 85
Adding a Player from the Customer Page 86
Demonstration: Adding a Player to a Class 87
Transferring a Player from Class to Class 94
Creating a New Class (Facility Manager Only ) 96
Operating From the Class Page 98
Receiving Class Payments 929
Providin g Discounts 99
Emailing a Class from the Class Page 99
Section 6 E Working with Camps 101
Registering a Camper 101
Finding Camp Availability 101
Demonstration: Adding a Camper to a Camp 102
Operating from the Camp Page 108
Creating Sign -in Sheets 109
ViewnC A #AiI P60 0AU (EOOI OU 110
Transferring a Camper from Camp to Camp 111
Emailing Members of a Camp from the Camp Page 111
Working with Activity groups 112
Creating a New Camp ( Facility Manager Only ) 113
Section 7 E Working with Rentals 117
Making Reservations 119
Creating a R ental Event 119
Entering a Rental from the Daily Calendar 120
Working from the Rental Page 121
Blocking Out Time 123

Document Version 1.0. 2 Revised 3/17/2008 1:43 AM



Section 8 E Reporting

125

Printi ng Reports 125
Reporting on Customers 125
Using the Customer Search Tool 125
Reviewing Customer Balances 132
Flagging Expired Memberships 132
Reporting on Teams 133
Group Search Reporting for Teams 134
Reporting Team Exceptions 136
Reporting on Team Accounts Receivables (AR) 137
Reporting on Classes 139
Group Search Reporting for Classes 140
Reporting on Class Exceptions 141
Reporting on Camps 143
Reporting on Facilities 145
Printing the Daily Facility Checklist 145
Reporting on Facility Usage 147
Reporting on Rentals 148
Reporting on Employee Sales 149
Daily Reporting of S ales 150
Reporting on the Top Employees in Monthly Sales 152
Appendices 153
Appendix A. MySAM 153
Appendix B. Menu Command Reference 156
Appendix C. SAM Broadcast Email Editor Quick Reference __ 158
Glossary 159

SAM Software Version 5.3.0

Sports IT Inc.






31 - 5 0A080 |1 0EARA

Introduction

Welcome to SAM, the Sports Arena Management software that simplifies the
business of running sports arenas. Thi8 ! - 5 OA Opr@ides théfdndament-
al information needed as a user to operate SAM effectively and efficientlyln this
i AT OAl h pho®tl 1 1 AAO

U Access SAM

U Make transactions with customers

U Run database searches

U Enroll customers in teams, classes and camps
U View calendars and reports and

U Use MySAM, the online customer version of SAM
Prerequisites

This manual assumes you have sombasic computer and web browser skills. It &
so assumes that you have a Facility Manager who has createdSsAM account for
you and is available for answering company-specific questions and perforning
special advanced orprivileged operations.

This manual is for the normal user or employee without specialsystem privil eges.

Other roles mentioned in this manual include the Product Manager, System Al-

ministrator, and the Scheduler. Any or all of these roles may be performed by the

Facility Manager. The Special functions of the Product Manager and the Sygem
Administrator are discussed in the SAM SUOOAIT | Al ET EQ@edadi 058 0
functions of the Scheduler are discussed inthed ! - 3 AE A A OJaAd@énéral’ OE A A
company policy questions are presumed to exisin a Company Policy Manual Al-

though all of these documents are mentioned,not all may currently exist, in which

case your Facility Manager should be your primary contact for answeringdvanced

questions.

Document Conventions

Throughout this manual the following notational and typographic conventions are
used to describe parts of the program and the screen to the reader:
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Menus, Menu | tems,
and Menu or Toolbar
Commands

Menu and toolbar commands are ndicated in the
SAM systemfont which [ IEAE. For exam
ple, the menu command is
the same as selecting théEgess menu, and then
selecting the SRASIESES] menu item to execute
the named command. In addition, the
toolbar Quick Link is indicated in the sameway,
but with a hyphen to indicate which Quick Link
option is being selected

Dialog Box
Buttons and Labeled
Part s of the Screen

One-word dialog box buttons and labeled parts of
the screen are hdicated with text in Qnitial Capsd
Quotation marks may beusedfor multi -word but-
tons and labels to avoid confusion and ambguity.
For example,both select the Print Report button
and selecttheO 0 OE 1 O battdrbriaph@ dised.

Command Links and
Other Links

Underlined on-screen command links and under

lined links to other locations are also underlined

in the text. Examples from the Team Page include
Schedulez Leagueand Standings z League Note

that exceptions to this underlining convention for

links are the Quick Link commands mentioned

above.

Examples

Example: At times, particular instances of items dis
cussed in the text are shown in example boxes such as
this one.

Warnings

WARNING! Actions that may destroy database
information or are dangerous in some other re
spect are highlighted in warning boxes such as
this.

Note and Important

Note: Topics thatrequire extra emphasis are placed in
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Boxes note boxes such as this. |

Important :  Sometimes the topic is more important
than a note, so labeled important.

Tips Tip #7: Special numbered usage tips are shown in
sidebars that look like this.

Blurred Text Realworld customer information used in exam-
ples is blurred out like this '] B mto
protect AOOOT I AOOSE EAAidedtiyOE
theft.
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Section 1 E Getting Started

Acting as an arena employee is an important responsibility As an employee? and
a user of SAM you may find yourself overwhelmed by the complexity of facility
operations, including relationships with customers, transadions and invoices, not
to mention products, teams, leagues, classes and campAll these relationships are
organized in the SAM database, thus allowing you to focus your efforts on serving
customers and not on bookkeeping, sorting, and filing.

Figure 1 Company Pyramid

ITA OOAEOI xAU 1T £ O1 AROOOAT AET ¢ AT AOAT A6O
at the top of a pyramid as shown inFigure 1 Here you see that yourcompany pro-
vides facilities that, in turn, host programs, such as sports leagues and classes,
which customersparticipate. Although many customers aresimultaneously paying
customers and participants, in many instances participating customers arechild-
ren with their parents accountable as paying customers In this respect,
participating customers and paying customers can be quite different SAM ac-

counts for this difference by linking eachminor customer account to the customer
account of aparent or guardian.

n

SAM Software Version 5.3.0 Sports IT Inc.



2131 - 50A060 ' OEAA

Company Sports Heaven
Company

1
r ™ o
Facilities Minneapolis St. Paul
Facility Facility
eogars [ i I

Figure 2. Sports Heaven Inc.

When you first login to SAM, you need to know the name of your company and
the name of the particular facility in which you are working. As shown in the ex-
ample of the Sports HeavenCompany shown in Figure 2, companies may have
multiple facilities in different locations host ing multiple programs that are not al-
ways the same from siteto-site. Fortunately, if you move from facility to facility as
PAOO T &£ Ui 60 ET Ah Ui 6811 AA AAT A Ol
you are working.
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Programs

Prog ram Types ICEIS Classes RENES

Rental
Participants

Participating

Players Campers
Customers . :

paying Customers Team Class Camp Rental
Customers Customers Customers Customers

Figure 3. Teams, Classes, Camps and Rental Customers

To be an effective employeeE 08 O E itobquicki§) Aakrév down what sort of

customer a particular customer is, and thento act to meet the needs of that cis-

tomer. In Figure 3, you can see many of the different kinds of programs and

ADOOOIT | A Gbroudtér.ikd dfootball quarterback reading the defense, as an

AOAT A AiDPiITUAAR UT O8I needd, Bdhiat yQu canOfaldekthe AOOOT i
right transactions and interaction s to best meet their needs.

Understanding SAM Software

The SAMrelational database contains key information about the relations between
customers, programs, products, invoices, transactions, facilities and schedules as
shown in Figure 4.
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Invoices

Programs Customers

SAM

Database

Facilities Schedules

Products Transactions

Figure 4. SAM Database Content

SAM is great at keeping track of relationships and creating unique identifiers for
OEA OOOOMBEDA AEAOAGE AOT OEAO Ui &6 AT A 1T OEAO Al E
that all employees have a common language for talking about company business.
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Page

Customer:

Calendar
Page

Camp
Page

Figure 5. User Views of Key Pages

Unlike typical application software, such as Microsoft Word or Excel, SAM is an

application that is not hosted on your own computer.) T OOAAAh EOHO A xAA
pl EAAOETT OEAO 001 O i1 Ui OO AOI xOAO AT A AA
secure connectionto the internet. This type of computing is sometimes called web

@loud computingdbecause it is as if your database exists in the heavens and is-a

cessible from any location over the internet In this way of looking at the world,

SAMAT AOT 6 O Tindtdll éd orOybur ddrputer, and if your hard disk goes bad

or your computer crashes, you cannotiose UT OO AT iddehdsdldsead the

SAM databaseis OET O E Aandivielvdd Ar@ dnanipulated through key pages

presented by your internet browser. Figure 5 showssix of these frequently accessed

SAM pages To view them, al you need is access to the internet anda computer

running a browser that fully supports SAM
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Performing SAM Database Operations

Reports

SAM

Searches Database

Transactions

Figure 6, SAM Database Operations

When working with the SAM database, there are four key ways that you interact

with it: searches, reports, views, and transactions. In this manual U1 Oléatnihow

to search for many items, but especially customers, teams, classes, and camps

Youd I 1 ledrd aBdut a number of reports that help you identify key information

that you can take action on. Searches and reports are similar in that they extract

information from the data base and present it in tabular form In SAM, views are

similar, but typically present disparate information and allow for interactivity, so

OEAO UT O Ai160 EOOO OEAx Ele@mpds AQiés{on AOO /
forms) are the Customer Page andhe Team Page Transactions are the operations

that actually change, add, or delete database information

Logging In to SAM

31-80 11T cetl EAAOOOAO OAOOOEAO OOACA 1T & OE/
company. When your SAM facility account is establidhed, a Facility Manager was
designated, who has complete data base authorization. All employees should &-

ceive their user identification and password from the Facility Manager.
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4_/ The use of https: rather

than http: means that
SAM transactions are @-

crypted.

These links will take you

to websites where you can
download the latest ver-
sions of browsers that are
tested and work well with
SAM. If you do not use one
of these browsers, you may
have trouble using SAM.

Recent changes and release
notes are always available on
the login page.

Figure 7. SAM Login Page

To login to the system:

1 Go to https://secure.sports-it.com/sam/
2. %l OAO U1 60 AT i PATU AT AA ET OEA Al @ 1 AAAI
3. Enter your casesensitive user identification and password into the boxes

labeled User ID and Password.

4, Press enter on the keyboard to loginto the system.

In the example shown in Figure 7, OEA AT 1 DAT U AT AA EO OAAI Anh

OOCEITUAT 6 AT A OEA DPAOOxT OA EO OAOGAT AEAOAA(
that the password remains private. If you enter an incorrect user name and pas-

xI OA Al i AETAOETTh UI O xEIl OAA OEA | AOOAC,
ET £ Oi AGET 1806 2APAAO AT A 11T CET ACAETh 1 AEE

your keyboard. If you do not know your company code, user ID or password, then

contact your Facility Manager, who should be able to provide you with all three.
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