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System Accessformation

System
Admin system
Org ID
Your username
Password

Public Site

ASAPSupprt Resources
Knowledge Base

Support Email
Support Call
SupportAccount

G Sign in with Google

https://admin.asapconnectedam/account/login

This is a 4igit number

yourwork email address

AT @2dz R2y QiU 1Yy 26 Férgotlybr lbdindntb b 2 NR >
ink on the login page and a reset password link will be sent to you.

YOURUR&sapconnected.com

https://asapconnected.zendesk.com/hc/en
us/cateqaies/360003901594ntroducingyour-new-ASAP
experienceASAR-

support@asapconnected.com

8552456946
https://asapconnected.zendesk.com/hc/aws ClickSgn upor Get
a Password to set up your Support account

Sign in to ASAP | Vanco

Email

H Sign in with Microsoft

Password

| am an Agent

Forgot my password

New to ASAP | Vanco? Sign up

Have you emailed us? Get a password

If you've communicated with our support staff through email previously,
you're already registered. You probably don't have a password yet, though.

If you find certain tools or functions are missing, talk to yBystemAdministrator tohave your
User Access settings adjusted.
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Public Site
Your public facing websitgill have an addrss like this one sspaasapconnected.corwith

your name where sspa is.

1. Studens maysearch foryour classes using filters on the Course pages and on View All
2. By clicking on REGISTER NOW, they will alddsato their Shop Cart and can proceed

to pay and check out.

,
SUS&:NA s SCHDDIAFOR THE Home All Classes Calendar Contact Us Faculty Login ® My Cart: 0 Select Language v
ERFORMING ARTS Powered by Geogle Translate
Search for classes Q

Clear All

Filter by:

Classes
Locations = Days = Age =
> View All

> Online Classes

> Music Soccer

> Recreation and
Sports

All things related to soccer

Aquatics
Fitness

Soccer

> Student Courses

» This is a Program

Private Lessens Soccer Defense

Memberships Developing situational defending

Products Hand Out

Donate

Events SECTION LOCATION DATES DAYS TIMES FEES OPEN

S0cl03 D Campus, Performance Hal 11 -12/31  ThSa  01:46 PM - 01:46 PM 54500 8 e

After School Programs
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StudentsDnline Account

Studens can:

Edit theiraccountdetails, change passworg add newstudentsto their accounts
Update theircredit card information, see invoices, ake payments

Seetheir enrollments (now and in the past)

Access anghareimportant documentsand manage Waivers

o e

'
SUSA:NA = SEHDOIAFOR s Home All Classes Calendar Contact Us Faculty Homer ~ @ My Cart: 0 Select Language
ERFORMING ARTS Powered by Google Translate
# /My Account

Account Info

Primary Account Holder #edic click here to complete your wellness check

Billing Info

My Activities You have an outstanding balance of $1,374.00 Click here to pay.

Documents

Home Name: Homer Simpson  # Change Primary 0
E-mail: homes@simpson.com ;;};;(I;“:)ri]ctture
Address
City: UPDATE IMAGE
State:
Country:
ZIP Code:
Phone: 1231231234
Student ID: 8628669
Login Info: FhIFFERE £ Change

Additional Family Members

Lisa Simpson (Student) # Edit

4

ASAPCONNECTED.COM



ASAP

A VANCO COMPANY

Administration Site
Your admin portal admin.asapconnected.an

ASAp pearch v Q Susannag

V4 Envoll Students = B + o~

EMAIL ADDRESS CREATED DATE 4

Courses

5) Sandbox

This portal #ows you to:

createyour courses and classaadcopy your classes to the next time period
seeand printthe clasgoster

check outemail,andview astudentQ @count includingnvoice(s) and enroliment(s)
transfer, withdraw and refunda student

see you teachersschedule

run reports

oahkwnNPE

Icon Tools

- reveals filters that allow you to search on whatever page yowareClick this to quickly
filter for the item(s) you need.

Classes < 1200760

1
[ ]
+

T AllActive

»  AllBilling

- automatically exports the contents of the page or tab you are on int&xecel
spreadsheet
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- thisallowsyou to add an item and it is shown on all the main menu pasjeslent, Staff,
Classes etc. Click this to Add or Create a new item on that page.

" -holds Actions andTasks It is always on the righE of the pagad sometimes, there are
twoormore.L¥ (GKS YSydz A& ySEG G2 Iy A @KSNB Ae]23zOf f:
find tasks related to students, like transfer adcbp.

8628716 Enrolled
8678267 Enrolled
8724529 Enrolled

If the menu is in the top of the pagé, K I 1 Qa ¢ KS NB &NBdzO® fi{S RT AiyR GKIS& LI
on, like class management tools on the class page.

ONLINE VIRTUAL Pregnancy Learning Series - FREE 8-Week Series

MWHCO.Dec?

Roster Schedule Notes Details

Enrollments Demographics Questions

12:00 PM - 01:00 PM [Srvolec 5 | Foncing |

A Mo

12/07/2020 - 02/08/2021 ISJUDENT NAME EMAIL PHOMNE NUMBER E’:?

021 (AN IPMC Ganaral Claceac)

# - the Edit icon will appear on theght corner of any table that you have editing rights to.
Click it to reveal fields you can edit.

A~

B _the Save iconison everytd § & 2 dzQNB RAGAYI® [ £t A01 AG G2

. - the Image icon allows you to attach an image wherever you see it.
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Student Accounts
Thestudent account details page is populated when #tedent logs in to your public site and
creates an acount. ASAP walks them through account creation uglegregistration form you

configured. An ASAP administrator can also creastualentaccount from the admin portal.

This page is organized so that the information you look for regularly is riginé tim the left
panel and remains visible as ymove through the account.

ASAP . a @
This panel stays open as you switch
Demo Parent Patient L through the different tabs
10 1610755 T g— Switch_ (F\rough the ta_hs to find
o — participant and family data
Ac !

The main area of the student account details page contsénveral tabshat streamline and
organize theaccountinformation. You can add @&dit much d this information.

Information gatheredn the Registration Formvhen the student creates their accountirsthe
Details tab.SeeWorking wit ClasseA ¥ & 2 dzQ NJhe dn@n2ritohqyestiors théydsee
when they enroll in a class

You can edit the account and enroll the student
from the --- menu.

L Family And Contacts Education Records Documetl

Activities Financials

Click thePublic Acountto goto the studentQ a

Enrollments  Schedule

2yt AyS | 002dzyi® ¢KAE O
trying to help astudent navigate their account Evoledand Pending ¥
tOOIS. AAAAAAAAA coD ;2::7 gr;]k_gLLMEw

More info: Student account page

11 {1t Q& RS Fandafcaunt hofieils SHE.
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CreatingStudentAccounts

Go toStudens >click the ™ to open theNew Studentpage

o Enroll Students o e ¢ 1-200F87216 »
7 Participants o NAME D BIRTHDATE PHOME NU... EMAIL ADDRESS CREATED D..

B Staff
— IRTT

EE Classes

Select the Registratioform you wish to use

1. To create an individuatudentQa | OO 2 dzy i
a. EnterthestudentQa Ay ¥ 2 NXY I ( A 2igfds. A fieldskvBh aNBrd) dzZA NBE R T
required.
b. Click Nexand complete any subsequent questions
2. When you are finished, you will be directed to the gwreatedaccount.

Family and Contacts Panel

1. Primary contact is the default payer & ey e
2. You can add all accotetagged with parentto = S o
emails and SMS in the Comnmicattions Center ==
3. You can add additional family/account membe; §
Y . 1

by clicking Family and Contacts tab and o e

icon - ﬂ )
a. - Choose Add Existing Member if -

you wish to add an existing account to
this family accont.

More info: Family account page
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Enrollinga Sudent in adass

z

b26 &2dzOQNB NBI Rstudedsd &GF NI SyNREtAy3

If the studentR 2 $ & y ieave aa8dbunt, créa their account by gointp Student ~ and
completing the information requested.

V4 Enroll

1. Go toEnroll
a. Enter part or all of thestudentQ@ame in thestudentsearch field
b. Click anywhere in thetudentbox to select them to enroll

OR
1. Goll2 GKS {GdzRSy(iQa I OOz-—-meiiu ' YR Of AO]l 9YyNRf €
2. Enter part orall of a Course name in theem field
3. Select the class you want by clicking anywhere in the class box
4. Answer any questions
5. ClickAdd Classo complete the enroliment and go tilne Invoice

Enroll

Child Participant Demo b4

ITEM REGISTRANT AMOUNT
Participant Demo

YL (123)123-1234 Stroke Information - ALT.Stroke.2021 o Child - $10.00
ske(@upmctraining.com ) Mo 2/1/2021 to 2/1/2021 11:00 AM to 01:00 PM
© Online, TBD
< TBD TED
Q, Search for an item $0.00
Subtotal $10.00
Total $10.00
Cancel Create Invoice Accept Payment

6. LT @82dzQNB 3F2Ay3 (2 LINE@IRayment LI 8YSyudz e2dz
7. If not, just clickCreatelnvoice

If the student is enrolling in another class or making a purchase, repeat from Step #2 above.

More info: The Enroll feature
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How to Transfer andDrop a student
If astudentneeds to transfer to a different class withdraw (aka¥ R NRouJeah handle this
from the Class Details page.

You carfind thisin:
1 Classesusing the Search band/or filters
1 Student page Activities> Enrollments
1 Enroliments using the Search bar and/or filters
1 Invoices using the Search bar and/or filters

If the studentis transferring to a different class

Clck the - beside thestudentQa Yy I YS Trafister 8 St SO
Select the new class from the class menu in the To: column
Complete any questions and verify that the fee transfer is correct.
Check the box if there amny discounts that should carry over

Check thdransfer reason

ClickCommit Student Transfer

okwbdpE

Stroke Information

ALT Stroke 2021

11:00 AM - 01:00 PM Errelied and P E Q -

STUDENTID  NAME EMAIL ENROLLMENT DATE ASAF STATUS

8577174 Child Participent Demo  ske@upmctraining.com 11232020 Enrolled o
Regular Student  $10.00 o

Central Aukland - Freemans
g C ity Center, Heart

y Community Ce
Health

Course
Group

Capacity 100, Min 5
Enrolled 1

The invoice shows the original class and the new class, along with the any transferred
payments, discounts or balances due.
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If the studentis withdrawing

When a student withdraws, they may be diig for a full or partial refund, a credit, or nothing
Fd FEfo . ST2NB AGFNIAY3I GKAA LINRPOS&aasx e2dz yS

paid.

1. Clickthe-~ 0 S&aARS (KS adsalR®DypQa ylkYS |y
2. Complete the Drop Reason and Dates fields

3. InWhat Do You Wish To Do With Paid Amouselect
a. Refund- you can only refund back to the original credit card. If CC is not offered

as an option, they did not pay by credit card

b. Credit-to apply a credit to the account
c. No Change if you wish to procesthe refund on the invoice or the participant is

not due a refund

Drop student x
Drop Reason Financial v
Drop Date 6/22/2021 =
What Do You Wish To Do With Paid Amount? Refund v
Invoice Transaction Actual Amount Paid Refund Refund Method
10494013 11124902 $200.00 $200.00 200.00 - CcC v
Notify The Student
Notes
11
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Working with Invoices

You can manage all aspects of payments (i #10975026 e
an invoice. e
Just clickAccept Paymenand follow he . O e

prompts to manually process a payment. . o 200

Mark Shipped/Deliversd
Donation for Susanna’s Scholarship Fund wolowitz $25.00

Subtotal $28.00
Total $28.00
Amount Paid $0.00
Balance $28.00

Accapt Payment

Transaction Details  Invoice History

From here youwcan:

000090

HH s + /S

Switch the View from Summary to Full

Email the invoice to thetudent

Print the invoice

Add another class, or another enroliment for a family member to the invoice

Edit theinvoice (if you have access)

And more in the ellipsis menu (some usersymat have access to these tools)
a. Apply discount

b. Give credit

c. Apply a payment plan

d. View invoice notes

-Ep+/‘O

Apply discount

onkwbdE

Give credit
Put on payment plan

View/add invoice notes

More info: Invoices
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How to make aRefund to Credit Card

Youcan find the invoice in:
1 Invoices using the Search banter the studentQ @ameand/or filters
i Student page Financials > Invoices
1 Enroliments using the Search bar and/or filtegshange Status filter if Dropped)

Click the -~ and selecProcess Refush

Select the transaction to refunénsuring you have the correct card.

Enter the amount to refund

ClickRefund To Credit Card

Enter Notes (these will appear on the invoinghe Transaction Details so visible to
you and thestudent).

akwbnPE

6. ClickProcess Refund

Refund *®
Enter Amount

Select a transaction to refund $250.00 - 05/27/2021 3:01 AM - CC - 1111 - 052021 v

ITEM NAME REGISTRANT actuaL s Select a transaction

$250.00 - 05/27/2021 3.01 AM - CC - 1111 - 052021
Membership: MasterCase Rotg §250.00 $250.00 525000 20000 &
TOTAL: 5200.00

Refund To Credit Card hd
MNotes
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Working with Programs, Course Groups, Courses and Classes

All classes in ASAllRe put into four distinct categories to make it easy to find and manage:

Class Hierarchy

1. Program- this is the highest level and is the breeicategory of atvities.
1 For example, All PrograneentainCourse Group- Recreation and Sportslds
Soccer
2. Course Groupthis is the 29level and $ more specificategorization.
1 For example, all Course Groups are associated with a Course or Gdbiosesr
holdsSoccer Defensend Soccer Skillsnd Soccer Training
3. Courses this is the 8 level. This ithe name and description of your class (aka course).
Courses are assigned at least pard possibly moreZourse Group
1 For exampleAll Courses are associatedth a Class or ClasseSoccer Skills
4. Class this is the &' level andcontains thedetails of this specific clasi$is whatthe
student enrolls in.
1 For exampleall classes have times, fees, dates and other class 2 - 7/29,
Fr, 12:00 1:00, etc.

Filter by: Clear All
Classes
Locations Day - Age ¥
> View All
> Online Classes
» Music This is a Course Group
» Recreation and This is the Course Group. All Courses must be associated with at least one Course Group (and can be in many Course Groups
Sports simultaneously).

> Student Courses ~

s roeen / This is a Course

This is a Course
—

Grou| Y . . . .
P This is a course. This contains the name and description. Students don't enroll in this part. They enroll in the Class. I
~
Private Lessons You can see the class in the table below showing date, location, time, fee, etc.. P
Memberships You don't need to change the course once its set up. Just roll the class from one time period to the next to setit up in
your coming semester.
Products
Donate
SECTION LOCATION DATES DAYS TIMES FEES OPEN
Events THISISACLASS Online, Cloud Classroom 6010 - B/26 Th 11:00 AM - 12:30 PM 3000 12 fEAD ONLY =

Afrer Srhanl Pracrame
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Courses and Classes
P{!lt ONBI]1a leleets. a53Q Ayi(2 (o2

1. The Courseontains the title and descriptionn the course page, you caadd any
guestions you needtudentsto answer and add the fees.

2. The Clasbas no title or des@ption. Instead, this holds all the meeting information of
the course, including day, time, location, fee, etc.

Soccer Skill Stations Night

5kill stations include dribbling, turning, crossing. tackling, passing, ball control & footwork drills.

SECTION LOCATION DATES DAYS TIMES FEES OPEN
Sacln2 DC Campus, Performance Hall ~ 6/8-828  TuThSa 01:00PM-0&00PM  5229.00 10
Soc1o3 DC Campus, Performance Hall  6/-826  TuThSa 01:00PM-0400PM  5249.00 0 conss 15 FULL

Soc2dayscopy  DC Campus, Performance Hall 9/5-12/3  WeSa  01:00PM-0400PM  $249.00 16
Soc102 DC Campus, Performance Hall 9/6-12/4  TuThSa O01:00PM-0400PM  $249.00 10
SocSatcopy DC Campus, Performance Hall 9/11-11/20 Sa 01:00 PM - 04:00PM  §259.00 1

More Info
1 Managing and creatin@lasses
1 Understanding Programs to Classes hierarchy
1 Mass Update Class Status between Read only and Active
9 Training Videos for ASAP Users

Remember:A class does not have a title or descriptio
only meeting details.

15
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Preparirg for Courses

A

CKSNBQa F FS¢ aitsSLi (2 O2yaiARSNI 0ST2NB e2dz ald

1. You may have a naming and coding convention in place to make it easy for everyone to

read and set up new classes. Check with your administrators to know what Course and

Class codes you shadube using.

You will need to know what Course Group(s) the coshsrild be in before you start

3. Youwill need to know anyjuestions thestudentmust respondtas K Sy G KS& QNB
enrolling. You will enter thosie the CustonfQuestiors section.

4. You can copy anpaste text into the Description and Additional Information bokes if
copying from Word, you will bring in a lot of junk code that will mess up your site
formatting. Its best to prepare your text in a .txt document and then paste it in.

N

If you stillhave formatting issues, click the View Source icon to removetaay or
extra bits of code.

-~ & B (I | U ake

wEaragraph v Select font size v
¥ Select font family e Y O v =S
€@ ¢> UploadFile  Upload Image I <[>

This free Baby Basics class provided by UPMC Children's Community
Pediatrics covers the fundamentals in caning for your new baby. A
certified pediatrician teaches each class, discussing routine baby care,
breast and formula feeding, signs of a sick baby, and other important
topics. Due to social distancing recommendations, some of our

16
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CreatingNew Courses

Go toCourses>click the ™ to open theNew Coursepage
Fields with & are required.

1. Enter courséName
a. The name is used f@ll classes offered under this course. Makeaganingful and
broad as it will likely be used across different time periods, with different teachers,
times, and locations.
2. Enter course Code
a. Follow any existing naming conventiar&ter a unique identifie for the course. For
example, the first few leers of the course name, or an acronym
Select the Course Group(s)

Qickthe image ico,&"ﬁ* to add an image to appear online with the course
The Description ihe same forall classes under this course.
Enterthe Credit Valuefiyou offer credits for compting the course
If you allow thestudentsto put a deposit down on the course, enter the Deposit Amount.
a. This is not a common set up arghot the same as requiring a deposit when using a
Payment Plan.
8. Selecthe Minimum Grade and Maximum Grade optgif needed
If the course materials could potentially include or address sensitive personal information,
select This Course Infers Sensitive Personal Information.
10. Additional Information-this can also be seip at the Class level
a. This section is displayed onlibg defaultand on the emailed receipt and so is useful
to provide instructions to students.
b. If those instructions should be only available to the enrolled student, you can check
the Hide Additionalnformation Online boxd hide this info (such as a Zoom link)
FNRY GKS Lzt A0 airxdS FyR 2dzad Ay Of dzRS Al
11.Fees toggle to On thesecan also be set up at the Class level
a. Customer TypeSelectRegular Student
b. Fee Typse- select pur fee type (usualljfuition Fee)
c. Tuition- Enterthe cost of the class
d. Selectthe GL Code
e
f.

No ok w

©

. If you might offer a discount on the tuition, check the Disc? Box.
If this class isligible to be applid to tax-deductible education activies, cli€ed?
I. This isusually Afterschool and Summer camp programs only.
12.ClickCreate Course

More info: Create a Course

17
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Working with Courses

Click theDetailstab. Here yolwcan review Asap onine Training Course

more details and set up grCustom
Questions your students may need to
answeras they enroll. Questions enterec EE
here will be added to all Classes created

within this Course.

Less than one month

Click the pencil ico.. 7" to edit course -
details questionsor fees.

Click the --- menu toadd CourséMedia, imagesyideos,and documents to the class. If these

media are only for enrolled students, check g&how to enrolled students in public accoéint
box.

Creaing New Classs

On theCQourse pageclick the - andselect Create class
Fields with & are required.

1. Select the Course Growgmd Course if necessary
2. Complete theDetailsfields:
a. Status
i. Activec to allowenrollment
ii. Readonlyc to display and publicize only
b. Show Online checkthis to have the class show gour Public site
c. Instructor-A ¥ @2dz R2y Qi (1y29 (GKS AyadaNHzOG2NE as
d. LocationnrA ¥ @2dz R2y QiU (y26 GKS t20IGA2yo0ai0x &
e. Capacity enter the Maximum number of students for this class
f. Class Code
i. Follow any existig naming conventions for thisternal code identifying the
class. It can be alpkhaumeric and must be unigueithin the time period
il. As you can copy (aka roll) this class to another time period, avoid using codes
that identify date, day or time as that will likely change from one tpeeod
to another.
3. Fill in any additional, nerequired fields. For information about these fieldse$éorn+
requiredfield descriptions

18
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4. Additional Information this can also be set up at the Class level
a. This section is displayed online by default and on the emailed receipt and so is useful
to provide instructions to students.
b. If those instructions should be gnavailable to the enrolled student, you can check
the Hide Additional Information Online boa hide this info (such as a Zoom link)
FNRY (GKS LlzotAO airxisS FyR 2dzad Ay Of dzRS A
5. Fees toggle to On thesecan also be set up at t@urselevel
a. Customer TypeSelectRegular Student
b. Fee Typs- select your fee type (usuallyifion Fee)
c. Tuition- Enter the cost of the class
d. Selectthe GL Code
e
f.

. If you might offer a discount on the tuition, check the Disc? Box.
If this class is eligi®lto be applied to taxleductible educatioractivities click Ded?
I. This is usually Afterschoahd Summer camp programs only.
g. If you have more than one fee, such as a Material Fezk AIDD CUSTOMER TYPE
FEE and select a new Fee Type
6. Recurring Feestoggle to On if you want to set up a payment schedule for this class only.
[ St @S 2 F Fcarkphy uaing dzRaynyetit @lan
7. Schedulas TBD toggle to Onf you know the Schedule. If not you can leave this off and
students may still enroll.
a. Selecthe first and last meeting dates of the class
b. Enter the start and end time of each class
c. Select tle days
i. If you select two days, that show the class will meet on those two days every
week i.e. twice a week
ii. If two days are selected but the class only meetseomeveek, check your
first and lastmeeting dates are correct and on the same day

CreatingMultiple New Qasses froma @urse

On the Course page, click t.-= and selecCreate multiple class

SelectCreate New

Select the Course

Enterfewerthan 10

FillDown as much data as possible, then scroll down and edit individual class details as
necessary.

Review and edit all Class codes

Click Save. You may see many conflict messages, review and in most cases, you can click to
GLIY2NB | yR Oa xdddssiany actyaReonBi@sdafteard by editing

appropriate classes.

PwonPE

o 0

More info: Create a Class

19

ASAPCONNECTED.COM


https://asapconnected.zendesk.com/hc/en-us/articles/360050263973-Create-a-class

ASAP

A VANCO COMPANY

Working with Classes

ClickRoster > Demographiand Quesionstabs to see answers to data you gathered during
enrollment.

Click the export icc to automatically download an Excel Report of the data on the tab.

TheDemographicgab contains different templates that allows you to gather different data
sets. Justlick the -~ menu to create a new template.

Enrollments Demographics Questions Grades And Credits
Key Details v
v Q B e
CUSTOMERID LASTNAME FIRST NAME CUSTOMER ACCOUNT CREATED DATE BIRTHDATE cTy GENDER PLEASE TELL US ABOUT AN PRIOR EXPERIENCE YOU HAVE
7677007 Bunny Test Jun 9, 2020, 10:39:25 AM Played piano
4413139 Bunny Bugs Jul7, 2017, 4:09:09 PM 3/1/97 Washington 0
8686515 Gregus Jemmy Dec 17, 2020, 6:17:08 PM 2/28/12 Richfield M
8410906 Kemp Susanna QOct 30, 2020, 11:41:43 AM
7119777 Kemp Tom Jul 31, 2019, 1:21:27 PM 4/1/75 Washington F Summer Music Camp
7333124 Potter Harry Oct 25, 2019, 4:01:47 PM 7/31/80 123 Highlands 0
7333125 Potter James Qct 25, 2019, 4:01:47 PM 5/1/09 123 Highlands M
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