Tutorial 2: Managing Memberships, Pass Cards & Class

Types

This tutorial explains how to set up memberships and passcards.

Part 1: Creating Memberships and Pass Cards

Step 1: Getting to the Pass Types tab

1. From the main PranaStudio screen, click on “Administration.”
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2. After clicking on the “Administration” button, the Administration screen will open.
Then click on the Pass Types tab. From the Pass Types screen, you can “Add”, “Edit” or
“Delete” Pass Types.
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Step 2: Adding Pass Types

1. To Add a Pass Type, click the “Add” button.

Admin-Broadway Yoga-Hillary Snow

Administration

2. Enter the Pass Name you would like
to use. ]

Hide Inactive Add Pass
15 Active
3. In the Pass Type drop-down menu, PassTypes :

Pass Mame

choose Pass Card for a limited Number Heated IS e
of Classes or Membership for an TR i
unlimited Number of Uses. (When e

Membership is chosen, there will be no
Number of Uses available.)

Studios Staft Payroll Students Student Cards Class Types | FPass Types ‘ Retal | Settings

3

Description |

Active Mode &) 0nSale ) 0n First Use

/ Mumber of Uses : o : ] -
4. Enter any desired description. —] e
Price L D-UU_,
. . L
5. For Active Mode select either On Sale—]| O T
(pass begins on the date purchased) or [ Tas2
. . [ Price Includes Tax
On é’ irst Use (pass begins when first /:
used). L

6. Choose the Number of Uses and
Valid For which corresponds to the
length of time you want this pass to be validfor (required).

7. Enter the Price. Click Tax 1, Tax 2 or Price Includes Tax'. The Total Price will be
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' See Tutorial 1 for details on how to use the Tax settings.
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1. From the Pass Types screen, you can
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“Delete” Pass Types. To delete a Pass Type,
click the “Delete” button.
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2. In the Confirm Deletion window click “OK.”
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Passes can not be deleted if they have ever been used for a sale, and PranaStudio will
remind you of this if you forget. If you are no longer using a pass type, simply set it to
inactive.



Part 2: Linking Passes to Class Types

You can limit any Class Type to only certain passcards and/or memberships. For
example, if you have special classes held on Friday for a 6 week sequence, you can set up
a Friday 6 week passcard with 6 classes, and then only allow people to use that passcard
to get into those classes.

To configure this, click on Class Types (under “Administration”) and edit the class types
to fit your needs (see the following step).

Be aware that once you limit a Class Type to particular passes, creating new passes will
by default NOT be valid for that class type.

Step 1: Configuring Class Types
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Membership Type for this Class.” (by default.all classes will accept all Pass Types).
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4. At the bottom of the window, click “OK.”



Part 3: Configuring Payroll Options

1. In the top right click on Payroll Options.
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3. Click “OK.”
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