To use the Toy Library, members must have theiitdetecorded in Toy Tracker.
This chapter describes how you can record and giaittie details of the members of
your Toy Library. Toy Tracker enables you to:

add new members, including:

entering their details

activating their membership
entering subscription payments
printing a membership card

print sheets of labels of member’s bar codes
work with existing member details, including:

searching for an existing member’s details
changing the status of a member

displaying a list of toys on loan to a member
recording subscriptions and loan fees.

You must record the details of all new membersaafryT oy Library on the system.
Once the new member is recorded, Toy Tracker Waixathem to book toys out.
Adding a new member involves the following steps:

entering their details

activating their membership
entering subscription payments
printing a membership card
adding family members.

The following sections describe these steps in rdetail.
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The first step in adding a new member to Toy Trackéo record the person’s
details, including their name, address and memignsformation.
To enter the new member’s details:

Select option 2MemberDatabasdrom the Main menu.

A further menu is displayed.

¥~ Main Menu - Kim x

The Toy The Toy Library
Library

New Member Registration

(2] Browse/Edit Member Details

(<] Pprint Un-printed Membership Cards
Reset all "Printed Memb. Cards"

Return to Main Menu

Toy Tracker v2.42 For help call 0845 612 2402

Select option INew Member Registratiofrom the menu.

The blank Member Details screen is displayed.

%= Member Details x

ID: M |0003 | First name(s): | Surname: ‘ Bar Codes.

{ Member Details :| Family Members | Currently On Loan & Loan History | Subs & Loan Fees | Deposits | Membership gard

Contact Details Membership Information

Address: First ID seen ‘ v
Second ID seen. ‘ v
s ’7 Norm Drop off: | v
Area ~ Catchment area Unknown Date joined: o
hone: | (used with Annua! Subs)
Email: | Finance Type: [T
sl Annual subs No subs required

Loan Charge:
Gender:l v  DoB Hj Expire Age: Please enter DOB

Ethnicity: v
o | Old Memb. No:
Welsh Speaker: [] No. Potential Children: [ 1
How did you hear about the Toy Library: Bt

Date Left:
v

Book Out Toy.

% Type the person’s first name or names infhst name(s)field at the very top
of the screen.

& Type the person’s last name in tBernamefield at the very top of the screen.
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Enter the new member’s full address in Aderessfield.
( Enter their postcode in tHeostcodefield.

) Use the drop-down list on thheea Codefield to select the area code
appropriate to the new member.

The area code is centre-specific, that is you emidé what you record in this
field. The purpose of the field is to record infation for the production of
statistics, to indicate whether or not the membaevithin catchment area. Your
database will be set up to recognise whether @ @wde you enter is within or
outside catchment area. The area code could, tompbe, be:

a postcode

an area name

‘In" or ‘Out’.
If ‘Not in database’ is displayed next to the figtien you have entered an area
code, this means that the information you haveredtkas not been recognised.

You must go to another screen to specify whethentgw area code is within
catchment area.

To do this:

Double-click on the greirea Codefield. A message informs you
that the area code has been added to the databaseuaknown
location.

Click OK to display the Area Maintenance screen.

B+ Area Maintenance *

Area Code: Area Notes In Our Area?
BRI Bridgnorth v
v O

Record: M 1ofl LI g Search

The new area code that you entered is automaticelgrted in the
table and highlighted so that you can completedttails.

Enter the details identifying the area by complgtireArea and
Notesfields.

Click on theln Our Area? tick box so that a tick is displayed if the
new area is within catchment.

Close the Area Maintenance screen by clicking amits top right-
hand corner to return to the Member Details screen.

It is important that you do specify whether newaacedes are in catchment as this
affects the statistics which may be required fodfag.

*  Enter the new member’s telephone number irPthenefield.
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+  Enter the new member’s email address inBhmail field.

,  If the new member has any disabilities, type thaitkein theDisabilities field.
Select the person’s gender from the drop-dowrohstheGender field.

If the new member is a child, click in tb®B field and use the calendar button
to select the child’'s date of birth.

% Select a description of the new member’s ethnicdyn the drop-down list on
the Ethnicity field.

& Indicate if the new member is a Welsh speakerdirg theWelsh Speaker
tick box.

Specify the number of children for which this newmber may be borrowing
toys in theNo. Potential Children field.

( Type in or select a description of how the new meniéarnt of the Toy Library
in theHow did you hear about the Toy Library field.

You can now complete the membership informatiomwiregl on the right-hand
side of the screen.

)  Select a description from the drop-down list onFirst ID seenfield to
indicate the first proof of identity presented hg inew member.

Once you have selected a description inRist or Second ID seeffields, you can
overtype all or part of the description to reflébe detail of the proof of identity
presented/required. For example, ‘Utility Bill —ca/..’ is asking you to specify the
account number. You can either type the accounbeuies part of the description g
delete all text after ‘Utility Bill’ if you do natequire the detail.

—

*  If required, select a description from the drop-ddist on theSecond ID seen
field to indicate the second proof of identity geted by the new member.

+ Select the toy library location which the membelt mérmally use in théNorm
Drop Off field.

, Ifrequired, change the date in thate joinedfield.

Today’s date is automatically displayed in iate joinedfield. You can amend
it as necessary. This date is used for the calonlaf annual subscriptions.

In theGroup field, specify the group to which the member bgkn

This field is only relevant to libraries set upuse groups to define the data
displayed.

Select the membership/finance type appropriategacnew member, eg Play
Group, Families, from the drop-down list on tieance Typefield.

Information is displayed below th@nance Typefield according to the type
selected. This includes, amongst other things, évednnual subs and loan fees
apply and at what age the person’s membershipexjire.

If the existing finance types are not suitable, gan add a new membership type
immediately. To do this:

Page 2-4

. Starf Version 2.3
soffware



Toy Tracker User Guide Maintaining Membership Details

Double-click on the greffinance Typefield to display the
Member/Finance Types screen.

¥ Member/Finance Types

Primary Member Type
Member Type Annusl Subs Toy Loan Fees Expire Age  Loan Lgth Use PW Fines  Deposit System?
iChildminder] £1200 [ £0.00 ol o O £0.00) ]

Other Member Types

Member Type Annual Subscription  Toy Loan Fees ExpireAge loanlgth  UsePWFines  DepositSystem? =
annual Family s5.00] [ £0.00| 0| o O £0.00) O =
Parent and Toddler Group £1200] [] £0.00| 0| o O £0.00) O
Pre-school/Nursery £1800 [] £0.00| 0 o O £0.00) O
LEA Establishment £2400 [] £0.00| 0 o O £0.00 O
Termly £200 ] £0.00| 0 o O £0.00 O
PAYG £050 [] £0.00| 0 o O £0.00 O
Volunteer £0.00] [ £0.00| [ J O £0.00) )

Refer to Section 6.4, Maintaining membership typesfurther details on how to define a neyv
member/finance type.

% If you want to cross reference the member to tmeimbership number in a
previous system, enter the number in@eé Memb. No. field.

You have now completed entering the personal meshijedetails and can close the
screen to save the details. However, for the nemimee to be able to start borrowing
toys you must activate the membership.

- ! #! .

When you have completed entering the personal meshipedetails, the next step in
adding a new member to the system is to activaentambership. Only active
members can borrow toys from the Toy Library. Tokofving screen shows an
example of completed membership details. The stHttlee member is described as
‘Activate’ as this membership has not yet beenvatéd.

X Member Details

ID: M |00Q3 | First name(s): ‘Elaine Surname:  |Porter Bar Codes

Member Details | Family Members | Currently OnLoan & Loan History | Subs & Loan Fees || Deposits | Membership Card

Contact Details Membership Information

Address: |123 The Avenue First 1D seen: ‘Ut?lit\' Bill »
Highley
Bridgnorth Second ID seen: ‘ -

s | TETEI Norm Drop off: ‘StartSthwarE -
Area- [BRI ~ Inour Catchment Area Date joined: [~ 27 Jan 2010 Group

Phone: [01746 767676 Lesd it i)

E-mail: ‘g\a'me porter@start-software.co.uk L ey W

Disabilities: Annual Subs: £12.00 Currently no subs entered
Loan Charge: []  £0.00

Gender: [Female v  Dog] ‘ Expire Age: Please enter DOB
Ethnicity: [BR - British v
o | 0ld Memb. No.:
‘Welsh Speaker: D No. Potential Children 2
ERrae ol ket hests B i il v LDy Status: Activate
= Date Left:

Book Out Toy
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To activate the membership:
Click on theActivate button in the bottom right-hand corner of the sare

The Activate Account screen is displayed.

If required, change the date to indicate when teenbership became active.

Today'’s date is automatically displayed in i&te account became active
field. You can amend it as necessary.

% Click on theActivate button.

You return to the member Details screen, with tatus updated to ‘Active’.

If appropriate, you can now record the paymentnoanual subscription and loan
fees.

% L # # . L

Once you have activated a membership it may beopppte to take subscription and
loan payment fees from the new member and to reberd in Toy Tracker.

To enter the subscription payment:

From the Member Details screen, click on the Sulho&n Fees tab.
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Click on theAdd new Subscription button to display the New Subscriptions
screen.

% Enter the date on which the money was receivedddate Subs Paidield.
& Enter the amount received in tAenount Paid field.

Information is displayed by default in tBate Subs PaidandAmount Paid
fields. You can overtype the default values as s&ms.

! Click on theGenerate New Datebutton.

Toy Tracker calculates the expiry date based omiiméversary of membership
and displays it on the screen. You can amend theyedate if required, for
example if the member has paid two years’ subsoript
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( Confirm the subscription payment by clicking ave

A message asks if you want to print a receipt.

)  Click onYesto print a receipt, oKo to abandon the process.

If you are printing a receipt, then a further mgssis displayed asking you to
check that you have the correct paper loaded fatipg a receipt.

*  Click onOK.
The receipt is displayed on screen, ready for paurint.

+  Print the receipt as follows:
Right click to display a menu.
SelectPrint from the menu to display the Print screen.

Specify the individual pages or range of pageswist to print, then click
onOK.

You return to the Member Details screen, Subs &lBaes tab.

An entry is added to the subscription history.

If appropriate, you can now enter a loan payment.
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If the new member pays money in advance to theioaat for the loan of toys, you
can also record this payment.
To add a loan payment:

From the Member Details screen, Subs & Loan Fdestimk onAdd Loan
Payment

The Loan Payments screen is displayed.

Today’s date is displayed by default in bate Loan Paidfield, as is a
description of the loan payment.

If you need to change the date, select the datehich a loan payment was
made in thdate Loan Paidfield by using the calendar button.

% Specify the amount paid in pounds in hmount Paid field.

& If you need to amend the loan payment descriptibange the text in thetails
field.

Click on Saveto record the loan payment.

A message is displayed confirming the payment aditating the current
outstanding balance. A negative outstanding balaage the example screen
below, indicates that the member’s account is @ulitr

The message also asks whether you want to preteipt.
(  Click onYesto print a receipt, olo to abandon the process.

If you are printing a receipt, then a further mgesis displayed asking you to
check that you have the correct paper loaded fatipg a receipt.
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)  Click onOK.
The receipt is displayed on screen, ready for pqourint.

*  Print the receipt as follows:
Right click to display a menu.
SelectPrint from the menu to display the Print screen.
Specify the individual pages or range of pageswish to print, then click
onOK.

You return to the Member Details screen, Subs &lLBaes tab. An entry is
added to the toy loans and payments history.
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Toy Tracker has a facility that enables you to pmembership cards to give to each
member of your Toy Library. The card should be usgthe member when
borrowing items from the library. A membership castially contains the following
information:

Toy Library name and logo

member’s name, date of birth and joining date
bar code identifying the member

membership number

return message.

To print a membership card:

On the Member Details screen, click on the Membpr€lard tab.

The Membership Card screen is displayed.

Note that even if the return text at the bottorthefcard does not appear to fit on
screen, it does print correctly.

Click on thePrint button next to the image of the membership card:

A Print Preview screen of the membership cardspldied.
% Insert card in your printer and print out the mershi card.

& Cut out the card and insert into a laminate wallet.

Laminate wallets are available for purchase frorar6Software.
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Heat seal the wallet using a laminator.

(  Give the membership card to the new member.

( 0§ #

You can group together a number of people undeinwerabership, for example to
record the children for a parent or carer whonseanber, or to record all the staff for
a nursery. To record these additional membersugeuthe Family Members tab.

To print a membership card:

On the Member Details screen, click on the Famignibers tab.

Type the family member’s name in tNeme field.
% Select the person’s date of birth in @B field.
& Select the person’s ethnic group from the drop-dbsinn theEthnicity field.
Select the date on which the person became a memtiezDate Joinedfield.

You can maintain these family member details lbjeupdating théate Left
field when appropriate.

(  Repeat steps 2-5 to record any further family membe
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Toy Tracker enables you to print sheets of labEle@mbers’ bar codes. These might
be needed for attaching to toys or perhaps fokistjcon a paper index of toys or
application forms.

To print member labels:

On the Member Details screen, click on Bax Codesbutton in the top right-
hand corner of the screen.

The Print Member Labels dialog box is displayed.

You can specify a range of membership numbers foclwto print labels.

Type the membership number of the first membemfoom you want to print
labels.

Enter just the number. Do not enter the ‘M’ at gtart of the membership number.

% Click onOK.
Another dialog box is displayed.

& Type the last membership number in the range thatyant to print.
Again, do not enter the ‘M’ at the start of the nibrship number.
Click onOK.

The labels are displayed ready for printing.
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The labels are formatted as follows:

4 x 21 Avery labels L7656
46 x 11.1 mm, 84 labels per page
Ad.

( Print the labels as follows:

& 1 2

Right click to display a menu.
SelectPrint from the menu to display the Print screen.

Specify the individual pages or range of pageswist to print, then click
onOK.

I 3 # S#

As you build up your database of members, you cank with the details of existing
members on Toy Tracker by:

searching for a member’s details
changing a member’s status, by:

closing
suspending
reinstating
reactivating

displaying a list of the toys on loan to a member
recording the payment of subscription fees and mmments.
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You browse the membership list to see the membeladed in your database. You
can then select a member’s details and work wigmtin different ways.
To search for an existing member’s details:
Select option 2Maintain Member Detailsfrom the Main menu.
A further menu is displayed.
Select option 2Browse/Edit Member Detaijlérom the menu.
The Browse Member List screen is displayed.
On the Browse Member List screen you can:
alphabetically sort on any field
to help you find the information you require. Simplick on the column
heading to sort the displayed records in alphabktider (a-z) for the
selected field. Click again on the same column mgpih reverse the order
(z-a)
filter the information displayed
by using the drop down fields under the column iveged Select the value
you require for the field from the drop down liBturther reduce the
information displayed by making selections for otfields. Entering an
asterisk (*) displays all values for the field
type letters into the selection fields
and Toy Tracker will auto-complete the entry. Kéggng your selection
until the auto-completion displays the requireclieathen presEnter or
Tab to make the selection
click the Reset Filters button:
to return to showing the full list.
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You cannot change any information on this scretes,display-only. If you want
to edit details, you must first find and select thember whose details you wish
to edit.

% Sort, filter or make a selection to reduce the neindf members displayed on
the Browse Member List screen.

If for example you know the type of member you searching for, eg a primary
school, care worker or an individual, use the difopm list on thevlember
Type field to select the type.

D

The two tick boxes in the top left hand cornehefdcreen enable you to expand th
search to include family members and inactive mesnbe

The matching entries are displayed on the BrowseMe List screen. The
following screen shows an example of making a sielec

When you have found the member you require, youdéspiay their details.

& Click on theD button on the left of the member’s name to displtesy
member’s details.
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' Amend the details as necessary.

The following sections describe how you can worthwhe member’s details, once
selected, to:

close, suspend, reinstate or reactivate membership
display a list of the toys on loan to the member
record the payment of subscriptions and loan fees.

& 4%$# S5#H#. S5 # -
#! .

You can change the status of a member, if requioeplievent them from borrowing
further from the Toy Library. You might, for exameplsuspend a member for the non-
payment of their subscription. A member can haeefdiowing status:

Status Description
Activate The membership has not yet been activated
Active The membership is current and active

Suspended The membership has been temporarily suspended, due to,
for example, non-payment of subs

Closed The membership has ceased, for example if the member
moves away

A suspended membership can be reinstated andedatlasmbership can be
reactivated if necessary.

To change membership status:
Display the member’s details on the Member Deileen.

Refer to Section 2.4.1, Searching for an existirgniver’s details, for information on how to
find and display the relevant details.
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Click on theChange Statusbutton.

The Change Member Status screen is displayed.

% Enter the date on which the change of status hagbientheDate action took
placefield.

& Click on the appropriate button in the Select ResgliStatus section to change
the member’s status or cancel and return to the béeretails screen.

Only the buttons appropriate to the member’s cuars@atus are available.

Toy Tracker updates tt&tatus andDate Left field, as appropriate, on the member
Details screen to reflect the change.
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Toy Tracker enables you to display a list of toygrently on loan to a selected
member, and also to display a list of all toys thaye previously had on loan.

To display the list of toys on loan:

Display the member’s details on the Member Detaileen.

Refer to Section 2.4.1, Searching for an existiegniver’s details, for information on how to
find and display the relevant details.

Click on the Currently on Loan & Loan History tab.

The toys currently on loan to the selected membedesplayed in the top part of

the screen. The list of all toys previously loatethe member is displayed at
the bottom.
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Whenever a member pays their subscription or aary fees you must record the
payment in Toy Tracker to keep their account ugdte. From the Subs & Loan Fees
tab you can perform the following:

print statements for a member’s account
record the payment of subscriptions
record the payment of loan fees

modify amounts recorded.

# #

There are two types of statement that you can fwima member’s account:

full statement — which lists the history of toy hea advances, payments and
balance

this year’s statement — which shows the balancediroforward, the year’s
activity and the current balance.

To print statements:

Display the member’s details on the Member Detileen.

Refer to Section 2.4.1, Searching for an existiegniner’s details, for information on how to
find and display the relevant details.

Click on the Subs &Loan Fees tab.

This screen shows you in reverse chronologicalrosieen subscriptions were
paid and when they expire. It also displays in obfogical order all toys taken
out on loan and the amounts paid.
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% Click on thePrint FULL Statement button or theStatement for this year
button, depending on the statement you require.

The statement is displayed on screen, ready fotgquint.

&  Print the statement as follows:
Right click to display a menu.
SelectPrint from the menu to display the Print screen.

Specify the individual pages or range of pageswisth to print, then click
onOK.

The statement prints.

You return to the Member Details screen, Subs &lBaes tab.

b O# # . #

Whenever a member pays their subscription you megstrd the payment to keep
their subscription history and membership up-tedat

To record the payment of subscriptions:

Display the member’s details on the Member Detileen.

Refer to Section 2.4.1, Searching for an existiegniver’s details, for information on how to
find and display the relevant details.

Click on the Subs &Loan Fees tab.
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%

This screen shows you in reverse chronologicalrosieen subscriptions were
paid and when they expire. It also displays in obtogical order all toys taken
out on loan and the amounts paid.

Click on theAdd new Subscription button to display the New Subscriptions
screen.

Enter the date on which the money was receiveldate Subs Paidield.
Enter the amount received in tAenount Paid field.

Information is displayed by default in tBate Subs PaidandAmount Paid
fields. You can overtype the default values as s&ay.

Click on theGenerate New Datebutton.

Toy Tracker calculates the expiry date based omtiméversary of membership
and displays it on the screen. You can amend theyedate if required, for
example if the member has paid two year s’ subgorip.
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) Confirm the subscription payment by clicking 8ave

A message asks if you want to print a receipt.

*  Click onYesto print a receipt, oKo to abandon the process.

If you are printing a receipt, then a further mgssis displayed asking you to
check that you have the correct paper loaded fatipg a receipt.

+ Click onOK.
The receipt is displayed on screen, ready for pqourint.
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,  Print the receipt as follows:
Right click to display a menu.
SelectPrint from the menu to display the Print screen.

Specify the individual pages or range of pageswist to print, then click
onOK.

You return to the Member Details screen, Subs &l Baes tab.

An entry is added to the subscription history.

b 0$ 0 #

Whenever a member makes a payment to their acéoulaan fees you must record
the payment in Toy Tracker.

To record the payment of loan fees:

Display the member’s details on the Member Detileen.

Refer to Section 2.4.1, Searching for an existiegniver’s details, for information on how to
find and display the relevant details.

Click on the Subs &Loan Fees tab.

This screen shows you in reverse chronologicalromen subscriptions were
paid and when they expire. It also displays in obtogical order all toys taken
out on loan and the amounts paid.

% Click on theAdd Loan Paymentbutton.

The Loan Payments screen is displayed.
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Today'’s date is displayed by default in ate Loan Paidfield.

& If you need to change the date, enter the datehochva loan payment was made
in theDate Loan Paidfield.

Specify the amount paid in pounds in thaount Paid field.
( Click onSaveto record the loan payment.

A message is displayed confirming the payment aditating the current
outstanding balance. A negative outstanding balaage the example screen
below, indicates that the member’s account is @ulitr

The message also asks whether you want to pradeipt.
)  Click onYesto print a receipt, dlo to abandon the process.

If you are printing a receipt, then a further mgssis displayed asking you to
check that you have the correct paper loaded fatipg a receipt.

*  Click onOK.
The receipt is displayed on screen, ready for pqorint.
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+  Print the receipt as follows:
Right click to display a menu.
SelectPrint from the menu to display the Print screen.

Specify the individual pages or range of pageswish to print, then click
onOK.

You return to the Member Details screen, Subs &lBaes tab.

An entry is added to the toy loans and paymentstyis

0/ #

After recording the payment of subscription or Idaes, it may be necessary to
amend the amounts recorded. Toy Tracker enabletoyda this by clicking on the
button to the left of the item in the toy loans gr@ayments history.

To modify subscription or loan fee amounts:

Display the member’s details on the Member Detaileen.

Refer to Section 2.4.1, Searching for an existiegniner’s details, for information on how to
find and display the relevant details.

Click on the Subs &Loan Fees tab.
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This screen shows you in reverse chronologicalrosieen subscriptions were
paid and when they expire. It also displays in obtogical order all toys taken
out on loan and the amounts paid.

% Click on the button to the left of the item in Tbgans & Payments that you
want to modify.

If the item is a loan fee, the Modify Loan Fee serés displayed.

If the item is a payment, the Modify Payment scrisetlisplayed.

& Amend the amount as required, then clickai to return to the Subs &Loan
Fees screen.
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