2.

2.1

MAINTAINING MEMBERSHIP
DETAILS

Introduction
To use the Toy Library, members must have their details recorded in Toy Tracker.
This chapter describes how you can record and maintain the details of the members of
your Toy Library. Toy Tracker enables you to:
•

•
•

2.2

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.

Adding a new member
You must record the details of all new members of your Toy Library on the system.
Once the new member is recorded, Toy Tracker will allow them 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 more detail.
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2.2.1 Entering the member’s details
The first step in adding a new member to Toy Tracker is to record the person’s
details, including their name, address and membership information.
To enter the new member’s details:
1.

Select option 2, MemberDatabase, from the Main menu.
A further menu is displayed.

2.

Select option 1, New Member Registration, from the menu.
The blank Member Details screen is displayed.
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3.

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

4.

Type the person’s last name in the Surname field at the very top of the screen.
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5.

Enter the new member’s full address in the Address field.

6.

Enter their postcode in the Postcode field.

7.

Use the drop-down list on the Area Code field to select the area code
appropriate to the new member.
The area code is centre-specific, that is you can decide what you record in this
field. The purpose of the field is to record information for the production of
statistics, to indicate whether or not the member is within catchment area. Your
database will be set up to recognise whether the area code you enter is within or
outside catchment area. The area code could, for example, be:
•

a postcode

•

an area name

•

‘In’ or ‘Out’.

If ‘Not in database’ is displayed next to the field when you have entered an area
code, this means that the information you have entered has not been recognised.
You must go to another screen to specify whether the new area code is within
catchment area.
To do this:



•

Double-click on the grey Area Code field. A message informs you
that the area code has been added to the database as an unknown
location.

•

Click OK to display the Area Maintenance screen.

•

The new area code that you entered is automatically inserted in the
table and highlighted so that you can complete the details.

•

Enter the details identifying the area by completing the Area and
Notes fields.

•

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

•

Close the Area Maintenance screen by clicking on X in its top righthand corner to return to the Member Details screen.

It is important that you do specify whether new area codes are in catchment as this
affects the statistics which may be required for funding.
8.
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Enter the new member’s telephone number in the Phone field.
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Enter the new member’s email address in the E-mail field.

10. If the new member has any disabilities, type the details in the Disabilities field.
11. Select the person’s gender from the drop-down list on the Gender field.
12. If the new member is a child, click in the DoB field and use the calendar button
to select the child’s date of birth.
13. Select a description of the new member’s ethnicity from the drop-down list on
the Ethnicity field.
14. Indicate if the new member is a Welsh speaker by ticking the Welsh Speaker
tick box.
15. Specify the number of children for which this new member may be borrowing
toys in the No. Potential Children field.
16. Type in or select a description of how the new member learnt of the Toy Library
in the How did you hear about the Toy Library field.
You can now complete the membership information required on the right-hand
side of the screen.
17. Select a description from the drop-down list on the First ID seen field to
indicate the first proof of identity presented by the new member.



Once you have selected a description in the First or Second ID seen fields, you can
overtype all or part of the description to reflect the detail of the proof of identity
presented/required. For example, ‘Utility Bill – a/c ...’ is asking you to specify the
account number. You can either type the account number as part of the description or
delete all text after ‘Utility Bill’ if you do not require the detail.
18. If required, select a description from the drop-down list on the Second ID seen
field to indicate the second proof of identity presented by the new member.
19. Select the toy library location which the member will normally use in the Norm
Drop Off field.
20. If required, change the date in the Date joined field.
Today’s date is automatically displayed in the Date joined field. You can amend
it as necessary. This date is used for the calculation of annual subscriptions.
21. In the Group field, specify the group to which the member belongs.
This field is only relevant to libraries set up to use groups to define the data
displayed.
22. Select the membership/finance type appropriate to the new member, eg Play
Group, Families, from the drop-down list on the Finance Type field.
Information is displayed below the Finance Type field according to the type
selected. This includes, amongst other things, whether annual subs and loan fees
apply and at what age the person’s membership will expire.
If the existing finance types are not suitable, you can add a new membership type
immediately. To do this:

Page 2-4

Version 2.3

Toy Tracker User Guide

•



Maintaining Membership Details

Double-click on the grey Finance Type field to display the
Member/Finance Types screen.

Refer to Section 6.4, Maintaining membership types, for further details on how to define a new
member/finance type.

23. If you want to cross reference the member to their membership number in a
previous system, enter the number in the Old Memb. No. field.
You have now completed entering the personal membership details and can close the
screen to save the details. However, for the new member to be able to start borrowing
toys you must activate the membership.

2.2.2 Activating the membership
When you have completed entering the personal membership details, the next step in
adding a new member to the system is to activate the membership. Only active
members can borrow toys from the Toy Library. The following screen shows an
example of completed membership details. The status of the member is described as
‘Activate’ as this membership has not yet been activated.
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To activate the membership:
1.

Click on the Activate button in the bottom right-hand corner of the screen.
The Activate Account screen is displayed.

2.

If required, change the date to indicate when the membership became active.
Today’s date is automatically displayed in the Date account became active
field. You can amend it as necessary.

3.

Click on the Activate button.
You return to the member Details screen, with the status updated to ‘Active’.

If appropriate, you can now record the payment of an annual subscription and loan
fees.

2.2.3 Entering the subscription payment
Once you have activated a membership it may be appropriate to take subscription and
loan payment fees from the new member and to record them in Toy Tracker.
To enter the subscription payment:
1.
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From the Member Details screen, click on the Subs & Loan Fees tab.
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2.

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

3.

Enter the date on which the money was received in the Date Subs Paid field.

4.

Enter the amount received in the Amount Paid field.
Information is displayed by default in the Date Subs Paid and Amount Paid
fields. You can overtype the default values as necessary.

5.

Click on the Generate New Date button.
Toy Tracker calculates the expiry date based on the anniversary of membership
and displays it on the screen. You can amend the expiry date if required, for
example if the member has paid two years’ subscription.

Version 2.3

Page 2-7

Maintaining Membership Details

6.

Toy Tracker User Guide

Confirm the subscription payment by clicking on Save.
A message asks if you want to print a receipt.

7.

Click on Yes to print a receipt, or No to abandon the process.
If you are printing a receipt, then a further message is displayed asking you to
check that you have the correct paper loaded for printing a receipt.

8.

Click on OK.
The receipt is displayed on screen, ready for you to print.

9.

Print the receipt as follows:
•

Right click to display a menu.

•

Select Print from the menu to display the Print screen.

•

Specify the individual pages or range of pages you wish to print, then click
on OK.

You return to the Member Details screen, Subs & Loan Fees tab.
An entry is added to the subscription history.
If appropriate, you can now enter a loan payment.
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2.2.4 Entering a loan payment
If the new member pays money in advance to their account for the loan of toys, you
can also record this payment.
To add a loan payment:
1.

From the Member Details screen, Subs & Loan Fees tab, click on Add Loan
Payment.
The Loan Payments screen is displayed.

Today’s date is displayed by default in the Date Loan Paid field, as is a
description of the loan payment.
2.

If you need to change the date, select the date on which a loan payment was
made in the Date Loan Paid field by using the calendar button.

3.

Specify the amount paid in pounds in the Amount Paid field.

4.

If you need to amend the loan payment description, change the text in the Details
field.

5.

Click on Save to record the loan payment.
A message is displayed confirming the payment and indicating the current
outstanding balance. A negative outstanding balance, as in the example screen
below, indicates that the member’s account is in credit.

The message also asks whether you want to print a receipt.
6.

Click on Yes to print a receipt, or No to abandon the process.
If you are printing a receipt, then a further message is displayed asking you to
check that you have the correct paper loaded for printing a receipt.
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Click on OK.
The receipt is displayed on screen, ready for you to print.

8.

Print the receipt as follows:
•

Right click to display a menu.

•

Select Print from the menu to display the Print screen.

•

Specify the individual pages or range of pages you wish to print, then click
on OK.

You return to the Member Details screen, Subs & Loan Fees tab. An entry is
added to the toy loans and payments history.
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2.2.5 Printing a membership card
Toy Tracker has a facility that enables you to print membership cards to give to each
member of your Toy Library. The card should be used by the member when
borrowing items from the library. A membership card usually 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:
1.

On the Member Details screen, click on the Membership Card tab.
The Membership Card screen is displayed.



Note that even if the return text at the bottom of the card does not appear to fit on
screen, it does print correctly.
2.

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

A Print Preview screen of the membership card is displayed.



3.

Insert card in your printer and print out the membership card.

4.

Cut out the card and insert into a laminate wallet.

Laminate wallets are available for purchase from Start Software.
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5.

Heat seal the wallet using a laminator.

6.

Give the membership card to the new member.
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2.2.6 Adding family members
You can group together a number of people under one membership, for example to
record the children for a parent or carer who is a member, or to record all the staff for
a nursery. To record these additional members, you use the Family Members tab.
To print a membership card:
1.

On the Member Details screen, click on the Family Members tab.

2.

Type the family member’s name in the Name field.

3.

Select the person’s date of birth in the DOB field.

4.

Select the person’s ethnic group from the drop-down list in the Ethnicity field.

5.

Select the date on which the person became a member in the Date Joined field.
You can maintain these family member details later by updating the Date Left
field when appropriate.

6.
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Repeat steps 2-5 to record any further family members.
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Printing member labels
Toy Tracker enables you to print sheets of labels of members’ bar codes. These might
be needed for attaching to toys or perhaps for sticking on a paper index of toys or
application forms.
To print member labels:
1.

On the Member Details screen, click on the Bar Codes button in the top righthand corner of the screen.
The Print Member Labels dialog box is displayed.

You can specify a range of membership numbers for which to print labels.
2.



Type the membership number of the first member for whom you want to print
labels.

Enter just the number. Do not enter the ‘M’ at the start of the membership number.
3.

Click on OK.
Another dialog box is displayed.

4.

Type the last membership number in the range that you want to print.
Again, do not enter the ‘M’ at the start of the membership number.

5.

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

6.

2.4

•

4 x 21 Avery labels L7656

•

46 x 11.1 mm, 84 labels per page

•

A4.

Print the labels as follows:
•

Right click to display a menu.

•

Select Print from the menu to display the Print screen.

•

Specify the individual pages or range of pages you wish to print, then click
on OK.

Working with existing member details
As you build up your database of members, you can work with the details of existing
members on Toy Tracker by:
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•

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 loan payments.
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2.4.1 Searching for an existing member’s details
You browse the membership list to see the members included in your database. You
can then select a member’s details and work with them in different ways.
To search for an existing member’s details:
1.

Select option 2, Maintain Member Details, from the Main menu.
A further menu is displayed.

2.

Select option 2, Browse/Edit Member Details, from 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. Simply click on the column
heading to sort the displayed records in alphabetical order (a-z) for the
selected field. Click again on the same column heading to reverse the order
(z-a)

•

filter the information displayed
by using the drop down fields under the column headings. Select the value
you require for the field from the drop down list. Further reduce the
information displayed by making selections for other fields. Entering an
asterisk (*) displays all values for the field

•

type letters into the selection fields
and Toy Tracker will auto-complete the entry. Keep typing your selection
until the auto-completion displays the required value, then press Enter 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 screen, it is display-only. If you want
to edit details, you must first find and select the member whose details you wish
to edit.
3.

Sort, filter or make a selection to reduce the number of members displayed on
the Browse Member List screen.
If for example you know the type of member you are searching for, eg a primary
school, care worker or an individual, use the drop-down list on the Member
Type field to select the type.



The two tick boxes in the top left hand corner of the screen enable you to expand the
search to include family members and inactive members.
The matching entries are displayed on the Browse Member List screen. The
following screen shows an example of making a selection.

When you have found the member you require, you can display their details.
4.
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Click on the
button on the left of the member’s name to display the
member’s details.
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Amend the details as necessary.

The following sections describe how you can work with the 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.

2.4.2 Closing, suspending, reinstating and reactivating
membership
You can change the status of a member, if required, to prevent them from borrowing
further from the Toy Library. You might, for example, suspend a member for the nonpayment of their subscription. A member can have the following status:
Status

Description

Activate

The membership has not yet been activated

Active
Suspended
Closed

The membership is current and active
The membership has been temporarily suspended, due to,
for example, non-payment of subs
The membership has ceased, for example if the member
moves away

A suspended membership can be reinstated and a closed membership can be
reactivated if necessary.
To change membership status:
1.



Display the member’s details on the Member Details screen.

Refer to Section 2.4.1, Searching for an existing member’s details, for information on how to
find and display the relevant details.
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Click on the Change Status button.
The Change Member Status screen is displayed.

3.

Enter the date on which the change of status happened in the Date action took
place field.

4.

Click on the appropriate button in the Select Required Status section to change
the member’s status or cancel and return to the Member Details screen.
Only the buttons appropriate to the member’s current status are available.

Toy Tracker updates the Status and Date Left field, as appropriate, on the member
Details screen to reflect the change.
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2.4.3 Displaying a list of toys on loan to a member
Toy Tracker enables you to display a list of toys currently on loan to a selected
member, and also to display a list of all toys they have previously had on loan.
To display the list of toys on loan:
1.



Display the member’s details on the Member Details screen.

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

2.

Click on the Currently on Loan & Loan History tab.

The toys currently on loan to the selected member are displayed in the top part of
the screen. The list of all toys previously loaned to the member is displayed at
the bottom.
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2.4.4 Recording subscriptions and loan fees
Whenever a member pays their subscription or any loan fees you must record the
payment in Toy Tracker to keep their account up-to-date. 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.

Printing statements
There are two types of statement that you can print for a member’s account:
•

full statement – which lists the history of toy loans, advances, payments and
balance

•

this year’s statement – which shows the balance brought forward, the year’s
activity and the current balance.

To print statements:
1.



Display the member’s details on the Member Details screen.

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

2.

Click on the Subs &Loan Fees tab.

This screen shows you in reverse chronological order when subscriptions were
paid and when they expire. It also displays in chronological order all toys taken
out on loan and the amounts paid.
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Click on the Print FULL Statement button or the Statement for this year
button, depending on the statement you require.
The statement is displayed on screen, ready for you to print.

4.

Print the statement as follows:
•

Right click to display a menu.

•

Select Print from the menu to display the Print screen.

•

Specify the individual pages or range of pages you wish to print, then click
on OK.

The statement prints.
You return to the Member Details screen, Subs & Loan Fees tab.
Recording the payment of subscriptions
Whenever a member pays their subscription you must record the payment to keep
their subscription history and membership up-to-date.
To record the payment of subscriptions:
1.



Display the member’s details on the Member Details screen.

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

2.
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This screen shows you in reverse chronological order when subscriptions were
paid and when they expire. It also displays in chronological order all toys taken
out on loan and the amounts paid.
3.

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

4.

Enter the date on which the money was received in the Date Subs Paid field.

5.

Enter the amount received in the Amount Paid field.
Information is displayed by default in the Date Subs Paid and Amount Paid
fields. You can overtype the default values as necessary.

6.

Click on the Generate New Date button.
Toy Tracker calculates the expiry date based on the anniversary of membership
and displays it on the screen. You can amend the expiry date if required, for
example if the member has paid two year s’ subscriptions.
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Confirm the subscription payment by clicking on Save.
A message asks if you want to print a receipt.

8.

Click on Yes to print a receipt, or No to abandon the process.
If you are printing a receipt, then a further message is displayed asking you to
check that you have the correct paper loaded for printing a receipt.

9.

Click on OK.
The receipt is displayed on screen, ready for you to print.
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10. Print the receipt as follows:
•

Right click to display a menu.

•

Select Print from the menu to display the Print screen.

•

Specify the individual pages or range of pages you wish to print, then click
on OK.

You return to the Member Details screen, Subs & Loan Fees tab.
An entry is added to the subscription history.
Recording the payment of loan fees
Whenever a member makes a payment to their account for loan fees you must record
the payment in Toy Tracker.
To record the payment of loan fees:
1.



Display the member’s details on the Member Details screen.

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

2.

Click on the Subs &Loan Fees tab.

This screen shows you in reverse chronological order when subscriptions were
paid and when they expire. It also displays in chronological order all toys taken
out on loan and the amounts paid.
3.

Click on the Add Loan Payment button.
The Loan Payments screen is displayed.
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Today’s date is displayed by default in the Date Loan Paid field.
4.

If you need to change the date, enter the date on which a loan payment was made
in the Date Loan Paid field.

5.

Specify the amount paid in pounds in the Amount Paid field.

6.

Click on Save to record the loan payment.
A message is displayed confirming the payment and indicating the current
outstanding balance. A negative outstanding balance, as in the example screen
below, indicates that the member’s account is in credit.

The message also asks whether you want to print a receipt.
7.

Click on Yes to print a receipt, or No to abandon the process.
If you are printing a receipt, then a further message is displayed asking you to
check that you have the correct paper loaded for printing a receipt.

8.

Click on OK.
The receipt is displayed on screen, ready for you to print.
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Print the receipt as follows:
•

Right click to display a menu.

•

Select Print from the menu to display the Print screen.

•

Specify the individual pages or range of pages you wish to print, then click
on OK.

You return to the Member Details screen, Subs & Loan Fees tab.
An entry is added to the toy loans and payments history.
Modifying amounts recorded
After recording the payment of subscription or loan fees, it may be necessary to
amend the amounts recorded. Toy Tracker enables you to do this by clicking on the
button to the left of the item in the toy loans and payments history.
To modify subscription or loan fee amounts:
1.



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

2.
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Display the member’s details on the Member Details screen.

Click on the Subs &Loan Fees tab.
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This screen shows you in reverse chronological order when subscriptions were
paid and when they expire. It also displays in chronological order all toys taken
out on loan and the amounts paid.
3.

Click on the button to the left of the item in Toy Loans & Payments that you
want to modify.
If the item is a loan fee, the Modify Loan Fee screen is displayed.

If the item is a payment, the Modify Payment screen is displayed.

4.
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Amend the amount as required, then click on OK to return to the Subs &Loan
Fees screen.
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