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COTILLION MANAGER - AN INTRODUCTION

We are pleased to introduce you to t'ne newly designed “Coti”ion Manager,” a product
deve|oped on NLJC and Moonray to simp|y and eFFiciently manage student

registrations, class schedules, chapter websites, student waitlists, and more.

We have careFu”y designed Cotillion Manager asa comprehensive tool for directors to
use throughout the entire NLJC season. From the very first registration to the final
ball, Cotillion Manager will store all of your chapter’s data and information in one
p|ace. |t Wi“ ai(J in chapter communications, student tuition tracl(ing, ancJ even
prioritize wait lists. Online payment is direct|y tied to the Cotillion Manager fora

seam|ess registration process 1Cor Iooth parents and direotors a|i|<e.

The \Co”owing guide is a Step-By-Step Tutorial for setting up and using Cotillion
Manager.
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COTILLION MANAGER AT A GLANCE

]. Visit the Fo”owing welosite (there IS also a |inl< at the bottom oF

the NLJC Corporate Home Page) ;

l\tt : nl'c com/n ind X h |o in

2. When you see the Fo”owing |og - in screen, enter YOUR
existing NLJC email address in the “Email box. Your default
PASSWORD is the zipcode (5 digits) associated witl\ your
chapter. You can reset this password |9y clicking the “Forgot

Password” |inl<, ancJ a |inl< wi” |9e sent to your email.
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Once you have icJentiFieJ the correct Email anc] Password, clic|<

) |_ogin.”

After logging in, the Fo”owing screen will display.

m DIRECTORY / AWATTING PAYMENTS CLASSES REPORT EMATLL LOG OUT

MOETe

WELCOME, | Jane Doe

TEST - SARAH

TEST CHAPTER - SARAH

o Edit home page, View home page,
o Edit settings

o Edit blog posts, Photo albums

a

o

Print nametags 2016-2017
Print booklet labels 2016-2017, 2016-2017

JUNE ANNOUNCEMENTS

We are thrilled to introduce you to the new ‘Cotillion Manager” Announcements from the Corporate office will
display here for all directors.

GENERAL FORMS AND TEMPLATES

Quick links, download forms, and templates.

Sample Form 11.0 (PDF)

NTI™ PRINT
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Now that you’re |ogged in, |et’s start loy looLing at the dashlooard

across the top For a lorie\C overview.

m DIRECTORY / AWAITING PAYMENTS CLASSES REPORT EMAIL LOG OUT

Home

—rhe HOME tal) wi“ always return you to the HOMF_ screen.

_rhis IS also where you wi” access a” oFthe Director Resources,

—remplates, Forms, ancJ a” documents previously housed in the

“Admin Area.”

The ‘DIRECTORY/AWAITING PAYMENTS tab is where you

will be able to manage, sort, and filter all existing student
registrations. There are several ways to move, sort, and organize

your students, l9ut we Wi” go into Further detail on that Iater.

LCHAE DIRBCTOEY [ AWATTING PAYMENTS CLASSES REPOE

anigani7 B onyEndem  [BJ A1 cnapeees B awcisee Bl zoach Ewor
AWAITING PAYMENT
Last Mame  First Gen Scheal Elem Schocd  Faill Chapter Tetah Amourt Faid Remaining
Hamie Grade
B view Gregery  Edith F Testing Testing Test- Sarsh 532500 £0.00  $32500 m
B ey Gregory  Waler M Testing Testing Test- Sarah 516250 2000 £16250 m
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The "CLASSES” tab is where directors will create and manage

c|asses within each chapter. Attendance, c|ass (Jates, ancJ

location in{:ormation For each wi” a” |9e enterecJ here.

HOME DIRECTORY LAWATTING PAYIMENTS CLASSRS AERJET EMAIL LOG OUT
10me » Class
208207 E Y Yiar e Clams Growp
2006 - 2007 TEST - SARAH [UNIOR COTILLION YEAR | 2016 - 2007 TEST - SAFAH JUNIOR COTILLION YEAR I
3 Gentlemen - I Ladies AFTERNOON
Edit 1 Gentlemen - 5 Ladies
Wiew rgllbook Edit
) Wiew rgAlboak
LG Valentine's Class o
5400 pm The Studio at Carrollwood Cultural m E 10/25/2016 Back to Basics Class a
Center 30pm  The Studio at Carmollwooe Cultural m
Center
E 32071016 St Patrick’s Class, Parents’ Dip Into a
500pm  Dandng | Attensiing | Y 11727200 First Impressions Class 0
The Studia at Carrollwooe Cultural Id0pm  The Studio ax Carrallwead Cultural m
Ceriber Center

The REPORTS tala IS where corporate reports, new stuclent
totals, ancJ other statistics Wi“ be calculated ancl sul)mittecl.

HOME DIRECTORY f AWAITING PAYMENTS CLASSES EMAIL LOG OUT

Home » Classes

2016 [ AlMonths [BJ Al chapters B meport

NEW STUDENT COUNTS

Program New Students

lunior Cotillion Year | 1

Total New Students 1
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The "EMAIL" tab will enable you to email classes or groups of
students within each c|ass. You may also attach a PDF (Hyer,

order Form, etc.) to an email here.

HOME DIRECTORY f AWAITING PAYMENTS CLASSES REPORT M LOG OUT

Home miai

MASS EMAIL

2016-2017 H Change Year

2016-2017 Junior Cotillion Year |
2016-2017 Junior Cotillion Year Il Afternoon
@ 2016-2017 Junior Cotillion Year Il Evening

Ladies Gentlemen

Paid Students ﬁ

Subject:

Message:

The LOGOUT tab is sellf-explanatory - click to log out here.

You will know you are “Iogged out when you can choose to enter

a username or password an(J LOGIN again.

m DIRECTORY / AWAITING PAYMENTS CLASSES REPORT EMAIL *'_.'DE OUT

Home
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CHAPTER OPTIONS AND SETTINGS

Once you have logged in, you Wi“ lfirst want to echt ancJ
personalize your Chapter settings. From the Home Talo, click
“Edit Settings.”

WELCOME, Jane Doe

TEST - SARAH
TEST CHAPTER - SARAH

o Edit home page, View home page,

e Edit sptringﬁ*

o Edit blog posts, Photo albums

o Print nametags 2016-2017
e Print booklet labels 2016-2017, 2016-2017

Once you have selected “Edit Settings,” the Fo“owing page wi”
display.
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#1, Fi” in the Hanl(s For yourTwitter Account URL (nf you have

one), lnstagram, ancJ Chapter Faceloook page. ﬂle mailing
achJress should |9e an address where you receive mail ancJ

registrations For that chapter.

Twitter URAL @ Mailing Address ®Mlaw Partial Payment

G
| | | Mllow Registrations
instagram.com fsrstrothmann Raleigh, NC 27614 Allow Payment at Registration
: | =
Faceboak URL I:I | |
F Requine Pa nt to b the Waitlist
wvve.facebook.com/sarah.strothmann ﬂmu'm A aran e
Registration Welcome Message
/‘Q I9-%R. = B & % (=
\?_,élase refer to the classes page for class dates, times, and lecations if youre unoermain of what class 1o ragiste

Registration Thanks Message

E %

Q I 9-8. = & i
hank you far registering for the upcoming sesscnl

E

After Registration Thanks Email

#. Ckapter Options and Settings

ﬂ]ese options wi“ a”ow you to enaHe or disable certain options.

“A”ow Partial Payment” - ﬂ]is option, hfenaHecJ, a“ows parents

or regdistrants to pay a partial tuition payment using paypa| (Juring

registration. |1fyou do NOT check this box, parents wi” lae
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requireci to pay in iCu” (it\tney oiioose to use paypal to pay online)
anoi partia| payments wi” not Ioe acoepteci.

1. Cnapter Options anci Settings (oontinued)

“A“ow Registrations” - This option allows directors to enable or
disable registrations for this onapter. lifyou choose to accept
registrations starting on August [st, on August [st, visit your
Settings Page and check the Allow Registrations” box, and your
registration form will become available. lifyour ciiapter has
reaciieci your maximum registrants, simply uncnecL tne loox ano

no more registrations wi” i)e accepte(J.

“A“ow Payment at Registration” - Tnis option enaloles directors
to a”ow or Jisa”ow payment at registration. leou cneck tiiis
box, parents wi” |9e alole to pay immechately upon registering i:or

a class and sulomitting a payment form.
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“Require Payment to be on the Waitlist ™ - This option allows
directors to choose whether parents who register for a spot on a
class s waitlist will be require(J to pay to hold that spot. |Fyou do
not require payment, parents wi” lae alole to register For a...

#? Chapter Options ancJ Settings, continue(J.

...waitliste(J class an(J not required to pay immediate|y iFusing

online payment.

#3. Registration Welcome Message:
Here you may ad& text to welcome parents to the registration
form. This text will display on the top of the registration form (as

shown Ioelow).
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Registration

*‘Iecse refer o the closses page for class dates, times, and locations if you're uncertain of what class to register
2016-2017 Student Information

Class Registering For *

| 2016-2017 Test - Sarah Junior Cotillion Year |

Registration Type *

| Mormal +)

First Name *

Last Name *

#4, Registration Thanks Message
ﬂ]e text you enter here wi” Ioe visi|9|e to parents upon comp|eting

the on|ine registration Form.

#5. After Registration Thanks Email

This is the default text for the email that is sent to parents after
they register. |Fyou would like to edit this automated response,
feel free to do so. Note, any text inside special |9racl<ets, for

examp|e ([{ PARENT NAME }]) IS pu”ing imformation From a
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database and will automatica”y fill in the email. You can move
ancJ change the text AROUND these (Jataloase Fields, laut c/o not
change how they are formatted or they wi” not worL< properly. llf
you neecJ to return to the Aelfault at any time, simply clear the
text and it will reset to the default upon relfreshing the page.

6. Sign-up On V\/aiting List

This text will display when parents opt to sign up for a waitlist
spot. Consider this the alternate to the “Registration Thanks”
text.

#1. A”owed Schools (One Line Per)

l]fyou want to on/y a”ow students From certain schoo's to
register for classes within that chapter, enter the names of each
here ancJ the parents wi” lae asl(ecJ to select the school From a

(JFOP AOWH menu.

V\/hen you are Finished uchating your chapter settings, clicl< the
sreen SAVE button at the bottom of the page.
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CUSTOMIZE YOUR CHAPTER WEBSITE

Return to the Home Screen (or visit the |ogin linl< again hf you’re
unsure oF how to return to the Home talo).

htt : n|'c com/n ind X h lo in

Once you are back HOME, select Edit Home Page.”

m DIRECTORY / AWAITING PAYMENTS CLASSES REPOR] EMAIL
{ome

WELCOME,| Jane Doe

TEST -| Jane Doe |
TEST CHAPTER { fest |

*’Edl'l home page, View home page,

o Edit settings

o Edit blog posts, Photo albums

o Print nametags 2016-2017
o Print booklet labels 2016-2017, 2016-2017

Note: At any time, you can clicL “View Home Page” to see your

chapter wel?site in its current state, as the pul?lic sees it.
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Once you c|icl< “Edit Home Page,” you wi” see a screen with the
Fo”owing boxes where you can enter information for display on

your chapter,s home page.

Welcome
B I 9-

= E E % [

Thank you for visiting the test chapter of the national league of junior cotillions.

Announcements

B I 9-=. =

% [

IMPORTANT ANNOUNCEMENTS HERE!

About the Director
B I 9. . =

% [«

My name is Sarah Strothmann and | have been a resident of North Carolina my entir
husband. | enjoy cooking, visiting the local farmer's market on weekends, and explo

Schedule Page
B I 9.E. = =

% [a

Please see below for the complete schedule for Year | and Year Il.

Fach box will allow you to add and edit text, insert a photo
(within certain size requirements), and achJ numloered |ists to the

Fo”owing sections of your chapter website:
pag’e/€
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o Welcome - Here is the welcome text that is disp|ayed at
the top of your home page.

o Announcements - Enter chapter announcements here.
You may also upload an image iFyou choose.

o Alaout the Director - Many directors will choose to upload
a headshot or proFessiona' photo here. To do S0, click the
image icon (see star be'ow) anc] up|oa(J a photo oF your

choice.

About the Director

B I 9.5. = E E % N

|
@ Schedule Page - The Classes page will display the class
dates you will enter a little later in the setup for each class
inthe Classes tab, but here you may add text or images to
appear at the top of that page.

AS ALWAYS, click the green SAVE button before continuing.
You can VIEW your home page loy clicking “VIEW HOME PAGE”

once you have comp|eted your changes.
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CREATING YOUR CLASSES & SCHEDULE

Once you have createcJ ancJ personalized your chapter welosite

and settings, you may begin creating CLASSES.

Classes are managed inthe CLASSES™ ta|9, as shown below.

2016-E0NT o Wiew ear Mdd Class Group
20706 - 20017 TEST - SARAH JUNIOR COTILLION YEAR L 2076 - 2007 TEST - SARAH JUNIOR COTILLION YEAR I
3 Gentlemen - § Ladies AFTERNOOMN
Edit 1 Gentlemen - 5 Ladies
Wiew roflbanic Edit

Wiew rollboak

E /2LAAN1G  Valentine's Class o
%400 pm The Studio at Carrollwond Cultural m E 10/25/2016 Back to Basics Class

o
Center 100 pn The Studia at Carrallwand Cultural m
Center
E II0VI016 5t Patrick's Class, Parents' Dip Into 0
500pm  Dandng | Astercing | [E03 1172272016 First impressions Class o
e Stwdio 81 Carollwosd Cultural 500 pm The Studio at Carallwand Cultural m
Center Carer

To start, you Wi” have to create your First class. C|icl< the AchJ
Class Group” Ioutton in the top right corner (see al?ove).

You Wi“ see the Add Class Group” page witk as shown 19e|ow.
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Chapter
Test Chapter - Sarah [BJ

Year
2016-2017

Program

Juniar Catillion Year | <]

Class (optional)
Registration Fee

Registration Fee for Additienal Children
Set to same price for no discount

Max signups
Ladies
Gentlemen

Hidden from public

Class Description
|B I 9. &. i

i
lil
il
&

(sl

Class Description Photo

Choose Fila Mo file chosen

Select the chapter (nf you have multiple), and year First. ﬂ]en,
select the cJesirecJ program From the list oFoptions.

Next, type a Class Name oF your choosing. It is important to note
that tlﬁs name wi“ lae visilale to parents on your c|ass schedule,

so name it something you won t mincJ the pulolic viewing on your

Page / g



NLC COTILLION MANAGER TUIORIAL

chapter site. For examp|e, “Junior Coti”ion Year] A]Ctemoon

Class” or “Junior Year] Class A
Registration Fee - Enter the Jesired Ir‘ee For the c|ass.

Reg. Fee For Additional Cl\ildren . |1fyou choose to offer a

discount to ad(Jitional clnildren registering For this class, enter
that discounted price here. Set to same price \Cor no chscount.

/Vote: /_[nter tﬁe ac//'ustea/ zlée, not t/ie c//'scount amount.

aximum Oignups: Inis is where you will set a cap tor your
Maxi Sgpﬂ] h Y il pr
registrations for each class. Choose the number of registrants
you will accept for each gender before students will be directed

to the waitlist instead. You can acJJ'ust this number at any time.

“Hidden From Pulolic” - ﬂ]is laox a”ows you to create a class that
wi” not display on your public chapter wel)site For parents to
view. nﬂs may lae helplful For directors who wish to create c|asses

but not FIH them immediately, or hC you prelfer to create one |arge
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registration class (For a” oF Year ]) and then later move stchents

into sma”er classes.

ﬂ\e Class Description wi” display on the c|asses page oFthe
chapter wel)site. You may want to inc|ude a lorielfcurriculum
overview, general |ocation inFormation, or important

c|ass-spech[‘ic registration cJates.

l]Cyou would |il<e to upload a photo, you may also do SO on this
page. Fina”y, click SAVE when you have Finished each c|ass.

Tal(e a Few minutes to create each class you p|an to oFFer. Some
directors may want to create Iarge classes loy grade For
registration purposes ancJ, alfter registration closes, sort a”
students on their schoo' an(J create sma”er classes From the
registrant pool. Or, you can create the exact classes you plan

From the loeginning. lt’s your clwoicel
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Once you have created the desired classes, you wi” need to achJ

class meetings for each.

Clic|< Add C|ass Date.”

2016 - 2017 TEST - SARAH JUNIOR COTILLION YEAR I NEW
CLASS 1

Mo students yet

Edit

View rollbook

*Add class date

Select the date From the calendar (or type it i{: you pre{:er).

Class date £

June 2016
Sun Mon Tue Wed Thu Fd Sat
1 2 3 4
-] T 8 B 1M M
12 13 14 15 16 17 18
19 20 A 2 23 M 256

2 27 M 29 30
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You Wi“ a|so nee(J to achJ a time, location, an(J name For each

class. Once you have added all of your class meetings (and
Ioa“s), these wi” chsplay on the CLASSES page oF your chapter

wel)site.

For example, hf you enter the Fo”owing into a new c|ass meeting,

Class date -
6/25/2016

Class tima

3:00pm

Class Mame (o introcoction Class)

Test Class

Location (Fx: Charene Dounory Club)

Charlotte Country Club |

|t wi” clisplay on your coti”ion manager as Fo”ows once saved:

2016 - 2017 TEST - SARAH JUNIOR COTILLION YEAR I NEW
CLASS 1

Mo students yet
Edit

View rollbook

6/25/2016 Test Class 0
300 pm Charlotte Country Club

Add class date
Fina”y, this same class and class meetingwi” be visible on your
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pulolio chapter welosite as shown Ioelow. |1Cyou echt tlﬁe olass
time/meeting location, etc. it wi” automatica”y update the class

website acoordingly.

Junior Cotillion Year | New Class 1

This Is a test class,

June 25th, 2016 Test Class 300 pm Charlotte Country Club

At this point, you should create all the classes and class
meetings you plan to offer. |1fyou do not know the date or time,
you must enter SOMETHING, or wait to add class “cJates” until a
later time. You are able to create classes without adding any
“o|ass dates,” laut hC you create these class clates, you must enter

a time, name, ancJ location.

Once you have added all the classes and meetings you would like

to acH For eaoh ohapter, continue on.
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MANAGING STUDENT REGISTRATIONS
(NEW AND EXISTING)

Betore you start to manage, sort, anci group your stuoients,
you will import an uchaterJ st of existing regdistrations. Please
check the website for additional details on the import process.

NOTE: This import process will only app|y to the 2016
registration process. After the formal transition to the new
welosite, a“ new registrations wi” come to tiie NEW oiatai?ase
and will not require additional import. Directors can manua”y
enter registrations that are submitted via mail i)y c|ici<ing “Add
Registration” from the Directory Tab and Fi“ing out the
registration form.

There is a chance there will be some dup'icates will occur in
tiie initial import, anci i{" S0, simply open tiiese registrations an&
select tiie “Delete Student” loutton. You wi” not iDe aiyle to cJe|ete
stchents once you itave received payment, so tiiis wi” only apply

to students tiiat may itave mu|tip|e Files due to a cJata import.
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Once you have successFu”y imported your existing registrations,
you wi“ neecJ to move these students into c|asses (as the classes
will not have been available for them to select and register for if

they registerecl using the old” online Form.)

[t will be help\ful to understand some basics about the
DIRECTORY as you manage your stchent reglstratlons

DHFECTORY F AWAITIMG PAYMENTS CLASSES  BEROAT

B nicame B ser | e ser
AWAITIMNG PAYMENT
Last Mame  First Gen School Elem Schoal  Fall Chapter Tetal Amwount Remaining
Hame Crade Paid
View Gregary  Edith F o Testing Testing Tusz - 332500 000 333500 m m
Sarah
W view Gregary Waler M Testing Testing Test - 3162.50 fond  $16250
Sarah
B view e Anng F o abbams Foboms ] Test - 330000 003 $30000
crask Crask
W view Lioys Tom M Testing Testing Test 315000 f00a 413000 m
Sarah
YView Maldonade Della ® Testing Testing Bt Tast - 132500 $000 433500 m
Sarah
B vies Malda rd M Testing Tesking Tos L162.50 t0nd $167350 m
5
B view strotmann sarsh L5000 000 $50003 m m
5

2016 - 207 TEST - SARAH JUNIOR COTILLION YEAR 1
T Ganrlamen - 3 Ladies

Notice a few tlﬂngs:
1. You can select several criteria for disp|aying registrations.

You can choose to show only certain years, only students
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2.

3.

4,

R%@27

(or cnaperones, etc.), ancJ speciFic c|asses. lfyou want to
on|y see one c|ass at a time, or on|y one cnapter’s classes,
use the filters to do so. |1Cyou would like to export a set of
cJata, use tne export i)utton at tne encJ oFtnis co|umn.
Students who are AWAITING PAYMENT will always show
at the top in a separate section from the class tney are a
part of. As soon as tney are marked as paicJ, their name will
automatica”y move to tne class (loe'ow).

You can Mark Paid” any students in the Awaiting Payment
area iay selecting this button and entering a payment amount

as ﬁOHOWSI

00 Mark Payment Received

$ 325.00

You can also Request a Payment |9y selecting the “Request
Payment” button. This will automatica“y send an email to
tne email achJresses (primary ancJ secondary) associated
with that registration l(indly asking For payment oFtIne

account ioalance.
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Request payment
Note

Dear {[PARENT_MAME}],
This letter is to remind you that
there is a balance on your p

Amount

& 487.50

To aid in organizing stuclents, SORT your columns on any of the
L\eaders. For examp'e, you can choose to sort a” students ina
c|ass (the importecl group wi“ Ioe shown as a “class”) loy
elementary school attencJecJ, current school, last name, etc.

Simp|y c|icl< on the column title ancl it Wi” sort alphaloetica“y.

201&- 2007 TEST - SARAH JUNICR COTILLION YEAR |

3 Gentlemen - 3 Ladies

— - ——— ———a
( LastName) First  Gé_Schood ) (_Etem schosl Address ity Fall  Chapter  Parents Email
7 MName — — Grade
View Brock Seth M Testing Testing Testirg Testing, Test - Testing
Sarah
Visw Gilreath Peytan  F abbotts Creek Midole Abboerts Creek Elementary 1245 Haopy Lane Raleigh.  6th Test - Testing
Scheal Scheol MC Sarah
View Strothmann Bryan M Abbotts Creek Midoie Abbotts Creek Elementary 1700 Millwright  Raleigh.  Bth Test - sarahsrrethmannggmalloam
Scheal Scheol Caurt MC Sarah

You can also move students in groups |9y checking the box next
to each student’s name ancJ se|ecting a class to move to From the

drop down menu that appears below.
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For example, IFI want to move a” students From Alobotts Creel(

Midc“e School to another class, | wou|d select as shown laelow:

2016 - 2017 TEST - SARAH JUNIOR COTILLION YEAR I
T Gentlemen - 3 Ladies

Last Name First Gen School Elem School Address
Name

View Gilreath Peyton F  Abbotts Creek Middle Abbotts Creek Elementary 1245 Happy Lane
School School

_— View Strothmann Bryan M Abbotts Creek Middle Abbotts Creek Elementary 1700 Millwright

School School Court
~1 View Brock Seth M  Testing Testing Testing
| v Choose class to move studentsto... T

2016-2017 Test - Sarah Junior Cotillion Year | New Class 1
2016-2017 Test - Sarah Junior Cotillion Year |l Afternoon

2016-2017 Test - Sarah Junior Cotillion Year Il Evening DN YEAR II AF['ERNDDN

2 Gentlemen - 5 Ladies

ﬂﬂs wi“ enalole to you move stucients From class to c|ass with

ease.
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EDITING A STUDENT REGISTRATION

You may need to edit or update a student s registration file from
time to time, whether to uchate an address, change or modiFy the
remaining balance on his/her account, or add a new email

aclclress or chaperone.

To cJo SO, simply select “View” to the lelft oFthe speoi{?ic

student,s name as shown |9e|ow:

Last Name First Name Gen School Elem School

*«"iE‘w Brock Elizabeth F Testing Testing

You will then see the student s file. Notice the data displayed
includes silolings, payments, chaperone imformation, and more.
You can add or track payments, edit student imformation, or even
(Jrop a stchent From the c|ass iFthey do not show up. See the

next page For an example student registration.
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Example Student : E|izaloetl1 Brock

STUDENT(S)

u Back to Directary

ELIZABETH BROCE [TESTIMG) =dit $3E500 TUIMON 5SETH BROCK. [TESTIMNG) edit 515000 TUTTION
Z0L6-DOAT Test - Sarah Junior Cotillicn Year || AfternaomPayment  Amount 2DLE-Z0LT Test - Sarah Junior Cotillian Year | Payment Amcunt

COE: 3712005 Gender: F 62016 $325.00 DOB: 4412002 Gender: M %2006 $15000

Schoal: Testing fdd Pawment Sthoal: Testimg Add Faymars

Schoal: Testing Paid 432500 Srhaol: Testing Fald  $150.00

Curreril Grade: 5th Testing

Grade enterirg (mfall: th Testing,

Teating Testing

Testing, NC Pt redease: Mo

Testing Drop from class

Prota release; Ho

Cwop from ol ass
PARENTS(S)
TESTIMG BROCE odi TESTING BROCK. edit
Ccoupation: Testing Docupation: Testing

Fmail AdAdree Toctine Em ail frrdrpce: Toctimn

Once you have made any necessary updates, clicL the SA\/E
loutton in the Ioottom right ancJ you Wi” return to tke Directory

automatica”y.
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NLC COTILLION MANAGER TUIORIAL

THE WAITLIST

Cotillion Manager IS Fu”y capalale of managing waitlists for your

c|asses. |_et’s Ioegin with how students wi” enter the waitlist.

Once a class IS Fi”ed (to the capacity you have indicated when
setting up the class in your CLASSES tab - a maximum of ladies
and gent|emen), students will then be directed to register for a

WAlTUST on the registration lform. ”: Ladies are Fu” the
online registration Form wi” indicate “l_adies WAITUST

Gent|emen Open,” etc.

2016-2017 Student Information

Class Registering For -

v Choose One
2016-2017 Test - Sarah Junior Cotillion Year | (Ladies WAITLIST, Gentlemen WAITLIST)
2016-2017 Test - Sarah Junior Cotillion Year | New Class 1
2016-2017 Test - Sarah Junior Cotillion Year Il Afternoon
2016-2017 Test - Sarah Junior Cotillion Year Il Evening

As mentioned previously, you can decicle whether or not you wi”

require/accept payment to enter the Waitlist in your settings by
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NLC COTILLION MANAGER TUIORIAL

going to the Home tab, se|ecting “edit settings” and checl(ing or
unchecking the indicated box.

(HOME - E(Jit Settings - Require Payment For V\/ait|ist
checkbox)

Once stchents register For the wait'ist For a class, they wi”

receive an email indicating they have Ioeen placed on a wait|ist.

You can view and manage the wait|ist in the CLASSES tal).

2016 - 2017 TEST - SARAH JUNIOR COTILLION YEAR I
3 Gentlemen - 3 LadieS (1 waiting) ?

LastName First _ Gen School Elem School
Name

Vi Denrlk Tl ¥} Tartinm Tarsinn

leou select the waiting stchent list, you wi” see the Fo”owing

Screen:

WAITLIST 2016 -2017 TEST - SARAH JUNIOR COTILLION YEAR I
LADIES WAITING LIST GENTLEMEN WAITING LIST

#1 view Sally Late Waiting list empty
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Please note: H]e Wait'ist wi” automatica”y sort stchents in the
order in which they registered. Students in the ] spot should be

promote(J to enter the class loelfore stchents 19e|ow.

In order to promote a student from the Waitlist to Registered,
select view' by the student s name.

You wi” see the “\/]ove From Waiting List to Class” Eutton. You

can also chop students iFthey are unable to obtain a space.
STUDENT(S)

« Back to Directory

LATE SALLY edit $£300.00 TUITION
2016-2017 Test - Sarah Junior Cotillion Year | Add Payment
Move from walting list to class

DOB: 1/1/2011 Gender: F
School: test school
School: test school
Current Grade: 6th
Grade entering in fall: 7th

test
test, TN
27138

Photo release: Mo

Drop from class
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CHAPTER COMMUNICATIONS

Another feature of the Cotillion Manager you will find useful is
the Mass Email. Here, you can email groups of students with text
or PDF attachments easi|y. Simply select the group of students
you would like to email, type the email and sul)ject, add any

cJesirecJ attachments, and send.

MASS EMAIL
FOIE-2017 [ | Ghanga Yoar

F016-2017 Juniar Cotillion Year

J01&8-2017 lumiar Cotillian Yeaar | Mesw Class 1
2016-2017 lunior Cotillan Year |l Afterncan
B 2015-2017 lunior Cotillan Year Il Evening

B Ladies B Gentlemen
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CORPORATE REPORTING

Corporate Reporting IS simple. To report stchent totals, tuition
payments, etc., se|eot the year, chapter, and montru tor wrﬁch
you would like to submit a report and click REPORT A report
will be sent to the Corporate OHice automatica”y with the

seleoted imformation.

TEST CHAPTER - SARAH

2016-2017 TEST - SARAH JUNIOR COTILLION YEAR I EVENING . Poment Pvment

Hilla, Bethann 532500 &%/2016 $325.00 000
12416 Browder Street, Raleigh, MC, 27614
‘Wakefield Middle School

Coleman, Pearl $0.00 $0.00
Testing, Testing, , Testing

Testing

Testing

Each class report shows students ancJ tuition payment

inFormation, ancJ retunds ancJ stchent counts |9e|ow.

REFUNDS THIS PERIOD NEW STUDENT COUNTS
Name Date Amount Program New Students
Tyler, Lora 6/9/2016 %-200.00 Junior Cotillion Year | 5
Warren, Kate 6/9/2016 $-200.00 lunior Cotillion Year Il T
Total Refunds $-400.00 Total New Students 12
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SUPPORT

l]fyou have any questions as you set up your chapter welosite,
manage student registrations, etc., p|ease do not hesitate to
contact the NLJC corporate office via prwone or email. One of our
staft members will schedule a private appointment for you as
soon as possilole where you will receive one-on-one help during

tr\e setup ancJ transition process.
As a|ways, we are alwaysjust a pr]one ca” away.

ﬂ]anl( youl V\/e Inope you enjoy the new capacities orCtrﬁs system,
and that it both simplhfies and enhances your programs.

Sincerely,

NLJC Corporate Staff & Moonray Web Designs
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