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The Pass by Customer report lists customers and their membership packages. For each customer, the report
includes the customer name, member number, membership packages owned, pass number, membership

expiration date, and any amount due on the account.

Access Pass by Customer Report

1. Click the Reports icon
2. Click Pass Reports drop down on the left-hand
side.

Pass Reports
al
Fass 1otals

Reports ass
3. Select Pass by Customer epo S
Filter by Membership Package
4. Click Package link. This will open a new page.
5. Type Membership into the Package Name Field Package Search Help
and click Search Selection Value

6. Check box next to Membership Passes. Multiple
can be selected.

7. Scroll to bottom of page and click Done. The
page will close.

w Search Criteria

Package

Package Name ‘membership\ X

Category |

Package Category

Filter by Transaction Date/Time

8. Click on the calendar icons and select
dates to set Transaction date range.

From  [Aug 1, 2015

Transaction Date/Time

Through- [Oct 8. 2015]

Member
Customer Type Su Mo Tu We Th Fr Sa B

12

3
Customer City
Customer Cit; ’7 4 5[ & 7 9 ma

October 2015 B

Options
9. Output Type: Select MS Excel (Tabular
Format)

Add pass holders of this type to the report details section v
Qutput Typq\MicrUsaﬁ Excel (Tabular Format) V||

Produce Report
10. Click Run Report

Run Report | Cancel

How to read the report

Report is produced in tabular format.

Pass #: Customer’s Pass Number

o O O O

Member Name: (p) indicates primary pass holder
Pass: Sequential number based on pass sales in ActiveNet

Res: Customer is a Resident or Non-Resident (Not in Use)

For more information or to get assistance, please contact us at:

> 3-1-1 (within Vancouver)
» 604-873-7000 (outside of Vancouver)
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Roster Expanded - Membership sold as an Activity Enrollment
The Roster report displays a standard activity roster with activity information and basic enrollee information

with payments.

Access Roster - Expanded Report

1. Click the Reports icon
2. Click Registration Reports drop down on the

Registration Reports

IRoster- Expandedl

left-hand side. Reports Reservation Reports
3. Select Roster - Expanded
Filter by Membership Activity
4. Click Activity link. This will open a new page. S —
5. Type Membership into Activity Name field and

click Search. . v SeachCrlenis
6. Check box next to CCA Membership Activity. ACtvity [membershipl x

Multiple can be selected. st ‘ Actviy [ |
7. Scroll to bottom of page and click Done. The Humber

page will close.
Options
8. Type of transactions: Select All T s o s '
9. Activity Status: Select Any Status T —
10. Optional Fields: Select information to include Optional Field 1 [Contaci Phone vl

Optional Field 2 [Wark Phane ]

on report Optional Field 3 [Customer Email v

11. Output Type: Select MS Excel (Tabular Format) Optional Field 4 [1st Contact Phone v]
| Qutput Type |I'\."Iicmsc>ft Excel (Tabular Format) V| |

Produce Report =

12. Click Run Report

13. A prompt will appear asking what you want to
do with the file.

14. When prompted, click Open.

What do you want to do with active_report.xlsx?

Run Report Cancel

How to read the report

Report is produced in tabular format.

o #: Sequential number counting total number of enrollments (not enrollment entry order)

o Retired?: Customer account is active or retired

o Qty: Number of times the customer is enrolled into the activity
o Resident?: Customer is Resident or Non-Resident (Not in Use)

Fields not in use:
o Holds
Team Placeholders
Area
Team Name
Grade

(©]
(©]
O
O

For more information or to get assistance, please contact us at:

> 3-1-1 (within Vancouver)
» 604-873-7000 (outside of Vancouver)
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Roster Expanded - Automatic Membership when enrolling into any activity

The Roster report displays a standard activity roster with activity information and basic enrollee information
with payments. Note: This report must be run for each page of activities offered by the site and the
Excel files combined. As customers can be enrolled into multiple activities, any multiple entries should

be deleted from the final list.

If you find producing this report is slow, please contact community centre staff and ask them to create
the membership list using File Export. Instructions on producing this additional report have been

provided to community centre staff.

Access Roster - Expanded Report
1. Click the Reports icon
2. Click Registration Reports drop down on the left-hand side.

Registration Reports

ﬂ'l“ Activity Totals
Roster - Expan

3. Select Roster - Expanded Reports
Filter by Activity -
4. Click Activity link. This will open a new page.
5. Scroll to the bottom of page and click Search. o ’
6. Check box underneath Select to select all activities on the —

page. saa[ Hem

7. Scroll to bottom of page and click Done. The page will close.

Note: Activity Site will be automatically selected.

Options

8. Type of transactions: Select from drop-down

9. Activity Status: Select Any Status

10. Optional Fields: Select information to include on report
11. Output Type: Select MS Excel (Tabular Format)

Activity Status|[Any Status v

Residency Al Castomers 53

(0o soeciied yse sigi daic nsicad)

D
Optional Field 1 [Cantact Phone v

Optional Field 2 |Work Phone h

Optional Field 3 [Customer Email

v

Optional Field 4 [1st Contact Phane

v

| Output Type | Microsoft Excel (Tabular Format)

v||

Produce Report

12. Click Run Report

13. A prompt will appear asking what you want to do with the
file.

14. Click Open. The file will open in Excel.

Intemet Explorer

What do you want to do with active_reportxlsx?

Size: 49.3 KB

| Run Report || La

==

How to read the report

Report is produced in tabular format.

o #: Sequential number counting total number of enrollments (not enrollment entry order)

o Retired?: Customer account is active or retired
o Qty: Number of times the customer is enrolled into the activity
o Resident?: Customer is Resident or Non-Resident (Not in Use)

Fields not in use:

@)
@)
@)

Holds
Team Placeholders
Area

o Team Name
o Grade

For more information or to get assistance, please contact us at:

> 3-1-1 (within Vancouver)
» 604-873-7000 (outside of Vancouver)
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