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Using Windows Vista or Windows 7

Windows Vista and Windows 7 both have a built in security feature called UAC that prevents Studio
Manager from accessing the internet and printing web reports and web rosters. To successfully run
Studio Manager you may be able to solve UAC problems by right clicking on your Studio Manager

shortcut or Studio Manager.exe and selecting “properties.” Make the selections that you see in the

following screenshot:

:'k studio manager.exe Properties | 2% |

General‘ Compatibility ‘Se:untyl Details | Previous Versmns‘

Ifyou have problems with this program and itworked correctly on an
earlier version of Windows. select the compatibility mode that matches
that earlier version

Help me choose the settings
Compatibility mode

Run this program in compatibility mode for:
’Wmdows XP (Service Pack 2) v]
-

Settings

[ Run in 256 colors

D Run in 640 x 480 screen resolution

[] Disable visual themes

["|Disable deskiop compesition

[] Disable display scaling on high DPI setiings

Privilege Le:
Run this program as an administrator

[ Change settings for all users I

l 0K i Cancel Apply

If Studio Manager is still not function properly try these two other fixes:

1)

Go to Windows Firewall by typing firewall into the search bar on the start menu. One the
Windows Firewall screen choose to “Allow a program through Windows Firewall.” Manually
add Studio Manager by selecting the “Exceptions” tab and clicking “Add program.” Find
Studio Manager.exe by navigating to your TTS folder. Then click ok on the Windows Firewall

Settings tab.

# windows Firewall Settings

General Advanced |

Exceptions control how programs communicate through Windows Firewall, Add a
program or port exception to allow communications through the firewall,

‘\Windows Firewall is currently using settings For the public netwark location,
‘what are the risks of unblocking a program?

To enable an exception, select its check box:

Program or port |ﬁ
[ %ecure Sacket Tunneling Pratacal

Secure World Wide Web Services (HTTPS)

Simple Mail TransFer Protocol (SMTP)

[CISMMP Trap

Studio Manager
Service [(HTTP)

‘windows Backup

Owindaws Firewal Remate Management

[Owindaws Management Instrumentation (WMD)

OWindows Rerote Management

[Windows Security Configuration Wizard

World Wide Web Services (HTTP) ;I

LZad program. .. Add port... | Propetties | Delete |

I Motify me when Windows Firewall blocks a new program

o | ot |




2) Turn off UAC. Do this by clicking the Windows start button and typing “user accounts” in the
search bar. Select User Accounts and hit the “Change User Account Control Settings.”
Unselect the box in Windows Vista, or move the slider to the lowest setting in Windows 7.

Update Problems.
Two things can interfere with Studio Manager’s update process.

1) Norton security products such as Norton 360 can prevent Studio Manager from connecting
to the internet. To get around this, temporarily disable Norton security. On some versions of
Norton this can be accomplished by right clicking on the icon in the taskbar near the clock and
selecting “disable firewall”. Choose the shortest period available such as “15 minutes.” You can
also go to the Norton settings menu (shown below) and disable the firewall by un- checking the
“Smart Firewall” button. Once the update is complete re-enable Norton.

Norton 360 Premier Edn i_ R L . [A'

Norton 360  Settings

Premier Edition

« Tasks + Seftings + MyAccount - ProductFeedback -+ Help & Support

Detailed Settings Quick Controls
,? Antivirus @ Identity Protection ["] Silent Mode
Customize how to handle viruses, Configure Identity Safe to manage
spyware, adware, and more. your online identities and transaction ™ Antiphishing
data
& rirewan W Identity Safe
Configure firewall behavior, access rules, 4% Tasks Scheduling
and connection rules. Adjust the schedule of your scans and [+ Norton Safe Web
tuneups.
(@ Antispam : (] Backup
‘ Customize Norton AntiSpam features. ‘%‘L Administrative Settings
Manage system and product settings. (| Backup Status Overlays

| ;:/ My Network
Configure the My Network management i Automatic LiveUpdate

tool.
| @ SmartFirewall ,

@ Norton Tamper Protection

ose t’

!

2) You need to have administrative rights on your Windows profile to execute an update for
Studio Manager. You can find your profile status by clicking the “start” button and clicking on
your profile icon. If you do not have administrator status, another user profile on the computer
with administrator status can be used to modify your account settings.



v‘ﬁl) » Control Panel » User Accounts and Family Safety » User Accounts

Control Panel Home

Make changes to your user account

Manage your credentials
. Change your password o —
Create a password reset disk
Remove your password | \
1 |

Administrator

Password protected

Link online IDs

Change your picture
Manage your file encryption i
certificates %' Change your account name
Configure advanced user %' Change your account type
profile properties

Change my environment &

4 Manage another account
variables

% Change User Account Control settings

C:\TTs\rar\rar32.exe 64bit error
Studio Manager will work with 64 bit versions of Windows; however, an update is required to modify
some aspects of the software. Contact support@triplethreatsoftware.com and request the 64bit version
of rar.exe. After you receive this file, do the following:

1) Save or copy rar32.exe to the folder C:\TTS\rar\

2) You want to overwrite the rar32.exe file that is already there

3) Restart Studio Manager and run the updater again

Mac Compatibility
Studio Manager will only run on Windows operating systems.

Custom Registration Form
Studio Manager comes with a generic Microsoft Word Document called RegForm.doc in your TTS folder.
You can edit this document in any way you'd like, and when you print Registration forms from Studio
Manager it will simply use this file and fill in the student details in the places you've specified. You can
also point Studio Manager to a registration form in a different location. You can do this by:

1) Go to Program Setup > Report Options.

2) Inthe box, tell Studio Manager where your custom registration form is located

A Report Setup £
All Reports

Report 2 || The system password is your reports password too!
Balance LetteNo
Alpha Measu(lo ]
Student Phor{lo
TaxTotal _|No
Specific Reports
Texton the Invoice Report:

Text on the Overdue Nofice:

REGISTRATION IS AUGUST 11 FROM 4-6:30 -] ‘ B
Texton the Receiot invoice Flat File Header
~ || <htmi><body> -]
|nvoice Flat File Footer f Jocation of rei; form
</body></htmi> ~ || | caTTSvegform.doc
.J ¥ Print detailed overue
I” Show current balance due on rosters
htm ¥ Show phone numbers on rosters

Web Invoice Options
v Split payments and invoices into separate columns
™ Show invoiced items on single column format in red

I™ Show studio logo on report
|ogo image

™ Show invoiced items as Negative on detailed invoice

™ Show Notes in Description

¥ Show just actives

W Show only charges since last payment
I~ Show running balance column

.. | " Show logo on left side of invoice

Move top of invoice down | 0 lines



mailto:support@triplethreatsoftware.com

3) Inyour registration form you can leave markers where Studio Manager will fill in relevant
detail from the Student and Family file by leaving the following markers (see the existing form
for examples):
famcode: the unique family code
slastname: the student's last name
sfirstname: the student's first name
dob: the student's birthday
addressl: the family's street address
city: the family's city
state: the family's state
zip: the famly's zipcode
school: the student's school
grade: the student's grade
plastname: the parent's last name
pfirstname: the parent's first name
p2lname: the second parent's last name
p2fname: the second parent's first name
phonel: the first listed phone number
phone2: the second listed phone number
phone3: the third listed phone number
pasttr: the student's past experience
email: the family's email

Customization and Settings

We are willing to change anything and everything to help the program suit your needs. General
improvements will be added to our update list free of charge; however, specific changes such as custom
forms or specialized options may result in a custom service charge. You can already make many changes
to the program by using the Program Setup > Setup screen or the Program Setup > Class Billing Options
screen shown below.

“ﬂ System Setup

|
iv]
iv]
|
u
™
||
|
iv]
™
i |

Set System Password




il Class Billing Options

L <l <<l

$25.00
$9999.99

1 class week/$80 month 80.0000
2 classes week/$105 month 1050000
3 classes wee k/$130 month 1200000
4 classes week/$155 month 155.0000
5 classes wee k/$175 month 1750000
& classes wee k/$135 month 1950000
7 classes week/$Z05 month 205.0000
B classes week/$ZZ5 month 225.0000
3 + classes wee 1/$240 month 2400000

Worldwide Address and Tax Support
Yes. Triple Threat can incorporate any changes you need into the program, and this includes computing
strange taxes, custom reports and other specific needs.

Purchasing and Assigning Costumes

Each class has costumes and accessories that you've said are needed for all students taking the class.
Additionally, when you first defined the costumes from the vendor screen you may have associated
some accessories with some of the costumes that are required for this class. If that is the case, then
those accessories will also automatically be assigned whenever the costume is. You can either let the
program do the assigning automatically, or you can do it by hand. Either way, you'll end up in the Main
Screen, costumes tab, from which you can specify colors, sizes and a modified price for each costume or
accessory (even the ones that were added because they were associated with costumes). When you're
ready to actually bill the students for t heir costumes, simply click the Bill Now button from the
costumes tab for each student, or the Bill All button. So, assigning costumes and accessories to students
doesn't bill them; clicking “Bill Now” does.

Differences Between Costumes and Accessories

Costumes have accessories, which are items that must be purchased whenever the costume is
purchased. They're just a way of grouping pieces of a costume together so you don't have to assign them
all individually. The only practical difference is that accessories can't have sizes.

Vendors, Costumes and Accessories Features

You can use Studio Manager to keep track of the different vendors you use, the costumes you have from
the vendors, the costumes’ measurements and many other characteristics. The Accessories feature is
used to group costume pieces together so you don’t have to assign them individually. The only



difference in costumes and accessories is that accessories can’t have sizes. The Vendor, Costume, and
Accessories features can be accessed by going to Screens > Vendors and Costumes. Once you have set
up costumes you can assign them to classes on the Screens > Classes > Costumes and Accessories tab.

After you assign the costumes to classes they will show up under the Costume and Accessories tab for
each student that is entered in that class.

Blank Session in the Session Manager
The blank session is used to make new sessions. Whenever you make a new session, all the information
that's in the blank session is copied into the new session you make. So, transfer your vendors into the

blank session before you make a new one, that way you don't have to enter them all again (or just enter
them into the blank session to begin with).

Why are there no class types?

The types of class are user specified. In other words, you type them in. Once you type them in, from
there on out, whatever you've typed in is available for future classes you add from the drop down box.

Account Ledger ] Student l Family [ Classes Costumes & Accessories I ttendance I Passb I Notes

Show costumes | {+ ESSignedto

&8s B This student's selected costumes Student Girth
HHMBJ/M7J&THES/Male P4Curtain Call C o e ellowlCunainc' . it
{l M Male urtain Cal a i - 0
M/Diamonds Are Forever [Kelle Girth
HHMBJM7J&THES/Male SHCurtain Call(_l : 207 | .02

HHMBJM7JI&THES/Yellow §Curtain Call C Add Size | AME v
IW/Diamonds Are Forever  [Kelle' Color I—AIGD (gold)

v

Remavs Cost 85.18

This student's selected accessories

J $178.90
- Update Total
_‘ Invoice Everything | Print Student Order ‘ Inveoice This Costume |

Managing Two Studios
You can do this by using different sessions for the studio and the fitness center. You would have one
session for your fitness center, one for your dance studio. Each would have separate and independent

data; you'd bill them separately from each school, and be able to instantly switch back and forth
between the two using the sessions menu.



i Setup

My First New Session - Make A New Blank Session ~ I} Importinto
2007- = Active
STUDIO SESSION Cony e =
FITNESS CENTER SESSION Delete Selected Session -

Switch to this session

Rename Selected Session

=
=~

Adding Students to Classes

There are two ways to add students to new classes. First, from the main page you can select a student
from the student selections box and navigate to their Classes tab. From there you can select a class from
“Available Classes” and click the “Add” button.

Attendance

Lollipop Guild/Balle MONDAY 0400 |
Bluebirds/Creative D MONDAY 0400

Munchkins/Baliet Iif |MONDAY  [0400 |
Ballet Vil

Chicks/Pre-Ballet

Yellow Brick Rd/Hip

Pointe VIl

My Generationl/Tap 4

My Generation/Tap 5
Yellow Brick Rd/Hip

The second option for adding students is to go to the Screens > Classes screen and select a class. From
there navigate to the class’ “Students and Attendance” tab. You can then select students from the entire
student list and add them to the class’ roster.



il Class Info

Bluebirds/Creative D MONDAY
Lollipop Guild/Balle
Munchkins/Ballet il
Ballet VIl
Chicks/Pre-Ballet

My Generation/Tap 5
Hippy Shake/Jazz S

Print Roster Imueasmms | print Phone List | Print ieb

Class Info l Billing Costt and A i and Attend;
Agg Sioned sudents )
2 79 a [l

10.0 @J
11.8 Monday August 20 2007
113 Bemove Tuesday August 21 2007
9.1 . Wednesday August 22 2007
12.8 Thursday August 23 2007
6.2 Friday August 24 2007
11.4 Saturday August 25 2007
146 Sunday August 26 2007
126.5 3 Monday August 27 2007
18.8 Tuesday August 28 2007
0.0 Wednesday August 29 2007
15.5 Thursday August 30 2007
13.1 Friday August 31 2007
15.4
62 -ﬂ

Printing Class Rosters

You can choose to print rosters for today, the week, or a specified time period. You can do this by going
to Reports > Classes > Rosters and then selecting what time period you would like to print. The roster
will be generated and you can choose to print by clicking the printer button on the toolbar that pops up.

You can also print rosters and other useful class information from the Screens > Classes page. Select
which class you would like to print for and use the buttons shown below.

ﬂ Class Info o=@ =

New Blank Class
Level 2 Tap
Level 2 Contemporary Ballet IMonday

Level 2 Jazz Monday

6/7 Year Old Combo Monday Ll

| Print Measurements | Print Phone List | Print Web Roster | Print Sign In Sheet | Print Attendance | Class Invoices

Billing Features and Settings
If you are looking for a feature, the Program Setup > Class Billing Options screen or the Screens >
Classes > Billing tab are good places to start looking.

Studio Manager supports a number of common billing schemes. You can select what type of billing you
would like to use by going to Program Setup > Class Billing Options. The selections can be seen in the
screen shot below. Notice that there are also many other specialization settings found on this screen.

10



[0 W< <<

5 0.00
5 0.00

$25.00

$9990.99

1 class week/$80 month B 1 class week/S80 month
2 classes week/$105 month

3 classes week/$130 month

4 classes week/$155 month

5 classes week/$175 month

§ classes week/$155 month

7 classes week/$205 month

8 classes week/$225 month

3 + classes week/$240 month

1) Fixed Class Cost-The first billing method is to assign individual classes a fixed cost. Students
who take the class are billed that fixed amount. Each class can have a different fixed cost. To set up this
type of billing schedule you specify the class cost when you create the class from the Screens > Classes
screen. From the Billing tab you can specify the amount you would like to charge for that class. On the
Billing tab you can also use the “Charge a specific amount depending on which other classes are taken”
feature to create alternate prices for combination classes. See billing option #5 for more details.

Sunday Class

A
Bluebirds/Creative D D
Loliipop Guild/Balle B
Munchkins/Ballet i C
Ballet Vil B
Chicks/Pre-Ballet A
My Generation/Tap 5 MONDAY 0500 C

Print Roster | Print Measurements Pr'ntPhoneLN[Pr’n(WebRosler Print Sign In Sheet PrintAttendanee|Chsshvoices

Class Info | C andA i l Students and Attendance

Billing Details: You need to specify a set amount to be charged for this class in the box below

ird Charge a specific amount if this class is taken in combination with others

It Charge a specific amount depending on which other classes are taken 510,00 If your classes are taxable, please be sure this
I™ ifthis class is the only class that is taken then charge a specific amount for it — amount *includes* all applicable taxes

| =] Charge a specific amount for this class, no matter how | bill

3/Pre-Tap #1 TUESDAY Add
1-2-3/Pre-Tap £1 [SATURDAY J 2ddAN
1-2-3/Tap 1 £1 FRIDAY
AJ/Jazz 7 MONDAY Remove
AL/You Don't Have to [MONDAY LI
Specified Classes

Cost when taken in combination
with selected class I

~] Make them all the same |

2) Number of Classes Taken-The second option is to bill each student by the number of
classes they have taken. You can choose to bill each student individually, or by family. Besides making
the “bill by the number of classes taken” selection from the Program Setup > Class Billing Options
screen, you also need to create the class charges on the same screen. You can create different charges to
discount students who take a greater number of classes. For example in the screenshot below, a student

11



taking three classes per week is charged $130 per month while a student taking four classes per week is
charged $155 per month.

A Class Billing Options T

$ 0.00

5 0.00
52500
$9999.99

5B EERERQQ

1 class week/$80 month 50.0000 1 class week/380 month
2 classes week/3105 month 105.0000
3 classes week/$130 momth 130.0000
4 classes week/3155 month 155.0000
5 classes week/$175 month 175.0000
€ classes week/3155 month 155.0000
7 classes week/$205 month 205.0000
2 classes week/32Z5 month 225.0000
3 + classes week/$240 month 240.0000

Again, using the options available under the Screens > Classes > Billing tab you can choose alternate
prices for specific class combinations and special situations. See billing option #5 for more details.

3) Number of Hours Taken-The third billing option is to bill by the number of class hours taken.
This can be billed by student or by family. Students are billed based on their class attendance. Besides
making the selection from the Program Setup > Class Billing Options menu to “bill by the number of
class hours taken,” you also need to establish the cost for each hour of class. By creating multiple
charges with different hourly parameters, you can discount students who take a greater number of
hours per week. Additionally, you can make specific class charges from the Screens > Classes > Billing
tab.

4) Passbooks-Youcan also bill using passbooks. Studios using this scheme sell classes in blocks. A
student, or family, may purchase a certain number of class visits, and they may attend classes until they
exhaust their passbook. Using the Program Setup > Class Billing Charges menu you can choose to use
passbook by selecting “only use passbooks.” Passbooks may apply to specific classes, or to every class
offered. Passbooks can me set up to expire if they are not used. To set up a passbook system you must
create a passbook by going to Program Setup > Billing and Transactions and then go to the Passbooks
tab. There you can add a new passbook, specify the number of classes it will be valid for, choose which
classes it will work for, and set the cost.

12



il Transactions =

Types of Sales How People Pay Inventory ltems Discounts
;I Name 10 pass
10 pass N
Valid for 10 classes (make this a really big number for memberships)
LI Amount $50.00
Add | Delete |
Available Classes Classes this passbook is good for
Hunchkins/BMONDAY A Lollipop GuMONDAY :_‘
Ballet WII MONDAY Bluebirds/CHONDAY
Yellow BricHMONDAY
Chicks/Pre—MONDAY i |
My Generati HONDAY
Pointe VII MONDAY <z |
Hy Generati MONDAY
Hippy ShakeMONDAY
A1/Jazz 7 MONDAY | =]

Under the passbook system you do NOT have the ability to use the additional options found
under the classes’ billing tab when you use the Passbook billing system.

5) Class Combinations-Another option is to bill by the class combinations taken. This scheme is
tailored for Studios that bill based on paired classes. That is, the class cost is calculated based on what
other specific classes are being taken along with it. To manage charges for combination classes you go to
the Screens > Classes page and select the Billing tab. Choose which classes this class will be taken in
combination with at the bottom of the Billing tab. See the screenshot below.

m Class Info [?HE@

Bluebirds/Creative D D
Loliipop Guild/Balle B
Munchkins/Ballet lil C
et 5
Chicks/Pre-Ballet A

[

My Generation/Tap 5 MONDAY 0500

Print Roster | Print Measurements | Print Phone List | Print Web Roster | Print Sign in Sheet | Print Atiendance | Class invoices

Class Info Billing l Costumes and Accessories l Students and Attendance

Pilling Details: You are billing based on the number of classes taken

P’;Wgeaspedﬁcumﬂifﬁﬁchsshka\il ination with others:
I Charge a specific amount depending on which other classes are taken -m If your classes are taxable, please be sure this
[™ Ifthis class is the only class that is taken then charge a specific amount for it 5 amount *includes* all applicable taxes

1 Charge a specific amount for this class, no matter how 1 bill

1-2-3/Pre-Tap #1 Add

1-2-3/Pre-Tap £1 SATURDAY

1-2-3/Tap 1 £1 FRIDAY Add Al
AJ/Jazz 7 MONDAY Remoda
AL/You Don't Have to MONDAY

Specified Classes

=]
Cost when taken in combination
with selected class

LI HMake them all the same I

6) Number of Classes by Group-The final billing option is to create class groups and bill
students based on the number of classes that take from each group. This will allow you to bill, for
example, more for

13



Advanced classes than for Beginning classes and will allow you to discount if multiple classes of each
type are taken. To create these different charging schemes you first go to the Program Setup > Class
Billing Options screen and select “bill by class group.” Then go to Program Setup > Class Groups and
create the different class groups that you will be billing at different rates.

# Class Groups @

Mommy & Me
Adult Ballet
Creative Dance
Pre-Ballet

I

II

III
v
V or Teen Ballet

Finally, go to Program Setup > Class Billing Options screen and create the different types of charges. For
each charge you can specify the class group that it will apply to by selecting each group in the “Group”
section of the Class Charges window. You might have a charge called the "One Class Charge" that would
apply if the Family is taking 1 class. You might also have the "Two to Four Class Charge" that would apply
if the Family is taking between 2 and 4 classes - and so forth. This method would allow you to discount
students or families that take a greater number of classes.

‘CassiingOptions

| W <] W W<i<l

$25.00
$9999.99

class week/$30 month

classes week/5105 month
classes week/5130 month
classes week/5155 month
clagses week/$175 month
classes week/3$155 month
classes week/3$205 month

1
z
3
4
5
€
7
a8

classes week/$225 month
3 + classes week/3240 month

14



Late Fees

From Program Setup > Billing and Transactions, create a charge and check the Late Fee box. Then, from
Screens > Mass Billing, choose that charge and bill all families. It will only apply that fee to the accounts
that currently run a balance.

Gl Transactions @

Types of Sales

How People Pay Inventory ltems Passbooks Discounts

Ballrcoom Dance- Beginner 4 wee AI Name: lLate Fee
Ballroom Dance-Beginner & week

Registraticn Fee Single Amount: 3 500
Registraticn Fee Family

Recital Fee
Costume Fee 7yr and under axable

Costume Fee 8yr and up I~ While taxable, tax is included in the price
Monthly Tuition I Deposit for Class
Tuiticon Pro-Rate I ﬂ

Exporting Data

You can use the Export feature built into Studio Manager to many portions of your data to Microsoft
Excel spreadsheets or Quickbooks. Simply click on the Export button and choose what data you would
like to have.

Monthly Billing
Go to Screens > Mass Billing choose "Monthly Class Charges" to bill all your families. It will apply the
amounts you see in Reports > Billing > Detailed Invoices.

@ Mass Billing [R]

Late Costume Order Charge/$100
2d Inside Cover/$250

2Ad Full Page/$175

2d Half Page/$100

2d Quarter Page/$75

Spring Performance Tickets/$25
Late Student Pick Up/$20 per 1
Monthly Class Charges

Undo a mass biling

15



Backup and Restore Features

The Backup and Restore features can be accessed from the Backup and Restore button on the main
screen. First, set your backup location by selecting “Change Backup Location.” Then you can run the
backup by clicking the backup button.

If you ever lose the data from Studio Manager you can restore using the backup you made by telling
Studio Manager where your backup is located using the “Change Backup Location” button again. Then
simply click the “restore” button and Studio Manager will restore your data after a few minutes of
processing files in the black Windows shell screen. The backup file must be named studio.rar for the
backup application to work correctly.

Internet Connection Requirements?

If you have purchased a license Studio Manager does not require any sort of internet connection at your
dance studio. However, if you want to update the program you will need to download the update at
home and bring it to your studio on a flash drive

If you are using the subscription service you must have an internet connection.

Online Features

Studio Manager has built in online billing and mass emailing features. These can be accessed by going to
the Online button. To use the online billing feature you need to set up your own PayPal account. Simply
put your PayPal address into Studio Manager and click “Send Email Invoices” to email invoices to all of
your students or families with the link to your PayPal account.

You can also send out mass emails to your studio members using the Online > Mass email page. There
are a number of sending options seen below.

il Send Email el

Every Family With a Balance Every Student in a Group

All Parents Every Student in a Class

Someone Else All Students

A message from|

Preview my Email Send my Email




Color Schemes

By going to the Program Setup > Color Scheme window you can select your own color options for
backgrounds, fonts, buttons, etc.

Setting up Mass Email

To use the mass email you must have the “go online” box checked in the Program Setup > Setup screen.
It is also possible that you do not have the correct settings in Windows selected. See the help entry
above to set up Windows to work with Studio Manager.

Closing a frozen Studio Manager
You cannot use the “X” button in the top of the main Studio Manager window to close the program. Just
click the Quit button.

If Studio Manager has frozen press the following key sequence: Ctrl + Shift + ESC
This will bring up the Windows Task Manager. Select the Studio Manager application and then click “End
Task.”

B'® Windows Task Mana ger

File Options View Windows Help

Applications iProcessesl Services | Performance | Networking l Users ]

-

Task Status

ﬁ_.»_r'.: General Notes - Microsoft Office OneNote Running

@ Inbox for Thunderbird Running

HiTunes Running

52/ options.JPG - Paint Running

:;i Snipping Tool Runnin
‘?\ Studio Manager (2009 - 2010) 9.17 Runnin“gj"mwE

udio Manager -doCx - Microsoft V/ort unning
| Triple Threat Running
@TripleThreat Dance Studio Software - Simple soluti... Running

ﬂ End Task u Switch To H New Task... ]
N~ ———

Processes: 82 CPU Usage: 25% Physical Memory: 50%

Custom Logos on Reports

Go to the Program Setup > Report Options screen. In the bottom left corner you will find a bar where
you can specify the location of your logo file. The file must be in a .gif format. If your logo is not in a .gif
format try converting it by using http://www.pictureresize.org/online-images-converter.html
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il Report Setup @

I Balance Lettq
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|[student Phor|

=<html==body=
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=
d
d
=
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=
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CAMISERS\STUARTIDOWNLOADSUUPITERDANCELOGC ..

Windows XP “The Publisher Cannot be Verified” Error
Due to a Windows update, you may start to receive this notification which can become quite irritating.

To remove this notification,

1) Click the “start” button

2) Click on the “run” button

3) type “gpedit.msc” without the quotes

4) Look in the right menu tree and select User Configuration > Administrative Templates >

Windows Components > Attachment Manager

File Action View Help

o= #EE HBE T

=/ Local Computer Policy -
4 & Computer Configuration

1 [ Software Settings Select an item to view its Setting State
+ 1 Windows Settings = ||| description. ] Notify antivirus programs when opening attach..  Not config
I [ Administrative Templates [£] Trust logic for file attachments Not config|

& User Configuration
" = \S;f't;vare Ssei',ngs Hide mechanisms to remove zone information Not config|
I indows Settings

g |z Default risk level for file attachments Not config|

@ E Administrative Templates ) o N )
|= Inclusion list for high risk file types Not config

» [2 Control Panel

|1 Do not preserve zone information in file attach..  Not config|

& 1 Desktop Inclusion list for low file types Not config|
[ Network ( [=| Inclusion list for moderate risk file types Not config

[ Shared Folders
[ Start Menu and Taskbar
[ System

% [~ Windows Components
1 Application Compatibility
“| Attachment Manager
< 1 3

1 AutoPlay Policies v
< n | » Extended / Standard /

5) On the right side of the screen double click on "Inclusion list for moderate risk file types"
6) Select “enabled” and enter “.exe” (without the quotes) into the box
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7) Click ok and close the windows.

A Inclusion list for moderate risk ﬁl_

Bl Inclusion list for moderate risk file types

Not Configured

Options:

Comment:

Supported on:

[ Previous Setting ] | Next Setting ‘

At least Windows XP Professional with SP2 &

Help:

a leading period, e.g. .doc;.pdf;).
g p! g pdf)

Specify moderate risk extensions (include

exe

This policy setting allows you to configure the list |+
of moderate risk file types. If the attachment is in
the list of moderate risk file types and is from the
restricted or Internet zone, Windows prompts the
user before accessing the file. This inclusion list
averrides the list of potentially high risk file types
built into Windows and it takes precedence over
the Low risk inclusion list but has a lower
precedence than the High risk inclusion list (where
an extension is listed in more than one inclusion
list)

1

If you enable this policy setting you can specify file
types which pose a moderate risk.

I OK ” Cancel H Apply

How to Move Vendor and Student Info from Old Sessions into New Sessions

If you go to the Sessions screen you will see the “import into active” button on the right side. While you
are in your new session, select a previous session on the “from session” bar and select whether you
would like to import students or vendors into your active session. Once you select students are vendors
you must look at the box below and click on the students or vendors that you would like to import. You

can select multiple vendors or students by holding the ctrl button.

il setup

BLANK (DEFAULT)

FALL-SUMMER 88-8 -

FALL-5SUMMER 9&8-93%
FALL-5SUMMER 1599-2000

\.-"endurs

FALL-SFRING 2000-2001

SUMMER 2001

FALL-SUMMER 2001-2002

SUMMER 2002
FALL-SFRING
SUMMER CAMF
FALL-SFRING
SUMMER 2004
FALL-SFRING
SUMMER 2005

2002-2003
2003
2003-2004

2004-2005

COSTUME SHOP

COSTUME SHOF CLASSIC COLLECT.
CURTAIN CALL COSTUMES

CURTAIN CRLL FERF. COLLECTICH
DEBRA DESIGNS

DEVENTER'S DANCEWEAR FACTORY, INC.
FINA COSTUMES

EELLE' COMPRNY

STAR STYLED

THEARTRE HOUSE, INC.

Using Windows Vista or Windows 7

Windows Vista and Windows 7 both have a built in security feature called UAC that prevents Studio
Manager from accessing the internet and printing web reports and web rosters. To successfully run
Studio Manager you may be able to solve UAC problems by right clicking on your Studio Manager
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shortcut or Studio Manager.exe and selecting “properties.” Make the selections that you see in the
following screenshot:

:‘k studio manager.exe Properties | 23 |

General | Compatbility | Security | Details | Previous Versions |

Ifyou have problems with this program and itworked correctly on an
earlier version of Windows. select the compatibility mode that matches
that earlier version

Help me choose the settings
Compatibility mode

Run this program in compatibility mode for:
[Windows XP (Senvice Pack2) -
-

Setings

[]Run in 256 colors

["]Run in 640 x 480 screen resolution

[] Disable visual themes

["|Disable desktop composition

[] Disable display scaling on high DPI setings

Privilege Le:
Run this program as an administrator

[ Change settings for all users I

If Studio Manager is still not function properly try these two other fixes:

3) Go to Windows Firewall by typing firewall into the search bar on the start menu. One the
Windows Firewall screen choose to “Allow a program through Windows Firewall.” Manually
add Studio Manager by selecting the “Exceptions” tab and clicking “Add program.” Find
Studio Manager.exe by navigating to your TTS folder. Then click ok on the Windows Firewall
Settings tab.

# windows Firewall Settings

General Advanced |

Exceptions control how programs communicate through Windows Firewall, Add a
program or port exception to allow communications through the Firewall,

‘Windows Firewall is currently using settings For the public netwark location,
‘what are the risks of unblocking a program?

To enable an exception, select its check box:

Program or port |ﬂ
[ %ecure Sacket Tunneling Pratacal

Secure World Wide Web Services (HTTPS)

Simple Mail TransFer Prokocal (SMTP)

[CI5NMP Trap

Studio Manager
Service [(HTTP)

‘windows Backup

Owindaws Firewal Remate Management

[Owindaws Management Instrumentation (ML)

[OWindaws Remate Management

Windows Security Configuration Wizard

Waorld Wide Web Services (HTTP) j
I

[ program. .. Add port... | Froperties | Delete

™ Matify me when Windows Firewall blocks a new program

e [t |

4) Turn off UAC. Do this by clicking the Windows start button and typing “user accounts” in the
search bar. Select User Accounts and hit the “Change User Account Control Settings.”
Unselect the box in Windows Vista, or move the slider to the lowest setting in Windows 7.
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Studio Manager Tax System?
There are two aspects to the taxing system in Studio Manager.

1) If you are taxing your merchandise, go to the Program Setup > Setup screen and enter the sales
tax rate. When you enter a new charge for a student from the main screen by clicking “Enter
New Charge” you will see a box at the bottom labeled “taxable.” If you select this box when
entering a charge, the tax will be automatically added to whatever amount you have charged.
So, if you entered a $50 charge a $55 charge will be added to the ledger if you have a 10% sales
tax.

2) If you are taxing your classes go to the Program Setup > Class Billing Options screen and select
the box entitled “Make Classes Taxable.” Also, go to the Program Setup > Setup screen and
enter the tax rate. This system works differently than the merchandise tax system. For classes,
the tax is assumed to have already been included by you. So for example if you set a class to cost
S55 per month, Studio Manager assumes that $5 of that $55 charge is tax if you entered your
tax rate to be 10%. When you run mass billing the tax will be automatically accounted for.

To view your tax summaries there are two different reports for you to choose from depending on
whether you use an accrual or cash basis tax method. Go to Reports > Billing > Tax and choose the
“taxable summary over date range” report or the “tax total report.”

1) The taxable summary report simply pulls every taxable charge from the ledger and puts
them into a report that totals the sales and total tax from those taxable items. This includes
both classes and merchandise if you tax both. This report shows the tax from your invoices
based on an accrual tax method. You MUST mark “taxable” when entering the charges for
this report to work correctly.

2) The tax total report outputs your tax totals from the payments you have received and
marked taxable when you received them. This report calculates tax using a cash basis
method. You MUST mark “taxable” when entering the payment received for this method to
work.

Installation with Windows 7

When you install Studio Manager on Windows 7 you may receive an error message that the update
feature did not run correctly. Restart Studio Manager and the update should run correctly on the second
try. If you are still having trouble check out the Update and Windows 7 sections of this manual.
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