MyActiveCenter Member-Manual

Everything about the MyActiveCenter (MAC) platform, from creating your first
account, to tips and tricks to navigate like an expert.

@ Note! This guide is quite long, but only because it covers nearly everything there is
to know about MyActiveCenter. Most people need only read the first 15 to 22
steps to be a certified MAC ninja.

Please feel free to use the navigation on the left to jump to specific sections.

MyActiveCenter Account Creation

1 Welcome to MyActiveCenter! If you're new and don't yet have an account, click
the Sign Up button to begin creating your account.
For those who already have an account, please login and skip to step 5
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https://scribehow.com/workspace#dashboard
https://beta.myactivecenter.com
https://scribehow.com/shared/MyActiveCenter_new_user_and_first_registration__c-FvZUJBQOuDZNW82FcNOQ#125b00cb

Your center may appear on the following screen, but otherwise use the search bar
to search by name or city and then click your center, followed by Continue to
proceed to step 2.
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For step 2, fill in your Key Tag Number the center issued you (this is the little
plastic keytag with the barcode on the back), as well as your phone number.
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Scroll down to fill in an email address you'd like to use as well as a password.
Confirm the password, and then click Signup.
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@ Success! We'll bring you to your center's activities so that you may begin browsing.
Please note that for the purposes of MyActiveCenter, you'll never need your
keytag/phone number again (nor will you ever need to create another account).
Simply use the email/password combination you've just created to login with from
now on.
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Registering and Paying for Activities



Scroll through your center's Activity list and select one you're interested in by
clicking anywhere on the tile of the activity.
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This will bring you to that activity's schedule. The dates the activity will take place
are found on the left, and the price, details, and available seats remaining can all
be seen as well.

Select the Add to Cart button to add the date(s) of your choosing to your
shopping cart.
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7 This will open the cart-preview window where you can view what you've added
along with anything else that you've previously added to your cart. Clicking

anywhere outside of this cart preview will minimize the window so that you may
continue shopping.

@ Anything in your cart will be reserved for you for a couple hours. Shop leisurely :)



8 Click the Back button to go back to your center's Activity list.
(Alternatively, you may click the Activities button at the top of the page for the same

effect.)
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9  Find and select any other activities you're interested in to see their schedule.
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10 Continue adding activities to your cart until you're ready to checkout. Choose the
Go to Cart button.
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If the cart preview isn't already open and you wish to navigate to your cart, you
may open the cart-preview at any time by clicking the little Cart icon in the upper
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In your cart you'll see everything you've recently added.
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Since I have several items in my cart, I'll need to scroll down to find and select the
Pay for selected items button.
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Note: If none of your activities have a cost, the pay button will instead read as
"Register for selected activities". Choosing it will immediately register you!



14

Fill in your credit card information and then choose Pay.

Payment info
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15 Success! This is your Receipt page. You are now registered to everything in your
cart. You can click View Schedule to see everything upcoming that you've signed
up for, or Continue Browsing to go back to your center's activities. We'll select

View Schedule.

Thank yau for your payment!
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16  This will bring you to a list-style-view of all your upcoming activities.
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You may view your upcoming activities in other formats, such as a monthly

calendar view.
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Signing Out and In

Signing Out: Normally you don't need to bother to sign out. The only times you

18 may want to do this is if you're on a public device (such as those at the library or at
your center). If you do need to signout, you may do so by clicking your Hi (name)
in the upper right and choosing Sign Out.
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19

Logging in: If you need to login, you may do so from the Login button in the top
right. Clicking Login will open a new window where you can enter in your email
and password.
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@ Note: If you're on the homepage, the login fields will be on the right hand side.
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20 Password Reset: If you've forgotten your password or it's otherwise not working
to log you in, you may reset your password using the Forgot Password button.
This is found by the Login fields as discussed above.
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Once you've clicked the Forgot Password, you'll be able enter in the email address
21 . , .
or your account. As long as we find an account, we'll send that email address an
email containing instructions for resetting your password. Remember to give it a
few minutes and check your Spam/jJunk!

Forgot Password

Please enter the e-mail address you used to sign up for MyfctiveCenter. You
will recerve an email with further instnections.

Emadl Address

benjyrman@cavus.com

Reset e-mail sent to “benjyman@avus.com”. Please check your e-mail to
reset your password.

Request Email
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22 Login to your email account and look for the email from MyActiveCenter. Within it,
you can click the Reset Password button to continue.

Please select the below button to
choose your new password for your
MyActiveCenter account!

If yous me konger need t0 reset your passwond,
you may ignaore this email
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Clicking that Reset Password option will bring you back to MyActiveCenter where

23 you may enter in your new desired password, and then enter it again within the

o

Confirm New Password field. Your password must be 6 characters or longer, and
you may click the little eyelash icon to reveal what you've typed.

Enter your new password and then choose Reset Password

Reset Password

24  Success! You many now click Login to login with your new password.

Reset Password
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& Congratulations! You now know the basics of MyActiveCenter!

Remember, for future logins, use your email and password on the homepage to sign in.
If you're not at the homepage, a Login button will also be available in the top right.

Keep young. Stay active.
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+ Remember me
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@ Next we'll talk about additional tools you can use to become a pro at navigating
the site, as well as additional features your center may be using to manage
registrations, offer discounts, allow alternate methods of payment, etc. There's
almost no center out there who will use all of these tools simultaneously, so if you
don't see a particular option when browsing your center, don't sweat it :)

Activity Navigation Tools
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25 Searching: You may use the Searchbar on the activities page to quickly find items
you're looking for. Results will search as you type!
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26 Filtering: There are Filters on the left side which can be used to narrow down the
activities which are displayed. Perhaps you're not interested in anything with a
cost, nor anything that's occurring virtually online. Unchecking those boxes will
show you all free and in-person activities!

You may also use the "Show events for the next X days" option to look at
near-future activities, instead of those which may be occurring months down the

line.
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You may view all of your upcoming activities by clicking your Name in the upper
27 , o
right and choosing My Activities.
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28 Your My Activities page can also allow you to unregister to any activity which
doesn't have a cost. Simply click the Remove button remove yourself from the
roster and free-up your position for someone else.

If there's an activity you wish to remove yourself from which you paid for, please
contact your center directly to see about their refund policy.
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My Account: Account Information & Receipts

avigating to your ccount page will let you set and change details abou

29 Navigating to your My A t page will lety t and change details about
your account. Here you can adjust the email address you use to login with, update
your password, or even add a spouse to your account.

':::‘T H Banmidnda Canter = ACTTRTTIES o GRS RBOEIT L ]

L]

Baruamury

25



30 Further down the page will be all of your receipts for any purchases you've made
on MyActiveCenter. You may View them if desired.
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31 Your center may have group memberships, passes, waivers, or other similar items
to sign up for under the Groups tab. Acquiring membership to these may be
something that's outright required in order to register, may provide access to
certain premium activities, may offer discounts to certain activities, or other
benefits (this varies greatly depending on your center operates).
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32

If there are Groups available, clicking View Group will let you see additional
details as well as any plans and costs associated with it. You may add it to your
cart and check out the same as you do with activities.

I Bebaginth Saenpls

6 Mlamh

28



33 Activities will inform you if there are potential discounts you could receive by
having a membership to a group(s). Clicking the Details & Discounts option will
expand the activity to show more information. Then click the Show Discounts
option to see every group that could offer a discount, and what the price of that
activity would be if you had membership to that group. You may select the

Acquire Group button to navigate to the groups page and purchase membership.
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34 If you already have membership to the group or sign up to the membership and
then come back to the activity, you'll see your new reduced price, and the Show
Discounts section will inform you that you already have membership to the group.
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35 Discounts will always apply automatically if you have an up-to-date and valid
membership to the group that provided the discount.
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Viewing Additional Centers

36 You can view any center listed on MyActiveCenter at anytime. If you're logged in
or already viewing a center, simply click the center's name in the upper left and
then click View all centers. If logged out, the homepage will have a Centers
button.
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37 The Centers page will list centers based on your rough proximity, but you may use
the search to look for specific centers. Clicking View Center will bring you to that
center's Activity page. If you wish to join a center, you may click the Join Center
button to add it to your account (normally you must already have an account with
a keytag to join a center, but some may offer the ability to join from scratch!).
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Currently showing centers near

Geneva, lllinois, United States
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Auroes Senior Cerher Harover Township Aging Service Greater Elgin Senior Center
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Joining Additional Centers
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Let's add another center to our account. First I'll use the search field to lookup my
38 : .
center. Then, I'll choose Join Center.
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39 If you've been to the center before, use the regular "I have a key tag" option to fill
in your details. Some centers offer the ability for brand new people to join. I've

never been to this center before and as such, I do not have a keytag, so I'll select
the I don't have a key tag option.
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40 The "I don't have a key tag" option will open some fields so that you may to tell the
center about yourself.
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41 Fill in the fields with appropriate information and then choose Signup at the
bottom.
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Success! You're now connected to another center. You may switch between them
42 ; A .

at any time by clicking your current center in the top left to reveal a drop-down

menu containing all the others.
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My Centers

43 You may also view your centers in your My Centers page.
Simply select your Name in the top right and then choose My Centers. Here you'll
see their details, can view their activities by clicking View Center, Or remove them
from your account with the Remove button (great for if you've moved away or
otherwise don't plan on going to that location any longer).
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44 If there are online/virtual activities that you have registered to, you can find your
most upcoming under the Bell icon at the top of the page. Clicking this will reveal
your most-upcoming virtual activities, and provide the option to join if an activity
has started or will be starting soon.

Your Yirtual event has started!
Carchy [Wirtusl} beinre =2
/| 5:00 P8

Yiski Uy | i 3 Dy o 1300 PR Cands

[Wirtualy vl beges @1 2230 PM

Note: Only your next couple weeks' worth of virtual activities will show here, so
don't fret if you don't see everything you've signed up for (the My Activities page is
for that).

Spouse Accounts
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45 You may add a spouse to your account at any time so that you may share a single
MyActiveCenter login to manage both of your registrations as well as checkout in

a single transaction.

Over in your My Account page, select the Add Spouse button.
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46 The process at this point is the same as when you initially created your account.
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First, search and select your center, then Continue to step 2.
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47
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48 On Step 2, fill in the keytag/phone number for your spouse, followed by Signup.

= LICT CINTTR PURRCMAL INID

Tell us a bit more about yoursett

Feme Bl in the lorn Bepw erih B redpared milcrmuelsan

- Bevurvasnila Cerngt

Fill Yo nlarmaticn

Ffaren o owryliia -
Wiy Lag Marmlee e i L

it B4 ; Faai-did-!

B e e g e Iyt mi Oy e ey 1 i Eh




49

&3

Success! You now have two people connected to a single MyActiveCenter login.
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Now when attempting to add something to your cart, you'll be asked who's
registering. You may choose just one person, the other, or both!

Whao would you like to book the attendance for?
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51 Over in your My Activities area where your upcoming registrations are shown, you
can see whose registration is whose.

L 1 Cards MVirtual) n
- i i 4 ’ 25

This week

[" Luanch Tacos [ |
26

Mext week

& coorom m

Restrictions on Activities

Registrations may have restrictions setup. Sometimes you simply need to wait
52 . . . : S :
until the appropriate day, at which point registration will become available.
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53 In other instances, you may need to meet a specific requirement. Depending on
the center and the requirement, it may or may not be something you can
accomplish online.

Below is an example of a Group Requirement. Since the name of the group is in
blue, you may click on it to navigate over to the groups page to register to the
group (and satisfy the requirement, granting you access to the activity).

Jul 3rd - Jul 3158 - %9

54 In some cases there's nothing you can do online, and may need to contact the
center for more information.

In this example there is a group requirement, but unlike the previous example,
you are not allowed to satisfy this requirement online.

Jull 31st -
! 99

Membership
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55 There may be any number of reasons why an activity is not yet available to be
registered to, is no longer is available to be registered to, or has some sort of
requirement before registration becomes available. The site will replace the usual

"Add to Cart" button with a message indicating why registration is unavailable and
what you may do about it.

Full

09/23/2024 9:00
A
Residents Only “~
Membership
TH STARTIMG AT
.
Unavailable
Online

Advanced Cart Options (Donations, Wallets, and Paying Later)
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56 There are additional tools your center may be using to allow purchases to be
made with a Wallet (equivalent to a gift card), allow you to make Donations

directly to the center, or even checkout without paying online so that you may pay
later at the center.

Most centers wont use all (or maybe even any) of these options, so don't worry if
you don't see these available within your cart page.
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57 Wallets: Wallets are like a gift card or voucher that the center has on file for you.

If your center uses this feature and you have any wallet funds available, you'll see
them in your cart

You may use your wallet funds by checking the box next to the Apply (your
name's) wallet. Doing so will reduce the Total of your cart appropriately, and you

may pay using your wallet funds. If your wallet only covers part of the cost, we'll
use what you have and you'll put the remaining amount on your credit card.

[
H Benmands Cender
A e ien

{i} Lunch Tacos Jull 2k, 2034 1150 AN - 530 PM ¢ 200

Wiegan Chaonks B

¥ Essp chopping

@ For Spouse accounts, spouses may use their wallets for each other's items, or both
wallets simultaneously to help cover the entire cost.
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58 After checking out, your receipt will indicate the amount of wallet funds that were
used.
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TOTAL PRID 5.:" I::{'I

# Continue browsing = Print Recoipt m

59 Some centers may even offer the ability to add funds into your wallet (sort of like
buying a gift card). If available, clicking the Add Funds button will open a field
which you can type any denomination into.

o 5
u Benmands Cenfes
ddd @ Deperualion
Ar g e
w Lunch Tacos Jul #th, 2034 11:50 AM - 1:30 PM £ 200
Person: Megan Chanks o . 8

b, i ] R CHR Y Aoy Bavmparnin s wale” §
3 fundn ! Apply Megen's sattet” 50 00
TOTAL £ 2.00

+ .-'F .hupplr\g m m
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60 Once you enter your number and then choose Add Funds, a new charge will
appear in your cart. Once you checkout, these additional funds will be added to
your wallet, at which point they will become immediately available for use in

future purchases.

W .

Wiy L
ﬂ Fpremanila Canler
B Lrwe e

a w Lumch Taoos
T Ay (Chudiich

i el

Wiallet Funds

4  Eesp dhigeping

BernaTin Thel Gt

Juil 2mh, 1O

bl Fihs, i

10:00 A - 1:30 Pl § 200
i =
L2100
8
v Berjamps
Legan - L
TOTAL £ 22.00
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61 Donations: If you're feeling generous, you can give a donation to your center by
clicking the Add a Donation button. This will open a field where you may input
any denomination for dollars and cents. Once you have your amount set, click Add
Donation to create a charge in your cart.

w Cy ACTIVITIES A% GROUPS () ABOUT g 9 77y Hi Benjamin and Mega..
[ ]
.00 Add Dipnation
Tacos Jul 291h, 2024 19:30 AM - 1:30 PM 1. 200
egan Chonks -l
1] 8 Appdy Badpamen
el | Ay IMastam's walli

With your charge now created, you may checkout as you normally would! If you
62 : ) :
change your mind, you may remove the donation using the Remove button.

P e

o Baniiiiaida Cifiler

ALl Dy
" Lunch Tacos sl F3h, 1024 19:30 AM - 130 PM £ 200
E Melpgany Chasfiks s 5]
Bonatiom
E HoMmon Bul J6gh, JE74 £35

Eep rnmian sl Blisgan

v Menjama

llagan
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63 Pay at Center: Some centers may allow you to register to items online without
paying at the time of checkout. If your center allows this, you'll see a blue "Pay at
Center" button. (It's also possible this will be the only option available to pay with due
to online payment with credit cards not being available at your center).

Wy cart

| e a2 povaionr

Bertiwithas.
B [i’ Lunch Tacos Jul 9k, 3034 1830 AM - 1130 P $ 200
J Klygan Chonio el o - T
Bamjarmiom i &
o Mty «
TOTAL 5 2.00

& hqlw.q m m

64 After selecting to Pay at Center, you'll receive a window explaining that you'll
need to pay once you next visit the center. Choose Yes, pay at center.

Pay at center

Using this option will allow you to register for your selecied items immediately and
pay for them at the cenber at a later dabestime. f you'd like to pay now theowgh
byacireCenter, please instead select the “Pay for selected items® option




65 You'll be provided with your receipt and the total amount you'll need to pay the
center upon next visit.

Thak yui e using Bylctrvelinne

Please remember to pay at the
center!
i B
Lismeh Taco £
i
2l 5200

#  Cosiinus bromsing b Poimd Baren m

@ Whew, you made it! You now know MyActiveCenter better than the developers
who programed it!

If you do have questions or are running into any issues, please contact your
center directly. Most of the time staff will be able to assist, but they'll also have
the MyActiveCenter dev-team available to them if backup is needed :)
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