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Overview

Snow Tracks is the professional ski i nstructor ds
wife of a ski instructor to help him organize his client list and lesson schedules as well as track
his lesson earnings, Snow Tracks is now available to all ski and snowboard instructors.

Since each slope has different lessonparameters and pay schedules, Snow Tracks will be
offered in individual editions. The first edition is the Wachusett edition . If a customized edition
is not offered for your slope, please contact me at Helen@SandozSofivare.com and we can
work together to bring Snow Tracksto your mountain. A significant discount will be offered for
your assistance.
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HOW TO USESNOW TRACKS

Snow Tracks consists of nine windows or screens. Navigation buttons used to move from

window to window are usually located at the bottom of the screen. Navigation buttons used to

move back and forth in time are located at the top of the screen. The program always starts at

the calendar window called the WeekView wi ndow. This window details
schedule from Sunday to Saturday.

The WeekView Window
B Snow Tracks -~ WeekView Q@@
File Print Utilites Reports Help
Week of Dec 27 [<<=] [Today | [—>>] Week Including: [12/27/2008 v
Sunday Thursday
9:00am 1 1/2 hour Req Semi, 3 students 9:00am 1 hour Desk Private, 1 students
10:30am 1 1/2 hour Group Lesson, 5 students 12:00pm 1 hour Clinician/Trainer, 4 students
Monday Friday
9:00am 1 hour Desk Private, 1 students

10:30am 1 1/2 hour Group Lesson, 3 students

Tuesday Saturday

10:00am 1 hour School, 4 students 9:00am 1 hour Desk Private, 1 students

1:00pm 1 hour Desk Semi, 2 students
4:30pm 1 hour Req Semi, 2 students

Wednesday Totals

8:00am 1 hour Clinician/Trainer, 2 students Desk Privates: 5 lessons for 5 hours Other:
9:00am 1 hour Desk Private, 1 students Desk Semi: 2 lessons for 2 hours 9.5 other hours

10:30am 1 1/2 hour Group Lesson, 13 students Req Privates: 1 lessons for 1 hours 5 Full Time days
1:00pm 1 hour Desk Private, 1 students more. . . FeqSemi: 2 lessons for 2.5 hours 10.5Xtra stud. hours

[ Schedule a Lesson ] [ Add a New Client ] [ View Client List ]

You do not enter information in this window, but it allows you to move from week to week, add
a client, schedul e a | es s on,andeigwayour pagrepart.cer t ai n da

There are two ways to move from week to week. First, you can click on the directional arrows
at the top of the screen to move forward or backward in time by one week, or click on the
Today button to jump to the current week. Second, you can click on the calendar dropdown in
the upper right corner and select a date.

There are two ways to schedule a lesson. The first, and most obvious, is to click on the

Schedule a Lesson button. This method is most useful to schedule a future lesson. If,

however, at the end of the day you wish to record all the lessons yo u did today, click on the

button for that day. Letds trybed3bat with Wednesd



The DayView Window

This window details your schedule for one day, in this case for Wednesday, Dec 30. All lessons
previously scheduled for this day are listed here. Timeslots that are not available because of

the duration of a

reserved; you may schedule any kind of lesson in the lineup timeslot. At the bottom of the
screen is aComments field for you to make any notes you wish about the day and a Record
Tips button if you wish to track the tips you receive on each day.

B SnowTracks -
File Print Utiites Reports Help

DayView

Wednesday Dec 30

[((—] [(—] [Today]

Go to:

== = 123072009 v |

8:00
8:30
3:00
9:30
10:00
10:30
11:00
11:30
12:00
12:30
1:00
1:30
2:00
2:30

1 hour Clinician/Trainer, 2 students: Paula Abdul, George Bush
N/&

1 hour Desk Private, 1 students: Hilary Clinton

NA&

1 1/2 hour Group Lesson, 13 students:
NZ/A
N/A

1 hour Desk Private, 1 students: Sally Evans

N/

Il Click on time to schedule or editalessonll

Comments for the day:

300
330
4:00
4:30
5:00
5:30
6:00
6:30
7:00
7:30
8:00
8:30
9:00
9:30

1 hour Desk Parent Child, 2 students: Sally, and son Jack
NA&

1 hour Req Private, 1 students: Barbara Streisand

NA&

1 hour Group Lesson, 1 students: Jack Jones

N/&

BE=1ES

[ Record Tips ]

[ Adjust Shift Hours

[ Back to Weekview | [ Add aMew Client | |

Yiew Client List

]

You can move from day to day in three ways. You can click on the directional arrows at the top
of the screen to move backward or forward in time by one day or one week, or click on the

Today button to jump

t o

today6s

schedul e.

You

upper right corner of the screen and select a day. Or finally, you can click on the Back to
WeekView button at the bottom left of the screen and then select a different day on that

screen.

To schedule a | esson

from

this screen,

y ou

a Request Privatelesson at 4 o 6 ckl As you can see from the screen, there is time for a one
or a one and a half hour lesson. Click on 4:00 to schedule it.

| e s kineup tinees are noteddbut¢haytaeedot ( A N/ A0 ) .

can C

simply



Schedule a Lesson

Finally we start to enter information. This screen allows you to choose the lesson type, the
number of students, the time and the dat e,

based on the lesson type.

f{ Snow Tracks ~ Schedule a Lesson
File Print Utiites Reports Help

1243042009 ]

| Clear Form |
Save This Lesson |
| WeekView | | Retumto DayView | _ View Client List_|

Since we clickedon4:00 on Wednesdayods schedul
date are already inserted for you. The first thing you should do is click

on the Lesson Type dropdown and, in this case, select fiReq Privateoto
indicate that this is a request private les son.

Snow Tracks knows that a private lesson can have only one student, so
the # of Students dr opdown aut omatlio8naw Tracks d i
then displays the Client Info section at the center of the screen.

Desk Private
Dezk Semi

Deszk Parent & Child
Fieq Parent f Child

Group Lesson
Pelar Kide

t

he

cl
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Sinceyou are entering a private lesson, this is a client who may have taken a lesson from you
previously, or who will hopefully return again. This is a client that you would most likely want
to enter into your client database so that you can track his, or her, progres s. | will later show
you how to enter a new client, but for now we will select one from the Clients on file list.
These are clients you have previously entered.

We are going to teach Barbara Streisand how to ski in this private lesson. Double-click on
BarbaraSt r e i sama id yoar client list. She is then automatically listed in the Enter
Students textbox. This is the only way to schedule a lesson for a client for whom you wish to
keep records. | say again, This is the ONLYway to schedule a lesson with a client for whom
you wish to keep records.

. Snow Tracks ~ Schedule a Lesson
File Print Utites Reports Help

Type of Lesson:
) ] Req Private v 1 v # Of Students
Note: If instead, this student ‘ : 2 :
is not a client you wish to Client Infa
; . lients on file;
track, you would simply type ErierStudente:. |_Add a New Client | s onfle
: Abdul, Paula A
the students. name in the Babaa Craisand Bl 5uish. George
text box, or if you never . |Clemens, Roger
. Clinton, Bill
want to see this student Clinton, Hilary
again, just leave the box Evans. Sob
blank. | |Gates, Bil
‘ Jones, Jack
Lord, Nelson
Il dblClick on client in list OR enter student Sandoz, Helen
names, separate by commas 1! Streisand, Barbara v

Note: There are two methods to enter student names. 1) You can type directly into the

Enter Students t ext box, or 2) you can doubClentsonfieck on a
listbox. If you type Bill Clintonin the textbox, Snow Tracks cannot assume that the client @ill

Clintondis the same person as your student for this lesson. Therefore this lesson would not be

attached to your client. So | say again: Double clicking on a client in the Clients on file  listbox

/s the ONLYway to schedule a lesson with a client for whom you wish to keep records.

Now that you have entered your clientés name, the
that Snow Tracks wants. The duration for a private lesson is automatically set at one hour. If

this client requested more time, you should change this. Toward the bottom of the screen you

cancl i ck on t he box f Doingdo Wil help you keap ¢rack ob sparticalar e |
clientds pr ogr e sason tYburmayatsdemtaria comimeant fa this lesson. And

finally, if this client has requested several lessons such as daily for three days, or weekly for 4

weeks, you should check off the Repeating Lesson box.



If you indicate a Repeating Lesson , Snow Tracks again Fepeating Lesson | Daily v
asks for additional information. First you are askedto
select the frequency of the repeat, either Daily, Weekly, Bi- Number of repeats: | Ore  +

Weekly, or Monthly. Then you need to indicate the number
of repeats. This number does not include the lesson you are currently entering. So if your
client has purchased a six lesson pack, you would enter /i F / feréhé number of repeats.

Snow Tracks also assumes that the duration of a lesson would
normally not exceed 3 hours. If your client has requested a
longer lesson, you should select the last item in the Duration
dropdown list i /¢ r.aSaow Tracks will then ask you to enter the How many 4.5 hours?
actual number of hours in decimal notation.

Duration; #a  » | houws

To enter this lesson into your schedule,and t o enter this |l esson into Vyoc
on Save This Lesson . If this is a repeating lesson, Snow Tracks will also enter the future
lessons. If thisis a School grouplessonandyouhavel i st ed all the studentso

be displayed in all the future lessons. By using the comments box, you can keep track of
individual student progress or attendance.

Once you have saved the lesson, the screen will clear and Snow Tracks is ready br you to enter

another lesson. You can do this in three ways. 1) You can simply pick another time, and date

if necessary, and choose the type oflesson. 2)You can return to your dayés
clicking on the Return to DayView  button at the bottom of the screen and then pick another

timeslot or change to another day and pick a timeslot. 3) You can navigate to the WeekView

screen by clicking on the button at the bottom of the screen; pick a different day and then

another timeslot.

If, at the end of the day, you are entering a batch of lessons you have taught that day the first
choice is the easiest. It is not necessary to return to the DayView screen to see if a timeslot is
available. Snow Tracks will not let you schedule two lessons in the same timeslot.

Note: Snow Tracks makes a number of assumptions based on the type of lesson that you
choose. These are that a private lesson can have only one student and has a duration of one
hour. A semi-private lesson has to have more than one student but defaults to two, and lasts
for one hour. A group lesson has a duration of one hour if it consists of one or two students
and a duration of one and one half hours if there are more than 2 students. Finally, Snow
Tracks assumesthat Station teaching usually has a large number of students and does not
require you to enter a number.

Recording Work Other Than Lessons

Snow Tracks also lets you record time spent on activities that are not lesson related. If you are
a part time employee, you will want to track this time as well. To do so, select /i Ot hiretineo
Type of Lesson dropdown. Again, check the time, the date and the duration. If you spend
less than an hour, choose /7 X ¢ ana enter the length of time in decimal format. For example,
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if you spend 30 minutes shovelingsnow, enter A0. 50. Once you i
Snow Tracks will ask for a description of the work you performed, inthiscas e fAshovel
Again, click on Save this Lesson to enter it into your schedule for the day.

Other Considerations When S cheduling

Snow Tracks performs error tracking duties when you save a lesson and reports back to you if it
finds errors. Snow Tracks requires you to correct some errors before saving a lesson. These
errors are forgetting to enter a lesson type or the number of students , scheduling two lessons
in the same time slot, or entering an incorrect number of students for the type of lesson .
Another error is indicating a different student count in the How Many dropdown box than in
the Enter Students names text box. When entering students names manually, you must
separate the names with a comma like this Jack Jones, BarbaraStreisand Bill Clinton or simply
Jack, Barbara, Bill. Snow Tracks will count either of these as 3 students. Essentially, Snow
Tracks counts the commas and adds one. So you could also type Barbara, and her son Jackfor
a total of two students .

- . &

If you have indicated a different : HEES)
number of students in the dropdown Type of Lesson _

i Diate and Time
bOX than in the tethOX , SnOW Group Lesson v 5 v #0fSudents S

1 1 1 Client Infa
Tracks will ask you if you WISh to e ot o e Tine | 1030am v
correct the entry or to continue to e p—

Clemens, Roger
Clirtan, Bill
Clintan, Hilan

Dwration; (112 % hours

save the lesson You can, of course,
correct either 7 the count or the
names - but th e default is to correct 1| dbiCick en centin it OF o

hames, separate by commas |1

Continue To save?

\_?/ # of students does NOT match entered names! Continue SAVE?

the dropdown box and Snow Tracks Yos

will do this for you automatically. Level

Double check this entry because the ©0ne  OTwo  OThree OFowr  OFwve  OSik  OSeven OEighthine
number of students  indicated in Comment: |unsvert

the dropdown box is the number

entered in your records.

[ ‘weskhiew ] [ Return to DayView ] [ View Client List ]

Other errors are reported, but Snow T racks does allow you to choose to ignore them. These
errors are (a) not entering any hames in the names text box or (b) not indicating a level for the
lesson.

Confirmed and Unconfirmed Lessons

When you schedule a future lesson, Snow Tracks considers this an unconfirmed lesson. It has
not yet happened, and given the nature of the ski business, chances are fair that it never will.
Snow Tracks indicates to you that a lesson is unconfirmed by listing it on both the week and the
day screenin blue. This reminds you to confirm that this lesson did or did not happen.

ndi

ng

cat

S I
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Editing, Deleting and Confirming Lessons

These three activities are all initiated in
the same way - by clicking on the time
of the |l esson in t
exactly the same procedure as if you
were scheduling a new lesson. The
scheduling screen is then displayed
with all the information from the
original lesson.

If this is an unconfirmed lesson, as
indicated by the *UNCONFIRMED*
message on the right side of the
screen, and you just wish to confirm it,
click on the CONFIRM this Lesson
button in the lower right. If instead

you need to remove the lesson, click on

h

.Snuw Tracks - Schedule a Lesson g@@

File Print Utlites Reports Help

Tyﬁ of Lesson: A

Date and Time
Ovs 4 Sv gOI@ludgﬂsd u I € 2
1412/2010 =

Cliznts o file: Time: 10:008m v

e

School

Client Info
Enter Students:
MNancy, David. Jeff, and Bruce

Clinton, Bil Duration: |1 ~ | hous

Il dbiClick on client in list OF enter student
names, separate by commas 1l

Sandaz, Helen
Streisand, Barbars %

WUNCOMNFIRMED Il

Lewvel

(%) One O Twi O Three O Four ) Five () Six (O 8even (O Eight-Nine

Comrent | private school, nice kids. All pay attention and maved from level one to 2

Delete this Lesson UPDATE Lesson Confiim this Lesson
[ ‘wieekliew ] [ Fietum to Dayview ] [ “iew Clienk List ]

the DELETE this Lesson button in the lower left.

To edit the lesson, enter any changes needed and then click on the UPDATE Lesson button.
Editing a lesson after the scheduled time has passedwill also confirm it. Snow Tracks will
again perform error checking and then make the corrections in your lesson and client files.
Note that repeating lessons need to be edited, confirmed or deleted individually. Snow Tracks
does not recognize them as a group. Also certain changes, such as changing a Sem/ Privateto
a Private may be difficult for Snow Tracks to correct. In that case, you will be asked to reenter
t he st ud e nCliéksng am anygnans of these three buttons, Confirm, Delete, or Update,
closes the scheduling screen and returns you to the DayView screen. You may also leave the
screen without making any changes by clicking on one of the navigation buttons at the bottom

of the screen.

Adding a New Client to your Client List

Perhaps you noticed a button on the scheduling screen next to the client list. This is one of the
four ways to navigate to the Client Information  window. Atthe WeekView , the DayView
and the Client List screens there also is a button called Add a New Client at the bottom of
the screen. Enter as much or as little of the requested information as you wish.
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If you came to this screen from the scheduling screen, the date of the first less on will be

enteredforyou. The field to record the cl i en tsdhedulihge v el

screen, but rather intended for you to note the approximate skill set for this client. Also, a ny
entries to the comments field do not show on th e lesson schedules. Its purpose is to help you
to remember this client, to note who recommend ed you to him, to record any specific problems
he wishes to work on, or anything else you may think of .

. Snow lracks ~ Client Information E@@

File Print Utlites  Feports  Help

First Mame: | Barbara Last Mame: Streisand
Address:
City: State: Zipcode:
Phane: Ernail: barbara@streizand. com

Cell:

Date First Lesson:

1241472003 »

Lewvel:

Comments: | recommended by Harrizon Ford

|  Add This Client |

Wk e ] [ D aytvfigm ] [ Schedule a Leszon ] [ Wiew Client List ]

When you have finished entering the information, click on the Add This Client button. There
is no error checking on this form other than that you must enter either a first or last name.  Of
course, entering both is preferable, but you cannot always get bo th.

After you click on Add This Client , the form will clear to allow you to enter another client . You
can, of course, always edit any client® record later as we will see shortly.

Note: If you have previously taught this client and now wish to add him to your client list, you
need to follow a special procedure to attach any previous lessons to his client history. Snow
Tracks cannot know that the Al Gore you just entered to your client li st is the very same Al Gore
you taught two weeks ago. So you have to edit the previous lesson (s). (seepg 11)

S
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When editing, Snow Tracks displays the information for this lesson on the scheduling screen.

Al Gore may already be displayed inthe s t u d enantedtextbox, but his name was not

originally entered from the Clients on file list, and it must be entered that way in order for

Snow Tracks to know that they are one and thesame. Dou b/ e ¢/ i cking on a cl i ¢
Clients on file  list is the only way to schedule a lesson for a client for whom you wish to keep

records.

. . . Type of Lesson:
But, if you now double click on A/ Gorein the

. . . . . |Desk Private w 1 w  # 0f Students
Clients on file list, there willbetwo Al Gor @06 s
the student name text box . However this is a Client Info Ciarte on e
private lesson and there can be only one Enter Students: Abdl, Pavla ~
- AlG Bush, George
student. So the correct procedure is to delete - Clnens Hoger
. ~ intan, Bi
his name from the studentds names texEnint&a,gmﬁawx, A n d
. . . . vang, Sally
then add him back by double clicking on his Ford, Hanison
ates, ol
name in the Clients on file listbox. Gore, Al
Jones, Jack
Il dblClick on clhent in izt OR enter student Lard, Melzon
harmes, separate by carmmaz |1 Sandoz, Helen b’

Viewing the Client List

Once you have added a f ew cybucenrde veith theseecliedts Clglo ¢ hec k
on the View Client List  button on any of the screens already discussed. All of them have this
button.



