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Preface. 
 
The primary objectives of the system are to  
1. Facilitate compliance with Jamaica’s Data Protection Act (2020) 
2. Allow easy access to approved persons on client information. 
3. Produce participant lists for events 
4. Generate invoices , and facilitate communication of invoices to clients. 
 
Other longer term objectives include generating activity historical data to allow strategic 
decision making, supporting scheduling of resources such as rooms, and provide data to 
support the marketing of rooms and activities. 
 
Subject to regulatory issues and data security threat levels, the data may eventually support 
online data management by clients. 
 
In order to accomplish those objectives, the system maintains the following data items: 
1. Client – A client of the Kingston YMCA 
2. Activity – An activity offered by the Kingston YMCA 
3. Room – A physical location managed by the Kingston YMCA 
4. Recurring Event – An event which will periodically repeat, associated with an Activity and 
a Room 
5. One Time Event – A single event at a set date, with a Client, an Activity,  a Room, and has a 
cost 
6. Package – A group of  single or recurring events within an Activity, with a duration and 
has a cost – (A client registers for an activity by selecting a package) 
7. Invoice – A record of expected payment by a client – Invoices will be generated for one 
time events and for registered packages – Note Receipting will be done outside the system, 
but a receipt can be associated with an invoice. 
8. User – a user of the system,  associated with a role that has specific permissions. 
 
The current implementation is to be considered a minimal working example, and it is 
understood adjustments may be wanted or needed.  
 
Status of requests and  adjustments will be tracked using a shared google sheet at 
https://docs.google.com/spreadsheets/d/1znXWDl198x5KW1uSJAzYW966AMg2vJJH/edit
?usp=drive_link&ouid=104049872048977887546&rtpof=true&sd=true. 
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Accessing the system and logging in. 
 
After going to the application URL, select the login option, and then enter the user name and 
password that has been supplied into the login screen, shown in Figure 1. 
 

 
Figure 1. The login screen. 

 
If the entered user name and password coincide with the value in the system,  data will be 
presented based on the role assigned to the user. Otherwise,  the message “Incorrect 
Username/Password” will be displayed. 
 
 
 

Role Permissions 
 

 Reader Editor Moderator Admin 
ViewClients √ √ √ √ 
ViewActivities  √ √ √ 
ViewEvents  √ √ √ 
ViewPackages  √ √ √ 
ViewRooms  √ √ √ 
ViewInvoices  √ √ √ 
ViewUsers  √ √ √ 
EditClients  √ √ √ 
EditActivities   √ √ 
EditEvents   √ √ 
EditPackages   √ √ 
EditRooms   √ √ 
ManageInvoices   √ √ 
EditUsers    √ 

Table 1. Roles and Permissions 

 
  



Managing Clients 
 
A client is a person who engages the services of the Kingston YMCA. Basic information 
stored on each client, modeled from the paper forms, include the first name, middlename, 
surname, date of birth, address, next of kin, email address, two phone numbers, a gender, 
and whether there are medical issues on record or restrictions. The interface allows 
management of clients using a client listing, as well as a detailed view of each client,  that 
allows approved persons to edit. 
 
The Client listing 
The client listing allows a user to view clients.  Users with permission can add a client by 
clicking the “Add Client” link. To remove a client, select the checkbox beside the id for the 
client to be removed, then click the “remove client” option. 

 
The box above the listing allows a user to filter the client list.  

 

 
Figure 2. The client Listing 

 
 

 Detailed Client information 
 Detailed client information stored in the system is modeled from the paper forms that have 
been used, as shown in Figure 3. Data associations in the system also allow information on 
associated family contact information, registrations and invoices to be managed. 

 
Figure 3. Client Detail Screen 

 
A user with permission to edit the data will see the Edit link. On clicking it, data items 
become modifiable.  To change the “next of kin” , click the “Next of kin” link , and locate the 
parent to be associated from the list of clients that pop up.  When all the data on the screen 
is as expected, click the update link. (Note in this context, the term “Next of Kin” refers to the 
role of “head of family”). 
 



 
Setting Family Dependent Information 
Users with permission are able to add or remove family dependents. When adding a family 
dependent, the options are to add a client that already exists in the system, or to add a new 
client.  On selecting the option “Add Existing Family Dependent”, a list of clients will pop up. 
The child to be linked can then be selected.  On selecting the option “Add New Family 
Dependent”, a new client will be created, with the parent set to the client that was 
previously selected. 
 
  
Registering for an activity  
After clicking the “Register for an Activity” link,  a list of activities for which the client is 
currently not registered, appears, as shown in Figure 4. Selecting an option will then 
present a filtered list of packages, as shown in figure 5. 
 

 
Figure 4. List of activities in which client is not registered.. 

 
The filtered list of packages for each activity is filtered by membership status, age and 
activity. That is, if the client is an adult member, (as in the test example presented here) 
packages that apply to adult members will be presented in the list. On selecting a package 
from the list, the price of the package will appear beside it. 
 

 
Figure 5. Filtered list of packages for an activity 

 
 
When the save button is clicked, a new entry will be added to the list of registrations with 
the activity name, package name and expiry date, as shown in figure 3. If a user wants to be 
dissociated from an activity, the user clicks the x in the list of registrations.  If a user wants 



to renew  a registration, the renew(circular) icon is clicked.  On clicking the renew icon the 
registration window appears with the activity of interest selected. Figure 6 gives an 
example of the screen that is shown on clicking the Renew button beside the activity “TKD” 

 
Figure 6. Renewing an activity 

 
 
 

 
Managing Invoices 
 Invoices are generated for activities, as well as rental of rooms for one time events.  To 
generate any outstanding invoice for a client, click the “Generate Invoice” link from the 
client screen. The invoice will then appear as a  row in the list of invoices, as shown in 
Figure 7.  
.  

 
Figure 7. Invoice listing for a client. 

 
 Each row will show an ID number, the month and year of the service date, the invoice total,  
and,  either the space to enter and save a receipt number, or the receipt number. On clicking 
the invoice number, the invoice will pop up, with a format as shown in figure 8. 
 

 
Figure 8. Sample invoice 

 
Note the invoice contains entries for “Activity” and for “Rental” 
 



The option to email and invoice or receipt (shown in Figure 7) will be presented subject to 
the following conditions: Each invoice or receipt is to be emailed only once, and once a 
receipt number is entered an invoice is no longer sent. 
 
 
Managing Activities 
An activity is used to hold information on a service associated with the Kingston YMCA.   
Basic information stored for each activity includes it’s name, a description, a primary 
coordinator, a primary room, and a website.  The interface allows management of activities 
using an activity listing, as well as a detailed view of each activity,  that allows approved 
persons to edit. Note that, while any activity can be added or removed,  it is important to be 
careful while managing the “Membership” activity. Several features within the system test if 
a client has an active membership in order to determine applicable payment rates or service 
packages. 
 
 The Activity listing 
The activity listing allows a user to view activities.  Users with permission can add an 
activity by clicking the “Add Activity” link, shown in Figure 9. To remove an activity, select 
the checkbox beside the id for the activity to be removed, then click the “remove activity” 
option. (Note that the “Membership” activity should not be removed) 

 
Figure 9. The Activity Listing 

 
The box above the listing allows a user to filter the activity list.  
 
 Detailed Activity information 
Detailed activity information is managed on the screen shown in Figure 10.  A list of 
registered clients, packages, recurring events and one time events are also shown. 
If a user has permissions, clicking the “Edit” button will allow the information to be 
modified, and the modified information is saved when “Update” is clicked. 
 
 



 
Figure 10. Manage Events 

 
Managing events 
An event is a record that something is to happen in an activity at a location. The system manages 
two types of events, namely, 1:recurring events, and 2:OneTime Events.  Recurring Events, as well 
as one time events, have their own listing and detail screens. The listing screens are shown in 
Figure 11. Note  however, the ability to add or remove events from each listing is dependent on 
permissions to edit events. 

  
 

Figure 11: Event Listings 
 
 
 
 
 
 
 
 
 
 



Recurring Event Detail 
The  recurring event detail screen allows the system to store information on the event name, 
activity, start date, duration and room. It is also possible to specify the day of the month (eg. The 2nd 
of each month), the day of week (eg. On Tuesdays) and the week of the Month. (Eg. The second 
week each month).  Combinations of Day of Week and Week of month are also valid, eg. 2nd Tuesday 
each month. A user with permission is able to click the Edit link. On doing so the approved user will 
be able to enter the name of the event, select activity, start date, duration and room, then enter the 
schedule information.  

 
Figure 12: Recurring Event Detail Management Screen 

 
Note that the list of packages is not managed from this screen- Events are added to packages from 
the package management screen. The listing provided is to allow a user to see what packages an 
event is involved with.  A list of associated clients for the event is displayed to the right of the 
screen. Note also the system does not allow users to be added or removed here – users are added or 
removed either on the client screen, or on the packages screen. Based on their association with the 
packages however, association with the event is determined. By default, the client listing will only 
show current clients. In the event expired clients are to be included, check the box, and refresh the 
page (F5). It is also possible to export the list of clients to a spreadsheet by clicking the “Export List” 
link. 
 
 

  



One Time Event Detail Screen 
 
The  one time event detail screen allows the system to store information on the event name, 
activity, date and time, duration and room and client, as shown in Figure 13. Depending on whether 
the client has an active membership, a default room rate is indicated, which is used to calculate a 
suggested price. The price can however be entered manually, and the user that confirmed the 
transaction is stored on the record. 
 

 
Figure 13. Screen to manage details of a one time event. 

 
Note however that if another room is selected, or if the duration is updated, then the price is 
recalculated based on the default rate, so if there is another arrangement for a price, the price 
should be manually updated.  
 
An interesting feature of the recording of single events is that on the first save, the system performs 
clash detection, by making sure the a room does not have two events happening at the same time. 
(the check is done across one time and recurring events). Bear in mind however that, although the 
system has the capability to represent associate a master room that contains a room, clash 
detection is currently not done across levels of a room, so the users need to manage that. As an 
example, Court 1 and Court 3 are a part of the room Auditorium. The system will ensure that Court1 
does not have two events happening at the same time , that court 3 does not have two events 
happening at the same time, and do the same check with Auditorium when creating and event. The 
system will however NOT check Court1 against Auditorium, so resolving any such potential clash is 
the responsibility of the user. Also, clash detection is not done when updating an event. 
 
Adding the client that requested the event is done by selecting the client from a list of potential 
clients.  Click the “Req By” link to pop up the list shown in Figure 14. 

 
Figure 14: Selecting client that wants one-time event 

The list can be filtered by typing into the search box. The status column displays “Member” if the 
client has an active membership,  and “Starter” otherwise. The expires column shows when 
membership (if ever active) last expired. When the client name is clicked, the calling screen is 
updated. 



 Managing Packages 
A package represents a unit that can be billed to a client , and is put together as a set of 
events  for an activity. A client registers for a service by registering for a package.  Each 
package is tagged as being either for members or starters (non-members) or for adult or 
child. 
 
The Package listing 
The package listing allows a user to view packages.  Users with permission can add a 
package by clicking the “Add Package” link, shown in Figure 15. To remove a package, select 
the checkbox beside the id for the package to be removed, then click the “remove package” 
option. 
 
The box above the listing allows a user to filter the client list. 

 
Figure 15. Package Listing 

 
In the package listing, the units for the duration is days, and the price is expected to be in 
Jamaican Dollars. If a package is designed for a member, the member box will be checked, 
otherwise it will not be . The same applies to the “Adult” column. While rendering the list, 
the database is queried to determine the number of clients with an active registrations, as 
well as the number of clients with expired registrations, and those numbers are displayed. 
 
  
  



Detailed Package information 
Information stored on a package generally consists of it’s name, whether it is targeted 
towards members or adults, or the price, and the duration of the package (number of days).  
The management information is shown in Figure 16. 

 
Figure 16: Package Detail Screen 

 
The component events of a package allows the generation of a schedule for the package. One 
time or recurring events can be added using the appropriate links, or removed by clicking 
the X to the right of the event.   
 
The package screen also shows a list of clients that are associated, along with available 
clients that can register. On clicking the “Add” link beside the clients, a window with conents 
similar to figure 17, appears that contains a list of clients.  

 
Figure 17: Registering multiple clients on an activity 

 
The list can be filtered by typing into the box. Multiple clients can then be registered by 
clicking the “Register Clients” link. After registering clients the updated registrations will be 
displayed.  If the client has never been registered in the activity, then the registration will 
expire at a date given by the current date plus the duration of the package. If the client has 
been registered in the activity before (a user will know as the client will show up in the list 
in the colour black) , the new expiry date will be the previous expiry date plus the duration 
of the package.   
 
It is possible for a user to waive past registrations by dissociating the client from the activity 
on the package management screen (using the X) and then re-registering the client. 



 
Managing Rooms 
A room represents a physical location managed by the YMCA.  For each room, the system 
keeps information on the its name, its container, a short code to allow it to be represented 
on the timetable, an image, a video, it’s opening and closing times, and a default member 
rate vs a default starter rate. The room listing is shown in Figure 18.  A user can filter rooms 
by typing in the search box. 
 

 
Figure 18: Room Listing Screen 

 
Users with permission can add a room by clicking the “Add room” link. To remove a room, 
select the checkbox beside the id for the room to be removed, then click the “remove room” 
option.  The box above the listing allows a user to filter the client list. 
 
Detailed Room information 
Details of a room can be edited by a user with access, using a screen similar to that shown in 
Figure 19. 

 
Figure 19. Room Detail Management Screen. 

              
Note  that images and videos are currently selected from a list of available images which 
have been pre-uploaded. Once satisfied with the information stored for a room, click 
“Update” to save changes. 
 



Managing Invoices 
 Invoices are generated per client, and there is an option to manage invoicing and receipting 
from the client screen.  The Invoice listing screen, shown in Figure 20,  provides an 
opportunity to centrally manage invoices however. 
 

 
Figure 20: The Invoice Listing Screen 

 
 
Useful options on this screen include the ability to export the list from the table to excel, to 
generate any outstanding invoices (ie. If there were registrations or rentals for which 
invoices have not yet been generated), to filter only on unsent invoices for which there is no 
receipt, to email all previously unsent invoices without receipt, and to send any receipts that 
were not previously sent 


