
On the first of every month (or the following business day after a holiday closure, Saturday, or 
Sunday) a mass batch of tuition is ran for each location by the Administrative Director. An email 
is automatically sent to all families with a declined transaction. After this initial tuition has been 
processed, all accounts that did not successfully process are added to the Aged Accounts 
report under ‘Total.’ This can be found on the Jackrabbit Dashboard.


Office On-Site Lead (1) will create a calendar for the month in Google Docs. This calendar will 
reflect the dates at which contact attempts will be made to families on the Aged Accounts list. 
Office On-Site Lead (2) & (3) will use this calendar to complete their assigned parts of the 
balance due process. Inform Meryl that the calendar has been updated.


Office On-Site Lead (1) will run a new mass batch of those remaining on the Aged Accounts 
report.

1. Under the ‘Transactions’ drop down menu, click ‘Process ePayments’

2. Edit the settings (See graphic below)

3. Click ‘Preview Payments’

4. A new window will open displaying the accounts that will be charged. If there are no 

concerns, click the ‘Process Now’ button.


These settings prevent 
Charter families from being 

charged

Balance Due

1

2
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On-site Lead (1) will go through the Aged Accounts to determine who needs a hand call and 
who doesn’t need to be contacted. Clients who need to be contacted directly would be Charter 
families without P.O.s, families who are two months past due, & families who may not have 
been contacted after enrolling online. On-site Lead (1) should log into any Charters with online 
databases to determine if the notes on the family’s Jackrabbit account are up-to-date. On the 
Balance Due Google Doc, On-site Lead (1) will leave detailed notes for each needed hand call 
with the necessary information regarding their past due balance, for example- details on the 
amount due, on attendance, on previous contact attempts, and a drop deadline. After 
determining who needs a call and leaving notes, On-site Lead (1) will designate office members 
to help make these calls. Office members will leave notes on the family’s accounts with 
confirmation of contact attempts. Clients who do not need calls would be Charters who have 
the proper P.O.s. These drop deadlines should be added the the Google Doc & will be 
monitored by the Office On-site Lead (2) & (3.)


When to not re-run declined accounts:


After the second mass tuition batch has processed and the Charters in good standing have 
been determined, the Office On-site Lead (1) will send the accounts on the Aged Accounts 
report a mass email & mass Call-Em-All.

Email:

1. Click on the number under ‘Total’ on the Aged Accounts section of the Jackrabbit 

Dashboard.

2. Check the ‘Email All” box.

3. Uncheck all the Charter families who are in good standing

4. Click the blue ‘Email’ button.

5. Subject line: Outstanding Balance with Watersafe Swim School 

      Message: Hello, this is Watersafe Swim School informing you that you currently have an 	   

      outstanding balance on your account. To avoid a $10 late fee, you can update your card on 

      file through the Parent Portal by logging in through our website, www.watersafe.com The 

      login button is located on the top right corner of the webpage. Your username will be the 

      email you have on file with us. If you would prefer, you can also update your card by 

      contacting the office at (562) 596-8608. Have a  wonderful day!	 

6. Change the ‘Email replies sent to’ drop down list to the swimwatersafe email.

7. Click ‘Preview List’ & ‘Send Now.’
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Account closed Expired card

Pick up card Do not honor

Issuer declined Transaction not permitted by issuer

http://www.watersafe.com/


Call-Em-All

1. After you’ve gone through each account, export the list into an excel document by clicking 

on the “export” button.


2. A pop-up will appear… leave the drop down selection as is and click on “Export Data.” The 
list will move into the downloads section as an excel sheet. Open it to edit.


3. Call-Em-All only requires the first name, last name, and number. To delete the extra 
columns, click on the letter of the column. Hold down the shift button and click on the other 
letters to select them all at once. Click on the “Delete” button at the top. After you’ve 
deleted the extra columns, you can delete the titles at the top (Family/Account, Billing 
Contact, ect…) by selecting the number 1 on the left side of the page and clicking delete 
again. Not all the families on the list will have a phone number, manually add the missing 
ones.


4. Once done, save the file to the desktop and log into Call-Em-All

	 Username: 5625968608 Password: 8608


5. Click “Create a Broadcast”




6. Broadcast Name: “(what is the call for, ex: balance due March)”

      Message Type: Voice

      Start Immediately?       Yes

      Broadcast Type:      Announcement

      Caller ID: (562) 596-8608

      Call Speed: *determine this by the amount of calls you’ll be sending in total, the amount  

      of office staff on hand to help take the returned calls, and the urgency of the message*   

      I usually set the speed about 1 call a minute.

      Click Continue.

7. Click on “Upload a file” and upload your excel sheet. A confirmation of your contacts will 

appear. If it says all your rows are good, click on ‘Import.’

8. If this window pops up when you click continue, it is because there is not enough credits 

on the account and you need to purchase more. Click the “Buy More Credits” button. Make 
sure you purchase enough credits to cover the amount of calls you’re making. The CVN 
code is 613. Once you’ve purchased all the necessary credits, click continue.


9. Balance due calls already have a pre-saved, generic message in Call-Em-All. To use it, click 
on the “Select from message library” option. Scroll down to find the most recent Balance 
Due call message and select it. Click continue.


10. The screen should now show you a review of your settings for the call. If everything looks 
good, click “Send Broadcast.”


11.  the office to let them know that it’s going out.


Following this the Balance Due Schedule in Google Docs, Office On-site Lead (2) & (3) will 
conduct the remaining balance due contact attempts which includes hand calls, Call-Em-Alls, 
and having instructors send families to the office. These will be done by location.


Office On-site Lead (2) & (3) will generate a report of the remaining client’s on balance due for 
each location.

1. Under Reports, click ‘Find Reports’

2. On the left, click ‘Transactions/Financials’

3. Click ‘Aged Accounts Summary’ report

4. Select the appropriate location & click ‘Submit’


6



5. Using this report, OSL (2) & (3) will add students to the Balance Due Schedule in Google 
Docs for the office staff to reference & highlight students to be sent to the office.


6. During the week to highlight students on the poolside schedule- add “Check Balance Due 
Doc” to Google Calendar



