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9Round Demo
• 9Round Demo Site

• www.9rounddemo.clubready.com
• Username: 9roundmanager

• Password: password

http://www.9rounddemo.clubready.com/


Recommended Hardware

https://clubready.zendesk.com/hc/en-us/articles/360042090312-
Recommended-Hardware

After the units have been received and setup in place please email 
support@clubready.com to schedule a remote computer setup session.

https://clubready.zendesk.com/hc/en-us/articles/360042090312-Recommended-Hardware
mailto:support@clubready.com


Employee Profile

Log into your site. In the top-right corner click on the drop down 
menu. Select option Edit My Profile

From the Profile screen you can update your information. Entering your 
email is important for notifications from ClubReady.
The login section will allow you to change your username and password.



Entering a Prospect
Adding in a Prospect Who Calls the Club or Has Not Scheduled Class Yet

Click on Prospect > Add New Prospect. Any fields with the REQ icon will 
have to be completed to save your prospect. 



Presentations
Prospects/Members > Prospect/Member Detail > PRESENT 

A list of available presentations will display for the selected 
prospect/member. Choose the correct presentation to walk through with 
the client and have them complete the form. 



Email Blasts
Prospects/Members > Email

Your email blast will attempt to send to all of the prospects/members that are showing 
in the lookup list at the time you send your blast, so filtering will allow you to email a 
target audience. To start narrowing who will receive an email blast, click on the 3 bars. 
This will provide you with options to narrow the search. 

Select, or fill in, the following fields: Reply To, Subject, Email Template, Use Previously 
Saved Email (If you have saved any email content previously you can select this saved 
text from the drop-down box).

Other selections will include:
Save this content text to use again later - If you are going to send this out on a regular 
basis. 
Extend expired logins when emailing - If you want to extend the client's access to their 
login area. 
Send this email blast even to people who have opted out from emails - This option is 
typically used for notifying clients of past due or collections status issues.



Text Blasts
Prospects/Members > Text (SMS) 

To start narrowing who will receive a text blast, 
click on the 3 bars. This will provide you with 
options to narrow the search. 

The screen will display the current amount of credit 
available and allow you to view prices and add 
credit. 

The last section is where you will actually compose 
the message. Click the button Send Text Message 
(SMS) Blast to start the send process. 



Grid View: Schedule a First Time Workout
Bookings > Grid View

1-on-1 services are scheduled via the Grid View. 
Select the date and click on the beginning time block 
under the provider performing the service. 

Click the Add New Booking button. Select the desired service and use the 
search box to search for your client. 
Send An Email To or Send A Text Message to notify your client of their 
booking. 
Select Make The Booking to complete.



Grid View: Cancel a Booking
Bookings > Grid View

Select the session you wish to cancel and 
a window will open with management 
options.

Select either Customer wants to cancel (client loses session) 
or Cancellation is not Customer’s fault (client retains session).



Grid View: Reschedule a Service Booking 
Bookings > Grid View

Select the session you wish to reschedule and a 
window will open with management options.

Choose a date that you would like to reschedule to.
Select if you want to email or text the customer. After you hit 
the Reschedule button your booking will now be rescheduled!



Writing an Agreement
Main > New Agreement > Select Person > Confirm

All fields that have the required icon (REQ) 
need to be filled out. All other fields are 
optional. Once you have verified all information 
click Confirm to continue.



Writing an Agreement
Select Plan > Adjust Pricing & Pay Dates > Save and Go to Step 2

Step 1: After selecting the Sales Package Folder 
and desired package you will be taken to the 
Write Up A Agreement For screen. 

Opportunity Setup - Shows initial planned 
payments and their due dates. You have the option 
to adjust both the amount coming due and their 
due dates.
Auto-Renew Evergreen - The status of an auto-
renew agreement will be detailed here. Select No if 
the customer does not want this agreement to be 
on Auto-Renew.
Enhancement Fee - If an Enhancement Fee is 
included in this package it will be detailed here. 



Writing an Agreement
Assigning Sales Commission & Member Contact

Select the Responsible Staff who will receive the full commission. If you wish to split the sale with another employee, 
select Split sale between staff and choose the staff from the second drop down. For follow up tasks choose from the 
Assign Staff drop down. You may add a note in the field under Optional Note. Once you are finished click the button 
SAVE AND GO TO STEP 2 - Review & Finalize.



Writing an Agreement
Review Terms > Take Signatures

Take a minute to review the 
terms of the agreement and 
confirm they are accurate. 

Select here to open full 
agreements for 
signatures.



Taking Signature
Review Contract & Take Signatures

You will take the clients signatures using the Topaz Signature Pad or On-
Screen option.  

When performing a phone sale, you have the option to skip signatures. Next 
time the member checks in, they can sign the agreement. 



Writing an Agreement
Take Payment & Finalize the Deal

Select AT POS to take payment from the member. Click on FINALIZE THE AGREEMENT to complete 
the agreement write up process. 



POS: Selecting a Product and Checkout
Your selected item will appear in the shopping cart. Click directly on the item to make adjustments, and when 

ready, select CHECKOUT. 

Select the product using the quick pad 
or performing a Product Search. Clicking 
on the product will place it in the 
shopping cart.

Adjust from here the amount that is 
supposed to be collected and add a 
note, if necessary. Click Update to save 
your changes. 

When ready, click the CHECKOUT
button to advance to the payment 
screen.



Finalizing the Purchase 
It is now time to complete the sale by processing payment.

Select the appropriate payment method. If 
paying by credit card you will be prompted to 
swipe or enter the card information.

If a customer is paying by cash, select the 
EXACT option or select from the pad to enter a 
specific dollar amount.

The sale will be assigned to the staff person 
currently logged in, however this person can be 
changed if needed. To change who the sale is 
assigned to, click on the existing name and then 
choose from a list of staff. 

Enter your staff PIN code and click COMPLETE 
THIS SALE.



Invoice Adjustment
Member > Billing > Invoices > Edit Pencil

Selecting the option Adjust The 
Invoice Details will update the 
screen to display all options 
you can adjust for this one 
invoice. Make the desired 
changes to the invoice. Click 
the Update button to save 
changes.



Cancel an Invoice
Member Account > Billing > Invoices > Edit Pencil

> Billing > Invoices > Edit Pencil

Selecting the option Cancel The 
Invoice will update the screen to display 
all options for adjusting the invoice. Click 
the Cancel This Invoice button to 
complete the cancellation.

NOTE: Cancelling individual invoices will 
NOT cancel the agreement or credits, 
and evergreen invoices will still be 
created. 



Refund an Invoice
Member > Billing > Invoices > Select Invoice ID # > Issue A Refund

After select the blue invoice id#, Select Issue 
A Refund for refund options.

From this detail screen, select the desired form of payment to 
be refunded back to the member. Options will be CC/Bank 
ACH on file, Written Check, Cash, or Client Credit Balance. You 
may also choose to send an email notification or leave a note. 
To finalize, click the Refund button. 



Adding a New Invoice
Member > Billing > Invoices

Once you are on the Invoices and Payments screen, click 
the Add A New Invoice button.



Adding a New Invoice
Member > Billing > Invoices > Add A New Invoice

You have the option from here to Tie to An Agreement, Select A Sales Package or Fee Type, Invoice Description, Invoice 
Amount, Payment Due Date and an Optional Note. To finalize, click Create New Invoice



Freeze an Agreement
Member Account > Agreements > Full Details > Freeze Options

From this screen you can select the 
following: Freeze Type, 
Start Freeze, Membership Expiration 
Date and Email Notification of Freeze.

To complete the freeze process click 
the Implement Agreement Freeze 
button.



Cancel an Agreement
Member Account > Agreements > Full Details > Cancel This Agreement

Cancel This Agreement Effective 
Immediately: This agreement will be 
cancelled today. All unpaid invoices will be 
cancelled. 

Schedule This Agreement To Auto-Cancel On 
A Future Date: This agreement will be auto-
cancelled on a future date you select. The 
agreement will not change until that date. 

Cancel & Refund All Payments To A Credit 
Balance For A Re-Write: All paid invoices will 
be refunded to a customer as credit balance. 



Add/Update Card on File
Member Account > All Detail > Billing > Payment Details On File

To add a new bank account select the New Payment 
Profile button. Click on Bank Account tab to enter the 
client's bank account information. Select the Add button to 
save the information.

To add a new credit card select New Payment Profile button. 
Click on Credit Card tab to enter the client's credit card 
information. Select the Add button to save the information. If 
you just need to update the expiration date click the edit pencil 
next to the existing payment profile.

Note: In the event of a hard decline from the CC company/bank, the payment profile will need 
to be replaced. 



Update Member’s Profile
Member Account > Profile

The options available to edit are 
Member Type, Name, Address, 
Phone Numbers, Email, Emergency 
Contacts, Date of Birth, App Login,  
etc. To save your changes, click the 
button Click to Update. 



Add/Update Check In Barcode
Member Account > All Detail > Check-in

Find the Prospect or 
Member/Customer you wish to 
assign or update a barcode for. Click 
on the All Detail button > Check In 
tab. 

Choose if you are needing 
to update their barcode or 
fingerprint. This will be 
prompted by your Check In 
Web Kiosk settings under 
the Setup tab. 



Add/Update Check In Barcode
Member Account > All Detail > Check-in

Manually Enter Barcode - type in the barcode number
Generate And Assign a Barcode - Have ClubReady assign 
a barcode number
Scan And Assign An Existing Barcode - If you have a 
ClubReady approved keytag scanner (not orbital) you can 
scan the barcode after clicking this option



Adding Staff
Member Account > All Detail > Check-in

Enter the new staff member’s information such as Name, 
Date of Birth, Date of Hire, Staff Type, and contact 
information. 



Work It: Contact

The Contact tab provides different contact methods that can be taken for your Prospects and Members. The 
options include logging phone calls, sending an email, sending an SMS (text) message, and logging person to person 
contact. 



Work It: Phone Call

The Make A Phone Call tab will show the client’s contact 
numbers, last call information, and a chronological history 
of the calls.



Work It: Email

The Send An Email tab allows you to make contact with the client through 
email. The right side of the screen will show a history of email correspondence 
between the client and staff member. 



Work It: SMS (Text Message)

The Send An SMS tab allows you to send a text message to your client as well 
as view any past texts.

Note: Outgoing text messages have a cost of $0.02. 

Next slide will show how to view incoming text messages.  



Widget: Unread Incoming SMS 
MessagesMain > Dashboard

All Staff Dropdown Menu - This will show you all of 
your staff members. You will be able to view the texts 
that are replies to a specific staff member or across all 
staff.
Select Customer - if you click the customer name in 
blue from your list, you will be taken to the 
customer's profile all detail view.
Work It - By clicking on the Work It button, you will 
be able to access the work it tool. This will take you 
directly the Send SMS (Text Message) option, where 
you will see the history of texts.

To confirm that you have read the new message, and 
remove this customer from your Unread SMS widget 
list, click Mark All SMS Read.



Work It: Person to Person

The Person to Person tab will show the clients contact 
numbers, last face to face contact and a chronological list 
of interactions on the right side of the screen.



Work It: Sales Scripts

Scripts can help narrate a call between a client and staff member. Select the desired 
script from the drop-down in the top left corner and the content will appear below 
for the employee to follow.



Lead Management Dashboard: Tasks
Main > Dashboard

The Tasks tab will display all of the tasks created for membership prospects only. The number displayed to the left show tasks assigned to the staff member currently 
logged in. The number displayed to the right show tasks for all the club. 

The screen will display a list of tasks with the Lead Name, Lead Type, Activity that needs to be completed, Staff Name assigned to the task, Due Date and Priority. 
Select the WORK IT button to add details and log the task as completed. 

Note: To locate Members tasks, navigate to the Members tab in ClubReady and select Tasks tab. 



Lead Management Dashboard: Activity 
Main > Dashboard

The Leads tab will display all of the leads added. The number displayed to the left show leads assigned to 
the staff member currently logged in. The number displayed to the right show all of the club's leads. 

The screen will display a list with the Lead Name, Lead Type, Referral Type, Contact Method, Entry Time 
and Contacts. Click on WORK IT if you need to follow up with the lead and log the contact details. 



Lead Management Dashboard: Activity 
Main > Dashboard

The Activity tab reflects current data or activity for a specific day. The report will display Tasks 
Done, Bookings, New Leads and New Deals. A time bar lets you know when are these activities 
happening throughout your club. 



Lead Management Dashboard: Guest 
LogMain > Dashboard

The Guest Log tab reflects guest information for a specific day. The report will display 
Appointments, Failed Appointments, Guests and Units Sold. A time bar lets you know 
when are these bookings happening throughout your club. 



Additional Resources 
If you ever are in a bind, just access these links also under Learn > Knowledge

Change A Members Expiration Date
https://www.clubready.com/wiki/WK23546050548

Update a Members Payment Preferences
https://www.clubready.com/wiki/WK22609266981

POS Pad Editing
https://www.clubready.com/wiki/WK19528596374

Add Products
https://www.clubready.com/wiki/WK19292042369

Complete Guide to Employee Time Clock Management
https://www.clubready.com/wiki/WK23892333951

https://www.clubready.com/wiki/WK23546050548
https://www.clubready.com/wiki/WK22609266981
https://www.clubready.com/wiki/WK19528596374
https://www.clubready.com/wiki/WK19292042369
https://www.clubready.com/wiki/WK23892333951


Additional Resources: Key Reports
Learn > Knowledge

Complete Guide To Intelligence & Sales Reports:
https://www.clubready.com/wiki/WK30115783534

Complete Guide To Credits / Bookings Reports:
https://www.clubready.com/wiki/WK30675265741

Complete Guide To Member Reports:
https://www.clubready.com/wiki/WK31187557746

Complete Guide To Staff Reports:
https://www.clubready.com/wiki/WK31164984962

https://www.clubready.com/wiki/WK30115783534
https://www.clubready.com/wiki/WK30675265741
https://www.clubready.com/wiki/WK31187557746
https://www.clubready.com/wiki/WK31164984962


Additional Resources: Key Reports
Learn > Knowledge

Complete Guide To Product Reports:
https://www.clubready.com/wiki/WK31171452560

Complete Guide To Communication Reports:
https://www.clubready.com/wiki/WK3123932467

Complete Guide To Misc. Reports:
https://www.clubready.com/wiki/WK31244534454

https://www.clubready.com/wiki/WK31171452560
https://www.clubready.com/wiki/WK3123932467
https://www.clubready.com/wiki/WK31244534454


Training: Recorded Training Sessions
Learn > Training

The below training webinars are highly recommended for any 9Round owner. These topics will go into far more 
depth than the basic class for 9Round owners.

You can play these recorded sessions at your convenience for extra learning anytime! To locate additional 
recorded training sessions, go to Learn > Knowledge > and enter the word webinar in your search. This will 
populate any of our pre-recorded sessions. 

Video – 9Round Basics of ClubReady: 
http://vimeo.com/100509341 (password: 9Round)

Video – ClubReady Foundations for Staff Members: 
https://www.clubready.com/wiki/WK31035704214

http://vimeo.com/100509341
https://www.clubready.com/wiki/WK31035704214


Training: New 9Round Owner Workshop 
Learn > Training



Training: New 9Round Owner Workshop 
Learn > Training

Complete the registration information and you will receive 
an email confirmation you have been registered to attend.



Support + Get Help
Got a problem or need help? Please open a support request by using the green “SUPPORT + GET HELP” tab on the left hand side of your screen or send an 

email to support@clubready.com

Live chat shows as an option in the support slide out and 
allows you to chat directly with the support team. Chats 
can also be converted into help desk support tickets if a 
resolution is not available during the chat session.

You can also reach our support team from 6AM - 9PM CST, Monday – Friday and Saturdays -
Sundays 8AM – 5PM CST at 1-855-976-5787.



Stay Connected with ClubReady! 

Like us on Facebook for updates on 
enhancements, how-to’s and ClubReady news.

For updates on enhancements and 
ClubReady news follow @ClubReady

Subscribe to receive status notifications on 
active incidents or upcoming maintenances  
http://status.clubready.com/

Need Help? Here’s How to Get It

Follow us on Instagram for updates on 
enhancements, how-to’s and ClubReady news.

Submit a ticket

Post on the Help Forums

Call for help: 1-800-405-4818

Use Live Chat

Email us for help: support@clubready.com

http://status.clubready.com/
https://www.facebook.com/ClubReady/
https://twitter.com/clubready
https://www.instagram.com/clubready/

