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Login

e Visit: https://apps.newportbeachca.gov/RSSApp/Account/Login
e Login: instructor email address
e Password: passwordl

Copying a Class from Previous Season(s)- Same class in a new season

This will allow you to copy the class from a previous season and use for a different season or age group.

1. Pull up the season you would like to copy classes from by selecting that season from the drop down
menu along the top @

2. Select the title of the class you would like to copy
3. Click Copy Class

Class Delails Show Deleted Ssssicns

Age Range

Minknum Age: Maximum Age:

Enrciize Amouni Range

Minknum Enrolies Amount: Maximum Enrolles Amount:

T s

Fill/update new info as needed and click Save (make sure season is set to current)

Once you Save, the copied sessions will pop up below the class information. Click on a Session ID
to update dates (or other information as needed).

If you need to add more sessions, click Create Session

Fill in info and click Save. (Save is the equivalent of “submit”)

Click Back to Class

You will see a list of the new sessions. If you click on Back to Dashboard, it will take you back to the
home screen. Any classes visible in your dashboard are now considered submitted and can be seen
by City staff.
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Create a New Class

1. Click on Create a Class
2. Fill in all Class Details (Class names, instructor, ages, min./max., etc.)


https://apps.newportbeachca.gov/RSSApp/Account/Login

RSS Class Manager  Dashboard

Welcome Challenger sports! Log off

Class Details

Class Name: Instructor:
Please s|v|
Season: Class
Category:
Spring S[v| gery
Please s|v|
Age Range

Minimum Age:

Please select Minimum Agsﬂ

Enrollee Amount Range

Minimum Enrollee Amount:

Session ID Session Name

Create New Class

Status: Description:

Active v

Maximum Age:

Please select Maximum Agﬂ

Maximum Enrollee Amount:

Session Bullet Points Location

[] Show Deleted Back to Dashboard

Sessions

Session Start Date Session End Date

a. Note:

i. Inthe Description box, please describe your class in approximately 50 words or less.
Do not include prerequisites, materials needed, material fees, no class dates, etc.-
those will be captured in the bullet points under Sessions.
ii. Class titles should be approximately 30 characters
Click on Save Class once complete
Click on Create Session that appears in the middle of the page.
Fill in specific info of the session. Once complete click Save at the bottom of the page.
a. Note: Session subtitles are optional. They can be used to desighate different themes, levels
of a class that uses the same/similar description, or to provide a Drop-in option.

Then click on Back to Class

Once complete, click on Back to Dashboard



Create Session(s)

This will allow you to duplicate a class with the same description and age group.

1. After initially creating the class you will click on Create Session.

Log off

RS5 Class Manager D

Class Details L} Show Deleted Back lo Dashboard

Sessions
Class Name: Instructor: Status: Description:
Tiny Tykes Challer v. Aclive [v| Tiny Tykes is an exciling program that leaches basic socoer skills while

ToCUSIng on m
conceniration, listening skills and teamwork of players ages 7.5

Season: Class
Catagaiy: Coaches will take your young piayer on a jouney to Imaginary
Bprng V| destinations of dinosawrs, princesses, dragons, and more, through
Bports L‘ soccer, music, sloryteliing, and games

Age Range
Minimum Age: Maximum Age:

2 years o~ 3years e
Enrollee Amount Range
Minimum Enrollee Amount: Maximum Enrollee Amount:

& 24

co o

Session  Session Session Session End

] Name Session Bullet Foints Location Start Date Date

181 A $15 matenal fee i due 1o he Instructor on the first day. Registration for first time Community AM52019 502019
students inclixdes: offcial |ersey, Sharts, and soccer halll Registration refuming Youth Center 20000 PM FaLa PM
students includes a cholce of: Lenny the lion stuffed animal, backpack or inflalable
SCCCer goals.

2. Fill in new class session information and click Save.

s Manager  Admn Panal tor Now Uisar  Dashbaard

Session Detais

Session Sulsitle: Location: Star Date: End Date:

Please salact L

Status: Stan Time: End Time:
Aetiva v @ c]
Fee Per Day: Fee For Class:
Total oll doys 55 admin lee Total class fee «55 admin tee
Days of the Week
Manday: Tussday: Wednesday: Thurseay: Friday: Saturday: Sunday:

No Class Dates:

Session Bullet Point:

3. After saving, click Back to Class.



a. Notes:

e Session subtitles are optional [not required or encouraged unless necessary]. They are used
to designate different themes, levels of a class that uses the same/similar description, or to
provide a Drop-in option.

e |nstructors/staff are able to enter fee per day OR fee per class. For example, if a daily class
fee includes decimals and you have a whole number you would like to advertise your class
as, only use “fee per class”

e Total all days +$5 admin fee: Advertised fee based on fee per day times number of
days plus $5 admin fee. Total class fee based on the fee per day plus $5 admin fee.
Will auto-populate once saved, but does not account for no class days.

e Total class fee +$5 admin fee: Advertised fee based on desired whole number plus
$5 admin fee. Will auto-populate once saved.

Delete a Session

1. Click on the desired class from the dashboard.
2. Click on the Session ID below.

Class Name: Instructor: Status: Description:

Beginning Pickdcball with Mel Melanic Wheaticy v/ Active

<

volcys, dinkes, 3nd shot, overheads and keeping scorc. The objective is 10

=njoy playing the game

Season: Clags Category:
Spring Season 2013 [Activ| Pickleball A
Age Range
Minimum Age: Maximum Age:
Adis v/ Adufs v

Enrolles Amount Ranga

Minimum Enrcliee Amourt: Maximum Enrolles Amount:
4 B
e o
Session n Name Sassion Bullst Points Location Session Start Date Session End Date
an Bowiila Canyon Sporls Park 422019 12.00.00 PM 43072019 1.00.00 PM

418 Bonita Canyon Spons Park SN412018 120000 PM 61172019 1:0000 PM



3. Under Status, click the down arrow and select Deleted.

Session Details

Session Subtitle: Lecation: Stam Date:

Bonita Canyon Spons Park | Ar2013 B2

Status: Stan Time:
I 12,00 PM
Fee Per Day:

1

Calculated Fee Al Days:
75

Days of the Week

Monday: Tuesday: Wednesday: Thursday: Friday: Saturday:

Ne Class Dates:

Session Bullet Point:

4. Click on Save.
5. Click on Back to Class.
6. Click on Back to Dashboard.

End Date:

4302019

End Time:

100 PM

Fee For Class:

Calculated Fee For Class:
75

Sunday:



Delete a Class

1. Click on desired class.
2. Under Status, change to Deleted.

Class Details L] Show Dedeted Sessions Back o Dashboard

Class Hame: Instructor: Status: Description:
Gegnning Pickiebail with kel Ieianiz Wheatley e | Actve > Dagic fundamentals of the game, including serve. retum of seqve, volieys, dinks, Jnd shot. ovemeats and Keeping store. The objective i %0
develop the basic skolls, and knowledge S0 you can endy playng the gams
Season: Class Category:
Sprng Season 219 p\-':-ﬁ Hickiaball i
Age Hange
Minimum Age: Masimum Age:
A, W Adults, Wi
Enrclies Amaount Range
Minimum Enrolles Amaunt: Mazimum Enrolize Amount:
Copy Class Bave (13ss Create Secsion
Session [0 Session Name Session Bullet Foints Location Session Start Date Session End Date
417 Bonila Canyon Spoits Park 4722019 12:00.00 PM 473072019 1:00.00 PM
418 Bonila Camyon Sports Park SM142049 12.00.00 PM B1172009 1.00.00 PM

3. Click on Save Class.
4. Click on Back to Dashboard.

View by Season

1. On the Dashboard screen, click the drop down button under the Menu Bar. You will be able to
toggle back and forth between seasons.

o

Dashboard

Exporting Classes

This will allow you to export classes onto excel or a word document for your records. You are able to get a
list view or manipulate the data as you need.

1. Onthe Dashboard screen, click on Export to Excel or Export to Doc. Your relevant file will
automatically download and you can click to open. You can download by season or select “All
seasons” from the dropdown menu.



