How to use the registration system
Amilia

Page 1 - Register a dancer (for the first time)

Page 11 - Register a second dancer (for the first time)

*registration is for the Acro Championship travel.
Entry fees for Dance Challenge (after Championships) will be
additional and payable in person

Page 15 - Register a family member (for the first time)
Page 21 - Understanding your account

Page 22 - Make an online payment with your credit card at any time
also, change payment dates, change credit card, etc

Page 27 - Change/update information about members
such as updating passport

E-transfers:

Please only email your e-transfers to canadaworlddance@gmail.com
Please only use the password Dance2023

Your Amilia account will be updated with this payment once it is deposited,
however, you must be enrolled in Amilia to get this credited to your account. We
need the details on Amilia for booking and entries.

If you are e-transferring, the service fee (which is only charged once if making
credit card payments) will be removed as it is automatically added to the system
for credit card processing.



HOW TO REGISTER FOR THE TEAM/TRAVEL

1) You can access the Registration Portal through our website homepage, www.teamcanadadance.ca
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The registration portal can also be found under Audition Info as well as the ACRO team page (under More).

OR
Go to the registration system https://www.amilia.com/store/en/team-canada-dance/shop/programs
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2) Select ON ACRO Dancer (for the dancer)

N jcn ON ACRO - DANCERS ONLY N *ncp. DHINERG:=
DANCER - Travel Fees HON-DANCER, PARENTS/FAMILY/FRIENDS
TRAVIL PR TRAVEL FOR - Travel Fees

3) After you click on QN ACRO DANCER, you will see a new window asking for an access code. This code is
there simply so that families do not register for the wrong genre/province. It happens!
The access code for ON ACRO DANCER is 416 (like the area code).

This will bring you to the ON ACRO Dancer registration page for the trip
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4) Click on 2022/2023 ONTARIO ACRO TEAM *DANCERS ONLY, then £2 ALL TEAM TRAVEL (all events)
OR gy 2023 WORLD ACROBATIC DANCE CHAMPIONSHIP ONLY. Here, you will see the registration for
Children, Junior, and Adult ACRO dancers.

I will use the first option for my example —the ALL TEAN TRAVEL that comes home July 30th.
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Or you can click on the More information... to see more. Click the Back button in the upper right to go
back to the previous screen. Or you can go to the black box in the upper right corner that says REGISTER
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5) On the previous screen, select the black box I

$2,900.00

6) You will be brought to a login page.
Create an account if you haven’t et

already done so for auditions. — =
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7) You will then be asked which person you would like to register. Select

Select participants to register
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8) You will have to add each dancer one at a time.
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Add another person

9) When you add a dancer, you will have to option of selecting an installment plan or choose the full

amount for E-transfers or other methods of payment.
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10) For this example, | will choose the full amount or $2,900 now

11) For this example, | will not choose Continue Shopping but rather the Checkout button (at the bottom

left corner and showing the cart at the top left corner)



12) You will be brought to Your Order to verify

Team Canada Dance

B Your order : 1 item

OF ACED - DANCERS OMLY - Travel Fees - 202272025 ONTARIO ACRO TEAM *DANCERS
ONLY - ALL TEAM TRAVEL [48 svents) - CHILDREN'S TEAM (under 12)

HET

Order Talal

13) For this example, | will select Checkout. You can also choose the Continue Shopping in the upper right
corner if you want to add another dancer. | will Checkout at this time.

14) You will be brought to a page with the Account Owner information. You will have to validate all
sections to continue with your purchase.

Q1 Smarne

Team Canada Dance

[

SmariBee will
take you back to
your home page

at any time

& Your information

Accaiant cwner : Ixsmple Parest

[

488 Arasing S



15) You will then be brought to the Dancers Information page. In my example, | am registering Example

Child #1. Please validate all sections to continue your purchase

Team Canada Dance

& Your information

AEEOUNE (s Personal information : Example Child #1

[xsmigis Panene
Date of birth: 14172012
Example Child #1

Gender Famas

Errail

enarmplebire am dgmel com

School

Fovisorrs Schacl of Darce Joo' University of Dance

Fairing with a Friend

First name

Ficture

Chesck here if no known medical conditions

Allergie:
B s Peanuts
Eggs IS DI RENgE

Seatocd
Orher
Allgrgis Feactions araphylactic

Medical conditians

Asthena Inconsinence

Vealcipty BTG 1o TREVIN U%T FUTChan

Tt infarotien fiod b Mmodiied i oo sdmut MTegL

Laat name

ﬁ

For school, please select your home studio or university if you are no lenger part of a dance school. You
may put where you trained as well. The picture is gptional but it helps if you can add one. In terms of
medical conditions or allergies, you only need to let us know anything that may impact travel or dance
in any way — such as a nut allergy or any other allergy that can lead to anaphylaxis, or if you have a
seizure disorder and we may be the ones that need to help at some time, gfg.... Those choices are
automatic with the system, we don’t need to know if you are incontinent (that was already there)!
Diabetes would be good to know in case there is an emergency with blood sugars, same with
asthma...you get the idea. We won’t share the health information unless it's absolutely necessary (for
instance, a paramedic is called) or you don’t mind others knowing in case there is an emergency. We
always seem to have at least one parent who is in the medical field which is nice.
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You will need to upload your passport photo to continue. Please use an old one now and replace it when
you get a new one, or if you don’t have any yet, just take a pic of a piece of paper with “passport is
coming...".

16) Before you can continue the purchase, you will need to review the terms and conditions
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Select a Secondary Legal Guardian (opsion

=
Mone « | #*Edit -
e

PR ——

Select an Emergency Contact s . Th
€
Example Parert w| #Edin | &% New -

-

bect a second Emergency Contact

Phease select | #Edit | §*New
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17) And fill in the emergency contact information. Then Continue my purchase which will take you to the
payment page.



18) If you check out at this point, you will see the following.

Team Canada Dance

= Payment

Certain items in your cart
may require an online
payment.

Any amount not paid
online will then
automatically be added
to your account.

£] View order details

Select an amount to pay:

$2,929.00 $0.00
online online

$2,929.00
offline

If you select the box with $0.00 (online)/$2,525.00 (offline), which is what you would select if you were

Add more items

going to pay all your travel fees by e-transfer/cheque/cash or set up your own credit card payment
plan, then you will be brought to a receipt page. Your account will be updated every time you send a

payment.

Team Canada Dance

& pa

L

yment

$2,525.00

offfine

Vour b

ramdaction i nel camphee wall

JOU BEOEDI Mhe qeneral terms of Teom
Canadla Dance and ciick [he complete
jpurzhire butfon.

[¥] View order details

You will need to make a payment directly to Team Canada Dance.

[ accept the Terms and conditions

Previous |

Complete purchase

Accept the terms and conditions, and Complete purchase

Add mare items



You will get a receipt like this:

Team Canada Dance

]

& confirmation

Your erder has besn seccassiully completed.
Inveice Mumber: 15199516
Diage: Sr0/2002

ant Organratic
Example Parent Team Canada Dance
555 Amazing St 146 Brisvel St
Cramgetown, NT Guelph, ON
XOK CXD H1H3LS

& Session activities

202212023 ONTARIO ACRO TEAM *DANCERS OMNLY - ALL TEAM TRAVEL (all events) - CHILDREN'S TEAM [under 12)
& Participant: Exarple Child &1

9 Monterrey, Mexico

Fees

Service foes

Sub Toral 42.535,00
H5T $0.00
Order Total 32,525.00

0 Important - Please note

ON ACRO - DANCERS OMLY - Travel Fees

Confinmation for SHTARID ACRO DANCERS OMLY participating in the 10O World Acrobatic Dance Champlonships in Monterney, Mexico, July 2023
Please make sure your passpert is valid within & months of traveling.

Additional information is on our website www teamcanadadance.ca

plesse mabe Dhat TAXES ARE INCLUDED. We pay different taxes o melviphe covntries 3o the tones coanad be broken down an imvelos 30 thay appaar a3 ‘winkead',

m

If you select Return to Store or Add more items (previous page - before you completed the purchase),
you can then add another dancer or parent/sibling/traveler.

-10-

10



19) DANCER EXAMPLE 2: | will then add a dancer and select an instalment plan for you to see that example.
I will add in another dancer by selecting Return to Store

b

- ACR
DANCER
TRAVIL FOR

ON ACRO - DANCERS ONLY
- Travel Fees

OM ACRO -
PARENTS/FAMILY/FRIENDS
- Travel Fees

*

- ACR
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TRAVIL FOR|

20) This dancer will be a junior. You can see the installments .... Click on the black box to get started
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21) Add another dancer
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Children under 12 yrs
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Adult 17 & over
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Add another person
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22) This dancer will be Example Dancer #2, repeat point 8) with the name/info and select an instalment plan

Choose the instalment plan with the $200 now if you are paying your deposit by credit card OR choose
the instalment plan with $0 now, and future credit card instalments if you plan to etransfer your deposit

but pay the rest by credit card.

Select participants 1o régister

Jusnior 1346 yrs

R ]

[+ e T T

[ - T R T
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L
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[ i 5 e 33583708 e, 7 vkl e

Ty CR [T 45 |

23) When you check out with this dancer, you will see the confirm Your Order page

Team Canada Dance
7 a4, A . ]

& Your order: 1 item

O ACRD - DANCERS ONLY - Trawe| Fees - 20207023 GNTARID ACRD TEAM *DANCERS
ONLY - ALL TEAM TRAVEL (&1l #v@nts) - JUNIOR TEAM [13-16)
$2.500 00

[
0 AR08 pew, TTREET 13 marrtin

HST

Grder Total

$225.00

24) Checkout



25) When you hit Checkout, you will then have to verify the Account Owner information

OV SmarthRec R ——

Team Canada Dance

- *
o i

& Your information

Account owner | Example Parent

L A Exargia

P e T

26) Then complete the (Example Child #2) dancer information as seen in point 15) example previously

& Yourinfermatien

o

o 1 o Personal information : Examphe Child #2

TRAVEL GFTIGNT. "Cas B Chadrid wi wflll 35 Dodds bon Aslnnd Fledis bl Thal demme o Thas [rdvel Sl bt
BRRGT B Tk A B IR A P 0 B S EAITUR R e ik W e © s il ek b
i, Wbl B, Mt Coron e oy Toass Triwed v 2H - . 1* BeBai, Jaie. MudoraiCusriampirary Leinadid
Trasvak R, 55 - Do ¥ il & juss Voam Srwst: b, Ei-Biut. § Mbusbarartsoniamparry Bausm Travek o B Boc. 3%
Madera/Ceminmpareny Exipnded Trmvk Bow 3. Dee 7

TAM T, EXTHNEAS ThAE
[S——
e O

And finally, Continue my purchase when you are done completing all the fields

13



27) Because you selected one of the installment plans, you will be brought to the credit card payment page.

O §r‘;18HRE{: exampleshowdanoeteambgm

Team Canada Dance

3]

& Payment | View order details

Credit card payment

$225.00

ammounl o be poid row

Credit card details

Cardholder name
INSTALLMENTS:

By aniaring your payment infonmation,
Yo AgNbE 10 b changed for th
fallowing installments a<oarding ta the
terms described below:

Card number

Example Child 82

O ACRO - DANCERS ONLY - Travel Fees  Epiration date
. 202252023 OMTARIO - 10O WORLD

ACRDBATIC DANCE CHAMPIONEHIF -

Jurdor 13-16 yrs

MAAYY

LIST OF PAYMENTS: Billing address

Paid now $200.00 555 Amnazing St

2022-10-01 3460.00 Toronte ON MdA 319
20221201 #6000 cConada

2023-02-01 $460.00

2023-04-01 $460.00 Use different biling address
2023-06-01 $460.00

1 acoept the terms and conditions

Enter your credit card information, Make payment and then you will see the receipt page.

Dancer registration is DONE!

14



28) If you want to add yourself (the account owner) or another person to travel with the dancer, then you
must go back to the homepage and select ON ACRO NON-DANCER (family).

Team Canada Dance
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29) It will be the same access code 416

Register Memberships Merchandise

This program is available by imdtation anly. Please ener the atcess oode to continwe.

Access code




30) At the bottom, click on 2023 ONTARIO NON-DANCERS ONLY (family/friends), then £2 ALL TEAM
TRAVEL (all events) OR £3 IDO WORLD ACROBATIC DANCE CHAMPIONSHIP ONLY. Here, you will see
the registration for Non-Dancing Child and Non-Dancing Adult.

Team Canada Dance

ol Workd Chamlon b Dasce Team
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Here, you will see the registration for Non-Dancing Child and Non-Dancing Adult.

L 3
el ON ACRQ - PARENTS/FAMILY/FRIENDS - Travel Fees
FasEL T

© Important information

Pinase review rules, seguiations, ard finarcial poicies before enroling. A cepenit B reguined for et and b nerefundatie

Alo note that e will De follawng all Healtn Camded Covid: 19 Pronoco's &1 evry audiien. feh and Bwdis,

w2022 ON NON-DANCERS (famlly/iriends)
B ALL TEAM TRAVEL [all events)
NOMN-DANCING CHILD
. DO Werkd Acredatic Damde Champleaship, july 1315 3023 and 100 Werld Dance Challenge, puly 1439, 3501
Foor FAMILYIFREINDS urcier 18 yra) TRAVDLING WITH DUNCIRS (0 the 1023 100 Wearld Aom Dane Champianifip AND 100 Word Dance

ALk TEAR T AL

Wae
Scbvedube; O Froem Satiarchiy, Joly 22, 2000 o 1200 AM untd Sestion
Samurrary, uly 1 3323 a0 1754 Pl
Stardate: IR0 $1,300.00
> -z
NON-DANCING ADULT
Q OO Waerkd Acrelatic Damcs Champlenship. July 23-20, 2023 and 100 Weald Bancs Challangs. Joly 24-29, 2000

For FAMILYFRIENDS jower 18 yro) TRAVELING WTTH DANCERS 5o the 250 150 World Acro Bunce Champioen bip ARD [ world Bance

WAor T

Schodule: D From Saturdey, july 27, 2339 a2 1200 A el Sesilan

Satarday, fuly 29, 2023 ot 11:99 P

Sumet date: IR0 $1,500,00

© 2023 WORLD ACRO CHAMPIOMSHIP ONLY
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Open the more information... to see more information. Click Back to return to previous page.

Rugier Rhambarthipt Warbandion

HON-DANIING CHILD

ALL-TEAM THAVEL

SeE e Saturaiy, 12 033
Acnaduie
oo Sarmaray, by 22, 200 01 200 AN wnth Saturday, july 29, 2020 2 V15 PN

#pan Clari

e parian Valuns - canacismnrivanragpmed pom U IT1A 1 om

Bmatien Sederry Vs

Erarprin

TR TRAVIL: by TOCTY - Jaly 4, 390

ALL TRAM TRAVIL Joly 2037 - ol 39 2528

oratpanaon, M

nimiles, charrographes brrerl ard sdmivaien e sl reeis

ol o e YT

o i opation, o el 20,3 tam e the Wed CRampisuehip. Fou wi| Separt Cansda 1.2y
bofons the 5231 of the compEion, 3nd e 10 Cansdatg diy b the ovans ¢ pegiets

o et Bt s e L Yo e TangEnonty dafing Bt 1t Ere (s B bt

Thin wtien beahade aitarn, bl bivabtast, alijee] sbadtlle b Wanids 34 hilel Drem jaiked 60

O ATRD - AR NTLFALILYIFRITHGE - Drawel Foes || 323 O MON BARCTRS [Ty friends) | AL TEAM TREVIL (ol svency) s

Price §1,500. 00 Shers whiehd

twpaived sger § - §F oy o K1 80T

Haten: Fiaane v guare BETUS S I It i et
Fomperaare iy chacyse

Ears e e 8 I 4T 00 45 Dt § il b el ki 14
L

ivpadrement: i Urubed ad ipprived ke ¥l
Spmpines-fraw st bt 4l . beone departare

inhare i Pt ) e ey 68 it

B Wl Rl T A ERcberaen b, ey T2-00, TOX) 850 100 Werh i Chatesdss, futy 34

=™ by thin Botiny:
For FAMITAFRITMIE junder 11 ) TRAEVTLING WITH DARCTRS 12 i 10074 S04 ioric Aors Daros noe =
P b ANE B3 Werd Bt e (Ralengs [ mpenen s ekt

iz Uhoosn e cpoion oy Bl whes rarpied 0 srgRocon e e i pou keos mhes e drodine

31) You will then need to choose yourself (the account owner) and/or another person who will be travelling.
You must do this for every traveler. If you need to add another person, do that here.

Add another person

Modify the account owner information »

Firsz namse Example

Lastname  Farend

Child & Aduly

Daie of birih 2001 January B
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32) If you are selecting yourself {the account owner), then click on your name. If you are selecting someone
else, click on their name. For this example, | am choosing a different installment plan for ‘Example Parent’

Select particpanti Lo roghiber

URGER T8 - e Foperd

Then either Continue Shoﬁﬁing or Checkout. | am going to Checkout right now.

33) For my examples, | had previously added Dancer #2 to an instalment plan and now myself as a parent
traveler. | will then see the following summary page:

Q1 Smarifes

Team Canada Dance

& ‘Wour crder : 2 fems

B AN - SRR DMLY - Brdred Pk < FOULCEN ERTARIG - DO WORLD
WLRCRATIC DANGE CHAMP|GMEHEF . farasr 1116 yri

P Ly T pe—

BN ATED - PARINTLTAMILYFRITNDS - Travel Fess - 1000 WORLD ACRD
CHAMPFIONENIF - 0N - FAEDHTASTBLINGEFRIDHGS - UNDER 18 - Team Travel
e

R0 e, N1 B T i

b Tatsl

T

Ordaer Tetal

$440.00

In this example, | already had the instalment plan from the previous dancer in my cart.——
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34) You will then have to either Confirm the Account Owner information again, then Continue my purchase. It

will then ask you to confirm any other travelers that you are currently in the process of checking out

Right now it will bring me back to Example Child #2 to Confirm my purchase because | haven’t
completed that purchase yet. It won’t bring me to confirm Example Child #1 because | chose to pay
offline and have already completed that purchase. Check the information for accuracy, then Continue

my purchase

Tewm Carusds Dasss

Brriast sl s i A

Now (in my example) it will bring me to my Personal Information page where | will finish entering all the
information needed for travel. I'm the account holder, but this page has all the needed travel
information for the purchase. Finally, click Continue my purchase for this traveler (yourself, other

parent/sibling).

Team Canada Dance
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35) When you do Continue my purchase, on all travelers added to this purchase by installment plans, you
will be brought to the Payment page where you will enter your credit card information (if you haven’t
already) or confirm payment method.

& Payment

Credit card payment
$440.00

CTOUAE o e paid B

Credit card details

Cardholder name
INSTALLMENTS:

By #ntering wour paymant information,
¥oU aQnest it b charged for the
fellzwing Fanaliments scoeding 1o ths
herma described below

Example Child 87

OM ACRD - DANCERS ONLY - Travel faes
+ I0227IC23 GNTARID - IO WORLD
ACROBATIC DANCE CHAMPIONSHIP
Junige 1316 yrs

Expiration dite

MMYY

LIST OF PAYMENTS: Billing address

Pald now 5455 Amaring St

2022-10-01 Toronso ON MdA 3L9
Ed-12-01 Canada

2023-02-01

20230401 Use different biling address
H023-06-01

Examphe Parsnt T acceps the: Lermes and Condi
O ACRD - PARTNTS/PAMELY/FRICNDS -

Tearew! Fats - DI WORLD ADRD

CHAMPEONSHIP - G -

PARENTTSIDLINGSFRIENDS - UNDER 18

Toarn Travel

LIST OF PAYMENTS:
Pald now
0331001
0221100
202312400
W00
20230201
20230301
2H023-04-01
2023-05-01
2023-06-01

Fill it in and click on the Make Payment box on the lower right side.

You are done! You will get a receipt emailed to you. Credit Card service fees go to the
company, not us. That fee comes off the first payment only.

If you need to change your payment options at any time, see the following page.

20






If you choose to Make a Payment here, you will see the payment page. This is used for making any
payment by credit card outside of the regularly scheduled installment plan or paying off a balance.

lser account > Billing
= Personal account Oer serourt > Blling

Example Parent =

Make a payment

~J Home

Team Canada Dance
Bllling

Purchases Outstanding invoices

Wallet [ Invoice Date Status Total Balance

15079160 2022-08-24 Unpakd $3,935.00 $3,933.00
Members

Memberships cards
Payment information

Communication

Documents

Payment type

Credit card
Q, Find a store

Credit card details

Cardholder name

Card number

Expiration date

MY

Billing address

151 Corstate Ave
Concord ON L4K 4Y2
Canada

Use different billing address

Make payment

Check the invoice (there is only one in my example, but you may have several — you can check them all if

you just want to make a general payment, not to a specific traveler), the amount you want to pay, then
the credit card details. Then Make Payment.
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C) PURCHASES in the black box will show you a summary of all your purchases. | didn't complete my
credit card payment details for Example Child Dancer #2 or myself as the Example Parent so it won't

show up here until | do finish checking out with payment. | checked out Child #1 with an offline payment
so | will see it here as it is a completed purchase.

mamglntowdanoriramitgmalcom = | FR

28 -0%

® Purchases
Team Canada Dance

Purchases by parson

* Example Parent
ALODLAT oumaT
A puarchaes

I Example Child &1
o
Activitles
porri 2y

I Example Child #2

N T RgReE
% Example 2 Parent, sibling. or Other traveller

No parchasas
% Example Child #3

o parckoser

D) WALLET will bring you to your payment information. It will show your credit card information or your

bank information — however you chose to pay. | didn’t put in any credit cards for my example, so it
shows like this

User account > Wallet

Wallet

You haven't saved any payment methods yet.
Don't worry, it's quick and easy to do!

Add a credit card Add a bank account

o You can add/change credit cards here. You may have several on file if this is your preference
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Wallet

Payment methods Upcoming payments E

Your credit cards

w  wisa  Visaendingin 1111 Samantha Postlethwaite 03/23
Billing address Authorizations ﬁ

35 Cedar N

Greenfield Park QC J5A 1L4 Amilia Fun Club =

Canada

The Amilia Demo Experience x

. Delete card Replace card y
Add a credit card E

Your bank accounts

> I Royal Bank of C... ending in 6789 Sam's Fun Fund

- Add a bank account

o When you do go to make a payment, you can either choose any cards already added, or add another.

& Payment [@ View order details

Add more items

Credit card payment

$10.00

ameunt fo be paid now ® ws Visaendingin 1111 Samantha Postlethwaite 03/23

Billing address

35 Cedar

Greenfield Park QC |5A 1L4
Canada

Use different billing address

wisa Visa ending in 4700 Samantha Postlethwaite 03/22

Use a different card

Make payment
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E) If you want to change your instalment payments yourself, you can also do that in your Wallet page

Wallet

Payment methods Upcoming payments

Your credit cards

w  wisa  Visaendingin 1111 Samantha Postlethwaite 0323
Billing address Authorizations ﬁ

35 Cedar =

Greenfield Park QC J5A 1L4 Amilla Fun Qub =

Canada The Amilia Demo Experience =

' Delete card Replace card /
Add a credit card m

Your bank accounts

> 1 Royal Bank of C... ending in 6789 Sam's Fun Fund

Add a bank account

F) UPCOMING PAYMENTS In your Wallet, you can see your Upcoming Payments on the credit card
instalments you chose only.

If you selected e-transfers/pay offline, then you make your own instalment schedule. As long as it is
paid before November, you can pay in a schedule that works best for you

" View Upcoming payments

This section displays all your planned installment payments and your next
subscription payment(s). You can edit the payment method on any upcoming
payment with any of your saved credit card(s) or bank account(s). This in turn updates
all future payments linked to the payment plan.
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G) Edit Installment Date, the Amount or Cancel a Payment: First, select the installment payment(s) and
click Edit Planned Date. A new table will appear. The new date will apply to the payment(s) shown in

the table.

Clients > Samantha Postlethwaite > Upcoming payments > Edit planned date

Samantha Postlethwaite

Installment

Id Invoice  Installment plan Planned date

26699674 11112656 Afterschool Activities 2021 - Winter 2021 - Young Cubs (3-6 yrs) - Robotics Club  Sep 1st, 2021

<

Payment information

Planned date

2021-09-01 o=

Admin comments [op:

H) Edit the instalment amount by selecting the installment payment(s) and click Edit Amount. A new
table will appear. The new amount will apply to the payment(s) shown in the table. *Before editing the
amount of an installment, it is recommended to search for the applicable invoice number to double-

check which installments (and how much) are already planned.

Clients > Samantha Postlethwalte > Upcoming payments > Edit amount

Samantha Postlethwaite

Installmemnt

Id Inveice Installment plan Planned date

JGEIETS 11112656 Afterschool Acthdties 2021 - Winter 2021 - Young Cubs (3-6 yrs) - Robotics Club Oct 135t, 2021

<
Payment information

Amount
$25

Admin CoOmmMEents (optiona

You can enter any amount, whether the value is lower or higher than what is required to pay the

invoice item eligible for installments.



1)

J)

K)

CANCEL A PAYMENT: If you need to put a payment on hold or just cancel it for the time being, then
select the installment payment(s) and click CANCEL PAYMENT(s). A new table will appear. The
payments in the table can be called. Click CANCEL PAYMENT. A success message will appear when it is
canceled.

Installment
Id Invoice Installment plan Planned date
26699674 11112656 Afterschool Activities 2021 - Winter 2021 - Young Cubs (3-6 yrs) - Roboties Club  Sep 1st, 2021

L3 »

Cancel payment

You can view canceled installments in the Upcoming payments subtab by filtering for
Canceled installments.

MEMBERS: The members tab in the black box to the left is where you will find all the information
about all the travellers you added. This is where you can make any necessary changes such as adding a
new passport photo or changing any other details.

When you first click on the Members tab, it will likely take you to the account owner or the last person
you added.

| o Examphe Parent
* .
¥

& Pevsenad information [EIEE]

Everyone on your
account

Account Owner
info
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L} Inthis example, if | want to choose (and/or edit) Dancer #1 in my account, | will click on the picture (or
initial if no pic is uploaded) in the top right corner and it will open and look something like this:

Example Child #1

Edit g

Wm

YN SUEET - b |

QUESTIONS is po———

where you o e

willfind | =

passport info ~
\ —

T Dthay emation for pun srgaeastien [EITT)

L]

M) To change something, hit EDIT.

N} To change passport photo, just click on CHOOSE FILE

Feane ainach 2 copy of your passpert

FPASSPORT CAMMOT EXPIRE WITHIM & MONTIC OF TRAVTL!

e Bt Pl el A PR EATS Der et dvely ST (ST bs the past
- plisass chack your axping dats and tske sey nesded scian

17 185 FOUR RESPOMSIROLITY, HOT OURS 08 THE AIRLENE?

Fypeu sre n nased ta renew, pleiis sttach expired paispert usell
waplaied iy o ik, B b ft Wt i 30 0 st onls chee, plesse
taien 3 plctur of 5 noes aying you srw s the procewe of geeting s
paEipedt. then replace pliture with paidpedt eide you Gt it We
e thin B lrmagion for the airfine

Panspen
PROABENG

DON’T FORGET TO SAVE ANY CHANGES!!

0) Finally, the COMMUNICATION tab has all the emails that have been sent through the registration
system.

If you have any questions, please let us know.



