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Chapter 1 : DanceStudio-Pro.com At a Glance 
 
This guide describes how to setup online registration with DanceStudio-Pro.com. 
 
DanceStudio-Pro Basics 
 
To access the DanceStudio-Pro web application, 
go to http://dancestudio-pro.com/apps in a web browser. 
 

 
 
Enter your username and password that was assigned during the registration 
process to access the system. 
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You can access any part of the system from the home screen.  
 
Use the Search box just like you would use Google™.  Simply type the name of a 
student, class, staff member or report to quickly go to that person. The search 
engine works with full names or parts of names. You may also search for help 
topics as well.  
 
Quick Actions 
 
You can find Quick Actions on almost every page within DanceStudio-Pro. Quick 
Actions are the tasks that are typically performed most often within the system. 
Examples are adding new students or classes. Also communication task are 
located on the Quick Actions list. This includes Robo-Dialer™ and Group Emailing.  
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Chapter 2 Getting Started 
 
Read this chapter to learn how to setup Online Registration within DanceStudio-
Pro. 
 
NOTE: Some topics are covered in greater detail in other guides. (i.e. Tuition Setup) 
 
What is Online Registration 
 
Online registration, also known as the Parent’s Portal, allows you to offer your 
students and parents the ability to register for classes online. The online registration 
system works for new students and parents not in the system, as well as returning 
students.  
 
Students and parents can perform the following tasks within the Parent’s Portal: 
 

1. Enroll in classes 
2. Make tuition payments electronically 
3. View & Print statements 
4. Update their account information 
5. Enroll in automatic recurring payments  
6. Change enrollment status. 
7. Print their weekly Dance Schedule  

 
DanceStudio-Pro is the only dance studio management software system that offers 
live real-time tuition calculations. This means that at the time on enrollment online, 
parents and students will see exactly what their tuition will be, including all multi-
student and multi-class discounts. At this point, they can pay their tuition, 
registration fee(s) and additional season-related fees at the same time. Once the 
payment is successfully made online, the student(s) are automatically added to your 
Dance Studio-Pro system. You will also be notified by email of the registration. This 
means that you do not have to re-type the information into the system.  
 
Online registration is hosted on DanceStudio-Pro’s servers. You can add a link on 
your website, Facebook, Twitter or any other place that will take students and 
parents directly to your online registration site. The site is branded with your logo 
and studio name so that your clients easily recognize it.  
 
DanceStudio-Pro does not store any credit card of financial information. All financial 
data is maintained with Stripe (stripe.com) or PayPal (paypal.com).  
 
Online registration is free to all DanceStudio-Pro customers. There are no additional 
fees to use this service. There are no limits on the number of students or 
transactions that you can process through the Parent’s Portal. 
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Prerequisites  
 
Before using online registration, the following prerequisites should be completed. 
 

1. Setup your studio name and contract information on the settings page 
 

2. Upload your studio logo 
 

3. Define your payment methods (Paypal and/or Stripe) 
a. See the Stripe user guide to learn how to create your Stripe account 
b. http://dancestudio-pro.com/apps/HowToAcceptStripeOnline.pdf 

 
4. Define your Tuition, Discounts and Registration Fees 

 
5. Setup Classes for online enrollment 

a. Important: Classes need the following information 
i. The class should be checked as Active 
ii. Valid Start and End Dates 
iii. Valid Start and End Times 
iv. The “Allow Online Registration” Checkbox checked 
v. The Gender specified 
vi. The Min and Max Age specified 
vii. The Max number of students for the class 

b. If the class is part of a Season: (More à Seasons) 
i. Make sure the Online Registration Start Date is correct 
ii. The Age Cut-Off date is set correctly.  
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Chapter 3 Online Registration Settings 
 
Read this chapter to learn how to setup Online Registration within DanceStudio-
Pro. 
 
Login to DanceStudio-Pro 
You must be logged into the web application to configure your DanceStudio-Pro 
account. You cannot change system setting from the mobile apps. 
 
Go to: http://dancestudio-pro.com/apps/ 
 
Once all the prerequisites are met, go to the online registration page from the Magic 
Menu. 
 

 
 
Go to the Online Registration – Settings panel 
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Stripe and PayPal typically charge a 2.9% fee + $0.30 per transaction fee. We offer 
you the opportunity to recover some or all of that expense with applying a 
Convenience Fee per transaction for online payments. 
 
This would mean that is a parent’s tuition and registration fees were $100.00 and 
you applied a 3% convenience fee in the system, the parent would be charged 
$103. Now, Stripe or Paypal would change their fees. 
 
$103 X 2.9% = $2.99 plus the $0.30 transaction fee = $99.71 
 

$103 - $2.99 - $0.30 = $99.71 
 
This means that you, the studio owner, would be paid $99.71. The total fees would 
be $3.29. 
 
You may also prevent parents and students from dropping classes online. Simply 
uncheck this option for Online Drops. 
 
You may also decide if you want to collect the first month’s tuition at the time of 
registration. Use the checkbox to decide. 
 
Automatic Billing 



DanceStudio-Pro.com Chapter 3:10 

 
Automatic billing, or monthly recurring billing, allows parents to save their credit 
card information and then they will be billed on the 1st of every month for their 
tuition. The parents have full control to opt-in and out of this program within the 
parent portal.  
 
Note: DanceStudio-Pro does not store credit card information. 
 
Automatic billing is only available for accounts that have setup a Stipe merchant 
account.  
 

 
   
Follow the steps in the Automatic Payments setup Guide if you want to offer this 
feature to your clients. 
 
http://dancestudio-pro.com/apps/HowtoSetupRecurringBilling.pdf 
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Chapter 4 How to deploy online registration 
 
Read this chapter to learn how to share Online Registration to your parents and 
students. 
 
Linking 
 
The most common way for students and parents to access your online registration 
page is to add the link to your website. It can be just a simple link or you can use a 
button or picture. 
 

 
 
Each link is unique to your Dance Studio-Pro account. The link can be found on the 
Online Registration page. 
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Find the Share this link on your website… section. 
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Just copy and paste the entire link for your Parent’s Portal on your website. You 
can also share this link by email, post on Facebook or twitter. 
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Chapter 5 Using the online portal 
 
Read this chapter to learn how to use the Parent’s Portal. 
 
Supporting your clients 
 
It is highly likely that some of your clients will ask for assistance with the Parent’s 
Portal. We recommend to all of our clients that they go through the entire process 
of registering a new student and registering a returning student that already exists 
in the dance studio pro system. 
 
The Process 
 
When you create a parent in Dance Studio-Pro, you have the option to have the 
system email them with their username and password to the Parent’s Portal. Keep 
in mind that it is not necessary for the parent or students to already be setup in the 
system for someone to be able to use the Online Registration system. 
 
When a client goes to your Online Registration system, they will see the following 
page. 
 

 
 
On the screen, they have a couple of options. 
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1. If they know their username and password, they can simply log in. 
2. If they have used the system before, but don’t remember their password, 

they can use the “Forgot your password” link to reset their password. 
3. If they are new, then they will need to click the “I need to Register button” 

 
 
I need to Register 
 
Even if the client is already setup in the system, they can still use the “I need to 
Register” option to find their account. 
 
If they are completely new and have never be a part of your studio, they can still 
use the same option. 
 
Click the Register button to get started. 
 

 
 
The system will first attempt to find the parent. They will need to type their last 
name in the search box.  
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If they system finds them, they can simply click on their name to start the process. 
 

 
 
First, it will ask them to confirm this is the correct parent. 
 

 
 
Next, it will ask them to reset their password. 
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Once they have done this, they can then login and start the enrollment process. 
 
 
If the system cannot find them, they will start the process of registration by clicking 
the “I searched and still don’t see my name” button. 
 

 
 
This will allow them to complete the full new parent registration form. 
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This list includes basic contact information and a new password. Once they 
complete the form, they will then be allowed to register. 
 
Inside the Parent Portal 
 
When the parent logs in, they will see the following screen. 
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This screen will show your studio logo and give them direction to either enroll in 
classes or enroll in Auto Pay. 
 
The first thing they need to do is add student to their account. 
 
They must first click on the “My Students” navigation menu. 
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If the account already has students assigned to the parent in Dance Studio Pro, the 
parent will see a list of their students and the classes they are enrolled in. 
Otherwise, there will be no students listed. 
 
Adding a student 
 
Click the Add a Student button to add a new student. 
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The process is very similar to the parent registration process. 
 

 
 
The parent will enter the last name of the student and the birthday. This is required 
for security purposes. 
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If the student is not found, then they can click the “Click here to add them” button. 
 
They will be asked to complete all the basic data for a student.  
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Once the student is saved, they will appear in the My Family Members list 
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Register for Classes 
 
At this point, the parents are ready to register a student for classes. 
 
First, they will click the Register button. 
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Click the checkboxes beside the classes you want to enroll the student in. 
 

 
 
Click the Enroll Now button when you are done. 
 
They parent will then be shown how much the classes will be and what their tuition 
and registration fee requirements are to complete the registration.   
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If the parent does not want to complete the transaction online, and would like to 
come in to the studio to make the payment, the system can support this. 
 
At this point, the student is saved in DanceStudio-Pro with their class selections 
made. 
 
If you log into Dance Studio Pro and go to the Online Registration page, you will see 
these students sitting in a Pending status. 
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Scroll down to the bottom of the page to see the pending students. 
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When they come in to pay, just click the “Assign to New Classes” button and the 
system will apply the payments to the student accounts and enroll them in the 
classes. 
 
If the parent wants to pay for registration online, they can click the Green “Finish 
Registration Now” button. 
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They will be asked to agree to your legal release and then they can pay with a credit 
card. 
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Upon successful payment, the student(s) will be enrolled into the classes and you 
will be paid. 
 
You will receive notifications from DanceStudio-Pro and Stripe/PayPal regarding the 
payment and registrations. 
 
Managing an Account 
 
The parent can use the My Account option to manage their data. They can also 
change their password, make individual online payments to their account or enroll 
in auto pay under this area. 
 

 
 
The Pay Online option allows the parent to view Statements as well as make one-
time payments by student to the family account. 
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They can also print their own statement within the Parent Portal. 
 

 
 
The automatic payments settings are also available in this section. 
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The parent simply needs to save their card to enroll. They will get an email each 
time the card is charged. 
 
Auto Pay runs on the 1st day of each month. 
 
Recommendations 
 
Before releasing the Parent’s Portal to your clients, we strongly recommend that 
you personally walk through each of the scenarios. It is a good practice to create 
test students (John and Jane Doe) to verify the process. Based on experience, 
parents will inevitably have questions and need assistance from you. The better you 
can support them, the more likely they will use the system, enroll in auto pay and 
make your life easier. J 
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Chapter 6 Frequently Asked Questions 
 
Q&A 
 
Below are a list of commonly asked questions and their answers regarding the 
Parent Portal. 
 
 
Q. I can’t see my classes online? Where are they? 
 
A. 100% of the time, one or more of the prerequisites are not satisfied. You can 
read the details in this document, but make sure that the start dates are set 
correctly and the min and max age is setup. Also, check the details on your 
seasons. Online Registration tries very hard to prevent students from registering for 
classes they shouldn’t be in. 
 
 
Q. What if I want to add a younger student in a more advanced class that is outside 
of the age range? 
 
A. Don’t change the min and max age. Add the student manually to the class inside 
DanceStudio-Pro. You do not want to have students registering for classes they 
can’t take. 
 
 
Q. Do parents have to pay online to use online registration? 
 
A. Absolutely not. They can add their students, enroll in classes and stop there. The 
students will be added to the pending list in the Online Registration screen. When 
they come to the studio, they can pay and you can apply the payment and use the 
one-click to enroll option. 
 
 
Q. Do I have to allow auto pay? 
 
A. No. 
 
 
Q. I use ____________ as my credit card processor. Can I use them instead of 
Stripe or Paypal? 
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A. Kind-of. You can still use the online registration system, but they can’t pay 
online. You will have to manually run their card for the tuition amount when they 
come into the studio. 
 
 
Q. Can DanceStudio-Pro access my Stripe account? 
 
A. No. Your Stripe account is like your bank account. We don’t want access to it. 
 
 
Q. Are online payments secure? 
 
A. Anything on the Internet can be insecure. That’s why we don’t store any financial 
data on our systems. (Credit card numbers, social security numbers, bank account 
numbers…) We do not want that liability. That’s why we partner with companies 
like Stripe. They are100% focused on Internet financial security.  
 
 
Q. Do the parents and students have to be setup in DanceStudio-Pro before they 
can register for classes. 
 
A. No. They can create themselves at the time of registration. 
 
 
Q. Can I link to online registration from my website? 
 
A. Yes. 
 
 
Q. Is there a fee to use online registration? 
 
A. No. 
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