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Quickenrol Guide for the Perplexed

The Purpose of this guide is to explain a little about what ‘quickenrol’ is and
give step by step instructions for how to use it.

What is quickenrol?

Quickenrol is an online applications system. It is basically an online version of the pa-
per forms which you used to fill in. It is also an online database giving us access to
all previous information.

Why are we using quickenrol?

There are many advantages to using an online applications system. The first is that it
saves huge amounts of paper as each year we would send out hundreds of thick
forms to be typed up at our end. The second is that the next time you go to add your
child to an event, all their details will already be there saving you from wasting time
writing the same information year after year. The third is that, at our end, we can
easily download all the information you enter saving us time and money. Quickenrol
saves time for everyone involved and reduces the amount of resources we waste.

What information will you ask for and what will you do with it?

All information you give us remains totally confidential. The reason we ask for medi-
cal information, including doctors contact details, is so that our medic can make sure
your child is as safe as possible. We also ask for many pieces of sensitive information
such as whether your child is adopted or has any eating disorders etc. The reason we
ask for this information is so that we can be proactive in making sure your child feels
safe, included and happy whilst in our care. Again we stress that all this information
is treated with the highest levels on confidentiality and we ask that you take the time
to fill these sections in.

How does this guide work?

This guide is divided into steps. Each step has pictures and simple bullet points to
help guide you through. If at any point you find the guide unclear, need more help or
have any questions at all, please feel free to call or email and we will be happy to
assist.

Step 1: Creating an account p2

Step 2: Adding Your First Event p3

Step 3: Completing your application p5

Step 4: The Final Payment p6

Step 5: Editing an existing application p7

Step 6: Adding a sibling to the same event p8

Step 7: Enrolling on a new event p8 (half way down)
Step 8: Changing your account details p9

Step 9: So you've forgotten your password? p10
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Step 1: Creating an account
. Go to ljy.quickenrol.com

. You will come to a page like this:

IS LJY - Netzer » Home o W

« D o~ | ® Web | Ijy.quickenrol.com [ 8§+ Search with Google

ly-ns

+ 0 C &8 & %

ﬁ REGISTRATION _
_ Welcome to LJY-Netzer's brand new online application system. This will allow you Thank you for showing an
interest in applying for LJY-

‘ to sign up for all of our events. The system is new, and we hope it straightforward to

FAQ use, but if you have any questions, please drop us an email (office@ljynetzer.org) or Netzer events. For more
togia ‘ give us a call (020 7631 0584) information, go to
| www.ljynetzer.org or call 020
4 C 76310584

. Register as
Parent or Guardian ’>

First, you will be asked to create an account. This will last from event to event. You
can then log in and sign your child/ren up to events. Some of your information will If you have any problems, please l
L | be stared from event tn avent _hanefillly rediicing the hassle for von of filling in the contact the nffice | & &

e

. Click the box ‘Register as Parent or Guardian’ (see arrow).
. You should then arrive at the initial registration page which looks like this:

& Web ljy.quickenrol.com/register/quardian | ~" ~ Search with Google

* Parent/Guardian First Name
Thank you for showing an

| interest in applying for LJY-
FAQ Netzer events. For more
* Parent/Guardian Last Name information, go to

Login
www.ljynetzer.org or call 020

7631 0584

* Parent/Guardian Email Address

If you have any problems, please

. Fill in all the information on this page
. Please remember to use a password that you won’t forget and make a note of it some-

where safe
. Once this page is completed click ‘Register’ (the green box at the bottom of the page)



. Congratulations, you now have an account!

. After clicking ‘register’ an email will be sent out to you containing your username
(the email address you used to sign up) and your password. Please keep these
for future reference.

Step 2: Adding Your First Event

& Web ljy.quickenrol.com/apply/quickenrol/application/applicant

1
|

ljy-ns

M APPLICANT DETAILS _

* Please select the event and age group that you wish to apply for. If you

Home have any questions, please contact the movement workers Thank you for showing an
| . . interest in applying for LJY-
FAQ Machaneh Aviv - Ananim (school years 3-4) ;l Nitoo sts. For oo
Account Settings * Applicant First Name mform'atlon, A
www_ljynetzer.org or call 020
7631 0584

I Completed _

partially Completed If they are known by another name, please specify here

If you have any problems, please

B4 Not Started \ PESIEN S
o On this page you can apply for a specific event and enter some of your child's details.
o Each child must be sighed up separately. If you wish to add an additional child, refer
to Step 6 (p8)
o The drop down menu at the top (see arrow) will offer you a selection of events to

choose from. It is important that you take the time to make sure you are selecting the
correct event and age group within the event as this is the only stage of the application
which cannot be edited at a later date.

o Applicant email/user name is for your child's email/username, not yours.

o If you choose ‘yes’ for the final question ‘would you like to apply for financial
assistance,’ an email will automatically be sent to the movement worker dealing with
bursaries and s/he will get in touch.

If yes, which Liberal Judaism synagogue?

Crouch End Jewish Chavurah j

If no, are you a ber of her synagogue?

(" Yes (@ No

If yes, which synagogue?

* School @

The School of Life

*Would you like to apply for financial assistance?

@® Yes ( No

\

. Once all the required information has been filled out, press next




. On this next page you can pay the deposit which will guarantee your child's place
in the event. If you are applying for financial assistance select ‘Skip Pay-
ment’ (option two) and then proceed to ‘Step 3.’

. If you are not applying for financial assistance click ‘Process Payment’
(option one)

& Web ljy.quickenrol.com/apply/quickenrol/application/supplementar | -" ~ Search with Google

_ APPLICANT DETAILS

B Applicant Details Payment Deposit

Deposit cheques will not be banked until your place has been accepted.

Anna Posner Thank you for showing an
You have the following bookings interest in applying for LJY-

Netzer events. For more

|

Select Event Price information, go to
Anna Posner - Machaneh Kadimah - Ananim (School years £ 150 wnw.liynetzer.org or call 020
34 £4 7631 0584
)
Home
TOTAL: £150

FAQ
Account Settings ‘ Option One _

If you have any problems, please
o If you have applied for financial assistance and cannot afford to contact the office
_ pay the deposit currently, please skip payment. (office@ljynetzer.org or 020 7631
0584)

Completed

Option Two

Partially Completed

. If you selected option one you will be taken to this next page (see below). If
you click ‘Pay with PayPal’ then you will be redirected to the PayPal website.

_ APPLICANT DETAILS

Applicant Details X Payment Deposit

sookinGs FRIMERT BRIl ]

CONFIRMATION

Anna Posner Thank you for showing an

Please select your method of payment interest in applying for LJY-

Netzer events. For more

information, go to

- Machaneh Kadimah - Ananim (School years 3-4) Deposit  £150 1 www.ljynetzer.org or call 020
7631 0584

Event Price  Quantity

By Cheque/Telephone

FAQ

Account Settings PO PRy _
- e
i contact the office

. If you do not have a PayPal account, would rather make a payment over the
phone or would like to post a cheque, click on the other box (Pay By Cheque/
Telephone).

. An email will then be sent to you asking for payment in order to proceed.

. You will also be taken to the following page (see overleaf) which will give you
additional instructions for how to pay.



. This page (see below) has information on how to pay (not using PayPal). Once this page has
been reached, you child is registered on the event and we (the office) will be notified.

. Before you can further your application you have to wait for it to be ‘accepted’
which is done in the office upon receiving payment. If paying over the phone then this may
not take long. If paying by cheque or PayPal, it may take up to five working days. You can
now therefore close your browser for the time being.

e — pE=—=—
Anna Posner PAYMENT DEPOSIT Thank you for showing an
) THANK YOU, YOUR DEPOSIT HAS BEEN PROCESSED T T T
Netzer events. For more
information, go to
m To pay by cheque, please make it payable to “Liberal Judaism™ and write your www.ljynetzer.org or call 020
1 unique reference number, #UUE9ET, on the back of the cheque. Please post it 7631 0584
R ’ to: Kadimah Applications, LJY-Netzer, The Montagu Centre, 21 Maple Street.
[ | London, W1T 4BE
[ |
e ; To pay by debit/credit card, please call 020 7631 0584 and ask for Selina _
| ' ini =
A nt Settings | O'Dwyer, LJY-Netzer administrator. Our office hours are 9am-5pm Monday:

Thursday, and 9am-3pm Friday. Note that credit cards will attract a fee of 2%
of the balance; there are no charges for debit cards. Please have your unique
reference number, #JUE9ET, to hand and give it to us over the phone

If you have any problems. please
contact the office
(office@ljynetzer.org or 020 7631

] ! 0584)
{ Completed Order Reference  #UUE9ET
| Partially Completed Order Placed By  Ljy Netzer
NolStRred Order Status Received _
st i = This is the first year of using this
Order Placed 2012-04-30 14:27:32 new online system. If you have
Ordered items - Machaneh Kadimah - Ananim (School years 3-4) Deposit ta:i;eedback, plesss do gt
Order Value £150
Order Notes None
[AE——

o If at this stage you would like to add another child/sibling, please go to Step 6 (p8)

Step 3: Completing your application

o Once payment has been received and your application has been ‘accepted’, an email will be
sent to you to let you know and to ask you to now complete your application.

o The first thing to do is to go back to ljy.quickenrol.com and log in at the bottom of the page
using the log in details created previously.

o Once logged in you will come to the following page:

Y= =

Anna Posner /] BOOKINGS

Thank you for showing an
interest in applying for LJY-
Netzer events. For more

Applicant : Anna Posner

Event : Machaneh Kadimah - Ananim (School years 3-4) i"f°"'“'8‘i°"- goto
Added : 26 Apr 12 www_ljynetzer org or call 020
Status : Accepted 7631 0584

Balance : £:150

si

FAQ

e " ) = I

If you have any problems, please

Continue Application contact t_he office
(office@ljynetzer.org or 020 7631

0584)

o Click *Continue Application’ (see arrow) in order to fill in the rest of the infor-
mation we require.



. There are three sections to be filled out, each with their own subsections.

. These contain different pieces of information we need about your child including
medical, welfare and emergency contact details.

. As you go along, Quickenrol will automatically save each section you complete
as you can see in the picture below:

These tabs show the individual sec-

l tions, subsections and which ones
JY'1¥J ! have been completed.

@ APPLICANT DETAILS @ PERSONAL DETAILS A MEDICAL DETAILS /\ DECLARATION

dical Inoculations Medical History 1 Medical History 2

S T—

'BOOKINGS gdical Inoculations saved

Anna Posner Z | MEDICAL HISTORY 1

Thank you for showing an
interest in applying for LJY-

Has your child ever suffered from any of the following SR R

* Asthma information, go to
www.ljynetzer org or call 020
(" Yes (" No 7631 0584
If Yes, please give details
a |
Account Settings ‘ _
Hevteder If you have any problems, please
(" Yes (" No contact the office
__ (offica@livmatzer arm or 120 7631

. At any time during this process you can log off as each page gets saved. If you wish to
continue your application at a later date just sign back in and continue from where you
left off.

. If you have any trouble with any stage (you don’t have a digital photo to hand etc) then
you can leave that section blank for the minute and move onto another by selecting it
via the tabs (see above).

Step 4: The Final Payment
. Once all this information has been filled out you will arrive at the following page:

BOOKINGS ¥ Machaneh Kadimah 2012 saved _

v’ Thanks for completing your booking
Anna Posner /] Thank you for showing an

BOOKINGS interest in applying for LJY-

Netzer events. For more

- information, go to
Home

Event : Machaneh Kadimah - Ananim (School years 3-4) 7631 0584
Added : 26 Apr 12

Status : Accepted
FAQ

Balance : £:150
Account Settings .
i I 0,
100% If you have any problems, please

contact the office
(office@ljynetzer.org or 020 7631

. To pay click the ‘Pay..." button which will take you to a page similar to the one used be-
fore for the deposit.

. The amount shown will be the total outstanding balance including pocket money, coach
payment and any charitable donations you may have entered.

. You will again be asked how you would like to pay; by phone, by cheque or by PayPal.

. Once this is done then your application is complete. Congratulations!




Step 5: Editing an existing application

. After completing your application it is still possible to edit information if it
changes (for instance an update on your child medical details, a change of address).

. Firstly go to ljy.quickenrol.com and log on at the bottom.

. Then select your application from the left side bar (see arrow).

ljy-na

BOOKINGS

Anna Posner

Applicant : Anna Posner
Event : Mach h Kadimah - A

Added : 26 Apr 12

im (School years 3-4)

g Status : Accepted information, go to
m Balance : £825 www.ljynetzer.org or call 020
76310584
Home o 3
100%
FAQ
Account Settings - _

1

Thank you for showing an
interest in applying for LJY-
Netzer events. For more

If you have any problems. please
contact the office

Once you have selected the application you would like to edit, the follow page will come
up (see below).

You can decide which section you would like to edit by using the tabs at the top and
their subcategories (see image).

ly-na

@ APPLICANT DETAILS

Applicant Details

Anna Posner
Home

FAQ

Account Settings

The main headings/tabs

v v

@ PERSONAL DETAILS @ MEDICAL DETAILS

Payment Deposit

v Please continue with the application forms

APPLICANT DETAILS

* Please select the event and age group that you wish to apply for. If you
have any q please the mo workers

Machaneh Kadimah - Ananim (School years 3-4) j

* Applicant First Name

Anna

* Applicant Last Name

Posner

@ DECLARATION

Thank you for showing an
interest in applying for LJY-
Netzer events. For more
information, go to

www _ljynetzer org or call 020
7631 0584

If you have any problems, please
tho affis,

After editing information on one of the pages, clicking next at the bottom of the page
will automatically save.

You can edit all the information as many times as you like except for the event
which cannot be changed

If changing important information near the event it may be worth calling the Move-
ment Workers to let them know



Step 6: Adding a sibling to the same event

. To add another child/sibling to an event go to ljy.quickenol.com

o Sign in using your existing log in

. The page in front of you (see below) will have a list of all the events you have al-
ready enrolled in.

. At the bottom of the page is a drop down menu. To add another child/sibling to an
event you need to select 'I want to start a blank application’ and then click
‘Add Application’

— e 7

Anna Posner /] BOOKINGS

Thank you for showing an
interest in applying for LJY-
Applicant : Anna Posner Netzer events, Forimore

Event : Machaneh Kadimah - Ananim (School years 3-4) infom:_atio:; goto 1020
Added : 26 Apr 12 Existin www.ljynetzer.org or cal
; <+ 9 7631 0584
Home

Status : Accepted 3
Balance : £825 BOOkIng

FAQ =
e M ) oo I

If you have any problems, please

g  ReviewPayment | contact the offce
KEY (office@ljynetzer.org or 020 7631

Select this option 0563)

7 completed

| Partially Completed
Not Started

If you wish to create an application for an existin plicant select their name below. This
create a profile pre-populated with the da ed in the booking selected _

| want to start a blank application

This is the first year of using this
new online system. If you have
‘ PR , any feedback, please do get in

touch

. This will take you to the same page you filled in earlier at Step 2 (p3)
. Follow the same process you followed at Step 2
. When selecting the event, remember that it cannot be edited

Step 7: Enrolling on a new event

So Machaneh Aviv was the best 6 days of your child's life and now they want to go on Kadi-

mah? Understandable. Adding an event for a child who has already been on an event could

not be easier and is one of the benefits of an online system.

. Firstly, go back to ljy.quickenrol.com and log in with your existing login

. The page in front of you (see below) will have a list of all the events you have already
enrolled in for all children signed up using your account.

. At the bottom of the page is a drop down menu. Select the child you want to enrol in
a new event.

. Click ‘Add Aplication’

Applicant : Anna Posner

Event : Mach h Kadimah - A im (School years 3-4)

Added : 26 Apr 12 . .

Status : Accepted « EXIStI ng
Balance : £975 BOOkIngS

Make sure the Review Payment
child you select is
the one you wish

' ' 100%

to add a new event If you wish to create an application for an existing applicant select their name below. This will
for \ create a profile pre-populated with the data used in the booking selected
Posner, Anna - Machaneh Kadimah - Ananim (School years 3-4) - Date made: 2012-04-26 R4

‘ "~ Add Application ’




. As you can see from the screen shot below, all the information you typed in last time is
still there.

o All you need to do is change the event from the old event to the new event you wish to en-
rol your child in (see circle). Remember the event you select cannot be edited at later

stage
o Please also make sure that you edit any information which may have changed since the
last time you used Quickenrol
Anna Posner have any questi atact the movement workers ’ Thank you for showing an
| > = interest in applying for LJY-
Anna Posner Machaneh Kadimah - Ananim (School years 34) ~ e el o
Anna Posner | * i i information, go to
| ApplicantEirstiame www._|jynetzer.org or call 020
Anna Posner Anna 7631 0584
Anna Pozner * Applicant Last Name
— If they are known by another name, ple
If you have any problems, please
* Applicant email (or, please put in a unique \sername for §iem. It should be (ofice@ljynetzer.org or 020 7631
Home a single word with no spaces) 0584)
FAQ | a.pizzle
Account Settings ‘ Applicant Mobile Telephone _
-
. ) i This is the first year of using this
United Kingdom :J any feedback, please do get in
|| Completed N . touch
"R — Deker ot Birth All this data is already
Not Started 2 -| o« -| 23 -| €—— here from the last
y * Gender / event I signed Anna up
Female _'_] to
Passnort Number - anlv for events outside the 1IK

. You can now proceed as you did for Steps 2 and 3 with the same payment options.
The difference is that as you go through each page completing your application, all
the information will have already been filled out.

. All you need to do is check over it as you go along to make sure all the informa-
tion is still relevant and that there is nothing new to add.

. Please take extra care when looking over medical information and don’t forget to
check whether your child is signed up for the coach, pocket money and phone
cards.

. Once you have been through all the information follow step 4 to process the final
payment and to complete the booking.

Step 8: Changing your account details

. If you wish to change your login details or any part of your account details (the guard-
ian account) sign in as usual

. Half way down the page on the left you will see the tab ‘Account Settings’ (see below).
Select this option

p 30% If you have any problems, please

(office@ljynetzer.org or 020 7631

Home 0584)
= Applicant : Anna Posner
Event : Machaneh Kadimah - Ananim (School years 3-4)
—e s _
Status : New

— Balance : £1125

( o

This is the first year of using this
" R~

. The screen that comes up has all your account information (guardian account). Just
edit the information you wish to change, then click ‘submit form’ at the bottom of
the page.

. You can edit this information as many times as you want.



Step 9: So you’ve forgotten your password?

If you can’t remember your password it is really easy to get a new one.

Go to ‘ljy.quckenrol.com’

At the bottom of the page, under the login bars, is says ‘Forgotten your password?
Click here to get sent a new one...”

You need to click on the word ‘here’ (see screen shot below).

FIIST, yOU WITT D8 aSKed [0 Credte an account. TS WIT [ast 1Mo eVent 10 event. You

can then log in and sign your child/ren up to events. Some of your information will If you have any problems, please

be stored from event to event, hopefully reducing the hassle for you of filling in the contact the office

same form over and over again. (office@ljynetzer.org or 020 7631
0584)

LOGIN...

This is the first year of using this
* Password new online system. If you have

any feedback. please do get in

touch
Forgotten your password? Cli get sent a new one..

The next page will ask you for your email (See below).

Just enter in your email address and it will email you a new password

You can then use your new password to sign in to your quickenrol account.

Once you have signed in, go to ‘step 8’ to see how to change your new password to some-
thing you may remember.

ljy-ns

Home Thank you for showing an
* Registered E-mail interest in applying for LJY-
| FAQ l Netzer events. For more
Login ’ information, go to

If you have forgotten your password place enter in your email below

; ) www_ljynetzer.org or call 020
Send new Password 7631 0584
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