Welcome to Udio’s guide for
introducing Udio and the portal to your
customers.
Udio’s customer portal enables your customers to make, move and cancel bookings,
setup automated payments, download progression certificates, update their health
conditions and much more. In this manual, we’ll walk you through some best practices
for introducing Udio and the portal to your customers.
If you have any questions about the guide, please email us at hello@udiosystems.com.
To browse our other manuals, please visit our training page.

Copyright
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written permission of the authors. The copyright will be protected according to International Laws of Copyright when breached.
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Once you’ve finished setting up your classes and bookings in Udio, the next step is to
introduce the system and online portal to your customers - the easiest way to do this is
via email.
Below are instructions on how to set up and send the email, plus an example template
that you are welcome to use.
If you have uploaded your business logo to Udio, it will display on all future emails.

1. Setting up the email template
-

Go to ‘Settings’ and scroll down to ‘Emails & Notifications’

-

Select ‘Email Templates’ followed by ‘New Template’

-

Add your information to the body of the email and include template tags
for first name, customer accounts sign up link and upcoming bookings

-

Once you’ve created the template, you can send it to yourself to review by
going to your ‘People’ page and clicking on 'Send emails’
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1.2 Sending the email
When you are happy with the template and ready to send it out:
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-

Go to ‘Send Emails’ under Emails & Notifications in Settings

-

Click ’Send Emails’ in the top right-hand corner

-

Select your email template, event type and who to send to, then ‘Proceed’

-

Click on the magnifying glass and select
-

Facility

-

Future Bookings - Have future bookings

-

Staff - Not staff

-

Click ‘Filter’ and scroll down to ‘Continue to Confirmation’

-

Click ‘Proceed’, enter the number of recipients and send
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1.3 Email template example

Hi {{ person_first_name }},
We know that many of our customers would like more visibility over their children’s
membership, which is why we’ve moved to a new computer system with an inbuilt
customer portal. Once you’ve created your account, you will be able to:
● View your upcoming bookings
● Change your booking day/time
● Update your contact details and health information
● Cancel a lesson if you’re unable to attend
● Make a booking after taking a break
● View your child’s progress
● Set up automatic payments
All this can be done from your mobile, tablet or computer at your convenience.
To activate your account, please follow the instructions below:

1. Create an account
Follow this link to sign up to the customer portal: {{ customer_accounts_signup_link }}
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You will receive a verification email with a link which will prompt you to enter your
email address and password. Next, click the Sign Up button.

2. To set up a direct debit
If you prefer to manage your payments online, you can set up a regular payment
method.
1. From the dashboard, click ‘Add Credit or Debit Card’
2. Complete the fields and click ‘Add Card’
3. Add an address (if required) and click ‘Proceed’
4. Note: by adding your card information, you are agreeing to the terms of
service, privacy policy and the payment provider’s terms of service
5. You will be re-directed to the billing page which will show any outstanding
invoices and the payment method recently set up
6. Any open invoices will be automatically paid within 6 hours

3. To move a booking (time and day)
1. Click on the ‘Change Day & Time’ button under Upcoming Bookings
2. Select the child and session you want to move
3. View the course timetable and choose the booking that suits you best
4. Select your start date
5. Click ‘Confirm Date & Time’
6. Review a final time and click ‘Confirm new Date & Time’

4. To cancel a lesson and book a makeup
If you can’t make a lesson, please let us know by following the instructions below. Once
cancelled, you can book a make up directly in the portal. To do this:
1. Under Upcoming Bookings, click ‘Unable to attend’ next to the class you wish
to cancel and ‘Confirm’
2. The booking will then show as cancelled for the nominated day
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3. Next, scroll to the voucher box on the home page and click on ‘Make Booking
with Voucher’
4. Select which child the make up is for
5. Select a make up lesson day and time and click ‘Make Booking’ to confirm

5. Track your child’s progress
You can now easily view your child’s achievements as well as information about the
class they’re booked into. Head to the Progress tab to:
1. View your child’s progress in their current level and view future
lessons/classes
2. Download any merits and certificates from current and previous levels
3. Read information about their past, current and future lessons as well as view
any informational videos

6. Update your contact details and health records
1. Click on the People tab to view all family members and their health records
2. Click ‘Add Health Record’ to add a condition or allergy
3. Click ‘Update Contact Details’ to edit your phone number or address
Please reach out to the team if you have any questions. In the meantime, here is your
upcoming booking information which you’ll be able to edit or update once you sign up
to the portal:
{{ upcoming_bookings }}
See you soon!
Your business name
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