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Leg in & Update
Create a password, log
in and ensure your

personal and billing
details are up to date.

Respond fo Enquiries
Respond to the enquiry to
let the customer know if
you have space via the
portal or by contacting the
customer directly.







How To Lag in

1. Visit www.littlestartsgiftcards.com/activity-provider-log-in and log in
using your email address and password.

Fwyﬂw ysur passwerd?

Click 'Forgot password' under the 'Login' button. You will then receive an

email to reset your password.

If you don't receive an email please first check your junk folder before
emailing hello@littlestartsgiftcards.com.

Email

Password

STARTS

Forgot password?

.
6p
What device shauld | wse fo-Log in? "

For the best experience, we recommend logging into your Little Starts Gift Cards
Activity Provider account on a desktop, laptop or tablet device. Logging in on a
mobile phone may make it difficult to upload classes and complete your details.

Once you have entered your details and clicked 'Login' you will receive
an email with a 2 Factor Authentication code.

Enter the code in the boxes that show on the log in screen, and click
‘Login'.

We use 2 Factor Authentication to make sure your business and
banking details are extra safe!

STARTS



Your Accoun]




Your account

You can manage your login details and permissions under 'My profile'. If you need to give other people access to your account, for example to
update class listings or respond to customer enquiries, you can do this by clicking on the 'Users' tab.

STARTS )  Manage Profile

Giftcard redemption [ hccountdemalls o ermissions

o A Edit profile
Activity provider -
Manage provider
Manage locations
Manage classes

Manage enquiries

Classes

You can then update your
account details,
permissions and email
notifications

Don't forget to click 'save

changes'!

Once logged in, tap
the 'My profile'icon in
the bottom left of the
green, left hand
navigation strip.

@ My profile



Mﬂling/ & Ncmay‘ng/ Usery




Add and manage wiery

You can add and manage additional users for your account by clicking on the 'Users' tab.

You might want to add a business partner, admin support or member of your marketing team
as a user so that they can log in to update classes, respond to enquiries and redeem gift
cards.

STARTS : ) .Manage Users

Gift card redemption

Name Email
Activity provider

Jo Smith Jo@babyplay.co.uk
Dashboard
My details
Class locations
Classes
Enquiries
| —
' pilling

To access this section, click 'Users'
in the green, left hand navigation
strip.

Once you’ve added a user, you’ll get an email to confirm they have been added.
Let them know the password you have set for them so that they can log in.

Creafe o new wyer

Create a new user for your account by clicking 'Create
user and completing the details. Don't forget to press
savel!

-Manage Users

Permissions

Select permissions for
the user, to give them
access only to the
areas of your account
they need to view and
update.

Think carefully about
who has access to
certain areas, such as
billing and enquiries.
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-Manage Users
Accoum details

First name

ARAAAAN

Updafe an existing wser

Update the details for an existing user by clicking the pencil icon
next to their name.

Delete an existing user by clicking the trash can.






Your businesy defails

In this section you can add and update your primary contact and business information, including adding additional contacts.

o) A dhis You won't be able to update Don't worry, customers won't The primary email address is the

. 1 1 1 . h n I .I o .
section, tap 'My the 'brand k?ox | be able to see your p- 0 (? or.m y email address your enquiries

S Our team will do this number, address or job title. will be sent to, unless you add
details'in the green, , - _ ,

D automatically before you log This is just for internal use another user with the same
left hand navigation : S
, in. by our team. permissions.

strip.

Gift card redemption

Activity provider

\

N

Class locations

Classes

Enquiries

gilling

STARTS R I

Brand

Primary emigil
Registered name Phone

Trading name Maobile

The date and time you agreed to
the t's and c's will be pre populated
here. To view the latest t's and c's,
Date signed up tap 'Help'in the green left hand
navigation strip.

Contact name Address

Job title

Status

Additional details

Facebook

Instagram

Additional contacts

Add additional contacts here who we may need tdispeak to for account, customer or finance queries. Add contact

MName Jab title Email Maobile

Complete your social handles Add additional contacts here that we may need to
so that we can promote you! speak to for account, customer or finance queries.

For example a partner, marketing or finance
member of your team.



Managing, Cusfomer Enquiries




P To,,
MMW cusfomer enquiries %
Ways To respend...
You can respond to a customer enquiry
in the Activity Provider Portal, or by
phoning, emailing or texting the

customer directly using the details
provided on their enquiry summary.

When a customer makes an enquiry you will automatically receive an email to let you know.
The enquiry can also be viewed in the Activity Provider Portal.

navigation panel to see a list of all of the

enquiries customers have sent you via We advi dins to th : :
: : : e advise responding to the customerin
the Little Starts Gift Cards website. P &

— . e Giannie s the Activity Provider Portal, to make
. e things easier by keeping all of the
communications relating to your Little
Starts Gift Cards enquiries in one place!

BaZELTITC bt Paul Bowen Willow Green Hall Sarah Pritchard 566994433

Click the little eye icon next to each
enquiry to see the customer's details,

dazaisiiastcns  Jackie Milton Yarrow Church Hall Dan Nellist .

| I STARTS R 1. Click'Enquiries' in the green left hand
[
| read and respond to the enquiry.

STARTS Memage Enuiries Manage Enauin > Once you have clicked the eye icon, you'll be able to see the customer's
details and gift card number- you'll need these to redeem their gift card
B S once they have confirmed they want to book your class.
You'll also find their message and can send them a reply via the portal.
Any further messages they send in response to the initial email chain will

Newton Village Hall

be shown here too.

Once you have responded, mark the enquiry as ‘resolved’ to avoid getting
email chasers.

Once the customer has confirmed they want to book your class, mark the
enquiry as 'booked".






Redeenm a M’TWS’W card

To get paid, you must redeem the gift cards of customers who spent their Little Starts Gift Cards with you, via your account.

To access this section, tap 'Gift
card redemption'in the green,
left hand navigation strip.

Activity provider

Dashboard

Class locations

Enquiries.

Users

Billing

STARTS

Redeem a gift card by entering the requested information.
You'll find it on the customer's initial enquiry if they enquiried
via our website, or you can ask them for these details if they
came to you directly.

Manage Gift card redemyption

Card redemption details Historical card redemptions

Redeem a gift card by entering the infermation below. You can find this on the customer's initial enquiry or by = Search options
asking them if they have come te you directly.

Gift card number Redeemed after B Redeemed before

Gift card number

Amount to redeem

Customer details

Class Name

Once you have clicked 'redeem’, you and the
customer will both receive an email detailing
the redemption.

Top
Tep
When sheuld | redeem?
We advise that you redeem a customer's
gift card when they confirm they wish to

book a class with you, before they attend
the class.

This is so that you can check they have
enough funds on the card to cover the
cost of the class.

Please note that if you don't redeem the
gift card before the customer attends
your class and subsequently find that
their gift card has expired or they don't
have sufficient funds to cover the cost of
the booking we will not be able to pay
you, so it is really important to redeem
gift cards in advance.

Use the search filters to view
all historical redemptions
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Mmquy paymen] defaily and view invsices

It's really important you keep your invoice and payment details up to date, or we can't pay you!

Gift card redemption

Activity provider

Class locations

! ) My profile

' STARTS

Logout &)

To access this
section, tap ‘Billing’
in the green, left
hand navigation
strip.

-Manage Billing

Invoice details
Invoice name

Address

Company number

VAT number

Payment details
Account name

Account number

Sort code

Invoice details

== Search options

Invoiced after

Invoiced before

Clear filter

Invoice number Date Commission Redemption

Total paid

When a customer pays for your classes with a Little Starts Gift
Card, we deduct our commission before paying the balance of the
gift card spend over to you automatically within 14 days of
redemption.

Inveice/ Payment Statement

When we pay you the balance, we will email you an
invoice/payment statement. This will show the total redemptions
made in that period, our commission and the amount paid to you.

Remiffance

If a customer mentions you at checkout, we'll pay commission to
you at 10% of the gift card value up to a maximum of £ 5 per gift
card. When we do this, you'll get an email remittance statement to
say how much we've paid you.

Find out more about referral commission in FAQs when you tap
'Help' in the green left hand navigation panel.

Acw?rng/ Invsices/ Payment Sfafements
You can view and download past invoice/payment statements and

remittances in your Activity Provider account under 'Billing' and
'Invoice details'

I.osk,ing/ for a breakdswn of redemplions?

You can find this under the 'Gift card redemptions' tab.



UPL&MIM?/ Clasgses




Add Lecafisng

First, upload all of your
class locations into
your Activity Provider
account in bulk via our
csv template, or one at
at time.




.
How 'f& add MWS’ Keeping, Up To Date Ty

Be sure to log in regularly to check your locations are up to date and the details are

correct.
In the 'Class locations' section, you can view and edit all of your class locations.

U‘wlatm?/ v;u’»s«'fm? Lscafiens?
If your classes were live on the old Little Starts

STARTS il (s Beei s Gift Cards website, then you'll already have
Below are the Iacal‘ions w:a have listed for yoqr classes. You can add more locations ope atatime by cl.ickilng ‘Create \ccatior\‘. Orto .
) some locations set up.

add multiple lo: Download local mplete the spreads k 'Upload local and select your file -
2 2 i 2 Download locations Upload locations Create location
ng classe: erwise, en you
re le Starts 3
o edi c| n the pencil next to the listin,

Gift card redemption

Activity provider
Venue name Address Classes

To edit or delete existing locations click the
little pencil or trash can icon next to the

old Gate Hall Drumoghill Bridge , Florencecourt, BT921ED | ocat | on

Dashboard
Westend Community Centre 53 Rossorry Church Rd, Enniskillen , BT747FA

My details

Kesh Community Centre Mantlin Rd, Enniskillen, BT931TU

0

Derrygonnelly Community Centre 49 Creamery Road, Fermanagh, BT936FZ
luiries

Adding new Locationy?

lling To add new locations one at a time, click 'Create
location'

If you want to make lots of changes to your
locations, or add lots for the first time, it might
be easier to do this in bulk using our Excel
To access this locations template. Find out more about how to

section, tap 'Class do this on the following pages.
locations'in the

green, left hand
navigation strip.




Bulk upload Lecafiens

If you have lots of changes to make or lots of new locations to add, use the Excel locations template...it's really easy!

Follow three simple steps..
1.To add multiple locations, click ‘Download locations’. HGW T& i OTMT ' |0

Upload locations Create location

It’s really important you add
a town or city, so that

Choose from 'Online' or'In customers can find you
Person' when they search.

Download locations

2. Complete the template with the locations of your classes. If you already have
locations uploaded and are still running classes at them you'll see them
prepopulated when you download the template.

E ome Insert Draw Pagelayout Formulas Data Review View JAutomate Help Acrobat

B | | . . G | H | !
Venue name  Address line 1 Addressline 2 Address Line Town/City  County Country Postcode

Don't delete them from your export file or when you re-upload the file they will be
deleted. Instead, add your new locations to the bottom of the file.

3.0nce you have added all of your locations to the template, save the file on your
computer, go back to your Activity Provider account and upload via the 'Upload
locations' button.

SN

Upload locations

If you have chosen online as the Type' state which
platform here (eg. Zoom, Teams or Facebook live)
under 'Venue name' There is no need to complete the
address columns where you have chosen an online
platform.

Download locations Create location



Add lecafiony indiridually

When you click 'Create location' to upload classes individually, you'll see the screen below.

Under Type’ choose from ‘Online’ or ‘In person’. If you select
‘Online’ don’t forget to choose a platform, like Zoom or Teams.

. STARTS < Rugbytots Fylde Coast-Manage Clgss locations

Upload each of your class locations separately andfpress save.

Gift card redemption
Location details

Activity provider
Type
Dashboard

(]
L Class locations
B —

Classes

Venue name

%,
E)
Address Line 1 "8y, Ivinghoe
&%
Address Line 2 Cooks Wharf

Enquiries
Address Line 3

City

Billing

County

Postcode

Country

CHURCH END

Additional details e.g. Free parking or Wheelchair access

Keyboard shortcuts  Map Data 82023 Terms of Use

&
Google 1
0 S R

The ‘Postcode lookup’ will automatically populate your location
address once you enter your postcode, or you can enter the full
location address manually.

Don’t forget to click ‘Save’!



: Ti
How To add dasses Kucping Up To Dafe #
Be sure to log in regularly to check your classes are up to date and the details are

correct.

Manage Classes u n isin 7
STARTS ‘ g pdafing exisfing clagses

If your classes were live on the old Little Starts
Gift Cards website they have been

Activity provider : ocation | e - ik s sl sl automatically uploaded to the new website.

Dashboard

My details You'll still need to go in and check the details
i | are correct though, plus add any new classes

and delete any that are no longer running.

Gift card redemption Z Search options

Class name Location Enquiries Active

Little Mess westend Community Centre Monday, Saturday Per Class

Little Mess Derrygonnelly Community Centre Saturday Per Class - &7 TO ed |t or delete eX| St| ng Classes Cl |Ck the ||tt|e
Little Mess Kesh Community Centre Saturday Per Class - 7 penC|| 0] § traSh can ICOﬂ neXt tO the C|aSS

Little Mess Old Gate Hall Saturday Per Class

Adding new dayses?

To add new classes one at a time, click '‘Create

class'

To access this

section, tap ‘Classes’ If you want to make lots of changes to your

in the green, left classes, or add lots for the first time, it might

hand navigation : S :

sl be easier to do this in bulk using our Excel
classes template. Find out more about how to

do this on the following pages.



-
Add cdagses deW‘fu«W Same class, different dags & fimes? Ty

You can list all the days and times for the same class name in the same location with the
When you click 'Create class' to upload classes individually, you'll see the screen below. same age range at once, via the screen below.

If you want to add a class in another location or with a different name/age range press 'Save

and new' and do the repeat process for that class/location/price combination.

Under 'Venue name' you can select the class
location from the locations you have already
uploaded.

Click the little + icon to add
additional times to the same day

Manage Classes

; I A R I s Upload each of your clasgs and press save
onda )
FS

Gift card redemption enuename v . :
aaaaaaa n Make sure the times you enter are in 24
hour format. For example 14:00 not 2pm

Activity provider - ass description just a se Il customers

this class

Dashboard Who the class is
for?

My getails Age/stage from
( o
= Category types
Classes

Additional details

Enquiries

Users

Check the 'active' toggle is green, otherwise
your classes will not be published to our

gilling

website.

Additional details

Don't forget to save!

Select from the dropdown

to tell customers how the Add additional pricing This is the category you will be listed under
class is priced. Per class, details here, like sibling when customers filter by category on our
week, month or term. discounts website. You can choose up to three that best

reflect the class



Adding a enc off class?

To add a class that only occurs once on a specific day and time that is not recurring, click ‘Create class’ and follow the steps on the previous page.
Make sure that you only add one date and time.

When the date of the class has passed, your listing will expire and you’ll get an email to let you know.

Manage Classes

; I A R I s Uplond aach af your classes and prass save
E

Class Details Momday

Vienue name

Gift card redemption

Class name

Activity provider - Class description

Dashboard Wha the class is
for?

Agelstage from

Agefstage to

Catagory typos Select categories (one of more)
Classes

Additional details e Bring wellies or Swimming nappy nesded

Enquiries
Class frequency

Users Term time anly

Billing




/NPOR T, 44/7‘

Bulkc dagses Werkgheef Taby
Do not make any amends or additions to the 'Locations' or 'Ages' tabs at the bottom

of the excel template. These tabs are for our development team only!

If you have lots of changes to make or lots of new classes to add, use the Excel class template
e el

Fellow Three simple sfeps...

1. To add multiple classes quickly, click ‘Download classes’.

2. Complete the spreadsheet with your classes, using the tips below and save as a CSV.

3.Then click 'Upload file'and select your Excel document to re-upload your classes. Don't delete any of your classes that are already loaded in the spreadsheet

if you are still running them, otherwise they will be deleted when you re-upload the file.

Download classes

You can leave the ages blank
¥ wmpM he vaw . o
HO'W T 01— T ¢ if your class is just for grown
Psst! Don't forget to delete row 2, its just an example! ups.

Date (if one off) Day Of Week Start Time End Time Class Description Additional Details

Age/stage From  Age/fstage Tp Price walue Price type Class Frequency Term time only
This is a cool class to introduce kids to the world  Wellies required

1 Class Name Category Type 1  Category Type 2 Category Type 3 Location Venue Name Who the class is for
Select age 8 Perclass  Weekly Is the class run during term time? Monday 09:00 10:00

2 A new class Select Category  Select Category (optional)]  Select Category (optional)  Select Location Who is this class for?

Click and select a category The locations you
from the dropdown that previously set up will ' Explain to customers what Add extra details like
: How is your class : : o
best represents your class, appear in a dropdown here they can expect at your Wellies required' or '‘Bring a
charged? - - :
class here. swimming float

you can choose up to three. for you to choose from.






Logging euf

o < Manage Gift card redemption
Once you have finished updating or checking STARTS ge a
your account, don’t forget to log out! -

Gift card redemption Card redemption details Historical card redemptions

Redeem a gift card by entering the information below. You can find this on the customer’s initial enquiry or by

Logging out helps to keep your account secure by Activity provider
preventing unauthorised users from accessing it.

=5 Search options
asking them if they have come to you directly.

Gift card number Redeemed after

Amount to redeem £ cl filt
ear filter

Customer details

Dashboard
My details
Class locations
Classes Gift card number
Enquiries
First name

Users

Billing

Last name

To Log out, click the little 'Log out' button
at the bottom of the green navigation strip

@ My profile Logout % ’

Logout »)




Geft ing Mere Help




Visit The Help Cenfre

Visit the Help Centre in the Activity Provider portal to view Frequently Asked Questions.

You can also download the latest Little Starts Gift Cards Terms and Conditions from the Help Centre too.

Help & FAQs

Gift card redemption

ou can now quickly and easily log in to your Little Starts Gift Cards Activity Provider account to list your classes on the Little Starts Gift Cards website, manage enquiries, redeem gift cards, update your billing

Activity provider

details and more.

Click here to download the PDF Activity Provider Account Guide
Dashboard i

T ceeess s et Or scroll down for frequently asked questions.
section, tap 'Help

Centre'in the green,
left hand navigation

strip.

Class locations
@ Howdollist my classes?
Classes

Enquiries

How do | make changes to existing listings?
Users

How do | redeem a gift card?

How do | view and manage customer enquiries?

A custormer enquired about my class but they didn’t include the gift card number, what should | do?

@ My profila Logout )
How do | change which email address customer enquiries go to?




Gcﬁingx mere help

Confact Us

If you're finding things tricky, pop us an email at hello@littlestartsgiftcards.com.
We'll be in touch as soon as possible to help, usually within one business day.

Feedback

Our amazing system is still new, and we're continually improving things as we go!

If you find a glitch, something doesn't look quite right or have a great idea for improvement we'd love to
hear from you. Email hello@littlestartsgiftcards.com




