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Log Record Maintenance 
 

Log Record Maintenance allows check-in logs to be added for individual members without them being 
checked in through the Check-In Application. To open the Log Record Maintenance, click on the Front Desk 
Menu and choose Log Maintenance. 

 

 
  Figure 21-1. 

 

 
         Figure 21-2. 
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Adding Log Records 
 

Step 1:  Choose the type of log record being added. It will either be a Normal or Personal Training Log. Do 
not use this program if the member is using packages. 

 

 
Figure 21-3. 

 
 

Step 2:  Enter the appropriate date for the member check in. The Calendar Button  may be used to 
select the date. The date must be the current date or in the past. A time may also be entered if known. 

 

 
             Figure 21-4. 

 
 

Step 3:  Use the “Locate” Button  to select the Member. The Personal Trainer Hrs will be automatically 
filled in if they are set in the contract template the member is using.   
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Figure 21-5. 
 
 

Step 4:  If it is a Personal Training log record, choose the appropriate trainer for the session. Use the 
“Locate” Button  to choose the Trainer from the Employee List. 

 

 
Figure 21-6. 

 
 

 

After the Trainer has been selected, the Trainer Hours may be 
changed. 

 
 

Step 5:  Click on the “Save” Button  to save the log record. A session will be deducted if it is a personal 
training log. 
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Deleting Log Records 
 

Step 1:  Open Log Maintenance and select the “Delete” tab. Select the member by clicking on the 
“Locate” Button.  

 

 
 
 

 Figure 21-7. 
 
 

Step 2:  Click on the appropriate log record. It should be highlighted in blue. Then click on the “Delete” 
Button.  

 

   
Figure 21-8. 
 


