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Getting started

1 11 ANSWERS

What is Studio OS, in one paragraph?

Studio OS is The Dance Method's system for running the day. Teachers take attendance on the attendance
page (the studio iPad or their own phone), the front desk runs the day from the front desk console, and trial
families get followed up. This season StudiolLab keeps registration, tuition and the family portal until January
2027, and Studio OS refreshes from it every night. On our side it is one system: a dancer checked in by a
teacher shows at the desk within seconds, and a note a teacher writes is on the dancer's record for the desk
and Orrielle.

a Studio OS The Dance Method
HOME

STUDIO OS - SEASON 8

Everything in Studio OS, one page

Bookmark this. Every screen, guide and card is one tap from here.
StudioLab keeps registration, tuition and the family portal until January;
Studio OS runs the day beside it

Signing in: pick your name and enter your PIN. Teachers use a 4-digit PIN; the front desk and the
owner use 6 digits. The front desk gives you a temporary PIN in person and you change it the first
time you sign in. The screen locks after ten minutes idle; enter your PIN again to carry on. Covering
a class? Pick Substitute teacher and type your name; the front desk has that PIN. A forgotten PIN
is reset under Team on the front desk.

THE SCREENS

FOR THE FRONT DESK FOR TEACHERS — IPAD OR YOUR PHONE
Front Desk - Teacher Attendance -

Today at a glance: every class and its Pick your name and your class, tap Present,
dancers, who isn't in, notes from teachers, Late or Absent, then Submit. Marks save as
missed calls and trials. Classes, families, the you tap, and the desk sees who isn't in right
team and the studios are one tab away. away. Tap your name for My profile

FOR TEACHERS FOR EVERYONE

Studios - Help Center -

Reserve a studio for solos, privates and Answers for every screen, with pictures. Try
rehearsals with the same PIN. The desk sees “late”, “allergy” or “missed call”. Also one tap

The Studio OS home page: every screen, guide and card one click away.

EVERYONE

How do | log in?

Open the Front Desk page (https://tdm.dsge.ca/console) and bookmark it. Pick your name from the list and
enter your PIN. Orielle or the front desk gives you a temporary PIN in person; the first time you use it, the
screen asks you to choose your own and enter it twice. That PIN is yours from then on. The screen locks after
ten minutes with nobody touching it; enter your PIN again to carry on, or tap Switch person. Teachers do not
use this page; they sign in on the attendance page the same way. Forgot your PIN? Orielle or the front desk sets
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you a new temporary one under Team and tells you in person; you choose your own at the next sign-in. Nobody
can set up a PIN on their own, and after too many wrong guesses the sign-in screen pauses for ten minutes for
everyone. Nothing here needs a Kanamé login.

TDM

Signin

Pick your name and enter your PIN.

Er—— )
)0 e )
L« e e )
()0 e )

PINs are never stored in plain text. This screen locks after 10
minutes idle.

Pick your name and enter your PIN. With a temporary PIN from the desk, you choose your own next.

FRONT DESK

Where do | go for help?

This page. Use the search box at the top, or the role cards to jump to your section. For anything about the
platform itself (email, texting, calendars, the mobile app) use Kanamé Support at https://
support.kanameplatform.com. For anything about TDM specifically (classes, policies, fees) ask Isabel at the
front desk: (204) 560-2936 or hello@thedancemethod.com. If something in Studio OS itself is not working (a
screen will not load, a button shows an error, a number looks wrong), tell DSGE at https://help.dsge.ca/get-
help/?studio=tdm. It comes straight to the people who build Studio OS, and you will hear back within one
business day. A screenshot of what you are seeing helps most: the form takes up to three, and you can paste
one straight in, drag it onto the form, or choose it.

EVERYONE

Can | use dark mode?

Studio OS opens light, however your iPad or phone is set. To switch to dark, tap the moon button at the top of
the front desk console or the attendance page. It stays dark on that device until you tap it again. The Studios
page inside the console follows whichever you picked.

EVERYONE
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What is the Studio OS home page?

Getting started

One page with every Studio OS link: the front desk console, the attendance page, this help center, the printed

cards, the staff manual and the owner guide, plus a plain note on what runs where this season. It is the Home

button (four squares) at the top of the console, and at the end of the tabs on a phone. It is for the front desk and

the owner; teachers have their own home on the attendance page (see *How do | get around as a teacher?*).

Opened from the attendance app, Home goes back to the app's home instead (see *How do | open Studio OS on

my phone?*).

EVERYONE

What do | do on my first day?

Studio OS
HOME

STUDIO OS - SEASON 8

The Dance Method

Everything in Studio OS, one page

Bookmark this. Every screen, guide and card is one tap from here.
StudioLab keeps registration, tuition and the family portal until January;

Studio OS runs the day beside it.

Signing in: pick your name and enter your PIN. Teachers use a 4-digit PIN; the front desk and the
owner use 6 digits. The front desk gives you a temporary PIN in person and you change it the first
time you sign in. The screen locks after ten minutes idle; enter your PIN again to carry on. Covering
a class? Pick Substitute teacher and type your name; the front desk has that PIN. A forgotten PIN

is reset under Team on the front desk.

THE SCREENS

FOR THE FRONT DESK
Front Desk -

Today at a glance: every class and its
dancers, who isn't in, notes from teachers,
missed calls and trials. Classes, families, the
team and the studios are one tab away.

FOR TEACHERS

Studios -

Reserve a studio for solos, privates and
rehearsals with the same PIN. The desk sees

FOR TEACHERS — IPAD OR YOUR PHONE
Teacher Attendance -

Pick your name and your class, tap Present,
Late or Absent, then Submit. Marks save as

you tap, and the desk sees who isn't in right
away. Tap your name for My profile.

FOR EVERYONE

Help Center -

Answers for every screen, with pictures. Try
“late”, “allergy” or “missed caill”. Also one tap

Three things. 1. Log in and open the Front Desk console. 2. Read the Today card top to bottom: the day in one

line, the four numbers, anything under Needs you now, then every class with its dancers. 3. Tap one family in

the search box to see what a family record looks like. That is the whole job on day one. The manual sections

below cover each screen.
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Studio0S [ . 3\ 00 Riley Tran
e FRONT DESK Q  search a family or dancer, phone. / //\ ® Help 28 (] Front desk 2
Today Classes Families (4 Dancers Notes (3 Trials Competitive Missed calls (2 Team Studios Numbers
—
Today (& rotican) (+ bropin

Tuesday, October 13 - Season 2026/27

TODAY AT THE STUDIO

5 classes, 8 dancers, 2 trying a class

One class is on now. 4 dancers have come in so far. Nine things need you, and the rest is
handled

CLASSES DANCERS EXPECTED TRIALS NEED YOU
NEEDS YOU NOW Live from teacher attendance

Miss Jordan is away today
Inter/Senior Competitive Company at 6:45 in Studio C. Vacation. A substitute can take attendance with the sub PIN.

Find a sub

0 June isn’tin Mini Recreational Acro
Started 5:45 - Studio B with Miss Priya - Jennifer G. - (204) 555-0261

Q, Call Jennifer | Arrived Away

M\ Heather C. replied to the missed-call text

The Today screen, the one to leave open.

FRONT DESK

How do I fill in my profile?

Signin first, then open My profile. On a teacher's home screen it is the My profile button (it says how far you
have got, or Set up my profile if it is empty), and on every teacher page it is a tab at the top. In the front desk
console, tap the button with a person and a pencil beside your name, or open Team and tap My profile (that is
the way on a phone). Your profile is seven short sections that fold open: tap one to open it, fill in what you like,
and tap Save at the bottom. Everything is optional, and you can come back and change it any time. Each section
says who sees it, and the top says how many have answers.

1. Photo and name: your photo, last name, what people at the studio call you, pronouns, birthday (month and
day, never the year) and the month you started at the studio. 2. Get to know me: pets, your go-to coffee or
snack order, what you are into outside the studio, a fun fact, a song that always gets you moving, and your
dance story if you dance. 3. Socials: your Instagram, TikTok or one other link. 4. How you like to be thanked, 5.
When something could be better, 6. Treats and sizes and 7. Contact and emergency are only for you, the front
desk and Orielle.

Your first name comes from the desk; ask them if it needs to change. The substitute sign-in is shared by
everyone who covers a class, so it has no profile of its own. The first time you sign in and choose your own PIN,
Studio OS walks you through the seven sections one at a time; tap Finish later to stop and pick it up from My
profile.
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My profile - 5 of 7 Help for teachers

On a teacher's home, My profile says how far you have got.

Riley Tran
Front desk - tap to switch

20

In the front desk console, the button beside your name.

My profile Meettheteam X

Everything is optional. Open a section, fill in what you like, then tap
save. 7 of 7 sections have answers.

Photo and name
Hasanswers v
Your team sees this on Meet the team
Get to know me
Hasanswers
Your team sees this on Meet the team
J
N
Socials
Hasanswers v
Your team sees this on Meet the team

| How you like to be thanked :
i Only you, the front desk and the owner see Hasanswers v |
i this

| When something could be better
i Only you, the front desk and the owner see Hasanswers v |
i this

| Treats and sizes

i Only you, the front desk and the owner see Hasanswers v
i this

| contactand emergency i
i Only you, the front desk and the owner see Hasanswers v |

i this

My profile: seven sections, each saying who sees it.
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Welcome to Studio OS X

Let's set up your profile, Dana. Seven short steps, about three
minutes, and every question is optional. Skip anything you like;
you can change it all later from My profile.

STEP10F 7

Photo and name
Your team sees this on Meet the team

Your photo
DR Add a photo
Aclear headshot. Your team sees it on Meet the team

Last name

p
‘ Reyes
L

Your first name comes from the desk. Ask them if it needs to change.

What people at the studio call you

[ Miss Dana

Pronouns

[ she/her

Birthday

[ October VJ [ 13 V}

Month and day only, no year. The desk sees it on Today the week of
your birthday.

When you started at the studio

Finish later Next

J

( September VW( 2021 VW

Getting started

The first time in, Studio OS walks you through it one section at a time.

EVERYONE

How do | add my photo to my profile?

Open My profile, open Photo and name, and tap Add a photo. On a phone or the iPad you can take one or pick
one from your photos; on a computer, pick a file. A clear headshot works best: Studio OS crops it to a square

around the middle and saves it straight away. Your photo shows on your card in Meet the team and on your

profile at the front desk. Change photo swaps it and Remove takes it off. The front desk can also add or remove

a staff photo from your profile on Team.

Your photo

DR

Add a photo

A clear headshot. Your team sees it on Meet the
team.

Add a photo, in Photo and name.

EVERYONE
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Why does my profile ask how I like to be thanked?

Because people feel thanked in different ways. One person loves a shout-out in front of the team; another
would rather hear it quietly, one on one, or get a handwritten note, a treat, a coffee with Orielle, or a new
chance to lead or choreograph. Telling the studio lets them thank you in the way that actually lands. In How you
like to be thanked, pick the best way and a second one that is also good, and say whether the studio can post
about you or tag you: Yes, post and tag me, Post, but don't tag me, Ask me first each time or Please don't post
me. In When something could be better, pick how you would like to hear it (in person, a phone call, or in
writing) and when (right away, after class, or at a planned check-in). Add a line in your own words if you like.
Only you, the front desk and Orielle see these answers; they are never on your card in Meet the team.

! How you like to be thanked

Only you, the front desk and the owner see Has answers ~
é this
The best way to thank you
A shout-out in front of the team VJ
Also good

A new chance to lead or choreograph

< )

Can the studio post about you or tag you?

Yes, post and tag me

N

Anything else about thank-yous?

I'd rather not be put on the spot in front of the
dancers

How you like to be thanked: one pick from each list.

EVERYONE

What is Meet the team?

Everyone at TDM, in their own words: one card per person with their photo, pronouns, what people call them,
how long they have been at the studio, their birthday, the answers from Get to know me, and links to their
socials. Open it from Meet the team at the top of My profile, or from Meet the team on the console's Team tab.
A card with a birthday in the next seven days carries a tag, and the front desk sees the week's team birthdays
on Today. A card that says Has not filled in a profile yet means just that.
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Meet the team My profile X

Everyone at the studio, in their own words. 7 of 7 have filled in a
profile. Add yours from My profile.

Morgan Hale (she/her)
Owner

MH

Heresince  Aug 2014 (12 years)

Birthday  April2

Pets A golden retriever called Biscuit

Go-toorder Americano, black

Dance story Opened the studio after twelve years teaching

Instagram @morgan.dances

7 Riley Tran (they/them)

Front desk
Here since Sep 2024 (2 years)
Birthday November 3
Pets Arescue cat, Pepper
Go-to order Chai latte

Outside the studio  Board games and bouldering

Fun fact Knows every dancer’s pickup person by
heart

Gets them moving Good as Hell, by Lizzo

Dana Reyes (she/her) ( you) ( Birthday today

PR Viss bana - Teacher
Here since Sep 2021 (5 years)
Birthday October 13
Pets Atabby called Pixel
Go-to order Oat latte, extra hot
Funfact Has seen The Nutcracker 31 times

Meet the team: one card per person, from their own profile.

EVERYONE

Who can see what | put in my profile?

Every section says who sees it. Photo and name, Get to know me and Socials are your card in Meet the team,
seen by everyone who signs in to Studio OS at TDM, teachers included. The sections with a dashed edge (How
you like to be thanked, When something could be better, Treats and sizes, and Contact and emergency) are
seen only by you, the front desk and Orielle. None of it goes to families, the family portal, the website or
Kanamé, and no year of birth is ever stored, so nobody can work out your age from it.
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Contact and emergency i
i Only you, the front desk and the owner see Has answers ~
i this

Phone

L

Email

Emergency contact

[ Name

Who they are to you

[ Partner

Their phone

A dashed edge means only you, the front desk and the owner see it.

EVERYONE
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Front desk

2 28 ANSWERS

What do the class cards on Today mean?

Under The day, each row is one class today, in order, with its time, room and teacher. A class that is on now or
finished shows how many dancers are in against how many are expected. Not marked yet means the teacher
has not started attendance, so nobody is flagged. N not in means the teacher has started and those dancers
have no mark: they are the Not in class list. A class still to come shows who is expected and how many spots are
left. The class on now has a gold edge. Tap a row to show or hide its dancers, and Open roster for the full roster.
On the Classes tab, the same class as a card also names who took the register (Taken by; (updated) means it
was reopened and submitted again).

5:45 Mini Recreational Acro (ON NOW lTof2inclass
to 6:30 Studio B - Miss Priya - Acro - Rec 1notin - 1trial

G June NOT |N> (o Valencia M> (o NoraP. TRIA|.>
Open roster

The day: every class with its room, teacher and dancers; on now is outlined.

FRONT DESK

There is a fire or an emergency. What do | do?

Get everyone out first. Then, from anywhere in Studio OS, tap Roll call and choose This is an emergency.
Studio OS lists every person who should be in the building right now, grouped by room: the dancers in each
class, their teachers, and anyone else on a Studio OS screen in the last three quarters of an hour. Take the iPad
or your phone to the meeting point and tap a name when you can see that person. The big number at the top is
how many are still to find. When it reaches zero, everyone is accounted for.

Anyone the register already marked absent or away is listed separately under Not here today and is not
counted, because they were never in the building. If one of them turns up, tap them and they move across. Add
someone records a person who is not on the list, like a sibling in the lobby or a waiting parent.

Every phone and iPad ticks the same list, so you and the teachers at the other exits are working on one count.
Tap Hide to use the rest of the console while it stays open; a red bar keeps the count in front of you. When it is
over, tap End roll call and add a note. The list is kept as the record of what happened.
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Start a roll call?

X

Everyone in the building right now is listed by room. Tap a
name when you can see that person. Every phone and iPad
ticks the same list.

<Practice drill

)

(Cancel

)

Looking for one that already happened? See past roll calls —
every list is kept, with the ticks and who made them.

Roll call asks whether it is real, so it cannot be started by accident.

Started 2 minutes ago by the desk - tap a name when you can see that person
[SIILI.TO FIND ] ACCOUNTED FOR

Pre Junior Competitive Ballet - Studio A- 3 of 3

(8] (0] (o)

Mini Recreational Acro - Studio B 10f 2

Junior Recreational Ballet - Studio B- 0 of 3

[ O wichelle ] ( O shier ] ( 0 n.u,..]

Staff in the building - 0 of 3

(O missoena | [ O wissreia ][O wisssam |

Add someone @

Everyone who should be in the building, by room. Tap a name when you can see that person.

7 still to find - roll call started by the desk

Hidden, the roll call keeps its count in a red bar on every screen.

FRONT DESK

The Dance Method - Studio OS 0.70.1 - November 11,2026
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Can we practise a roll call without it being real?

Yes, and you should. Tap Roll call and choose Practice drill. It behaves exactly the same and is recorded as a drill
rather than an emergency, so the record afterwards tells the two apart. Run one early in the season with a full
studio so the teachers have done it once before they have to do it for real.

FRONT DESK

Do families get a birthday message?

Yes. At 9:00 in the morning on a dancer's birthday, the family gets a text and an email from The Dance Method,
wishing the dancer a happy birthday by name. Brothers and sisters who share a birthday share one message,
and a dancer who is the account holder is wished happy birthday directly. It goes to dancers enrolled in a class
this season. A family that has turned off texts or emails in Kanamé (do not disturb) does not get that one. Both
land on the family's conversation in Kanamé, so you can see exactly what went out, and a reply comes back to
you there. The birthdays coming up this week are on Today, under Coming up.

The email ends with "Rather not get birthday messages? Just reply and let us know." If a family asks, open their
contact in Kanamé and add the tag birthday-messages-off. That stops the birthday text and email and nothing
else. Don't turn on do not disturb for this: it would also stop every other text or email the studio sends them.

FRONT DESK

What is on the Today screen?

Today is one card for the shift, the screen you leave open. At the top, the day in a sentence (the classes, dancers
and trials, what is on now, and how many things need you), then four numbers: Classes, Dancers expected
(each dancer counted once, however many classes they have today), Trials and Need you. Tap a number to go to
it. Needs you now only appears when something does, one card each with the one thing to do in gold: a teacher
away (Find a sub), a dancer not in class (Call the parent, or Arrived), a note or incident from a teacher (Seen), a
missed call that needs a person (Reply or Call back), a trial family you asked to check in with today (Call), and a
dancer who left a class in StudioLab (Seen). That last card says whether they moved to another class, are still in
their other classes, or have no classes left this season (worth a call to ask why), with Call and Family beside it; a
dancer who comes back on the roster drops off by themselves. Several dancers not in the same class share one
card (usually a register half-way through), each with its own Call and Arrived, and Open the roster in gold.
Then The day: every class in order with its time, room and teacher, and every dancer as a chip. The chip's colour
is the dancer's state: grey expected, green in class, amber late, red not in class or absent, dashed away
(excused), blue trial. Small letters on a chip flag an allergy (A), a medical note (M), a birthday (a cake that says
today on solid gold on the day itself, or the day it falls on, like Thu, for the week ahead, so a dancer who won't be
in on the day can still be wished happy birthday) and a note from the teacher (N). Tap a chip to open the family;
tap aclass row to fold it away; Open roster takes you to the full roster. The class on now has a gold edge,
finished classes fold away by themselves, and the whole card refreshes as teachers mark attendance. Handled
without you lists what ran on its own today: missed calls that got the automatic text back, and attendance in
from the iPads. Coming up shows closed days, events and competitions in the next two weeks, then Birthdays
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this week: the dancers with a birthday in the next seven days (tap one to open the family), then Team, staff
whose birthday falls this week, from their own profiles. Under it, Work anniversaries this month names anyone
who started at the studio this month a year or more ago (from the month they gave in their profile), with how
many years; tap a name to open their profile.

Studio 0S A 00 Riley Tran
a FRONT DESK  \_ Q Search a family or dancer, phone... l, //\ ® Help 28 (] ek 2,
Today Classes Families (4 Dancers Notes (3 Trials Competitive Missed calls (2 Team Studios Numbers
Today (A Roll call + Drop-in

Tuesday, October 13 - Season 2026/27

TODAY AT THE STUDIO

5 classes, 8 dancers, 2 trying a class

One class is on now. 4 dancers have come in so far. Nine things need you, and the rest is
handled

CLASSES DANCERS EXPECTED TRIALS NEED YOU
NEEDS YOU NOW Live from teacher attendance

Miss Jordan is away today
Inter/Senior Competitive Company at 6:45 in Studio C. Vacation. A substitute can take attendance with the sub PIN.

Find a sub
° June isn’t in Mini Recreational Acro
Started 5:45 - Studio B with Miss Priya - Jennifer G. - (204) 555-0261

Q, call Jennifer | Arrived Away

MM\ Heather C. replied to the missed-call text

The day in a sentence, four numbers, Needs you now, then the day class by class.

Birthdays this week: vy (today, turning 9) - Sydney (Fri, turning 10) - Shler (Mon, turning 13) - Team: Dana Reyes (today) - Priya Shah (Fri)
Work anniversaries this month: Priya Shah (3 years)

The week's birthdays: dancers first, then the team.

5:45 Mini Recreational Acro (ON NOW 1of 2in class
to 6:30 Studio B - Miss Priya - Acro - Rec 1notin - 1trial

(O June NOT IN) (. Valencia M) (0 NoraP. TRIAL)

One class block: time, room, teacher, and every dancer as a chip.

FRONT DESK

How do I find a family or a dancer?

Tap the search box at the top (or press the / key) and type a name, phone number or email. Everyone who
matches gets a row, labelled Account holder (the parent on the account) or Dancer, so a last name shows the
parent and each of their dancers side by side. Exact names come first, then names that start with what you
typed, then names that contain it, then phone and email matches; this season's families come before past ones.
The letters that matched are highlighted, so you can see why each row is there. Tap an account holder to open
the family, or a dancer to open the dancer.

The Dance Method - Studio OS 0.70.1 - November 11, 2026 Page 19 of 84



STUDIO OS - STAFF MANUAL Front desk

Studio0S [~ A 00 Riley Tran
e FRONT DESK \Q Rowe /, /) QHelp &8 & Frontdesk ¥
Today (2 Classes Families (4 Dancers Notes (3 Trials Competitive Missed calls (2 Team Studios Numb
Search

Results for “Rowe”

Q. PEOPLE 6 people - exact names first

Dana Rowe ACCOUNT HOLDER
PADUP >
Mila Rowe - Ada Rowe - (204) 555-0111

AdaRowe DANCER agel0 ,
Dana Rowe's family - No class this season

Mila Rowe DANCER age7 N
Dana Rowe's family - No class this season

RowenaPark ACCOUNT HOLDER
OWES $60.00 >
Theo Park - (204) 555-0112

Marlo Crowell ACCOUNT HOLDER

PAIDUP >
Jude Crowell - (204) 555-0113
Jude Crowell DANCER age8 ,
Marlo Crowell’s family - No class this season

Studio 0S 0.56

Searching a last name lists the account holder and each dancer, labelled, exact names first.

FRONT DESK

What is in the family drawer?

Everything about one family on one panel: the account balance, the dancers with age, allergy or medical flags
and their classes, the guardian's phone and email, the waiver status, any open follow-up, approved pickup
people, and notes from teachers about each dancer. Where a change is made (a new phone number, a
payment) depends on the season; the answers below say where.
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Heather C.
1dancer - (204) 5655-0225

Follow-up
Instaiment 1 overdue — call

ACCOUNT BALANCE

X
$150.00 -

Instalment 2 (overdue) $150.00
A DANCERS
° Sydney-age 9 COMP. Noflags

BIRTHDAY FRIDAY

A APPROVED FOR PICKUP

Heather C. PARENT (204) 555-0225
RobC. PARENT (204) 555-0226
Doreen C. GRANDPARENT (204) 555~
{ THursDAYS

£ ENROLLED CLASSES

Pre Junior Competitive Ballet 2:45-Tue
Pre Junior Competitive Lyrical 6:45-Tue
Inter/Senior Competitive Company 6:45-Tue
2 NOTES

INJURY - MINOR JOTCUCE

“Rolled her ankle landing a leap and sat out the last
ten minutes.”

Action taken: Ice, and told her mum at pickup

Miss Dana - Pre Junior Competitive Ballet - Mon, Oct 12,
12:00 pm

Seen by Riley Tran, Mon, Oct 12,12:25 pm

The family drawer: balance, dancers, approved pickup people, classes, contact and waiver.

FRONT DESK

Front desk

A dancer has arrived but the teacher has not marked them in. What do | do?

On the Today screen under Needs you now, or on the class roster, tap Arrived next to the dancer's name. That

checks them in from the desk. The teacher's list updates on the iPad within a few seconds.

NEEDS YOU NoW Lve from teacher attendance

@ Miss Jordanis away today

June isn'tin Mini Recreational Acro

s s

Heather C. replied to the missed-call text
9 min ago- Sycney's famiy - (204) 555-0225

E:

call  Markhandied

acallback
(204) 555-0392

ookatrial  Markhandied

° Jane missed 3 classes on 2 days in two weeks.
Mon Ot 12 unior Compeitve Jazz Junior Compstive Ballet 3
8. (204) 555-0203

iy o

Heather C. - (204) §65-0226.

Needs you now: the dancers a teacher has not marked once class started, with Call and Arrived.
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FRONT DESK

A dancer is missing from class. What do | do?

Needs you now on Today lists every dancer a teacher has not marked in once the class has started, and their
chip in the class turns red. Tap the gold Call button (it names the parent) to ring them from an iPad or phone;
the dancer moves off the list and their chip reads Called. When several dancers from one class are not marked,
they share one card with a Call beside each; the teacher is often still taking the register, so a look at the roster
first can save a call. If the parent says the dancer is sick or away, tap Away: the dancer is excused for that class
and it never counts as a miss.

w  liehomteacheratiendance

£€0s You NO
@ o awytodey

the sub PIN,

Find 2 sub

B Repytareather) call Markhandied

Tap Call. Once you have spoken to the parent the dancer moves off the list and the chip reads Called.

FRONT DESK

Where do notes and incidents from teachers show up?

Under Needs you now on Today, newest and most serious first, with the dancer, the class, the teacher and the
parent's number; the dancer's chip in the class block carries an N. Read it, act on it if it needs a call, then tap
Seen. Seen takes it off Today for the desk only: it stays in Notes (the tab), marked Seen by you, and it stays new
for Orielle there until it has been read. It is also on the dancer's record and under Notes in the family drawer.
Teachers cannot message parents from the attendance page; the desk and Orielle decide what the parent
hears.
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2 mosty toMeather

Q) i seereatona st oo

Bown) cor ramay
(Q et en2deysintmoweska
% Calltnguey | oone
@ T sarnmo s ouowo e
% Callmener 0one

Q) Vol venrowmised choses s

A note and an incident from teachers under Needs you now, with Family and Seen.

FRONT DESK

What are the attendance follow-ups on Today?

When a dancer misses classes on 2 different days within 2 weeks, a card appears under Needs you now on
Today, for Orielle and the front desk. A night with three classes missed counts as one day. The card names the
days, the classes and the parent. Tap Call to ring the family (or Text to open their conversation in Kanamé), then
tap Done and pick what happened: Spoke with the family, Left a message, They had let us know or No follow-
up needed. Add a note if it helps; it is saved on the dancer's record and in Kanamé. The card goes away and
comes back only if the dancer misses 2 more days. Followed up before on a card means this dancer has had
one.
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° Jane missed 3 classes on 2 days in two weeks
Mon Oct 5, Mon Oct 12 - Junior Competitive Jazz, Junior Competitive Ballet 3
Lindsey B. - (204) 555-0203

ottty e

° Sydney missed 3 days in two weeks FOLLOWED UP BEFORE
Thu Oct 1, Thu Oct 8, Sun Oct 11 - Mini Recreational Hip Hop
Heather C. - (204) 555-0225

Q—_——

° Valencia has now missed 6 classes this season
Teen Recreational Jazz, Teen Recreational Contemporary.

- See the whole list

Needs you now: two dancers to follow up, and a dancer who has now missed 5 classes this season.

-

Follow-up: Jane X

Missed Mon Oct 5, Mon Oct 12: Junior Competitive Jazz, Junior
Competitive Ballet 3.

WHAT HAPPENED

<5poke with the family) Qeﬂ a messuge)
No follow-up needed

Those classes change to Away, so they stop counting.

NOTE (OPTIONAL)

Away at a family wedding both nights, back next week.

Saved on Jane's record and in Kanamé.

o

Done: pick what happened and add a note. They had let us know turns those classes into Away.

FRONT DESK

A family told us their dancer would be away. How do | stop it counting as a miss?

On the day: on the dancer's isn't in card under Needs you now, tap Away. The dancer is excused for that class.
Already marked absent: when the follow-up card comes up, tap Done and pick They had let us know; those
classes change to Away. Away never counts toward a follow-up or the 5 or more list.

FRONT DESK
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Which dancers have missed 5 or more classes this season?

When a dancer reaches 5 classes marked absent this season, one card says so under Needs you now; tap Seen
to clear it. See the whole list shows every dancer at 5 or more, with the number of different days, their classes
and whether they have been followed up. The same list is on the attendance report. It is there so you know;
there is nothing to tick off.

Missed 5 or more classes this season X

Classes marked absent since the term began. Away (the family let
us know) never counts.

Valencia 6 CLASSES NEW
v Teen Recreational Jazz, Teen Recreational
Contemporary - 4 different days - last miss Sat

Oct 10 - Elise H.
June 5 CLASSES

J Pre Junior Recreational Tap - 5 different days -
last miss Wed Oct 7 - followed up by Front Desk -

Jennifer G.

Every dancer who has missed 5 or more classes this season, with a Call button for each family.

FRONT DESK

How do | add a note on a family or a dancer?

Open the family (tap their name anywhere, or search) and scroll to Notes. Type the note, pick who it is About
(the family, or one of their dancers), then tap Add note. On a dancer's record the box is already about that
dancer. Notes are for staff only and never go to parents. Every note also goes on the family's contact in Kanamé
within a couple of minutes, so it is there when you open them in Kanamé too.

To take one back, tap Remove under it. Only the person who wrote it or an owner can remove a note; it comes
off the family in Kanamé, and Notes keeps a record that it was removed.
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Lindsey B. x
1dancer - (204) 555-0203

Pre Junior Competitive Lyrical 6:45-Tue

B NOTES

“Mum asked to move Jane to the Thursday class in
January. Told her we would confirm in December.”
Riley Tran - Mon, Sep 28, 8:41 am

on the family in Kanamé Remove

p to Level 2 in January. Miss Dana agrees.”
Morgan Hale - Sun, Sep 27, 11:41 am
On the family in Kanamé  Remove

( Add a note for this family

(Abounhefami\y v| | Add note

staff only, never parents. It goes on the family in Kanamé
too.

[E CoNTACT EDIT
Phone (204) 585-0203
Email =
Emergency Onfile
Season 8 waiver © signed

C + Add a dancer )

The family drawer: this family's notes, then Add a note with who it is about.

FRONT DESK

How do | record who is allowed to pick up a dancer?

In https://connect.kanameplatform.com open the family's contact and fill in Approved pickup people: one
person per line, with their relationship and phone (for example "Grandma Sue, grandmother, 204-555-0199").
Within the hour it shows under Approved for pickup on the family drawer in the console and on the teacher's
roster card, so whoever hands the dancer over can check it. Until a family has a list, confirm with the parent
before releasing a dancer. Later on, parents will be able to fill this in themselves.
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Heather C.
1dancer - (204) 5655-0225

Follow-up
Instaiment 1 overdue — call
ACCOUNT BALANCE

X
$150.00 O Take poyment

Instalment 2 (overdue) $150.00

A DANCERS

° Sydney-age 9 COMP. Noflags
BIRTHDAY FRIDAY ’

A APPROVED FOR PICKUP
Heather C. PARENT (204) 555-0225
RobC. PARENT (204) 555-0226

Doreen C. GRANDPARENT (204) 555~
{ THURSDAYS 0227

£ ENROLLED CLASSES
Pre Junior Competitive Ballet 2:45-Tue
Pre Junior Competitive Lyrical 6:45-Tue

Inter/Senior Competitive Company 6:45-Tue

2 NOTES

INJURY - MINOR JOTCUCE

“Rolled her ankle landing a leap and sat out the last
ten minutes.”

Action taken: Ice, and told her mum at pickup

Miss Dana - Pre Junior Competitive Ballet - Mon, Oct 12,
12:00 pm

Seen by Riley Tran, Mon, Oct 12,12:25 pm

Approved for pickup, on the family drawer.

FRONT DESK

How do | post a notice for families?

Not yet. Notices post to the family portal, which opens in January 2027. Until then the console's Notices screen
says so, and family messages go out the way they do today.

FRONT DESK

Does the console keep itself up to date?

Yes. While it is open, attendance, teacher notes and the roll call refresh every minute or so, and missed calls
arrive within a couple of minutes. Registrations, classes and balances come across twice a day, overnight and
again before the desk opens, and changes made in Kanamé come across every hour. When any of those land, or
a new version of Studio OS is out, the console reloads itself the next time nobody is using it: nothing open,
nothing typed, no roll call, and two minutes untouched. It comes back on the same screen and you stay signed
in, so there is nothing to refresh by hand.

FRONT DESK

How do | text, call or email a family from the console?

Open the family (or the trial card) and tap Conversation. It opens that family's contact in Kanamé, with their
texts, calls and email in one thread, so you never search for the same person twice. Inside Kanamé it opens right
there in the same window; when you are done, tap Studio OS in the sidebar and you are back on the same
family. Opened on its own, Studio OS opens Kanamé in a new tab. The console is where you run the day;
Kanamé is where you talk to people. Call next to a phone number dials it directly.
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FRONT DESK

How do | text or email every family in one class?

In Kanamé, open Contacts, add the filter Tag, and pick the class's tag. Every class this season has one, made
from the class name, its day and its start time, for example szn8-class-junior-competitive-jazz-wed-445pm.
Type a word from the class name and choose it from the list. Select all, then use Send SMS or Send Email at the
top, the same as any message to a group. A family with two dancers in the class gets one message, and replies
come back to Conversations like any other text.

The tags follow StudioLab. A dancer added to a class there gets the tag overnight, and one who drops comes off
it overnight. Two classes with the same name, day and start time also carry the room (...-wed-445pm-room-b),
so each class always has its own tag. If you message one class often, save the filter as a smart list and turn on
sharing, so the rest of the team can use it too.

FRONT DESK

What is the Families screen?

Families lists every family with a dancer in a class this season, A to Z, each with their dancers, phone number
and a tag: Owes and the amount, Waiver to sign, or Paid up. Two filters sit above the list: Owing shows every
family with an overdue balance, largest first, and Documents shows families with terms or a waiver still to sign.
The number on the Families tab is the owing count. Tap a family to open it, ring or message them, and see their
dancers, classes, balance and pickup list. Dancers have their own tab. Trial families to call back are on the Trials
board, and callers to ring back are under Missed calls, so each list has one job.

StudioOS [ . ™ o0 Riley Tran
a FRONT DESK  \_ Q search a family or dancer, phone.. / /‘ @ Help a3 (& . 2,
Today (2 Classes  Families (4 Dancers  Notes (3 Trials ~ Competitive ~ Missed calls (2 Team  Studios  Number
ope

Families

Families with an overdue balance, largest first. Tap to open, ring or message them.

" Al m " Documents 1)

N \ J

2. OWING 4 -largest first

Jwan A.
Instalment 2 overdue — call

OWES $210.00 >

HeatherC.
Instalment 1 overdue — call

OWES $150.00 >

Julia J.
nstalment 2 overdue — call

OWES $90.00 >

Elise H.
Waiver not signed for Season 8

OWES $45.00 >

Studio 0S 0.56

Families, Owing filter: every family with a balance to settle.

The Dance Method - Studio OS 0.70.1 - November 11,2026 Page 28 of 84



STUDIO OS - STAFF MANUAL Front desk

FRONT DESK

Where do | find a dancer?

Type their name in the search bar at the top, or open the Dancers tab: every dancer enrolled this season, with
age, their classes and their family. The filter box narrows it by dancer, family or class name. Tap a dancer for
their classes, medical notes, attendance and teacher notes.

Studio 0S| N\ Riley Tran
e FRONT DESK  \_ Q search a family or dancer, phone.. / ) ® Help 23 (&) reter
Today (2 Classes Families (4 Dancers Notes (3 Trials Competitive Missed calls (2 Team Studios Numb
Dancers

Adeline

Jane
June
Michelle
Shler
Sydney
The Dancers tab: every dancer enrolled this season.

FRONT DESK

What is the Missed calls screen?

Every call the studio missed in the last 30 days, and what came of it, one thread per caller. When a call is missed,
TDM's phone system texts the caller back automatically and opens a callback task. Callers sit down the left in
three lanes, newest first: Needs you (they replied or asked for a call back and nobody has answered yet),
Waiting on them (the text went out, no reply yet, under 48 hours) and Done, which says how each one closed:
handled here and by whom, answered in Kanamé (and by whom), the callback task closed there, or no reply in
48 hours. Tap a caller to read the whole exchange on the right: the missed call, the automatic text, their replies
and anything the studio sent since. A studio family shows by name with their dancers; anyone else shows by the
name they gave or their number. Search calls finds a caller by name, number or anything they wrote. It
refreshes every couple of minutes.
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Studio0S [ X \
( h a famil . ph
e i \\Q Search a family or dancer, phone. / //\ ® Help
iay (2 Classes Families (4 Dancers Notes (3 Trials Competitive Missed calls (2

Missed calls

Every missed call and the text that went out, one thread per caller.

A Heather C.

-
( Q@ searchcalls
. / (204) 555-0225 - Sydney’s family

NEEDS YOU (2)

Front desk

Riley Tran
00
oo G e Frontdesk <7

Team Studios Numbers

NEEDS YOU

Hi, it's the studio. We missed your call - text us here and we'll get right

e Heather C. 1:26 PM
Hil Wondering if there is space in Mi.. Missed call -1:23 PM - no answer
MISSED CALL  NEEDS YOU
back to you
(204) 555-0392 1:01PM

Asked for a call back. No name yet

MISSED CALL  NEEDS YOU

Hi! Wondering if there is space in Mini Acro on Tuesdays? Sydney is 6

and has done one year of ballet.

WAITING ON THEM (1) 126 PM

° Jwan A. 12:21PM
Voicemail. Texted back, no reply yet.

MISSED CALL Text Heather.

AUTO-REPLIED

DONE (1)

° Jeanvive A. Yesterday
Just checking the recital date, all go.

% call (_Family ) Open inKanamé  Mark handled

Callers down the left in three lanes; the whole exchange on the right.

FRONT DESK

Goes out as a text from the studio’s number, in the same conversation as Kanamé.

1:23 PM - sent automatically

P send

A call says "Answered by" someone, or "Called back, no answer". What does that

mean?

Someone at the studio replied to that caller in Kanamé after the missed call: a text they typed, or a call back.

The label names who, and the thread on the right says how and how long after, for example texted back in

Kanamé, 2 days later. It is often Orielle replying from a personal login or phone, which is why the desk may not

have seen it happen. Called back, no answer means the call back went to voicemail or wasn't picked up: it

counts as answered, so read the thread and decide whether to try again. A reply sent days after the call may be

about something else; the thread shows exactly what was said.
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Jeanvive A. DONE
(204) 555-0140 - Michelle's family

Missed call - Sun 11:41 AM - no answer
The automatic text went out.
Sun 11:41 AM - sent automatically

Riley Tran texted back in Kanamé, 1 h later - Sun 12:41 PM

(l:] Reply in Kanamé) C& Call) Family

The thread says who answered in Kanamé, how, and how long after the call.

Just checking the recital date, all good now thanks
Sun 11:41 AM

FRONT DESK

Someone called and we missed it. What do 1 do?

Open Missed calls (the ones that need a person also sit under Needs you now on Today) and tap the caller
under Needs you. Read what they wrote, then answer. To text them, type in the box under the conversation and
tap Send: it goes out from the studio's number within a few seconds, in the same conversation as in https://
connect.kanameplatform.com, and the caller moves to Done. Call rings them. The gold one is the one that fits:
Call when they asked for a call back, Send when they wrote. Open in Kanamé opens the whole thread there, for
a photo, an email or anything longer (inside Kanamé it opens right there, and Studio OS in the sidebar brings
you back to the same caller). When it is dealt with some other way, tap Mark handled; that closes the callback
task in the phone system too. Family opens a studio family; a new caller asking about classes gets Book a trial,
with their name and number already filled in.
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Heather C. NEEDS YOU
(204) 555-0225 - Sydney’s family

Missed call - 1:23 PM - no answer

Hi, it's the studio. We missed your call - text us here and we'll get right
back to you.

1:23 PM - sent automatically

Hi! Wondering if there is space in Mini Acro on Tuesdays? Sydney is 6
and has done one year of ballet.

1:26 PM

Text Heather...
[J send

Goes out as a text from the studio's number, in the same conversation as Kanamé.

s call OpeninKanamé  Mark handled

Under the conversation: the text box and Send, then Call, Family or Book a trial, Open in Kanamé and Mark handled.

FRONT DESK

What are the calls marked "Phone assistant"?

Calls the studio's phone assistant answered when nobody at the desk could pick up. Each one is a thread in
Missed calls, marked Phone assistant, with What the call was about (the phone system's own summary), For
the desk (anything the caller left for a person: a message, a call back they asked for, a class change) and the free
trial it booked, if it booked one. A call that left something for the desk sits under Needs you, and on Today
under Needs you now, until you call or text them back or tap Mark handled. Urgent means the assistant also
sent the urgent alert to Orielle during the call. Everything else goes straight to Done: the assistant answered it,
and a trial it booked is already on the Trials board with its confirmation sent. Test call marks a call to the private
test line, which never needs you. Handled without you on Today counts the day's calls, and the Saturday email
has the week in one line.
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Lindsey B. NEEDS YOU
(204) 555-0161- Jane's family

What the call was about

The caller asked how to switch Jane from the Tuesday to the Thursday jazz class in January. The
assistant explained that class changes go through the family portal or the front desk, and took a
message.

For the desk
Wants to move Jane from Tuesday to Thursday Jazz in January; please call back after 5.

Thanks for calling! We've passed your message to the team and
someone will be in touch.

12:57 PM - sent automatically

Text Lindsey...
[3 send

Goes out as a text from the studio’s number, in the same conversation as Kanamé.

R call OpeninKanamé  Mark handled

A call the phone assistant answered: what it was about, and what it left for the desk.

FRONT DESK

| sent a reply from Missed calls. How do | know it went out?

Your text shows in the conversation as Sending... for a few seconds, then with the time and your name ("Isabel
from Studio OS"). It's in the caller's conversation in Kanamé too. If it shows Not sent, the reason is under it:
most often the number has asked not to get texts, so call them instead. Edit and send again puts the text back
in the box. A half-typed reply stays in the box if the screen refreshes or you look at another caller.

FRONT DESK

A parent's phone number or email has changed. Where do | update it?

In Studiolab, as before. Studio OS refreshes from it twice a day, overnight and again before the desk opens, so
the console shows the new number after the next refresh. If the family also texts or emails with the studio
through https://connect.kanameplatform.com, update the contact there too so replies reach the right number.

FRONT DESK

How do | look at an earlier day's attendance, or last week's?

Open Classes. The arrows beside the date move one class day at a time, back to the first day of the season and
forward for planning; Today brings you back. On a past day every card says how many were in class and who
took attendance, or no attendance taken if nobody submitted. Tap a class for that day's register: who was in,
late, away or absent, and which teacher marked each one. It is a record, so nothing on it can be changed there.
To fix a mark for an earlier day, use the attendance page's Class date picker (Teachers section). Week shows the
whole week with its dates, and the same arrows move a week at a time.
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Today (2

Studio OS
FRONT DESK

D

Competitive

CQ Search a family or dancer, phone...

Trials

Notes @

Classes Families (4} Dancers

Classes — Monday, Oct 12

Tap a class to open its roster and check dancers in.

(o ()

5:00
Mini Recreational Ballet

4:45 finished
Intermediate/Senior Company Ballet 1
Ballet - Comp - Studio C - Miss Jordan

finished

Ballet - Rec - Studio B - Miss Priya

1of 2in class - taken by Jordan allin

® Inotin 2of 2in class - taken by Priya

6:30 finished
Junior Recreational Hip Hop

Hip Hop - Rec - Studio A - Miss Dana
——

10f 2in class - taken by Dana ® Inotin

Studio 0S 0.56

Front desk

0o Riley Tran
QHelp 88 & ° Frontdesk ¢
Missed calls (2) Team Studios Number

[ All studios V] [ Allinstructors V] [ Comp &rec V]

5:30 finished
Pre Junior/Junior Recreational Lyrical

Lyrical - Rec - Studio A - Miss Alex

0 of 2in class - taken by Alex ® 2notin

A past day in Classes: each card carries that day's attendance and who took it.

Studio OS
FRONT DESK

)

Competitive

<Q Search a family or dancer, phone...

Today (2)

< Allclasses

Intermediate/Senior Company Ballet 1

Monday, Oct 12 - 4:45-6:15 - Ballet - Comp - Studio C - Miss Jordan

Classes  Families (4)  Dancers  Notes (8)  Trials

+ ROSTER — 2 OF 2 IN CLASS ON MONDAY, OCT 12 - ATTENDANCE TAKEN BY JORDAN

Riley Tran
Front desk

O Help 88 2

¢« @

Missed calls (20  Team  Studios  Number

The record for Monday, Oct 12. To change a mark for an earlier day, open the attendance page and pick the date.

Michelle
Age 12 - Jeanvive A. - marked by Jordan

Shler comp

° Age 12 - Jwan A. - marked by Jordan

Studio 0S 0.56

A class opened on a past day is that day's record, read-only.

FRONT DESK
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3  Teachers 18 ANSWERS

How do | get around as a teacher?

Open the attendance app from your home screen and sign in the way you always do: pick your name and type
your PIN. You land on your home, with two choices. Take attendance opens today's register for your classes.
Book a studio opens the studio calendar, where you reserve a room for a rehearsal, a private or a solo. Under
them are My profile and Help for teachers. Once you are in, the same tabs sit under the header on every page:
Home, Attendance, Book a studio, My profile and Help, so you can always see where you are and get back. The
arrow button at the top right signs you out. That is all of Studio OS a teacher needs: the front desk console,
family records and the studio's numbers are for the front desk and Orielle only, and a teacher PIN cannot open
them, unless you are covering the front desk that day (see "I'm covering the front desk today").

TEACHERS

I'm covering the front desk today. How do | get in, and what can | do?

Orielle or the front desk lets you in from their Team screen, for today or set up ahead for the day (or days) you
are covering. Then open the front desk (https://tdm.dsge.ca/console), or tap Studio OS on the home of your
attendance app. On the front desk sign-in, tap Covering the desk today?, pick your name and type your usual
PIN. You have Today, Classes, Families, Dancers, Missed calls and Studios: check dancers in, take a register, call
or text a family, answer a missed call, book a trial and leave a note for the front desk. Money, past notes, the
trials board, the numbers and the staff screens stay with Orielle and the front desk, so you will not see them. If
they set it up ahead, your PIN opens the front desk from the start of your first day; sign in before then and the
card tells you the day it starts. Your cover ends at midnight on your last day, or sooner if they end it, and the
front desk then goes back to its sign-in. Your own teacher screens work as usual all day.
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Studio 0S [ . A 00 Jordan Ellis
e FroNTDESK | & Searchafamily or dancer, phone I) QHep 8 & Covering the desk-tap toswitch ¥
Today Classes Families Dancers Missed calls (2 Studios
Sample data — an invented studio, not a real roster.
Today (& Rolical + Drop-in

Tuesday, October 13 - Season 2026/27

TODAY AT THE STUDIO

5 classes, 8 dancers, 2 trying a class

One class is on now. 4 dancers have come in so far. Nine things need you, and the rest is
handled.

5 8 2 9

CLASSES DANCERS EXPECTED TRIALS NEED YOU

NEEDS YOU NOW Live from teacher attendance

Miss Jordan is away today

Inter/Senior Competitive Company at 6:45 in Studio C. A substitute can take attendance with the sub PIN.

Find a sub

‘ June isn’tin Mini Recreational Acro
Started 5:45 - Studio B with Miss Priya - Jennifer G. - (204) 5550261

% callJennifer | Arrived Away

Covering the desk: the header says so, and the desk's tabs are the ones you need tonight.

TEACHERS

Why does attendance matter so much?

Because in an emergency it is the only list there is. If the alarm goes and the building empties through the
nearest doors, the front desk needs to know, in seconds, who was in which room. A register taken at the start of
class, with the late arrivals added as they come in, is that list: it says who is inside, who is outside, and who
never arrived, so every child can be accounted for at the meeting point. Marking present is not paperwork. Take
it in the first minutes of every class, add anyone who arrives late, and submit it. If a dancer leaves early, tell the
front desk so the record is right.

TEACHERS

The alarm has gone. What do | do with my class?

Take your class out of the nearest exit first. Then tap the warning triangle at the top of the attendance page and
confirm. Your own class is at the top of the list, with every other class below it. Tap a dancer's name when you
can see that person. The number at the top counts how many are still to find, across the whole studio, and the
front desk sees your ticks as you make them — it is one list, not one each.

If adancer's name is under Not here today the register already had them absent or away, so they are not
counted; tap them only if they are actually with you. Tap Add someone for anyone else standing with your
group. You do not need to end it — the front desk does that.
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Roll call - practice drill
Started 1 minute ago by the desk - tap a name when you can see
that person

13 2
STILLTO FIND ACCOUNTED FOR

0

NOT HERE TODAY

Mini Recreational Acro - Studio B- 2 of 3

[ @ valencia A. ) [ @ Junec. ] [O Nora P.J
Pre Junior Competitive Ballet - Studio A -0 of 3

(O JaneB.] [O sydneyc.] [O IvyH.J
Junior Recreational Ballet - Studio & - 0 of 4

( () Michelle A. ] [ () shlerA. J

O Adstine .

Pre Junior Competitive Lyrical - Studio A- 0 of 3
[D JaneB.] [O SydneyC. ] [O vy H. ]

Inter/Senior Competitive Company - Studio C - 0 of 2

(O shierA. || () sydneyc.

———
‘ Add someone ‘ ( Hide ‘ End roll call
L AN J

Your class first, then everyone else. Tap a name when you can see that person.

TEACHERS

How do | take attendance?

On the studio iPad, or on your own phone or laptop, open the attendance page (https://

Teachers

attendance.thedancemethod.com/attendance), pick your name, enter your PIN (the front desk gives you a

temporary one in person the first time, and the screen asks you to choose your own), and pick your class. Every

dancer on the roster is a card. Tap Present as each one arrives. Tap Late if they arrive after the first ten minutes,

and Absent for anyone who has not shown by the end of warm-up. The front desk sees your marks as you make

them, and a dancer the desk checks in at the counter shows as present on your list too. When the register is

right, tap Submit attendance in the bar at the bottom of the screen; it stays there while you scroll through the

class.
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This is the old address. The official one is

attendance.thedancemethod.com — add it to your OK

home screen from there.

Teacher sign-in

Select your name and enter your PIN to take attendance.
Covering a class? Pick Substitute teacher.

TEACHER

( Miss Dana v
-

\ J

—r
_J

N
N

W
JJ

N B
N N
N AN/
E——
[+<] (V)]
_
——
(] (4]
S

N J
( N

Clear ‘ 0 ‘ a
- /’

First time here. Choose a 4-digit PIN you will remember.

PINs are never stored in plain text - sessions lock
automatically on a shared device.

&

Sign in: your name, then your PIN.

This is the old address. The official one is

attendance.thedancemethod.com — add it to your
home screen from there.

Studio OS Miss Dana
e ATTENDANCE MY PROFILE ¢ A &
P
Pre Junior Competitive Ballet v W
. >
CLASS DATE

s
‘ yyyy-mm-dd tl]
\

Tuesday - 4:45-5:45 - Ballet - Comp - Studio A

1 present 1 late 1 absent 0 unmarked
TAP TO MARK EACH DANCER Mark all present
JaneB.
@ haet
PICKUP Lindsey B. Parent

e N ( \
[ + Present J‘ © Late ‘ X Absent ‘
\

incident code

p S, N ’
[ Add note ‘ ‘ » Report ‘ {U out of dress

Sydney C. BIRTHDAY FRIDAY
Age 9
PICKUP Heather C. Parent - Rob C. Parent - Doreen

v Submit attendance

All 3 marked - 1absent — the front desk is notified.

Present, Late or Absent on each card; the counts at the top update as you tap.
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This is the old address. The official one is
attendance.thedancemethod.com —add it to your | OK
home screen from there.

Sydney C. BIRTHDAY FRIDAY

Age 9
PICKUP Heather C. Parent - Rob C. Parent - Doreen

C. Grandparent - Thursdays

N\ A
‘ O Late ‘[ X Absent ]
J\

p p N N
Report Out of dress
P Add note J ‘ & incident [n code ‘
J

p
‘ v Present
\

Ivy H. ALLERGY

BIRTHDAY TODAY — TURNS 9
Age 9
PICKUP Jenelle H. Parent

@ Peanut allergy — EpiPen in her bag

( \ s \
v Present O Late X Absent ‘
. J . J

p N N
»  Report ‘ {n Out of dress
code

/ N
‘ [ Add note J incident

v Submit attendance

All 3 marked - 1absent — the front desk is notified.

Submit attendance at the bottom when the register is right.

TEACHERS

How do | put the attendance page on my phone as an app?

Teachers

Open https://attendance.thedancemethod.com/install on your phone and follow the steps there. On an iPhone

it is Share, then Add to Home Screen, then Add; on Android it is one Install button. You get a TDM icon on your

home screen that opens straight to the sign-in, full screen, with no browser around it. If you already have an

Attendance icon from before the studio address existed, delete that one first (press and hold, Remove App,

Delete App) and add the new one — the old copy stops getting updates. Your PIN is the same.

TEACHERS

A dancer is on my roster who should not be, or someone is missing.

Tell the front desk. They can fix an enrolment, and the list updates on the iPad. Season classes don't take drop-

ins; drop-in classes have their own list (see Drop-in classes). You do not need to do anything else on the iPad.

TEACHERS

There is a Trial badge next to a name. What do | do differently?

That dancer is trying the class for the first time. Greet them by name, and at the end of class mark them

Attended (or No-show if they never came) and tap one of three notes: Loved it, Shy but settled, or Better fit is

another class. That one tap is what the front desk reads out when it phones the parent the next day, so it

matters more than it looks. If you forget, Submit attendance asks you for it before it files the register — answer

it there, or tap Submit without it if you genuinely have nothing to say.
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NoraP. TRIAL
@ Age 5 - first time here - Priya P.
Pickup Priya P. - trial parent, usually stays to watch

[ v Attended j[ X No-show J

One tap needed — this is what the desk says when they call

4 N [~ N N\
) Better fitis
Loved it Shy but settled
another class
NG L VAN J
e N N [ N
Report Out of dress
[ Add note & incident o code
_ AN VAN J

A trial dancer's card: Attended or No-show, then one note for the desk.

r N
How did Leo K. do?

One tap. The desk reads this out when it calls Dana K. tomorrow —
without it they are calling blind.

Better fitis

Loved it Shy but settled
another class

<Submit without it) <Go back>

Submitting with a trial still unanswered: the desk needs one tap.

TEACHERS

A dancer arrived after | submitted attendance. Can | change it?

Yes. Nothing is locked. On the Attendance submitted screen tap Reopen this class, tap the dancer's card to
Late (or Present), then Submit attendance again. The screen now says Attendance updated. If you have
already gone back to sign-in, sign in again and pick the same class; your earlier marks are still there.
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This is the old address. The official one is

attendance.thedancemethod.com — add it to your OK
home screen from there.

v

Attendance submitted

2 in class. 1 marked absent — the front desk has been
notified to follow up.
Saved to the studio log by Miss Dana. It's in the owner’s
daily summary.

Someone arrive late, or tapped the wrong card? Reopen the
register and fix it — every change after submitting is logged.

< Reopen this cIass) < Back to sign-in )

After submitting: Reopen this class, fix the card, submit again.

TEACHERS

| tapped the wrong card. Can | fix a mark?

Yes, the same way: reopen the class, tap the right mark, submit again. Every change made after a register was
submitted is kept as a correction with your name and the time, so the front desk and the owner can see what
changed. You never need to ask anyone to unlock it.

This is the old address. The official one is

attendance.thedancemethod.com — add it to your OK
home screen from there.

v

Attendance updated

All 3 dancers accounted for.
Saved to the studio log by Miss Dana. It's in the owner’s
daily summary.

Someone arrive late, or tapped the wrong card? Reopen the
register and fix it — every change after submitting is logged.

<Reopen this cIass) <Back to sign-in>

After a correction the screen says Attendance updated.
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TEACHERS

I need to take or fix attendance for an earlier day. How?

Above the class list, tap Class date and pick the day. The list changes to that day's classes and a yellow line
reminds you that everything you mark saves against that date, not today. Mark and submit as usual, then tap
Back to today. The picker goes back to the first day of the season and never forward (a class that has not
happened cannot be taken), and a day the studio was closed is refused with the reason. The front desk can do
the same for any class, which is how a past day's register gets corrected.

Studio OS i i
e Miss Priya S A o

ATTENDANCE MY PROFILE

Home Attendance Book a studio My profile He

[Mini Recreational Acro v }

CLASS DATE

[2026-10-12 (| j Gack to today>

{You are filling in Monday, October 12 — not today. }

Everything you mark saves against that date.

Tuesday - 5:45-6:30 - Acro - Rec - Studio B

! P resent

Class date above the class list, and the reminder that marks save against that day.

TEACHERS

Does attendance | take on my phone show up at the front desk?

Yes. Every tap saves to the studio as you make it, and the front desk sees it on their Today screen straight away.
The top bar of the page says marks save to the studio as you tap when everything is connected. If the
connection drops, the bar turns red and says the marks are being kept on your device; they send themselves
the moment the connection comes back, so leave the page open if you can. You can also switch devices mid-
class: sign in on the other one, pick the same class, and your marks are there.

The Dance Method - Studio OS 0.70.1 - November 11, 2026 Page 42 of 84



STUDIO OS - STAFF MANUAL
Studio OS Miss Priya
¢ A 5
ATTENDANCE MY PROFILE

Home Attendance Book a studio My profile He

-
Mini Recreational Acro v
.
CLASS DATE
~
yyyy-mm-dd (9 ]

Tuesday - 5:45-6:30 - Acro - Rec - Studio B

Live - StudioLab as of Oct 13, 4:10 AM - marks save to the studio as
you tap

Connected: the bar says marks save to the studio as you tap.

Studio OS MissPriya A =
ATTENDANCE MY PROFILE
Home Attendance Book a studio My profile He
Mini Recreational Acro v
CLASS DATE

[yyyy-mm-dd ] j

Tuesday - 5:45-6:30 - Acro - Rec - Studio B

Connection lost - marks are kept on this device and sent to the
studio when it returns

Connection lost: marks stay on the device and send themselves when it returns.

TEACHERS
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| need to leave a note about a dancer.

Tap the dancer's card, then Add note. Keep it short and factual. The note goes to the front desk and Orielle:
they see it on Today, in Notes and on the dancer's record, and it is kept on the family's record in Kanamé. If you
change or remove a note later, the earlier version is kept for the owner. It is never sent to a parent from the
attendance page. Anything urgent (an injury, a safeguarding concern), also tell the desk in person.

Valencia A. ALLErGY
PICKUP Elise H. Parent

© Asthma —inhalerin bag

4 N
v Present J { ® Late J [ X Absent
S J
Report Out of dress
Fl Add note } {A incident } [ﬁ code

Left 10 min early, picked up by grandma

Save note

Add note on the dancer's card, then Save note.

TEACHERS

What does the Birthday tag on a dancer mean?

A gold tag beside a dancer's name on the attendance page. On the day itself it is solid and says Birthday today
with the age they turn. For a birthday in the next seven days it is lighter and says the day, Birthday tomorrow or
Birthday Thursday, so you can wish them a happy birthday in class even when they won't be in on the day. The
front desk sees the same birthdays on Today.

TEACHERS

A dancer is out of dress code. How do | flag it?

On the dancer's card tap Out of dress code, tap what was off (for example Hair not up or Wrong shoes), add a
note if it helps, then Flag for the desk. The card then reads Out of dress code with the reason. The front desk
and Orielle see it on Today, under Notes (the Dress code button lists every flag), and on the dancer's record,
which counts how many times it has happened this season, so a pattern shows without anyone keeping track.
Nothing is sent to a parent from the attendance page; the studio decides what the family hears. Flagged the
wrong dancer? Tap Out of dress code again and Remove flag.
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June G.
Age 6 -
PICKUP Jennifer G. Parent - Pam G. Grandparent

L v Present ’ ‘ ® Late ’ [ X Absent ’
E Add note A .Re.port @ Out of dress
incident code
What was off? One tap.

[ Hair notup ][ Wrong shoes ][ Wrong colour

[ Jewellery ][ Street clothes j[ Other

Second week in a row

Flag for the desk

Out of dress code: tap what was off, then Flag for the desk.

TEACHERS

A dancer was hurt or something happened in class. How do | report it?

Teachers

On the dancer's card tap Report incident, pick the type (Injury, Medical, Behaviour, Other) and how serious it

was, write what happened and what you did (first aid, sat out, called the desk), then Log incident. It goes to the

front desk and Orielle right away and stays on the dancer's record. The studio decides what the parent hears

and who says it; nothing is sent to a parent from the attendance page. For anything serious, also tell the desk in

person before the dancer leaves.
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—

/A Reportincident @

Valencia A. - Mini Recreational Acro - logging as Miss Priya
@ Asthma — inhaler in bag

TYPE

{ Medical ][ Behaviour j{ Other ]

SEVERITY

== e

WHAT HAPPENED

Rolled her ankle on a cartwheel landing.

ACTION TAKEN / FIRST AID

Ice pack, sat out the last ten minutes

Log incident

Goes to the front desk and the owner, and onto Valencia's record.
The studio decides what the parent hears — nothing is sent to a
parent from here.

Report incident: type, how serious, what happened, what you did.

TEACHERS

How do | add costume options for my routines?

Teachers

On the Studio OS home after you sign in, tap My routines. Each of your routines shows its dancers. Add up to
three costume options (name, colour, model or style number, supplier, a link, extras, and a photo if you have
one), the song and the artist, and tap Save. Once the office approves one, the options are locked; ask the desk to

change it.
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My routines

River Bishop Briggs

Powder blue

Revolution https:/[example.c.
H

My routines: a teacher's routines with costume options, song and notes.

TEACHER

A substitute is teaching today. How do they take attendance?

Teachers

Subs do not need their own account. On the attendance page they tap Substitute teacher, enter the studio's
sub PIN (the front desk or owner has it; ask, it is never emailed), and type their name when asked. They then see

every class today, not just one, and take attendance the normal way. Their name is recorded on every mark. If

the sub PIN needs changing, the owner or front desk sets a new one under Team in the console (the Substitute

teacher row) and the old one stops working straight away.
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Teacher sign-in

Select your name and enter your PIN to take attendance.
Covering a class? Pick Substitute teacher.

TEACHER

[ Substitute teacher v }

YOUR NAME

[ Jordan Lee

-

N
L)

—
Ve Yan
[}
)
)

()]

N N

e @ ¢

a PINs are never stored in plain text - sessions lock

automatically on a shared device.

Book a studio - Help for teachers

Substitute teacher: type your name, then the sub PIN from the desk.

FRONT DESK
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13 ANSWERS

4 Trials

How does a trial class work in Studio OS?

A trial is booked (by the parent online, or by the desk) and appears as a card on the Trials board in the front
desk console, in the Booked column. The dancer appears on the teacher's roster with a Trial badge; after class
the teacher taps Attended (or the dancer stays unmarked as a no-show) and one note about how it went. The
next morning the card moves on its own: Attended becomes Follow-up (call the family to register) and No-
show becomes Rebook (call to find a new date). The desk works the Follow-up and Rebook columns, and closes
each card as Registered or Not now with a reason. Every move is kept with who made it and when, and the
same trial shows in Kanamé on the family's contact so the whole story is in one place.

Studio0S [/ \ . Riley Tran
oo\ Q  search a family or dancer, phone. / //\ ® Help 88 (] e, 2
Today (2 Classes Families (4 Dancers Notes (3 Trials (3 Competitive Missed calls (2 Team Studios Nu

—
-
Trials | Roport | (‘Refresn ) (BeoKatal

Every trial from booking to registered, left to right. Tap a card to open it: call the family, add a note, or move it. You can also drag a card to its next column.

N ™ ™ / ™ Y Ve ~N
( BOOKED 0 )( REMINDED 0 ) TODAY 2 ,‘\\ ATTENDED 0/\] NO-SHOW 1 FOLLOW-UP 2 REBOOK 1 CALL BOOKED 1 \\DONE 20/1
AN AN ) \C AN J - B

/
-
T\
([ Allstages )
\ J

TODAY 2

FOLLOW-UP 2 REBOOK 1 CALL BOOKED 1 DONE

NoraP. MiaT.

Mini Recreational Acro - Mon
Oct12-5:45

Priya P. (204) 555-0311
Greet them by name. The

teacher marks attended on
the iPad

LeoK.

Junior Recreational Ballet
Mon Oct 12 - 6:30

Danak. (204) 555-0327
Greet them by name. The
teacher marks attended on
the iPad

Pre Junior/Junior
Recreational Lyrical - Sat
Oct 3-5:30

SarahT. (204) 555-0342
Teacher: Loved it

Call to register
2days waiting

EllaR.
Pre Junior Competitive
Hip Hop - Tue Oct 6 - 4:45

JoR. (204) 555-0379

Teacher: Better fit:
Junior Rec Hip Hop

Call to register

RowanD.
Junior Recreational Ballet
Wed Oct 7- 6:30

KimD. (204) 555-0388

No teacher note — ask
Miss Sam

Call to rebook

1day waiting

Owens.
Wednesday Twistin Tots
(Age 4) - Mon Oct 5 - 10:00

Megan S. (204) 555-0364
Teacher: Shy but settled

Have the call, then
Registered or Not now

14
REGISTERED N

Not now: Schedule 3
No answer 1

Nothing closed yet t

The Trials board as it opens: the To call view. All stages shows every column in the order a trial travels.

EVERYONE

A card says "No teacher note". What do | say on the call?

It means nobody has recorded how the class went, so you are calling without the one thing the parent most
wants to hear. The card names the teacher — ask them, then add it as a note on the card so the next person is
not calling blind either. Do not treat a missing note as "the class went badly": it almost always means the
teacher was not asked. Since Season 8 the iPad asks for it at the moment the register is submitted, so it should
be rare.

The Dance Method - Studio OS 0.70.1 - November 11, 2026 Page 49 of 84



STUDIO OS - STAFF MANUAL Trials

Rowan D.

Junior Recreational Ballet -
Wed Oct 7 - 6:30

Kim D. (204) 555-0388

No teacher note — ask
Miss Sam

Call to rebook

1 day waiting

A card waiting for a call with no teacher note, and who to ask for it.

FRONT DESK

What are the columns on the Trials board?

The board opens on To call: the columns the desk acts on (Today, Follow-up, Rebook, Call booked, Check in
later and Done). Tap All stages to see every column, left to right: Booked (a trial is on the calendar), Reminded
(the reminder went out), Today (the trials happening today, greet them by name), Attended, No-show, Follow-
up (call to register: this is the column that fills classes), Rebook (call to find a new date), Call booked (a call with
Orielle is on the calendar), Check in later (families who asked to wait, each with the day you'll check in) and
Done (registered and not-now, with the counts and the last ten). An empty column folds into a thin strip so the
busy ones have the room. Each card shows the dancer, the class and date, the guardian and a tappable phone
number, the teacher's note, how many days it has sat in that column, and what to do next. A card with no phone
number says so in red rather than hiding.
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= 7 )
Studio OS | Q search a family or dancer, phone.. !
FRONT DESK  \

N

® Help ag & ° Riley Tran 2

Front desk

Today (2 Classes Families (4 Dancers Notes (3 Trials (3 Competitive Missed calls (2 Team Studios Nu

* A
Trials \Rerm/\ (Refresh ) ((Booka trial

Every trial from booking to registered, left to right. Tap a card to open it: call the family, add a note, or move it. You can also drag a card to its next column.

e N /- N ™ ~\
‘1\ BOOKED 0 )( REMINDED 0/ | TODAY 2/1 \\ATTENDED D) ‘\NO~SHOW l/l FOLLOW-UP 2 REBOOK 1 CALLBOOKED 1 DONE 20)
/ \ _

At eremas )
u\ All stuges/} Tocall

TODAY 2

NoraP.

Mini Recreational Acro - Mon
Oct 12545

Priya P. (204) 555-0311

Greet them by name. The
teacher marks attended on
the iPad

LeoK.
Junior Recreational Ballet
Mon Oct 12 - 6:30

DanaK. (204) 555-0327

FOLLOW-UP

MiaT.

Pre Junior/Junior
Recreational Lyrical - Sat
Oct 3-5:30

SarahT. (204) 555-0342
Teacher: Loved it

Call to register
2days waiting

EllaR.
Pre Junior Competitive

REBOOK

RowanD.
Junior Recreational Ballet
Wed Oct 7 - 6:30

KimD. (204) 555-0388

No teacher note — ask
Miss Sam

Call to rebook

1day waiting

CALL BOOKED

Owens.
Wednesday Twistin Tots
(Age 4) - Mon Oct 5 - 10:00

Megan s. (204) 555-0364
Teacher: Shy but settled

Have the call, then
Registered or Not now

DONE

14

REGISTERED N

Not now: Schedule 3
No answer 1

Nothing closed yet t

Hip Hop - Tue Oct 6 - 4:45
Greet them by name. The

teacher marks attended on JoR. (204) 555-0379

the iPad e
Teacher: Better fit:

Junior Rec Hip Hop

Call to register

Every card says what to do next; the days count turns red when a call is overdue.

FRONT DESK

How do | move a trial card?

Trials

Tap the card and tap the new stage in the drawer, or drag the card into the column. Both do the same thing.
Today is not a stage (it is the trials with today's date), so cards cannot be dropped there. Dropping a card on
Done opens the drawer so you can pick Registered or Not now with a reason. You can move a card backwards
too, for example if a family rebooks and you want it back in Booked. The drawer's History shows every move,

who made it and when.
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NoraP.
NP Mini Recreational Acro - Mon Oct 12 5:45 - Miss X
Priya

PriyaP. Call (204) 555-0311

3tries close the card

» Move to another stage

NOTES

What did the family say? What is next?

N

Add note

Tap a card: the family, the stage buttons, Called no answer, notes and history.

FRONT DESK

| called and nobody answered. What do | tap?

Trials

Open the card and tap Called, no answer. Studio OS counts the tries and writes a note on the family's Kanamé

contact. On the third try the card closes itself as Not now - no answer so it does not sit in Follow-up forever. If

the family calls back later, open the card from Done and move it to whichever stage fits.

Called, no answer counts the tries; the third closes the card.
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NoraP.
NP Mini Recreational Acro - Mon Oct 12 - 5:45 - Miss X
Priya

FAMILY

PriyaP. Call (204) 555-0311

Find the family

(Wotnow) ((catled, o anwer )

3tries close the card

> Move to another stage

NOTES

What did the family say? What is next?

N

Add note
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FRONT DESK

A trial family is not registering. How do | close the card?

Open the card, tap Not now... and pick the reason: Price, Schedule, Age, Another studio, No answer or Other.
Add a note if there is more to say. The reason is what the trials report uses to show Orielle why families do not
come back, so pick the closest one rather than Other where you can.

FRONT DESK

A family wants to wait before they decide. How do | check in with them later?

Open their card and tap Check in later.... Pick 1 week, 2 weeks or 1 month, or any day from tomorrow to a year
out, add what they're waiting on if you like ("starting after the holidays"), and tap Save the check-in day. The
card moves to the Check in later column, out of the calling columns, so it stops asking for a call. On that day the
family is on Today under Needs you now, with a Call button and what they were waiting on, and there's a call
task in Kanamé for that day. They stay there until you move the card, pick a new day or tap Clear it. Nothing is
sent to the family: the check-inis a call from a person. If they register first, the check-in ends by itself and its
task is closed. Use Not now for a family that has said no, and Check in later for one that hasn't decided yet.

STAGE - FOLLOW-UP

Teacher said: Happy all class

Check in on Wed Nov 11 - Starting after the holidays
Set by Front desk

Change the day
They registered

Call booked
(Not now...) (Check in Iater...)
Called, no answer ) 3tries close the card

WHEN SHOULD WE CHECK IN?

2weeks 1month

OR PICK A DAY

2026-1-1
\

o
N J

WHAT ARE THEY WAITING ON? (OPTIONAL)

Starting after the holidays J

N

Save the check-in day

The card waits in Check in later. On that day it's on Today
and in your tasks. Nothing is sent to the family.

» Move to another stage

Check in later on a trial card: the day, what they're waiting on, and Change the day or Clear it.

@ Check in with Chris M. about Ava
Tried Pre Junior/Junior Recreational Lyrical, Sat Oct 3 - (204) 555-0391

“Wanted to see her hockey schedule first”

{ callChris = Open the card
On the day, the family is on Today with a Call button and what they were waiting on.
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FRONT DESK

A trial family wants to register. What do | do?

Register them in StudioLab as usual this season, then open the card and tap Registered. The card moves to
Done, the follow-up stops, and the family's Kanamé contact is marked as a registered trial. If they book a call
with Orielle first, tap Call booked so the card sits in that column until the call happens.

FRONT DESK

How do | book a trial for a family at the desk?

On the Trials screen tap Book a trial: the dancer's name, the class, the date, the guardian's name and phone.
The card lands in Booked right away. Book it in StudioLab as well this season so the family gets their
confirmation; Studio OS matches the two on the next refresh.

FRONT DESK

Where do | see today's trials?

In the Today column of the Trials board, and on Today under Trials today: the dancer, the class and time, the
teacher, and the parent's phone. Greet them by name at the door.

5:45 Mini Recreational Acro (ON NOW 1of 2in class
to 6:30 Studio B - Miss Priya - Acro - Rec 1notin - 1trial

G June NOT IN) (o Valencia M) (o NoraP. TRIA|.>

A trial shows as a blue chip inits class on Today.

FRONT DESK

How do | add a note to a trial?

Open the card, type in Notes and tap Add note. Notes stay on the trial (who, when) and are copied to the
family's contact in Kanamé within a minute, so anyone looking the family up there sees the same thread. The
teacher's one-tap note from class shows at the top of the card as "Teacher:".

FRONT DESK

What does "updates on the way to Kanamé" mean?

Every move and note is copied to Kanamé (the family's contact, its trial opportunity and the trial::stage tag) by
ajob that runs every two minutes. That line at the top of the board counts what is still queued. It clears on its
own; if it ever says an update failed, tell Isabel.

FRONT DESK
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A family booked a trial on the website. What happens, and what do | do?

Nothing to set up. The website's trial page asks a parent for their name, mobile and email, the dancer's first
name and birth year, then shows only the recreational classes that fit that age with the next two dates. When
they tap a date, the trial appears in the Booked lane on the Trials board within a moment, the family gets a
confirmation text and email from the studio, and the parent's record in Kanamé carries the class, the date and
the dancer's name with the tag trial-booked-online. A full class cannot be booked online: the page says Full and
asks them to call. Treat a website trial exactly like one booked at the desk: it shows on the roster on the day, the
teacher marks it, and the follow-up card appears the next morning.

## Drop-in classes

StudioOS [/ 3\ o0 Riley Tran
FRONT DESK  \ Q  search a family or dancer, phone... ! /\ ® Help 28 & Front dosk B
Today (2 Classes Families (4 Dancers Notes (3 Trials (3 Competitive Missed calls (2 Team Studios Nu

- )
Trials ) Booka s

Every trial from booking to registered, left to right. Tap a card to open it: call the family, add a note, or move it. You can also drag a card to its next column.

Vs \ N/ o / \ { DONE 20 )
( BOOKED 0 ,‘\\/REMINDED 0 )( ToDAY 2 IL/ATTENDED o\/:\ NO-SHOW 1 ) (FOLLOW-UP 2><REBOOK I) (cAu BOOKED D\ DONE 20 )
\ J\ J\ AN J\ \

( Anstages ) @RC:L
Nauiin /-

TODAY 2 FOLLOW-UP 2 REBOOK 1 CALL BOOKED 1 DONE
NoraP. MiaT. Rowan D. Owens. 14
Mini Recreational Acro - Mon Pre Junior/Junior Junior Recreational Ballet - Wednesday Twistin Tots REGISTERED N
Oct12-5:45 Recreational Lyrical - Sat Wed Oct 7 - 6:30 (AgE 4) -Mon Oct 5 - 10:00
Oct3-5:30
Priya P. (204) 555-031 < KimD. (204) 555-0388 Megan s. (204) 555-0364 :ot now: Sclhedule 3
o answer
Grest them b Th sarahT. (204) 555-0342
reetthem by name. The No teacher note — ask Teacher: Shy but settled Nothing closed yet t
teacher marks attended on Teacher: Loved it Miss Sam
the iPad Have the call, then
Call to register Call to rebook Registered or Not now
LeoK. 2days waiting 1day waiting
Junior Recreational Ballet
Mon Oct 12 - 6:30 EllaR.
Danak. (204) 555-0327 Pre Junior Competitive

Hip Hop - Tue Oct 6 - 4:45
Greet them by name. The

teacher marks attended on JoR. (204)555-0379

the iPad )
Teacher: Better fit:
Junior Rec Hip Hop

Call to register

A website booking lands in the Booked lane like any other trial.

FRONT DESK
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5 Studios 14 ANSWERS

How do | book a studio for a solo, a private or a rehearsal?

Open Studios (https://tdm.dsge.ca/reserve-a-studio) and sign in with the same name and PIN you use for
attendance. At the desk it is the Studios tab in the console, no separate sign-in. Pick the day with the arrows or
the date box. Each room is a column and the times run down the side; a class or booking is one block from its
start to its end, even when it runs past the hour. On a phone the rooms sit side by side, and if there are more
than fit, a button at the top right names the next one (tap it, or swipe the grid). A class that is closed to new
dancers and has nobody in it isn't shown, and the room is free to book. A block that says Openis free; tap it.
When only part of an hour is free, the block shows the free time, for example Open 4:30pm-5pm. Pick when
you start and when you End: anything from 30 minutes, on the quarter hour, up to three hours. Each end time
shows how long that is, and the list stops where the next class or booking in that room begins. Tap what it is for.
If your studio uses Competitive, the first choice is Competition routine: pick the routine from the list (yours
first; tap Add another routine if the session covers two groups) and the dancers come with it, along with the
rehearsal's register on the iPad. Anything else (a private, a rehearsal that isn't for a routine): type the dancer or
dancers and the style. Check the teacher is you and tap Book it. The block turns green with your name on it,
and the desk sees it too.

Studio A Studio B Studio C
3pm | open : open open
' Needs a key holder HE Needs a key holder i Needs a key holder

apm | i | 4pm-4:30pm Private i 5
| Open 4pm-4:45pm i | Alexkim - Ava ' :

! : Open
gl Open 4:30pm-5pm :
[ 4:45pm-5:30pm Mini Ballet R —— e
spm | Jordanlee [ 5pm-6pm Pre Junior Jazz § i

: open

Sam Rivera

Jordan Lee

5:30pm-6:30pm Junior Lyrical
6pm

6:30pm~-7:30pm Teen Hip Hop

| Open from 6:30pm
. | AlexKim

8pm | 8pm-9pm Opening number key?
Jordan Lee - Junior comp

9pm

The day: one column per room, the times down the side, each class one block. Tap an Open block, or the free part of an hour, to book it.
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-
Book Studio C

Wednesday, October 14

C Outside rental or party )

STARTS ENDS

= (T —

WHAT FOR

ST

ROUTINE

[ Junior Competitive Jazz v}

Add another routine

On the iPad, this rehearsals register is everyone cast in the routine. It's kept apart from
class attendance.

TEACHER

[ Jordan Lee v]

TITLE (OPTIONAL)

[Choreo, cleaning, run-through.. ]

(O REPEAT EVERY WEEK UNTIL

nyyy— mm-dd >

The booking sheet: starts, ends, what for (Competition routine and its routine), teacher, and repeat weekly.

.

TEACHERS

Someone called or walked in wanting to rent a studio, or book a birthday party.
How do | book it?

Open Studios, go to the day, and tap the Open block where it starts. At the top of the sheet choose Outside
rental or party, then Outside rental or Birthday party. Type who is renting and their phone or email, set when
it starts and ends (from 30 minutes up to six hours), and the fee. If they have already paid, tick Paid already. Tap
Book it. The block turns purple with the renter's name and Unpaid or Paid on it; teachers see the block but not
the renter's details. Outside staffed hours it lands in the Needs a key holder lane like any other booking, so
name who will open and lock up.

The Dance Method - Studio OS 0.70.1 - November 11, 2026 Page 57 of 84



STUDIO OS - STAFF MANUAL Studios

Book Studio C

Wednesday, October 14

( A teacher ) Outside rental or party

Outside staffed hours: someone with a key has to open and lock up for this
booking. It lands in the Needs a key holder lane until the desk names who.

STARTS ENDS

[ 10am V] [ Tlam-1hr V]

WHAT FOR

Al

WHO IS RENTING

( Casey Example ]

PHONE EMAIL

{ (204) 555-0180 J [ name@example.com ]
FEE ($)

[ 150.00 ] [0 PAID ALREADY

NOTE (OPTIONAL)

[ What the space is for, set-up needs... J
O REPEAT EVERY WEEK UNTIL

(vyyy*mm*dd \J

The sheet for an outside booking: who is renting, phone, email, fee, paid.

FRONT DESK

A renter has paid. Where do | record it?
Tap the purple block, then Mark paid. The Unpaid tag on the block goes and the month list shows the fee as
paid. Mark unpaid reverses it. Unpaid rentals for the next month are counted in the morning summary.

FRONT DESK

Why does a block say "Needs a key holder"?

That hour is outside the front desk's staffed hours and no one who holds a key is teaching then. You can still
book it. The desk gets a note and confirms who will open the studio, and your booking shows Key once they
have. If nobody can open, the desk declines it and the block goes back to Open. If you hold a key yourself, you
never see this note.

TEACHERS

How do | book the same time every week?

On the booking sheet, tick Repeat every week until and pick the last date. One tap books every week. A week
where the room is already taken is skipped and the confirmation tells you how many. To end a series early, open
any booking in it and tap Cancel this and the rest.

TEACHERS
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How do | cancel or change a booking?

Tap the booking on the grid. You can change or cancel a booking you made, or one that names you as the
teacher, from today on.

e Change opens the booking sheet filled in, with the Date and the Studio added. Change the start, the end, the
studio, the date, what it is for, the dancers, style or teacher, then tap Save changes. If the new time is already
taken, nothing changes and the sheet tells you, so pick another time or studio. A move outside the front
desk's hours goes back to Needs a key holder. The booking then shows that you changed it.

e On aweekly series, choose This date only or This date and every later one.

e Cancel this one frees that time; Cancel this and the rest ends a weekly series from that date.

A booking from an earlier day has already happened, so only the front desk can change or cancel it; the booking
says so. Outside rentals and birthday parties are changed at the front desk too.

Opening number
Studio A - Wednesday, October 14 - 8pm—-9pm

Waiting for the front desk to confirm a key holder.

Dancers Junior comp
Style Jazz
Teacher Jordan Lee
Booked by Jordan Lee
Repeats Weekly

Close Change Cancel this Cancel this
9 one and the rest

A booking, opened: who, what, Change and the cancel buttons.
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é

Change booking

Booked: Studio A - Wednesday, October 14 - 8pm-9pm

DATE sTuDIO

(2026*]0*]4 D) L Studio A "J
STARTS ENDS

- SETR—

WHAT FOR

DANCER OR DANCERS

[ Junior comp ]

STYLE TEACHER

[ Jazz J [ Jordan Lee V]

TITLE (OPTIONAL)

[Opening number }

CHANGE

This date only This date and every later one

Every later date takes the same studio, time and details. A week where the new time is
taken stays as it was.

& Movina the date or time checks the studio is free then. If nobodv with a kev is around at

Change on your own booking: the date, studio, times and details, filled in.

TEACHERS

How do | change a booking or a rental: the time, the studio, the date or the details?

Tap the booking on the grid, then Change. The booking sheet opens filled in, with the Date and the Studio
added. Change what you need: the start, the end, what it is for, the dancers, style or teacher, or for arental or
party the renter's name, phone, email, the fee and Paid. Tap Save changes. If the new time is already taken in
that studio, nothing changes and the sheet tells you, so pick another time or studio. Moving the time or the date
checks the key again: outside staffed hours it goes to Needs a key holder, and anyone you named to open for
the old time is cleared. On a weekly series, choose This date only or This date and every later one; a week
where the new time is taken stays as it was, and the confirmation counts it. Paid always stays with its own date.
The booking then shows who changed it last. A teacher's booking cannot become an outside rental (or the
other way): cancel it and book it again. The front desk and Orielle change any booking, on any date. Teachers
see Change on their own bookings from today on.
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-
Change birthday party

Booked: Studio C - Saturday, October 10 - 2pm—-4pm

DATE STUDIO
(2026*]0*]0 D) L Studio C "j
STARTS ENDS

[ 2pm V} { 4pm -2 hrs V]

WHAT FOR

WHO IS RENTING

[ Casey Example }
PHONE EMAIL

[ (204) 555-0180 ] [casey@excmple.com }
FEE ($)

[150.00 ] O pap

NOTE (OPTIONAL)

[ What the space is for, set-up needs. J

Moving the date or time checks the studio is free then. If nobody with a key is around at
the new time, it goes to Needs a key holder.

< Back > Save changes
.

Change on a birthday party: date, studio, time, renter, fee and paid, then Save changes.

FRONT DESK

A teacher booked outside our hours. What do 1 do?

The Needs a key holder list sits at the top of Studios when you are signed in as the desk or the owner. Each row
is one booking. Tap | can open it if that is you, Someone else to type the name of the key holder who will, or
Decline if nobody can. The teacher sees the result on their booking. The morning message also counts how
many are waiting.

Needs a key holder 1

Wed, Oct 14 - 8pm-9pm - Studio A Opening number - Junior comp - booked by Jordan Lee | can open it <Someone elsD (Decline)

The desk's Needs a key holder list, with the three answers.

FRONT DESK

How do | close the studio, or one room, for a holiday or a photo day?

Tap Close a room or day, pick the day, choose the whole studio or one room, leave All day ticked or set the
hours, pick why (closed, photo day, no key holder, other) and type the label teachers will see. Save. Teachers
cannot book a closed block. A whole-studio, all-day closure also tells the attendance page there are no classes
that day. If people had already booked that day, the confirmation says how many: open each booking to keep or
cancel it.
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7

Close a room or the day

Holidays, photo days, or a stretch when nobody with a key is around. Teachers
see it as closed and cannot book it. A whole day closed means no classes that
day too; you can open it for staff bookings afterwards.

DAY

ROOM

<2026—10—14 D>

[ Whole studio

<

ALL DAY

FROM T0

e \ [

3pm v 10pm

WHY
(pho{o da}D (NO key hOIdeD

LABEL TEACHERS SEE

LThonksg[v[ng, photo weekend...

< Cancel ) Save
b

Closing a room or the whole studio for a day, or part of one.

FRONT DESK

Studios

How do | open a closed day for staff bookings, or move or remove a closed day?

Go to the day in Studios. A closed day has one line above the grid, Closed all day, with its name. Tap Change.
Under The studios that day, pick Open for staff bookings and tap Save: there are still no classes that day, but
teachers and the desk can book the studios. Nobody is at the front desk on a closed day, so a booking by
someone without a key lands in Needs a key holder for you to settle. Pick Closed to shut it again. The same

sheet renames the day, moves it (pick another Date) or removes it with Remove, which makes it a normal day

again, classes and all. Every closed day stays closed until someone changes it here. The season's holidays, like
Truth and Reconciliation Day and Thanksgiving, are already in; only the front desk and Orielle can change

them.

Closed all day - Thanksgiving
No classes, and the studios cannot be booked.

A closed day: one line above the grid, and Change for the desk.
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Closed day

Monday, October 12. There are no classes on a closed day, either way.

NAME

[ Thanksgiving j CRemove)

THE STUDIOS THAT DAY

<Open for staff bookings>

Open: teachers and the desk can book the studios. Nobody is at the front desk, so a
booking by someone without a key goes to Needs a key holder.

DATE

6026-10-12 D>

Pick another date to move it.

C cance ) Save

Change: open the day for staff bookings, rename it, move it or remove it.

FRONT DESK

Can | book a studio on a holiday?

Only if the front desk has opened that day for staff bookings. Go to the day in Book a studio: Closed all day
means nobody can book it; No classes with a green line means the studios are open for bookings. Nobody is at
the front desk on a holiday, so unless you have a studio key, your booking goes to the desk to arrange someone
to open the building. You will see it confirmed or declined.

No classes - Truth & Reconciliation Day -
ange
The studios are open for staff bookings. Nobody is at the front desk, so a booking needs someone with a key. 9

A holiday opened for staff bookings: no classes, the studios open to book.

TEACHERS

Where do | see the studio's own dates — observation weeks, the recital,
competitions?

Switch Studios to Month. Alongside the rehearsals, rentals and closures, the list carries the dates Orielle has
set for the season: observation and presentation weeks, ballot presentations, picture weekend, the recital, and
the competitions. A week reads as one line rather than five. A competition line says that classes still run at the
studio unless a closure says otherwise. The same dates answer What are the key dates this season? under
Your studio, and the next two weeks of them sit on Today under Coming up.
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Studio OS - room bookings - January 2027

Rehearsals, privates, rentals, closures and the studio’'s own dates. Regular classes run as scheduled and are not listed here.
WEDNESDAY, JANUARY 6

8pm-9pm Studio A Opening number - Jazz - Junior comp - Jordan Lee - needs a key holder

MONDAY, JANUARY 18

Event Parent Observation Week - Jan 18 to 22

The month list: bookings, closures and the studio's own dates together.

EVERYONE

Can | print the month?

Tap Month, then Print. The page prints as a list by day: time, room, what it is, who, and any booking still waiting
for a key holder. Use the arrows to move to another month first.

Studio OS - room bookings - October 2026

Rehearsals, privates, rentals, closures and the studio’'s own dates. Regular classes run as scheduled and are not listed here.
TUESDAY, OCTOBER 6

8pm-9pm Studio A Opening number - Jazz - Junior comp - Jordan Lee - needs a key holder

MONDAY, OCTOBER 12

All day All Closed Thanksgiving
rooms

The month as a printable list.

FRONT DESK

The alarm goes while | am on the Studios page. What happens?

The same roll call you would see anywhere else in Studio OS. A red bar appears at the top of this page the
moment anyone starts one, with how many people are still to find, and Open the roll call takes you to the list so
you can tick the people you can see. You can also start one from here: the warning triangle beside your name,
top right. This matters more than it looks. Signing in to Studio OS marks you as being in the building, so if a roll
call starts while you are booking a room, the desk is already looking for you — the list counts anyone seenon a
Studio OS screen in the last three quarters of an hour. Until September 2026 this page was the one staff screen
with noroll call on it, so you could have been on the desk’s list with nothing on your screen to tell you.
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5 still to find - roll call started by the desk Open the roll call
Studio OS Jordan Lee
e STUDIOS Signed in ¢ A& B

Home Attendance Book a studio My profile He

@ Monday, September 28 @

CETRDICON -
<Close aroom or daD

( Class ( Booked ( Yours ( Outside rental or party ( Closed

B \

i Open, tap to book |

Aroll call running: the red bar sits above the day, on this page like every other.

EVERYONE
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Drop-in classes

6 7 ANSWERS

What is a drop-in class?

A class anyone can book one night at a time, most often 16 and up or adults: a guest teacher's workshop, or a
night class that runs every week for a while (Heels, Thursdays at 9pm until December). It is made in Studio OS
and nowhere else, and each date holds its studio on the calendar like a class, so nobody can book a studio over
it. Season classes never take drop-ins: they are working on routines. Find every drop-in under Classes, Drop-
ins, and today's on Today with a Drop-in tag and how many are booked.

Drop-in classes

Tap a class to open its roster and check dancers in

g \
vy woor [ stendanca )

One night or a weekly run. Each date holds its studio on the calendar and has its own list of people. Season classes don't take drop-ins. New drop-in class

5] DROP-IN CLASSES Show the last four weeks

TODAY - TUESDAY, OCTOBER 13

9pm AdultHeels  DROP-IN TSI GETD >
to10pm Studio 8  Kelsey Marr - 8 of 15 booked
SUNDAY, OCTOBER 18
2pm P wi DROP-IN

3TocouEcT >
to4pm Studio A - Guest: Maya Chen - 12 of 20 booked
TUESDAY, OCTOBER 20
9pm AdultHeels  DROP-IN N
to10pm Studio B Kelsey Marr - 0 of 15 booked
TUESDAY, OCTOBER 27
9pm AdultHeels DROP-IN N
to10pm Studio B Kelsey Marr - 0 of 15 booked
TUESDAY, NOVEMBER 3
9 AdultHeels  DROP-IN ,
to10pm Studio B Kelsey Marr - 0 of 15 booked
TUESDAY, NOVEMBER 10
9pm AdultHeels  DROP-IN N
to10pm Studio 8- Kelsey Marr - 0 of 16 booked
TUESDAY, NOVEMBER 17
9pm AdultHeels  DROP-IN

to10pm Studio B Kelsey Marr - 0 of 15 booked

Classes, Drop-ins: every coming date, how many are booked, and who still has to pay.

FRONT DESK, OWNER

How do | make a drop-in class?

Classes, Drop-ins, New drop-in class. Give it a name, who it's for, the youngest age, the teacher (or type a guest
teacher's name), the date, start time and length, the price before tax, the number of spots, and a line about the
class. Under Studio each studio says Free then or what is already in it; pick a free one. For a run of weeks, tick
Every (the weekday) and pick Until. Tap Put it on the calendar. Closed days and weeks that studio is taken are
skipped, and the screen tells you which.

The Dance Method - Studio OS 0.70.1 - November 11, 2026 Page 66 of 84



STUDIO OS - STAFF MANUAL
New drop-in class

Hip Hop drop-in
WhoRster  voungest oge  Teacher

16and up 1 Guest teacher

2026-12-08 -]

Putitonthe calendar | Cancel |
N J

New drop-in class: the studios show what is free at that time.

FRONT DESK, OWNER

How do | add someone to a drop-in class?

Drop-in classes

Tap Drop-in at the top of Today (or Add someone on the date's list). Pick the class, then search for the person:

anyone who has come before, or a dancer at the studio, fills the form in for you. Otherwise type their name,

mobile and birth year. Choose Booking for themselves or Someone booked for them; under-18s get a line for a

parent or guardian. Tick Waiver signed, and They're here now for a walk-in. Then pick how they paid: Tap to

Pay, Card, Cash, E-transfer, No charge, or Collect later for someone who will pay at the door. A full class asks

before it lets you add one more.
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Add someone

(204) 565-0177

Someone booked for them

They re here now

Collect Taptopay || Card || Cash | E-transter

Nocharge

2 the Lead Connactor app it then add them har,

Adatothetist ) (*cancel )
)

Add someone: the class, the person, the waiver and how they paid.

FRONT DESK

Someone paid. How do | mark it?

Take the money first: a tap in the Lead Connector app (Tap to Pay), a card on the card machine or their card on
filein Kanamé, cash, or an e-transfer. Then open the date, find the person, tap Paid and pick how. Anyone still to
pay shows To collect with the amount, and the date's numbers at the top say how many. Marked the wrong
person? Not paid after all undoes it. A card refund is done in Kanamé, under Payments, Transactions.
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How did they pay?

..........

Paid: pick how they paid.

FRONT DESK

Can people book a drop-in online?

Yes, for the classes the studio has put online (at The Dance Method, the three Academy classes, at
thedancemethod.com/academy-drop-in). People book any day, any time, up to 15 minutes before the class, and
pay when they book. While they pay, their name shows on the date's list as Not paid for up to 30 minutes: leave
it. Once they pay it turns Paid online by itself; if they don't finish, it comes off the list and the spot opens again.
To cancel someone who booked online, refund them in Kanamé under Payments, Transactions (24 hours ahead
or more), then take them off the list.

FRONT DESK, OWNER

How do | change or cancel a drop-in date?

Open the date. Change this date moves it (date, time, studio) or changes its spots or price; it won't move onto a
studio that is taken. Change the class renames it or changes the price and spots for every coming date; people
already booked keep the price they booked at. Add more weeks carries a run on. Cancel this date takes
everyone off the list and shows their names, numbers and who paid how, so you can let them know and refund
them; tick the box to cancel every later date too. Nobody is texted automatically yet.

The Dance Method - Studio OS 0.70.1 - November 11,2026 Page 69 of 84



STUDIO OS - STAFF MANUAL Drop-in classes

Adult Heels

0 of 15 booked

Change this date

‘Change the class (svery date from today)

‘Add more weeks

Cancel this date: the reason, and every later date too if you tick the box.

FRONT DESK, OWNER

I'm teaching a drop-in class. Where is my list?

On the attendance page, sign in and tap Drop-ins today (it shows on a day with a drop-in), then the class. You
see who is booked and anything you should know about them. Tap Here as each person comes in, or Didn't
come at the end. Someone not on the list, or marked Not paid yet, goes to the front desk first. A guest teacher
without a PIN: the front desk takes the list from the console instead.

## Competitive (add-on)
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Adult Heels

8 of 15 booked
2he

DanaKowal rai
Here | | didntcome

ErinBell Nor PAOYET | NO WA
Here | didntcome

Farah All #Ao

Here | | pidntcome

Grace Ponner P>

Here | | pidntcome
Hanasato wor #a ver

Hore | | Didntcome

The drop-in list on the iPad: Here and Didn't come for each person.

TEACHERS
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7 Competitive 11 ANSWERS

What is the Competitive tab?

It holds the competitive season: every routine and who is in it, costume options and orders, each dancer's
measurements, competition fees, and attendance at rehearsals. Five views across the top: Routines, Dancers,
Costumes, Fees and Rehearsals. Change things here; the old sheets get a read-only copy every night and are no
longer where changes go.

one
Competitive
casting, t and petition fees. Brought over from the studio’s sheets on October 8; the sheets stay open until the switch-over day.
Dancers ‘ Costumes| Fees | ( Q Filter by routine, dancer or teacher /‘ New routine
JORDAN 1routine

Hip Hop Trio  TRIO
Teen - 3 dancers - Jordan

APPROVED NOT ORDERED >

MS. AVERY 2routines

Lyrical Solo  soLo
Junior - 1 dancer - Ms. Avery

AWAITING APPROVAL >

JazzSolo sOLO
Senior - 1 dancer - Ms. Avery

APPROVED  ORDERED >

MS. AVERY & JORDAN 1routine

TapDuo DUO
Junior - 2 dancers - Ms. Avery & Jordan

WAITING ON TEACHER >

MS. SAM 2routines

Junior Competitive Ballet CLASS ROUTINE
Junior - 4 dancers - Ms. Sam - Thu 5:00 PM

AWAITING APPROVAL >

Senior Contemporary ~ SMALL GROUP
Senior - 3 dancers - Ms. Sam

APPROVED RECEIVED >

The Routines view: routines grouped by teacher, each with its costume stage.

FRONT DESK, OWNER

How do | add or remove a dancer from a routine?

Open the routine. Under Dancers, type the name in Add a dancer and tap Add. Not on the competitive list yet?
Use Search StudioLab dancers below it. To take someone out, tap Remove. Their fee for that routine starts or
stops with them, and the change shows under History.
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Lyrical Solo
Routnename  Kina onien  classtme
Lyrical Solo Solo [ wumor ][ usooem
[L—
pars
Solo-$430¢ ~
e Avery sordan e Som
song At
oancers )
Mayatund Confimad
oprion
cutume nome coour oot sty rumer
Blusbel Powder blue wv-208
soppier Uk Accessene, props,extros
Revolution https:/fexample.cor | | Hair flower
(" adaaphoto )
(" addaphoto
\ pho J

hitpsillexample.com/costumeliyrical=
™

e (o
(saveoption1 ) (" approve )
ot )

opTion 2

cotour Model  style number

Supplier unk

- ~
‘Addaphoto
N )

)
Savachanges') ( orop routine )
(Copreee)

A routine open: name, teachers, fee, dancers with Confirmed and Size, costume options.

FRONT DESK, OWNER

How does a costume go from idea to ordered?

Competitive

The teacher adds up to three options: the costume's name, colour, model or style number, supplier, a link, any
extras, and a photo if there is one. The routine shows Awaiting approval. Open it and tap Approve on the one
you want. Then set Ordered when you order it and Received when it arrives. The Costumes view lists
everything by stage, and Export order sheet downloads one row per dancer per routine with the approved

costume, extras, size and measurements.
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Competitive
Routines, casting, costumes, measurements and competition fees. Brought over from the studio’s sheets on October 8; the sheets stay open until the switch-over day.
—— — ™~
( Routines || pancers Fees ) ( Q Filter by routine, dancer or teacher | Export order sheet
STILL TO MEASURE 2
ZaraPatel
TOMEASURE  NOTONACCOUNT >
Senior -2 routines - $543.45
EliBrandt  NEEDS LINKING
PARTIAL NOTONACCOUNT >
Teen -1 routine - $313.20
WAITING ON TEACHER 1
TapDuo DUO
WAITING ON TEACHER >
Junior - 2 dancers - Ms. Avery & Jordan
AWAITING APPROVAL 2

LyricalSolo  s0LO
Junior -1 dancer - Ms. Avery

AWAITING APPROVAL >

Junior Competitive Ballet  CLASS ROUTINE
Junior - 4 dancers - Ms. Sam - Thu 5:00 PM

AWAITING APPROVAL >

APPROVED, NOT ORDERED 1

HipHopTrio  TRIO
APPROVED  NOT ORDERED >

Teen - 3 dancers - Jordan
ORDERED 1

JazzSolo  soLO
APPROVED  ORDERED >

Senior -1 dancer - Ms. Avery
RECEIVED 1

Senior Contemporary ~ SMALL GROUP
APPROVED  RECEVED >

The Costumes view, by stage, with Export order sheet.

FRONT DESK, OWNER

How do | enter measurements?
Dancers, open the dancer, type the measurements in inches and tap Save measurements. Inseam is only
needed when the costume needs it. The date measured and who measured are kept.

FRONT DESK, OWNER

What does "Needs linking" mean?

The name on the competitive list doesn't match exactly one current StudioLab dancer: a spelling difference,
two records with the same name, or StudiolLab changed the dancer's record. Open the dancer, search, and tap
This one. Their routines and fees stay as they are. If a dancer is linked to the wrong StudiolLab record, open
them and use Wrong dancer? Change the link.

FRONT DESK, OWNER

How do | mark fees as added to a family's account?

Fees, open the dancer, check the routines and the total, then tap Mark added to account. If anything changes
afterwards (a routine added, a rate changed), the dancer shows Changed since added with the old and new
amounts, so you know which accounts to fix. Tap Mark the new total added once you have.
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Competitive

$B1.20 Cuanorowas i >

800

The Fees view: season totals, instalments and each dancer's total.

FRONT DESK, OWNER

What are "Fee lines not matched to a routine"?

Charges that came from the fee sheet without a routine of the same name here (for example a line billed as one
routine that is two classes here). Open the line, pick the routine under Routine, and save. The amount doesn't
change.

FRONT DESK, OWNER

How do | take attendance at a competitive rehearsal?

The same way as a class. On the attendance page tap Rehearsals today (it shows on a day with one), or Take
attendance, where the day's rehearsals are listed under Competitive rehearsals after the classes. On a
weekend with only rehearsals, they are the list. Tap the rehearsal: the register is everyone cast in its routine.
Tap Present, Late, Away (they told us) or Absent for each dancer, then Submit register. Someone who isn't cast
came along (an understudy)? Add a dancer who isn't cast, type their name, tap it. You can finish a register up to
aweek after the rehearsal; after that the front desk changes it.
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Tue, Oct 13- llam to Ipm
Ava Brooks

Chloe Martin

Present

Ellasingh

Present

Lily Park

Present

Maya Chen

Present

20f5marked 2here O absent

Junior Competitive Jazz

Studio A

t

Late

Late

ee- Changeroutine

Away

Away

Away

3 not marked yet

Arehearsal's register on the iPad: Present, Late, Away or Absent for each dancer, then Submit.

TEACHERS

A rehearsal says "Pick its routine". What do | do?

Absent

Absent

Absent

Absent

Absent

‘Submit register

Competitive

It was booked before Studios asked which routine it's for, so it has no register yet. Tap it: the routine it probably

is sits at the top under Suggested, already ticked. Check it, tick a second routine if the session covers two

groups, and tap Save and open the register. It applies to every week of that booking, so you only do it once.

Only the teacher who booked it, or the front desk, can pick it; anyone else sees who to ask. New bookings pick

the routine when they're made (Competition routine on the booking sheet).
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Which routine?

oct13,2t0

SUGGESTED

[@) Maya Chen J

YOUR ROUTINES

() Junior Competitive Jazz
Group -5 dancers
soLos

DUOS AND TRIOS

Ava Brooks, Lily Park
O buostay

GROUPS

() Pre Junior Competitive Lyrical
Group -6 dancers

picked Save and open the register

Which routine? The suggested routine is ticked; it applies to every week of the booking.

TEACHERS

Does a missed rehearsal count as a missed class?

No. Rehearsal attendance is kept apart from class attendance. It never counts toward the attendance follow-
ups on Today (2 missed days in 2 weeks), the Missed 5 or more classes list, the Attendance report or the class
numbers in Numbers, and families aren't told anything from it. It shows on its own: Competitive, Rehearsals,
on Today, and as its own line on a dancer's record.

FRONT DESK, OWNER, TEACHERS

Where do | see who came to rehearsals?

Competitive, Rehearsals. At the top: how many rehearsals have been taken this season and the attendance.
Then Missed a rehearsal this week (tap the date to open that register), each routine with how many rehearsals
it has had, its attendance and its next date, and each dancer's attended, missed and away. Registers not taken
lists any rehearsal in the last two weeks nobody marked, and Coming up without a routine lists bookings that
still need theirs (tap one to pick it). Today's rehearsals are also on Today, in the day with the classes, and a
dancer's record shows a Competitive rehearsals line.
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Competitive

Routines, casting, costumes, i 2 12; the sheets stay open untilthe switch-over day.

(s | o | e (D)

14 rehearsals taken this season

93%attendance 9 missed O registers not taken (2 weeks) 1 coming up without a routine

Kept apart from class attendance: none of this counts toward class misses or the follow-ups on Today.

MISSED A REHEARSAL THIS WEEK

Dancer Rehearsal When

Maya Chen Junior Competitive Jazz e, Oct13, llam

ROUTINES

Routine Hold Attendance

Junior Competitive Jazz 4 90%
Group

Pre Junior Competitive Lyrical a 92%
Group

Golden Hour 3 100%
Solo

DANCERS

Dancer Attended Missed

Maya Chen 6 2

Ava Brooks 8
Chloe Martin 7
COMING UP WITHOUT A ROUTINE
Booked before Studios asked. Link one and it takes every week of that booking.
Booked as. Nextdate

Maya Tue, Oct13.2pm

Studio 8- Sam Rivera

Competitive, Rehearsals: the season so far, who missed one this week, each routine and each dancer.

FRONT DESK, OWNER
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Families & the portal

8 4 ANSWERS

What can a parent do in the family portal?

See each dancer's weekly schedule, register for classes, read studio notices, update their own contact details,
sign the season policies, and (where turned on) see their balance and pay. The portal is at https://tdm.dsge.ca/.
They log in with the email on their family record.

EVERYONE

A parent cannot log in to the portal.

Open the family in the console and check the email on the account. That is the address the sign-in link goes to,
so atypo or an old address is the usual cause. If it is wrong, fix it in quick-edit. Then tap Send sign-in link; the
screen tells you which address it went to. Have the parent check that inbox (and the Promotions or Junk
folder). The link works for 15 minutes and once only. There is no password to reset: the portal signs parents in
by link.

FRONT DESK

How do | walk a parent through their portal on the phone?

Open the family in the console and tap View portal as this family. Their portal opens in a new tab exactly as
they see it, with a banner saying you are viewing as them. You can look at every screen and point them to the
right button, but nothing can be changed or paid from your view. Close the tab when you are done; the view
ends on its own after 15 minutes. Each time you do this is recorded, so use it only while helping that family.

FRONT DESK

A parent asks what "Register" means next to a class.

It means the class is open and their dancer is the right age for it. Tapping it adds the class to their registration.
Enrolled next to a dancer's name means it is done. By audition means the class is competitive and needs the
teacher's yes first.

FRONT DESK
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5 Your studio

When is the studio closed this season?

Your studio

7 ANSWERS

Season 8 (2026/27) closures, as loaded into Studio OS. A closed day shows on the attendance calendar and on

Studios, and no class runs. If a date changes, tell Isabel or the Studio OS team and the calendar updates the

same day.

e September 30, 2026: Truth & Reconciliation Day

e October 12,2026: Thanksgiving

e October 31, 2026: Halloween

e November 11, 2026: Remembrance Day

e December 21, 2026 to January 3, 2027: Winter Break
e February 15, 2027: Louis Riel Day

e March 28 to April 3,2027: Spring Break

e May 22 to 24, 2027: May Long Weekend

EVERYONE

What are the key dates this season?

Classes start September 14, 2026. The terms:

e Twistin Tots Term 1: September 14, 2026 to January 31, 2027
e Twistin Tots Term 2: February 1 to June 8, 2027

e Adult classes Term 1: September 14 to December 20, 2026

e Adult classes Term 2: January 4 to June 8, 2027

Events and milestones through the season:

e November 20 to 22, 2026: PressPlay Vancouver convention

e November 29 to December 5, 2026: Parent Observation Week (Twistin Tots Term 1)
e December 20, 2026: Last day before Winter Break

e January 4, 2027: First day after Winter Break

e January 18 to 24, 2027: Parent Observation Week (5+)

e January 25 to 31, 2027: Parent Presentation Week (Twistin Tots Term 1)

e February 1, 2027: Twistin Tots Term 2 starts

e February 22 to 25, 2027: Ballet Presentations (Comp, Pre Junior+)

e April 26 to May 2, 2027: Parent Observation Week (Twistin Tots Term 2)
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e June 5to 6, 2027: Recital Picture Weekend
e June 8,2027: Last day of classes
e June 9to 11, 2027: Recital at MTC

Open House, Showcase and Dress Rehearsal dates are set later in the season and are added here when Orielle
confirms them.

EVERYONE

When are competitions this season?

Competitive dancers travel to these. Regular classes still run at the studio unless a closure says otherwise.

e March 9to 13,2027: OnTheFloor

e March 20 to 23, 2027: Terpsichore (optional, select invitational routines)
e April 21 to 25,2027: CNDC

e May 6to 9,2027: CanDance

e May 20 to 24, 2027: DanceCanada

EVERYONE

What is the dress code for each class?

What dancers wear, by style. Use this when a family asks at the desk or a dancer arrives in the wrong shoes. The
studio handbook is the full version.

e Hip Hop: Hair out of the face. Dance attire (sweatpants, leggings, shorts, bodysuit, t-shirt); no dresses or
denim. Indoor white sneakers.

e Contemporary (Junior to Senior): Fitted dance attire. Bare feet, or contemporary socks if the instructor
approves. No ankle, coloured or patterned socks.

e Acro and Conditioning (all ages): Black leotard or bodysuit, black leggings or fitted shorts, hair in a ponytail,
bare feet.

e Ballet, recreational (Pre Junior to Senior): Black leotard or bodysuit, pink ballet tights, pink ballet slippers,
classical ballet bun. Pointe shoes need teacher approval. Competitive ballet: see the studio handbook or
website.

¢ Jazz, Tap, Musical Theatre, Lyrical (Pre Junior to Senior): Black leotard or bodysuit. Lyrical and Jazz:
turning shoes or foot undies. Tap: black lace-up tap shoes. Musical Theatre: black jazz shoes. Hair out of the
face (bun, ponytail, braid).

EVERYONE
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A parent asks what a class style is. What do | say?

One line per style, in the studio's own words, so the desk and the phone give the same answer.

e Tap: Rhythm-based class where dancers create music with their feet: timing, coordination, musicality and
rhythm patterns. Builds balance, concentration and listening skills.

¢ Jazz: High-energy style combining technique, athleticism and performance: kicks, turns, jumps, flexibility
and musicality. Builds confidence, stage presence and versatility.

¢ Ballet: Follows the Cecchetti Program from Kindergarten through Grade 6 and beyond, building technique,
posture, flexibility, musicality, strength and artistry. Recreational dancers do Cecchetti Presentation Classes
every second year; competitive dancers (Pre Junior+) alternate annually between Presentation Classes and
Ballet Examinations.

¢ Pointe: Advanced pointe-shoe work with emphasis on safe technique, alignment, control and injury
prevention. May perform as part of the ballet program with instructor approval. Invite only.

e Hip Hop: Energetic urban style with expressive movement, sharp isolations and rhythmic beats, including
breaking, popping, locking and krumping. Encourages individuality and personal style.

e Lyrical: Blends ballet technique with expressive storytelling: fluid choreography, musical interpretation and
performance quality. Encourages creativity and emotional expression.

¢ Ballroom: Introduction to ballroom and Latin styles: partner work, posture, rhythm, musicality and
movement patterns. Builds confidence and social dance skills.

e Acrobatics: Fusion of dance and gymnastics: rolls, cartwheels, bridges, handstands, balances, limbers and
acro tricks, taught with proper technique and progressions. Complements all dance styles.

¢ Pre Pointe: For dedicated ballet dancers preparing for pointe work: strength, alignment, balance, foot and
ankle conditioning and core stability. Does not perform at recital. Must be enrolled in 2 ballet classes a
week.

¢ Conditioning: Cross-training class for all styles: strength, flexibility, balance, endurance, mobility and injury
prevention, to support safe, confident, high-level performance.

e Contemporary: Combines ballet, jazz and modern dance: movement quality, floor work, improvisation and
storytelling. Builds strength, versatility and artistry.

¢ Technique Lab: Supplemental ballet training for competitive dancers: alignment, turnout, flexibility,
strength, turns, jumps and artistry. Does not perform at recital. Must be enrolled in 2 ballet classes a week.

e Musical Theatre: Broadway-style storytelling through movement, jazz, ballet and contemporary technique,
character work and performance. Perfect for dancers who love to perform.

e Twistin Tots (Ages 3-4): An exciting introduction to dance: basic steps and foundational skills through
pathways, patterns, rhythm and movement, plus teamwork and coordination. Builds confidence and
creativity.

¢ You & Me (Parent & Child): For parents or guardians and their 2-year-olds to explore dance together: basic
steps, movement, rhythm and coordination in a playful, nurturing environment. Builds bonding time and a
love of dance.

FRONT DESK
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We are still using StudioLab for some things. Which system do | use for what?

Until January 2027, registrations, enrolments and payments stay in StudioLab. Studio OS reads from it every
morning, so anything entered there appears in the console and on rosters within a day. Attendance, check-ins,
notices, follow-ups, missed calls and trials run in Studio OS. If you change a family's phone or email, change it
in Studio OS; that is where the texts come from. When in doubt: money and enrolment in StudiolLab, everything
about today in Studio OS.

FRONT DESK

Who do | ask at TDM?

Isabel (Front desk) for anything day to day: (204) 560-2936, hello@thedancemethod.com, Orielle (Owner) for
policies, staffing and anything a parent escalates.

EVERYONE
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About this manual

WRITTEN FOR Studio OS 0.70.1 (the number at the foot of every Studio OS screen)
UPDATED November 11, 2026: 113 answers in 9 chapters
NEWEST COPY help.dsge.ca/tdm. This manual is printed from the same answers, so when Studio

OS changes, the help centre changes first.

QUESTIONS Isabel, Front desk, (204) 560-2936. Something wrong with Studio OS itself: Help,
then Get help from DSGE.

© 2026 Dance Studio Growth Experts - Studio OS - prepared for The Dance Method. Screenshots show sample data, never a real family.
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