
 

Make-up Passes 
 
Setting up a Service to Allow Make-up Passes 
 
Go to Settings - Services: 
 

 
 
Select the service you need to add make-up passes to: 
 

 
 
Select the Cancellation tab: 
 

 
 
 
You will want to choose the correct free cancellation window if 24 hours is not correct for your 
business. Next, you need to ensure visits can be deducted from plans or passes for late cancels 
and no shows. Otherwise make-ups cannot be issued: 
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You can add a fee to be charged for people without a plan or pass. You will need to select Yes 
for allowing a visit to be deducted: 
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Next, select Edit next to the Make-up Policy: 
 

 
You will select yes to issue the make-ups, select the pass you want to issue, and the duration of 
that pass once issued: 
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Repeat this process for any other service that should allow make-up passes to be issued. 
 
Adding Make-up Reasons 
 
Go to Settings - Advanced Settings: 
 

 
Scroll down the right side of the page and select Make-up Reasons: 
 

 
 
You can add more or edit the ones that are there: 
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Enter the make-up reason name and enter a description if you wish: 
 

 
 
Issuing Make-up Passes 
 
Go to the schedule and select the session: 
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From the roster, select the gear icon next to the student’s name who late cancelled or no 
showed: 
 

 
 
Select Mark as Cancelled (only available before the session and within the cancellation period) 
or No Show (available after the session begins): 
 

 
 
Select Charge for Cancellation: 
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Deduct the visit from their pass or plan: 
 

 
Select the gear icon again: 
 

 
Choose Issue a Make-up 
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Choose the predefined reason, enter any notes you want to leave, and hit save: 
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