
Owner Playbook
Generated: 2026-02-16 16:08:36
Commit: c4eb5f7

Run daily operations, growth, website publishing, student management, events, community,
and reporting from the portal.
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Not Included Yet

Payment gateway connections (Stripe/Square/PayPal/Braintree) are intentionally
excluded until gateway setup is complete.

Feature: Owner Dashboard

What it does: Central KPI, alert, and quick-action command center.

Why it matters: Speeds daily checks and points to issues before they escalate.

Where: Dashboard /dashboard/



Steps:

1. Open Dashboard from top nav.
2. Review KPI tiles and Needs Attention cards.
3. Use Quick Actions for attendance, website, events, and marketing.

Expected result: KPI tiles and alerts render with actionable links.

Troubleshooting:

403 means role/school membership mismatch.
If empty, run seed_playbook_data.

step_01 (desktop)





step_01 (mobile)









Feature: Students Hub

What it does: View school students and key profile details.

Why it matters: Primary roster workspace for student operations.

Where: Students > Students /students/

Steps:

1. Open Students menu.
2. Choose Students list.
3. Review active roster details.

Expected result: Student list loads with school-scoped records.

Troubleshooting:

If list is empty, seed data.
If blocked, confirm owner/staff role.

step_01 (desktop)





step_01 (mobile)









Feature: Add Student

What it does: Create a new student account and membership.

Why it matters: Supports onboarding from front desk workflows.

Where: Students > Add Student /students/new/

Steps:

1. Open Add Student.
2. Enter required student identity fields.
3. Submit and confirm success message.

Expected result: Student account is created or updated successfully.

Troubleshooting:

Email required and must be unique in username context.
If validation fails, check required inputs.

step_01 (desktop)



step_01 (mobile)



Feature: Progression Workflows

What it does: Manage rank ladders, requirements, and student progression.



Why it matters: Keeps testing and advancement consistent.

Where: Students > Progression /progression/

Steps:

1. Open Progression.
2. Review ranks and requirements.
3. Use management links for updates.

Expected result: Progression pages render and allow role-appropriate management.

Troubleshooting:

If no ranks, initialize ladder data.
If blocked, confirm owner/staff role.

step_01 (desktop)



step_01 (mobile)





Feature: Take Attendance

What it does: Mark attendance for active class sessions.

Why it matters: Feeds progression and attendance analytics.

Where: Attendance /attendance/?tab=take

Steps:

1. Open Attendance.
2. Select session/date.
3. Mark present/absent and save.

Expected result: Attendance marks persist and success message appears.

Troubleshooting:

If no sessions, create one or seed data.
Archived meeting times cannot be used.



step_01 (desktop)

step_01 (mobile)



Feature: Attendance Logs



What it does: Review historical attendance records.

Why it matters: Audits participation and supports support requests.

Where: Attendance > Logs /attendance/logs/

Steps:

1. Open Attendance Logs.
2. Filter by class/date as needed.
3. Review mark history.

Expected result: Logs show historical marks by session and student.

Troubleshooting:

If no logs, record attendance first.
Verify school context.

step_01 (desktop)



step_01 (mobile)







Feature: Class Enrollments



What it does: Manage roster enrollment by class group.

Why it matters: Controls who appears in attendance workflows.

Where: Attendance > Enrollments /attendance/enrollments/

Steps:



1. Open Attendance Enrollments.
2. Assign/remove students from groups.
3. Save and verify roster.

Expected result: Enrollment changes persist and affect attendance lists.

Troubleshooting:

If user missing, confirm school membership role.
If save fails, check class group selection.

step_01 (desktop)

step_01 (mobile)





Feature: Events Management

What it does: View and manage school events and registrations.

Why it matters: Coordinates seminars, testing, and special events.

Where: Events /events/

Steps:

1. Open Events.
2. Review upcoming event cards.
3. Open registration management actions.

Expected result: Events and registrations render with capacity states.

Troubleshooting:

If no events, create one or seed data.
Full events block further registrations.

step_01 (desktop)



step_01 (mobile)







Feature: Create Event

What it does: Create new events from portal UI.

Why it matters: Enables fast event publishing for operations.



Where: Quick Actions > Create Event /events/new/

Steps:

1. Open Create Event.
2. Fill title, schedule, capacity, and fee.
3. Save and confirm in events list.

Expected result: New event appears in /events/.

Troubleshooting:

Title/start/end required.
Check datetime format if validation fails.



step_01 (desktop)

step_01 (mobile)







Feature: Community Feed

What it does: Publish and manage school announcements.

Why it matters: Keeps students/families informed with scoped updates.



Where: Business > Community /community/

Steps:

1. Open Community.
2. Review published announcements.
3. Use compose/delete actions if needed.

Expected result: Announcements render and scope rules apply.

Troubleshooting:

Unpublished items stay hidden from students.
Check box membership for scoped visibility.



step_01 (desktop)

step_01 (mobile)







Feature: Post Announcement

What it does: Create a new community announcement.

Why it matters: Supports proactive communication from staff.

Where: Quick Actions > Post Announcement /community/new/

Steps:

1. Open new announcement page.
2. Enter title/body and publish settings.
3. Submit and verify in community feed.

Expected result: Announcement appears in /community/ based on publish/scoping.

Troubleshooting:

Title and body required.
If not visible, check publish flag.

step_01 (desktop)



step_01 (mobile)







Feature: Store Operations

What it does: Manage products and review store activity.

Why it matters: Supports gear sales and in-app purchase flow.

Where: Business > Store /store/

Steps:

1. Open Store.
2. Review products and order-related activity.
3. Manage catalog entries if needed.

Expected result: Store catalog renders with active products.

Troubleshooting:

If empty, seed data or create products.
Check role permissions for product management.

step_01 (desktop)





step_01 (mobile)













Feature: Reports Dashboard

What it does: View revenue, invoice, and operational trends.

Why it matters: Supports owner-level performance tracking.

Where: Reports /reports/

Steps:

1. Open Reports.
2. Review KPI blocks and trends.
3. Drill into billing pages.

Expected result: Reports render school-scoped metrics.

Troubleshooting:

If zero values, ensure seeded invoice/payment data.
If blocked, verify role.

step_01 (desktop)



step_01 (mobile)





Feature: Website Builder

What it does: Edit draft site content and theme-driven sections.

Why it matters: Enables non-technical website updates.

Where: Settings > Website /website/



Steps:

1. Open Website builder.
2. Edit draft fields/sections.
3. Publish when ready.

Expected result: Draft changes save and can be published.

Troubleshooting:

If publish fails, check session/CSRF.
If stale CSS, bump SITE_ASSET_VERSION.

step_01 (desktop)











step_01 (mobile)



























Feature: Website Preview



What it does: Render draft site preview frame.

Why it matters: Lets owners review changes before publish.



Where: Website > Preview /website/preview/

Steps:

1. Open builder preview.
2. Validate draft copy and section order.
3. Return to builder for adjustments.

Expected result: Preview renders with current draft data.

Troubleshooting:

If blank, verify template key is valid.
If 403, confirm manage permissions.

step_01 (desktop)





step_01 (mobile)







Feature: Schedule Notices

What it does: Post schedule changes (holidays, weather, closures).

Why it matters: Improves student communication for class changes.

Where: Quick Actions > Schedule Notices /schedule-notices/

Steps:

1. Open Schedule Notices.
2. Create notice with start/end timing.
3. Verify it appears on student dashboard.

Expected result: Active notices show in student dashboard schedule updates.

Troubleshooting:

Title/message/start required.
Ensure notice is within active date window.

step_01 (desktop)



step_01 (mobile)





Feature: Marketing Hub

What it does: Generate marketing assets and manage leads/referrals/follow-ups.

Why it matters: Turns operations data into growth workflows.

Where: Business > Marketing /marketing/

Steps:

1. Open Marketing Hub.
2. Generate weekly/event assets.
3. Review leads/referrals/follow-ups.

Expected result: Assets and follow-up templates appear in hub sections.

Troubleshooting:

Outbox items are templates only (not auto-sent).
If generation fails, inspect logs.

step_01 (desktop)





step_01 (mobile)









Feature: Follow-up Outbox

What it does: Track follow-up templates and mark copied/skipped.

Why it matters: Keeps outreach queue organized for manual execution.

Where: Marketing > Open Follow-ups /marketing/outbox/

Steps:

1. Open Follow-up Outbox.
2. Copy template body.
3. Mark copied or skip.

Expected result: Status badge updates for selected item.

Troubleshooting:

No items means no triggered templates yet.
Use reviews/leads to generate entries.

step_01 (desktop)



step_01 (mobile)





Feature: Review Request Templates

What it does: Create review-request templates for follow-up workflows.

Why it matters: Standardizes review outreach language.

Where: Marketing > Create Review Request Templates /marketing/reviews/

Steps:

1. Open Review Request page.
2. Enter recipient details.
3. Submit and verify outbox entry.

Expected result: Follow-up template entry is created in outbox.

Troubleshooting:

Recipient name required.
Google review URL should be configured.

step_01 (desktop)



step_01 (mobile)



Feature: Referral Management



What it does: Create referral codes and mark rewards.

Why it matters: Supports referral growth tracking.

Where: Marketing > Manage Referrals /marketing/referrals/

Steps:

1. Open Referrals page.
2. Generate new code.
3. Mark reward when fulfilled.

Expected result: Codes persist and reward status updates.

Troubleshooting:

If no students listed, seed student memberships.
Use school context with active students.

step_01 (desktop)

step_01 (mobile)



Feature: Lead Widget

What it does: Copy embed snippet and hosted trial form URL.



Why it matters: Enables external lead capture into portal.

Where: Marketing > Embed Lead Widget /marketing/widget/

Steps:

1. Open Widget page.
2. Copy snippet.
3. Test hosted trial form endpoint.

Expected result: Widget snippet and trial URL render with school slug.

Troubleshooting:

If form rejects, validate email/phone format.
Rate limiting may throttle repeated submissions.

step_01 (desktop)

step_01 (mobile)



Feature: Audit Log

What it does: Review timestamped system actions for support/compliance.



Why it matters: Provides traceability for changes and incidents.

Where: Settings > Audit Log /audit/

Steps:

1. Open Audit Log.
2. Review recent entries.
3. Correlate entries with support tickets.

Expected result: Recent event list renders with actor/action metadata.

Troubleshooting:

If empty, perform actions then refresh.
Ensure school context is selected.

step_01 (desktop)

step_01 (mobile)





Feature: Exports

What it does: Run available operational exports.

Why it matters: Supports backups and data handoff workflows.

Where: Settings > Exports /exports/

Steps:

1. Open Exports.
2. Run available CSV export actions.
3. Validate downloaded files.

Expected result: Exports complete with school-scoped data.

Troubleshooting:

If export empty, verify source records exist.
Confirm permissions for operator role.



step_01 (desktop)

step_01 (mobile)



Feature: Appearance Settings

What it does: Configure portal theme/dark mode preferences.



Why it matters: Keeps operator workspace readable and consistent.

Where: Settings > Appearance /settings/appearance/

Steps:

1. Open Appearance settings.
2. Adjust theme/dark mode.
3. Save and verify UI updates.

Expected result: Selected theme preferences persist.

Troubleshooting:

If unchanged, refresh page after save.
Confirm user preference record exists.

step_01 (desktop)

step_01 (mobile)



Feature: Site Settings (Legacy)

What it does: Manage template key, headline, and core site fields.



Why it matters: Provides direct settings view outside builder.

Where: (direct) /site/settings/ /site/settings/

Steps:

1. Open site settings page.
2. Adjust available fields.
3. Save and verify preview.

Expected result: Core site settings persist and render.

Troubleshooting:

If blocked, verify manage-school permission.
Use builder for advanced section editing.

step_01 (desktop)

step_01 (mobile)




