
 

 

Using Gradings in ClientConnect 
 

ClientConnect has a Gradings System where you can define certain levels that a client must progress 

through in order to achieve a certain ranking or target.  For example the colour belts that must be passed 

before you can achieve a Black Belt in a martial art.  As you define the levels and the requirements for 

each, the applications for this are varied.  It could be configured for Weight Loss targets, different Courses 

within a Bootcamp style program or even just to track your VIP customers. 

 

Set Up Grading Program 

To set up a Grading Program, go to the Application Menu > Control Panel > Set up Grading Programs. 

 

 



 

 

Click on the ‘New’ button to create a new Grading Program. 

 

On the next screen, enter the name of the Grading Program. 

You will also need to define the Promotion Type.  The Promotion Type can be:- 

 ‘Minimum # of Sessions Required’ which means the client must attend a particular number of 

sessions before they can progress to the next level, or 

 

 ‘Minimum # of Minutes Required’ which means the client must attend a particular number of 

minutes to progress to the next level.  (Note whether your requirements are for hours or minutes 

and make any adjustments accordingly). 

 

Click ‘Next’. 



 

 

 

On this screen, each of the levels/progressions will be defined for the Grading Program.  Click the ‘Add’ 

button to add a new level. 

 

 

Enter the name for the level and the number of sessions that are required to achieve this level. 

 

 

 



 

 

Note that if the program is set up for ‘minimum # of minutes required’ this popup would prompt you to 

enter the relevant number of minutes.  For example, if the requirement for a White belt was 10 hours of 

training, you would enter 600 here ie. 10 X 60 minutes = 600 minutes. 

 

Continue setting up each of the levels or progressions here.  

You can use the ‘Move Up’ or ‘Move Down’ buttons to ensure that the levels appear in the correct order of 

progression from lowest to highest. 

 



 

 

 

Linking relevant Booking Types 

The Booking Types that are relevant for achieving each level must then be linked to the Grading Program.  

This ensures that when the client attends a booking or signs in to a class of that ‘type’, it is included in the 

calculation of progress towards the next level. 

For example, if a client attended a Casual Gym booking, this might not count towards them achieving their 

next belt so you would leave this un-ticked here.  However, if the client attended a one-on-one training 

session, this might be relevant to them achieving their level/goal, so this Booking Type should be ticked.   

 

  



 

 

 

Click on ‘Finish’ to save these changes. 

 

 

  



 

 

Add a Program to a Client 

To add a Grading Program to a client, highlight the client from the main Client and Enquiries screen and 

click on ‘Other’ > ‘Grading Programs’. 

 

Alternatively, you could double click on the client name to open their file and then select the ‘Gradings’ 

tab. 

 



 

 

Click on the ‘Start New Program’ button to add the Grading Program to the client. 

 

 

Select the relevant Grading Program from the drop down menu and enter the date that the client started 

the program.  Note that this date may be backdated. 

If the checkbox ‘Automatically promote client when milestones reached’ is checked on, the client will 

automatically be upgraded to the next level/ranking once they have attended the required number of 

sessions or minutes.  This assumes that the client does not have to complete any other form of assessment 

or exam and simply moves up to the next level. 

If the checkbox is ‘off’, the client will not progress to the next level until you manually promote them.  They 

will keep accumulating sessions/hours on their current level. 

 

  



 

 

When a client has a new program added, their Gradings tab will appear as follows. 

 

 

The left part of the screen shows you the Grading Program that they have started and their current level 

and percentage complete. 

On the right hand side of the screen, you can see the requirements for each level. 

Every time the client Attends a relevant class/booking, their Grading level achievement is updated. 

 

Adjustments to Client Grading 

Click on the ‘Record Adjustment’ button to make an adjustment to the number of sessions that the client 

has achieved.  This will add the number of sessions that you specify to the clients achievements.  



 

 

 

 

Similarly, if the requirements were in minutes, you can enter adjustments to the number of minutes that 

the client has achieved.  This will add the number of minutes specified to the client’s achievements.   

 

  



 

 

 

Promote Grading 

Use the ‘Promote Grading’ button to promote the client to the next level – regardless of the number of 

sessions or minutes that they have achieved.   

 

If there are any remaining sessions/minutes that the client did not complete, these will show as an 

adjustment in their statistics for that level.  They will then be promoted to the next level. 

 

  



 

 

 

Delete Program 

To delete the program from the client’s file, click on the ‘Delete’ button.   

NOTE that this process cannot be undone. 

 

Adjustments to Programs 

Click on the ‘Adjust Required’ button to make adjustments (increases) to the requirements of the Grading 

Program for this particular client.  This will add the number of sessions that you specify to the number 

required to achieve the level. 

 

 

Similarly, if the program requirements were in minutes, you can adjust (increase) the number of minutes 

required to achieve the next level in the Grading Program. 



 

 

 

Attending Sessions and Signing In 

When the client is marked as Attended or Signs in to an accredited session/class, their grading will 

automatically be updated. 

Note that a client can be enrolled in more than one Grading Program at a time.  When the client attends a 

booking or signs in to a class, ClientConnect will prompt you to select which Grading Program is related to 

that attendance.  The attendance will then be accredited to the relevant Grading Program. 

 



 

 

 

Grading Promotions Due 

A list of any clients that are due for Manual Promotion is available on the Common Tasks tab.  Go to the 

'Other' button then 'Grading Promotions Due'. 

 

Any clients that have met the requirements for a Manually promoting level will appear in this list.   

Select the relevant client and click on 'View Grading Programs' to see the details associated with their 

Grading.   

 



 

 

You can see that this client has completed more than the requisite amount of hours to achieve the next 

level, but they remain on Level One until they are manually promoted. 

Use the 'Promote Grading' button to promote this client to the next level in their Grading Program.   

 

 



 

 

 

In this example, the client has completed 60 minutes more than the required amount.  Click on 'Promote' 

to move them up to the next level in the grading.  


