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Main Phone Number: 410-358-6856 

Phone Extensions 
Extensions by Department 

 

 

 
 

 

Extensions by Name 

 

Transferring a Call 
1. Press # # 

2. Press 2 

3. Enter extension 

4. Press # 

5. Follow prompts 

Directing Caller Inquiries: Quick Reference 
Transferring to the department extension is preferred (see above for departments 0-4). 

Staff are listed below in order, based on availability. 

General Information About Virtual Center and Programs – Sonia (710), Harriet (702), Jen (704) 

Purchases (other than training packages) – Harriet (702), Lynn (705), Elliott (701), Niki (708) 

Personal Training Packages and Scheduling Sessions – Markese (706), David C. (700) 

INQUIRY EXTENSION 

Purchase Membership, Subscription, Tech Session, or Class 1 

Purchase Training Package or Schedule a Session 2 

Tech Support 3 

Upgrade or Cancel Subscription 4 

All Other Inquiries 0 

NAME EXTENSION HOURS AVAILABLE FORWARDS TO: 

David C. 700 Mon-Fri 11am to 3pm 443-766-6834 

Elliott 701 Mon-Thur 8am to 4pm; Fri 8am to 3pm 410-212-8061 

Harriet 702 Tue 8am to 2pm; Thur 11am to 4pm 410-602-7772 

Holli 703 Mon-Thur 8am to 4pm; Fri 8am to 3pm 410-580-0250 

Jennifer 704 Mon-Thur 8am to 4pm; Fri 8am to 3pm 443-690-2891 

Lynn 705 Mon-Thur 8am to 4pm; Fri 8am to 3pm 443-604-1475 

Markese 706 Mon-Thur 8am to 3pm; Fri 8am to 1pm 443-528-5490 

Melanie 707 Mon-Thur 8am to 4pm; Fri 8am to 3pm 410-917-3700 

Niki 708 Mon-Thur 8am to 4pm; Fri 8am to 3pm 410-310-7806 

Ross 709 
Mon/Wed 8am to 2pm; Tue/Thur 8am 
to 12:30pm; Fri 8am to 10:30am 

410-916-1731 

Sonia 710 Mon/Wed 8am to 12pm 443-255-2097 
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Cancellations, Upgrades, Refunds, Applying Credits, and Scholarships – Lynn (705), Elliott 

(701), Niki (708) 

Personal Training Cancellations and Refunds – Markese (706) 

Schedules Plus (Basic-Admin) 
Looking Up Membership Expiration Date 

1. Once logged in to SP, click the “People” tab. 

2. Search for the person’s record. 

3. Click on green “Memberships” button. 

4. Note ALL memberships on their account. 

Looking Up Training Packages 
1. Once logged in to SP, click the “People” tab. 

2. Search for the person’s record. 

3. Click on green “Packages” button. 

4. Note ALL packages on their account and the number of sessions “available”. 

Looking Up Subscription Plan 
1. Once logged in to SP, click the “People” tab. 

2. Search for the person’s record. 

3. Click on green “Subscriptions” button. 

4. Note subscription plan. 

Note to Staff: For administrative purposes, the subscription end date is set to a date far in 

advance and the fee reflects this future date.  If a subscriber asks when their subscription 

ends, remind them their subscription renews automatically until they cancel.  For 

cancellations, transfer to Ext 4. 

Looking Up Account Credits (Prepay Funds) 
1. Once logged in to SP, click the “People” tab. 

2. Search for the person’s record and open the record. 

3. Click the “Financials” tab. This tab will be 3 tabs to the right of “Person” in the middle row 

of tabs. 

4. The Payments tab automatically opens.   

5. Look to the far right of the screen and you'll see the PREPAY BALANCE listed. 
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Schedules Plus (Advanced-Admin) 
Adding a New Membership or Renewal Payment 

1. Once logged in to SP, click the “People” tab. 

2. Search for the person’s record and open the record. 

3. Click the green “Membership” button. 

4. Click the green “Add New Membership” button. 

5. Select the Membership 

6. Enter the Start Date. 

a. If a new membership, enter the current date. 

b. If a renewal, enter a date that is the next date after the expiration date of their 

previous membership. 

7. Click the red “Pay” button. 

8. Select Payment Type (Credit Card or CC Manual Paypal). 

9. Enter Amount Paid ($59) 

10. Refundable? “Yes” 

11. Click the blue “Save” button. 

Adding a New Subscription 
1. Once logged in to SP, click the “People” tab. 

2. Search for the person’s record and open the record. 

3. Check to make sure there is a birth date on their record. If you forgot to ask for their 

birthday over the phone, call to update, then move on to number 4. 

4. Click the green “Subscription” button. 

5. Click the green “Add New Subscription” button. 

6. Select the Subscription (will begin with “Virtual). 

7. Enter the Start Date (usually the current date) 

8. Set End Date to 12/31/2025. 

9. Payment Category should default to “Virtual Programming…” 

10. Click the green “Save” button. 

Adding a Subscription Payment 
1. Once logged in to SP, click the “People” tab. 

2. Search for the person’s record and open the record. 

3. Click the green “Subscription” button. 

4. Click the red “Pay” button next to the correct subscription. 

5. Enter Payment Date 

6. Select Payment Type (Credit Card or CC Manual Paypal) 

7. Enter Amount Paid 

8. Refundable? “Yes” 

9. Click the blue “Save” button in upper right corner. 
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Adding a New Personal Training Package 
1. Once logged in to SP, click the “People” tab. 

2. Search for the person’s record and open the record. 

3. Click the green “Packages” button. 

4. Click the green “Add New” button. 

5. Select the Package. 

6. Select the Number of Sessions. 

7. Enter Payment Amount and select Payment Type (Credit Card or CC Manual Paypal). 

8. Payment Category should default to “Virtual Fitness Personal Training.” 

9. Click the green “Save” button. 

Adding a New Tech Session Payment 
1. Once logged in to SP, click the “People” tab. 

2. Search for the person’s record and open the record. 

3. Click the green “Packages” button. 

4. Click the green “Add New” button. 

5. Select the “30-Min Tech Session” Package. 

6. Select the Number of Sessions: 1 

7. Enter Payment Amount and select Payment Type (Credit Card or CC Manual Paypal). 

8. Payment Category should default to “Virtual Programming at Myerber.” 

9. Click the green “Save” button. 

Click the green “Save” button.Locating the MASTER Record for a Virtual Event 
1. Once logged in to SP, click the “Search Events” tab. 

2. In “Search for:” box, enter class name. 

3. In “By Schedule” box, select “Virtual Center: Live Events” 

4. Click the orange “This Year” button.  

5. Click on the event name, which should now appear below. 

Adding a Person to a Class that Requires Pre-Registration 
1. Once logged in to SP, locate the MASTER record for the class (see above for 

instructions). 
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2. Click the “Attendees” tab 

3. Click the “Add Attendee” tab 

4. In the search box, type in the person’s name and click “Search” 

5. Click the “Register” button next to the name you want to register 

6. Add Attendee to every instance? Select “YES .. Add to ALL dates in the series” 

7. If there is a fee, in “Payments” box enter the Amount and select Payment Type (Credit 

Card or CC Manual Paypal) 

8. Click the blue Save button at the top left. 

Adding a Person to Rock Steady or Parkinson’s Dance 
1. Once logged in to SP, click the “People” tab. 

2. Search for the person’s record and open the record. 

3. Check to make sure there is a birth date on their record. If you forgot to ask for their 

birthday over the phone, call to update, then move on to number 4. 

4. Click the green “Subscription” button. 

5. Click the green “Add New Subscription” button. 

6. Select the Subscription Virtual Parkinsons. 

Note to Staff: It is OK for someone to have multiple subscriptions on their account. The Virtual 

Parkinsons subscription is required to access Parkinson’s classes. 

7. Enter the Start Date (usually the current date) 

8. Set End Date to 12/31/2025. 

9. Click the green “Save” button. 

10. Go to MASTER record (see above for instructions) for both Parkinson’s Dance and Rock 

Steady and add person as “Attendee” (see above for instructions). 

Virtual Center (Front End) 
Purchasing a Subscription Online 
First, confirm the caller has an active Myerberg Membership by checking Schedules Plus. 

Then, walk caller through the following these steps: 

1. Go to myerberg.org/virtualsubscriptions 

a. Note to Staff: If it is difficult for the person to get to this page, please send them 

an email with the direct link. 

2. Once on the page, there are member and nonmember prices available which can be 

selected in the black bar above the pricing table. 

3. Once you have decided on the subscription plan you would prefer, click the “Purchase” 

button for that plan. 

4. You will then be redirected to Paypal, where you will complete your order. 

5. Please allow two business days for our team to create your new Virtual Center account. 

Once your account is created, you will receive an email with login details. 

Note to Staff: If it is challenging for the person to subscribe online, please transfer to Ext 1. 

Purchasing a Subscription or Membership Over the Phone 
Please transfer to Ext 1. 
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Purchasing a Personal Training Package Online 
First, confirm the caller has an active Myerberg Membership and Virtual Subscription by 

checking Schedules Plus. 

Then, walk caller through the following these steps: 

6. Go to https://www.myerberg.org/virtual-personal-training 

a. Note to Staff: If it is difficult for the person to get to this page, please send them 

an email with the direct link. 

7. Once on the page, there are packages based on your subscription plan. 

8. Once you have decided on the package you would prefer, click the “Purchase” button for 

that package. 

9. You will then be redirected to Paypal, where you will complete your order. 

10. Please allow two business days for one of our trainers to call to schedule session(s). 

Note to Staff: If it is challenging for the person to purchase online, please transfer to Ext 2. 

Purchasing a Personal Training Package Over the Phone 
Please transfer to Ext 2. 

Logging In to Virtual Center 
1. Go to myerberg.org 

2. Click the green button at the top, labeled “Virtual Center Login”.  If you’re on a mobile 

device, click the white “Virtual Center” button and then the green “Virtual Center Login” 

button. 

3. Type in phone number and birth month and day (MMDD). 

4. Click the green button, labeled “Search” 

5. Click on the button with your name. 

6. You are now logged in to your Daily Activities. 

Note to Staff: If when attempting to login, a participant sees “No Match Found”, check to make 

sure their phone number and birthday are correct in SP. 

Attending a Virtual Center Class 
1. In your Daily Activities, click the blue “Sign-Up” button for any programs you would like to 

attend. 

2. A box will pop-up. Click the green “Yes, Sign-Up” button. 

3. The class will now show a green bar and the words “You are registered to attend.” 

4. There will also be a grey “Join” button that includes the date and time you can join, 

which is 15 minutes before the class is scheduled to begin. 

5. When it is time to join, this button will turn blue and take you directly to the video Zoom 

meeting. 

6. If you need the audio information, you can click the “Join Audio” button, which will be 

located next to “Join Video”. 

7. You can scroll to other days by clicking the orange buttons next to the date in the blue 

box. 

8. If a program is not included in your plan, it will say “This program is not included in your 

subscription plan. Please call to upgrade or pay a one-time fee.” 
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Accessing On Demand Videos (Recorded Classes) 
1. Login to Virtual Center (See “Logging in to Virtual Center” above) 

2. Once logged in to your Daily Activities, click the “On Demand” button, located at the top 

of the page. 

Note to Staff: In order to access the On Demand videos for classes listed as “Limited 

Enrollment”, participants will need to send an email to info@myerberg.org. These videos will 

not be available in the On Demand catalog in Virtual Center. 

Paying a One-Time Class Fee 
1. If you want to pay the one-time fee, click “Sign-Up” and it will take you to a shopping 

cart. 

2. When you are ready to checkout, you will be redirected to Paypal to complete your 

order. 

3. Once your order is complete, return to the Virtual Center. 

4. Scroll to the class you just purchased, and you should now see a grey “Join” button with 

the date and time you can join the class. This button will turn blue and say “Join Video” 

when it is time to join the class. 

Rock Steady Boxing and Parkinson’s Dance 
These classes require pre-registration. Please call Markese at 443-963-1455 or email 

markese@myerberg.org. 

Note to Staff: See “Adding a Person to a Class that Requires Pre-Registration” 

Upgrades and Cancellations 
Subscriptions 
If someone would like to upgrade or cancel their Subscription, please transfer to Ext 4.  

We do not offer refunds for Subscriptions. 

Personal Training Packages 
If someone requests a refund for a Personal Training Package, please transfer to Ext 2. 

Virtual Center (Admin) 
Subscription Payment Over the Phone 
First, confirm the caller has an active Myerberg Membership by checking Schedules Plus. 

If person is an active member, follow these steps for SUBSCRIPTION PAYMENTS: 

1. Login to https://secure.networkmerchants.com/merchants/login 

2. Click “Recurring” in the menu on the left 

3. Click “Add Subscription” 

4. Enter credit card information 

5. Enter customer information (name, address, etc) 

6. Under Merchant Defined Fields: 

a. Select Card Type 

b. Enter birth date 

7. Check “Send Receipt Email” box 

mailto:markese@myerberg.org
https://secure.networkmerchants.com/merchants/login
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8. Click “Continue” 

9. Select Plan Name 

10. Edit “Start Charging the Customer on” date to the correct date, based on their free trial + 

2 business days for account setup. For example, if they receive a 2-week free trial, the 

customer will not be charged until the 16th day. 

11. Click “Save” 

12. Proceed to adding new subscription and/or membership to Schedules Plus. Instructions 

can be found under the “Schedules Plus (Advanced-Admin)” section. 

Note to Staff: To make any edits to the subscription you just processed or to simply view, go to 

Recurring → List Subscriptions.  Scroll to the bottom of the page and click on customer’s name.  

If you make any edits, be sure to click “Save” at the bottom of the page. 

If person is brand new or needs to renew, follow these steps for MYERBERG MEMBERSHIPS: 

1. Fill out a new Member/Participant Form. 

2. Login to https://secure.networkmerchants.com/merchants/login 

3. Click the “Virtual Terminal – Card Sale” button. 

 

4. Enter credit card information 

5. Enter customer information (name, address, etc) 

6. Under Merchant Defined Fields: 

a. Select Card Type 

b. Select Membership Type (Reg or NNC) 

c. Check “Membership Renewal” or “New Membership” Box 

7. Check “Send Receipt Email” box 

8. Click “Charge” 

9. Now, you can complete their subscription payment (see SUBSCRIPTION PAYMENTS 

above) 

Personal Training Package Payment Over the Phone [Markese & David] 
First, confirm the caller has an active Myerberg Membership and Virtual Subscription Plan by 

checking Schedules Plus.  If caller would like to become a new member/subscriber, please 

transfer to Ext 1. 

1. Login at https://secure.networkmerchants.com/merchants 

2. Click the “Virtual Terminal – Card Sale” button. 

3. Enter credit card information 

https://secure.networkmerchants.com/merchants/login
https://secure.networkmerchants.com/merchants
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4. Enter customer information (name, address, etc) 

5. Under Merchant Defined Fields: 

a. Select Card Type 

b. Select Training Package 

6. Check “Send Receipt Email” box 

7. Click “Charge” 

8. Proceed to “Adding New Personal Training Package to Schedules Plus” in the 

“Schedules Plus (Advanced-Admin)” section. 

Tech Session Payment Over the Phone 
First, confirm the caller has an active Myerberg Membership by checking Schedules Plus. 

1. Login at https://secure.networkmerchants.com/merchants 

2. Click the “Virtual Terminal – Card Sale” button. 

3. Enter credit card information 

4. Enter customer information (name, address, etc) 

5. Under Merchant Defined Fields: 

a. Select Card Type 

b. Select Tech Sesion 

6. Check “Send Receipt Email” box 

7. Click “Charge” 

8. Proceed to “Adding New Tech Session to Schedules Plus” in the “Schedules Plus 

(Advanced-Admin)” section. 

Paying by Check 
On the rare occasion someone requests to pay by check, please have them make the check out 

to Myerberg Center and mail to 3101 Fallstaff Road, Baltimore, MD 21209. 

Subscriptions: A trial will not be included and we require a minimum of three months if paying by 

check.  For example, if paying for a Gold Subscription at the member rate of $36/month, 

participant will mail a check for $108 and include the subscription type on the check.  There are 

no refunds for subscription payments. 

Resolving Incorrect Online Purchases (Paypal) 
If a buyer purchased the wrong subscription or training package online via Paypal, we will 

refund their original purchase in its entirety and process the correct payment over the phone via 

Merchant One.  See “Taking ______ Over the Phone” under “Virtual Center (Admin). If the 

refund request is within the last 4 days of the month, please contact Elliott before completing the 

refund.  If not, proceed to “Paypal Refunds” below. 

Subscription Upgrades (Paypal) 
If a subscriber would like to upgrade his/her plan, we will cancel their current subscription in 

Paypal and setup the new subscription in Merchant One.  The start date of the new plan can 

begin on the same date as their old plan.  For example, if their subscription started on July 15 

and they call to upgrade on July 20, their 1st payment date in Merchant One will be August 15.  

Note for SP: Their old subscription’s “End Date” will need to be updated to the previous date 

(ex. July 19) and their new subscription will be added to their account with a start date of the 

current date (ex. July 20). 

https://secure.networkmerchants.com/merchants


Revised 7.27.20  P a g e  | 13 

Paypal Refunds 
Refunds can be issued within 180 days from the transaction date. 

If the buyer used their bank account to make this purchase, the refund may still be processing. It 

usually takes 3 to 5 days for bank payments to complete and become available in your buyer’s 

bank account. Additional time may be needed, depending on the buyer's bank. You can find an 

estimated clearing date for the refund near the payment status on the Transaction Details page. 

If the buyer used a debit or credit card to make this purchase, the amount is refunded to that 

card. Refunds to credit or debit cards can take up to 30 days depending on the card company 

involved. 

If the buyer used PayPal Credit to make this purchase, the amount is refunded to their PayPal 

Credit account. 

1. Once logged in to Paypal, click “Activity” then “All Transactions”. 

2. Locate the transaction you would like to refund. 

3. Click the drop-down button at the far right in the same row as the transaction and select 

“refund”. 

4. Update “Total Refund Amount” as needed. 

5. Click Issue Refund. 

Upgrading a Subscription (Merchant One) 
If a subscriber would like to upgrade his/her plan and their subscription was originally setup via 

Merchant One, follow these steps: 

1. Login at https://secure.networkmerchants.com/merchants 

2. Click “Recurring” in the left-hand menu. 

3. Click “List Subscriptions” 

4. Scroll down the page until you see “Recurring Customer List” 

5. Click on the subscriber’s name 

6. Click the “Plan Name” dropdown and select new plan 

7. Click “Submit” 

Note for SP: Their old subscription’s “End Date” will need to be updated to the previous date 

and their new subscription will be added to their account with a start date of the current date. 

Troubleshooting Technical Issues 
I Can’t Find the Link to Join the Class 

1. Go to myerberg.org 

2. Click the green “Virtual Center Login” button at the top. If you’re on a mobile device, click 

the white “Virtual Center” button and then the green “Virtual Center Login” button. 

3. Enter your phone number, birth month and day (MMDD) and click search. 

4. Click your name. 

5. Find the class you would like to join and click the blue “Sign-Up” button. 

6. A box will pop-up. Click the green “Yes, Sign-Up” button. 

7. The class will now show a green bar and the words “You are registered to attend”, along 

with a “Join Video” button. 

https://secure.networkmerchants.com/merchants
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8. Click the blue “Join Video” button and it will take you directly to the video Zoom meeting. 

This button becomes active 15 minutes before the class start time.  

9. If you need the audio information, you can click the “Join Audio” button, which is located 

next to “Join Video”. 

Zoom Class is Freezing or Not Working 
1. Make sure your computer, laptop or smart device is as close to your Wi-Fi router as 

possible. 

2. Try leaving the class and rejoining 

3. Unplug your router and modem, wait 30 seconds, then plug it back in.  It may take 

several minutes for your internet to reboot.  This often solves many internet issues. 

4. Contact your internet service provider to help you troubleshoot. 

Something Happened and Now It’s Not Working 
1. Try leaving the class and rejoining 

2. If problem is still not resolved, please submit a technical support request at 

https://www.myerberg.org/tech-support/.  Please allow up to one business day for a 

response. 

Policies 
Cancellation 
You may cancel at any time during your free trial. After that, a 30-day notice is required for 

cancellations. We do not offer refunds for subscriptions. When you cancel a subscription, you 

will still be able to use your subscription for the time you’ve already paid. For example, if you 

started your subscription on the 1st of the month, you will have access until the last day of the 

current month. After that, your card will no longer be charged and access will no longer be 

available. To cancel your subscription, please call 410-358-6856 or email 

lrudman@associated.org. 

Applying Credits to a Subscription 
If you have credits on your account that total $50 or more, you may apply your credit to a 

subscription. Please call 410-358-6856 or email lrudman@associated.org to get started. 

Staff Note: We can only offer credits for the full monthly amount.  For example, if a person has 

$60 on their account and purchases a Silver subscription at $25/month, we can apply $50 to 

cover the first two months and then $10 will remain on their account to be used for future in-

person classes. 

Subscriptions and Memberships for Couples/Households 
If you are logging on together, you will only need one subscription. If you plan to attend classes 

using multiple devices at the same time, we recommend purchasing two separate plans. 

We also recommend couples/households purchase separate Myerberg Memberships. 

Note to Staff: Myerberg Memberships not only provide additional revenue to support our 

mission, but also help us secure public and private funding.  There is strength in numbers! 

https://www.myerberg.org/tech-support/
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Using Pre-Paid Personal Training Sessions 
You may use the sessions currently on your account before purchasing a new package. To get 

started, please reach out to your trainer or send an email to markese@myerberg.org. You can 

also call Markese at 443-963-1455. 

Limited Enrollment Classes 
Classes with “Limited Enrollment” in their title may require a nominal fee and are available on a 

first come, first served basis. Registration for these classes can be made online, by calling 410-

358-6856 or by emailing lrudman@associated.org. 

One-Time Class Fee 
Classes are available to purchase for a one-time fee. When you click the “Sign-Up” button for a 

class not included in your plan, it will be added to your shopping cart and you can then purchase 

the class online. Once you complete payment, you can then log back in to Virtual Center and 

will then see a “Join Video” button for that class. For questions, concerns, or to purchase a class 

over the phone, call 410-358-6856. 

Class Refunds 
We do not offer refunds for one-time class purchases, but we can provide access to the 

recorded version of the class you paid for. The recordings are typically available within 7 to 10 

business days from the class date. To request access to the recording, please send an email to 

info@myerberg.org. 

Class Cancellations 
If an instructor must cancel his or her class for any reason, the class title will be updated to say 

“Cancelled” in our Virtual Center as soon as we receive notification from the instructor. In 

addition, an email notification will be sent to subscribers. Our instructors make every effort to 

either schedule a make-up class, provide a substitute or show a pre-recorded class during the 

scheduled class time. Due to varying schedules, we apologize if you are unable to participate in 

the make-up class. Most of our classes are recorded and made available in your on-demand 

catalog within 7 to 10 business days from the class date. 

Special Discounts 
NNC Myerberg Membership Discount 
Northwest Neighbors Connecting (NNC) members receive an annual Myerberg Membership at 

50% off. They will pay $30 for an annual membership.  

Weinberg Woods Residents 
All Woods residents receive a complementary Myerberg Membership. We are also offering a 

complementary Silver Subscription plan for ten (10) Woods residents. They must have access 

to the internet to sign up for this plan. 

Technical Support 
Technical Support is available for all subscribers and based on availability.  Please visit 

https://www.myerberg.org/tech-support/ to submit a request for support or send an email to 

melanie@myerberg.org.  Please allow up to one business day for a response. 

https://www.myerberg.org/tech-support/
mailto:melanie@myerberg.org
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Scholarships 
It is a policy of the Myerberg Center to encourage participation by all adults 55+, regardless of 
their ability to pay. Scholarships are available for those with demonstrated need. To discuss 
financial arrangements, please email Lynn at lrudman@associated.org or call 443-963-1448. 
Reference for Lynn: We can offer Silver at $18/month and Gold at $26/month. 

mailto:lrudman@associated.org

