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C- Unification - Events

Overview

The Unified Platform allows Clubs to manage their Events seamlessly across the (back)
Office, Axis-Website, and POS application; ensuring Administration, Members, and the

Dining Room have the tools they need to set up, register, and manage the Club’s events.
Use Case(s)

A Club may wish to host a Father’'s Day Brunch in one of their dining rooms and allow their
Members to register for the event on-line. The Club utilizes the Clubessential Office Product, the
Axis Website product, and has the POS fully implemented in their Dining areas. In addition to
allowing the Members to register on-line, the Club is interested in assisting Members who call-in
or walk-up with their registration. Additionally, on the day of the event, the Club would like the
Dining Room to have integrated visibility into the Event registrants, and be able to easily convert
the registrations into POS tickets they can then charge to their Members. The Unified Suite
provides the Club with the ability to meet their goals.

Office

To effectively create an Event that integrates throughout the Unified platform, begin in Office.

Event ltems

An item must exist for every price level associated with an Event.

For example, if there are two pricing levels to the Father’'s Day Brunch,

1. Adult Pri

Two items must exist within Office to reflect this.

(1) Adult Brunch - $20
(2) Child Brunch - $15
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Ensure Event Items Exist
To ensure the proper ltems exist, navigate to the following:

1) Click on “ltems” Module

2) Click on “Manage Items”

i&’ Clubessential Office: Clubsoft &
a Guests File  Accounts Payable  Ewvents I

Transackion Search:
Guest Rooms
Ttems 2 <«
D 9 Manage Ikems
Markating

8 Manage Item Combos

@ Membership e Manage Item Categories

0 Manage Ikem Groups

e Manage Item Modifiers

Q Manage Item Modifier Gro...

4 Manaoe Price Scheduling

Club el
% ADMINISTRATOR(L) | % CLUE @ b Inteligence

Perform search for Items. In this example, enter “brunch” to return Items containing brunch.

o Areas Manage ltems X | (g Manage liem Categones | (g Manage Ttem Groups
Home

1 X8 @ 507 @ (=l o

2 Any Word
e Edit Delete Export Refresh Clear Fiter Achve

Mame On Soreen - Ttem Group Ttem Category = | Ttem Description = | Dtsm Prics On Hand | = | Average Cost | = | Daly Specal | = | Voucher
i i
Adult Brumch FRB: Food Chub Event Adult Branch $20.00 0.00 40.00
Brunch FiB: Food O Event Brunch 320.00 0.00 $0.00
Chid Brunch FiB: Food Club Event Child Brunch $15.00 0.00 $0.00
|| Easter Brundh - Aduits %ﬂ:f‘wﬂ HH - Sandwiches. Easter Brunch - Adus §40.00 0.00 §0.00 o
Sunday Brundh Fi8: Food HH - Sandwiches. Sunday Brunch $20.00 0.00 $0.00 &

Ensure both Items (in this example, Adult Brunch and Child Brunch) exist. If they do not, set them up.

- Ttem Group Ttem Category * | Itern Descriplion = | [tem Price OnHand | = | Average Cost - | Daly Specal = Voucher
(%) A
FBB: Food Club Event Adhit Brunch £20.00 0.00 $0.00 :
F&B: Food Chub Event Grunch $20.00 2.00 $2.00
FRB: Food ,,  Chub Event Child Brunch $15.00 0.00 $0.00
F&8: Food W - Sancwiches Easter Brundh - Aduls §40.00 0.00 §0.00 a
F&8: Food HH - Sandwiches Survday Brunch $20.00 0.00 $0.00 1 a
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Note Category for Event Iltems

Next, note the category that holds the Items. Information from Office (pertaining to the Event Items

and Event Prices) will sync with website based on Item Category settings. In this example, ltem

Category is “Club Event.”

Hame On Soreen - Ttem Group Ttem Category Ltern Descripbon Item Price On Hand Average Cogt Dusly Specisl Vioucher
] i

Adduilt Brunch FBl: Food At Brunch $20.00 0.00 $0.00

Brunch FBB: Food Chb Even Srunch $20.00 2.00 $0.00

Child Brumch FaB: Food Child Brunch $15.00 oo 000

Easter Brunch - Adults F&B: Food HH - Sandiag Easter Brundh - Adults $490.00 0.00 §0.00 A

Surday Brunch F&8: Food HH - Sandwches Sunday Brunch §20.00 0.00 §0.00 A

Note Group for Category Containing Event Items

Then, note the Item Group that holds the Category that contains the Event ltems. Will refer back to

this later in the process. In this example, Item Group is “F&B: Food.”

Hame On Soreen = Tbem Group Ttem Category Itern Descripbion Ttem Price On Hand Average Cost Dty Specusl Wiowscher
i i

At Brunch Chub Evenit Achit Brunch $20.00 0.00 $0.00

Brunch FEE: Food Club Event Brunch $20.00 0.00 §0.00

€kt Brunch [ ra: rood] Chub Event Chukd Brunch $15.00 0.00 s0.00

Easter Brumdh - Aduits F&B: Faod HH - Sandh Easter Brundh - Adults $490.00 0.00 §0.00 (&

Sunday Brunch F&8: Food HH - Sanchmches Survdsy Brunch $20.00 0.00 §0.00 &)

Event Category

Next, navigate to the appropriate category to review/edit setup and ensure category is set up

properly to sync with Axis Website product.

1) Click on “ltems” Module

2) Click on “Manage Item Categories”

o

. Guest Rooms
Marketing

@ Membership

Lﬁ ADMIMISTRATORI1)

) CLUE

@ Clubessential Office: Clubsoft &

File  Accounts Pavable Ewents |

Transaction Search:

Items «
8 Manage Ikems
O Manage Item Combos 2
e Manage Ikem Categoties
e Manage Ttem Groups

8 Manage Ikem Modifiers

€9 Manage Item Modifier Gro. ..

=2 Manaae Price Scheduling

@ Club Inteligence
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Review/Edit Category Setup

Perform search for Category. In this example, “Club Event” is the Category associated with the
Brunch Items.

% Areas [ ) Manage Ttems [ lemuw x| Owll‘!ﬂf{m

J iz x@E @ % B ¥ e m fobd

Clear Fiter  Actve  (AD) Help

Hame a = | Descripson = | Dtem Group * | POS Dsplay | = | Blling Item Category | * | Retal Iem Category | = | FNS Item Category | = | Asset Account | = | Discount Acoount | =
Club Event F&B Chub ¥ d W -1 -1
(Gl Events - Com... F&8: Other v W 1 -1
(Oilb Repar Club Repar Golf: Services v 1 -1
Golf Chub Grip Work Golf: Lessons o 1 -1
Golf Clube Galf: Merchandse v -1 5
Golf Qs -Demo  Demo Clibs el s chardse W 1 1
Golf Chibs - Irons ~ frons Galf: Merchandse v ] -1

Once Category is identified, click on Category to review/edit Item Category.

= | POS Dsplay | = | Blling Ttem Category | = | Retal Item Category | = | FNB Item Category | - | Asset Account | = | Discount Account | =
EM’ -1 -1

Note: Event Items will appear in listing on the Item Selection tab.

uus | Overrdes | 20 them Button Style | 205 Behavior | Pty

Selected Items
Source: [Item =
Select tems, ]
¥ shuars Alphabetze Ttems
Name | Type| -
w 1
(ot unch - R
Adult Dirner Ttem
B.B. & The Pool Aduit ]
B.B. & The Pool Kids Ttem
Bricige Marathon Luncheon Tterm —
Broadway Might [tem
Brunch Item
Burger - Adult ltem
Burger - Child Item
';I:.LH:-- I;__D
[ Child Brunch Tt
Child Dirwresr Them

Next, navigate to the “Areas” tab, and ensure the Area of the Event is selected.
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In this example, the Brunch will take place in the Moorings Sunset Grille.

Cvemides | POS Item Button Style | POS Behavior | Prit Configuration
7| Descrigtion 7] MemberCheckinPOSH 7| bisablePOSLabe VW] []
Admenistyahon
Golf Shop
Dining Room
Member Private
Club Everits
Ternis Shop
Fitreas
Podl 0
Guest Rocms ]
Banguet- Non-M
Forch
To-Go Drders
Gnill Room 2604
Ternis Snack Ba 0
Fool Sneck B 0
Locker Rooms 0
President’s Roo
(Grill Rlgom Bar ]

o}

nge-bi y

K;!w-m Sunaet Grille Moorings Sunset
L g )
Fiano Bar

Aammannaaagnaaaaaffiaanna

Aaaaaanaaaaananaaaaaaannn

F
=
-
=]
=
r
r
-
I
-
-
-
-
»
r
-
-
-

<
I
r

After updating, click “Save and Close.”

e TR P T ———— -~

Home .-:u:lhent b
HBREw e
Edit POS Nem Category

EER . €]

Description: FAE Cub Event

Sync Data to Axis-Website

In order for the Event data (associated Event Items and related Pricing) to sync to the Axis Website

product, click on “System”, and then “System Settings,” as shown below.

Q;’ Clubessential Dffice: Clubsoft Acceptance Server
File  Accounts Payable  Ewvents  Emplovess  General Ledger  Guests  Guest Rooms  Membership PO Syskem d Help

Transaction Search: Q Go To Club website @ Help +4 Suppar el System Settings

@%.} Address Categories
Tkems « | 9‘ Club Inteligence Dashboard | a Feporting Dashboard 5 {:‘b A 5 | 9 Ap
5 Areas
T i
£ Manage Items L J Il4 % %y Area Categories
£l

Y ... [y % weacuns
- . i a1 PRI
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On the left side of the screen, navigate to Website, Clubessential, and then double-click the Club
Url as shown below to launch the Endpoint Editor.

=y Areac : 9‘-'.!".!-;! Tt ; Qva'.a-;ell:ew Categones | evm]mﬂfam =y System Settings X
4 8

=y Ceneral Setrs | Log

W Accounting Integration Setongs

i} Accounts Payable
%% Acoounts Recesvable
& Employes

il Gu=st Room Settrgs
!

Sync Freguency: 5
™ Hade Wb Visbility Opbions

¢ oy Partner Products

N L e

Review Item Categories Already Set to Sync

On the Item Category tab, ensure Category attached to Event is set to sync. If it is in the listing on
the Item Category tab, it is already set to sync to the Axis-Website product.

In this example, category, “Club Event” in the “F&B:Food” Group is in the listing, and therefore is set to
sync.

Item Category | Member Type Rr:-g-edhh.-hrsrau'vwberﬁ-:q.p Em

Talect POIS [tem Categones. .. A |
Category lem Group | ]
B Beverape Fol: Bar Beverage J
Beer Fa8: Beer
Beer Bat F&E: Boer
Beverage F&8: Bar Beverage
Bri Entrés Fib: Food
Bri Sides Fi8: Food
Bl Wine: Fi8: Bulk Wine
Cab | Meritage FAA: Wire
Candy F38: Candy
Cash Advance Cash Advances
COC Swaatshurt Sham: Merchandes
OCC T-Shirt Swvimi: Merchandse
Chacibabils Dt Gl Sararas
(o event Fb: Food)
Cub Events - Combos F&8: Other
Coctails F88: Liguor _m
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Add Category to Sync

To add a Category to the listing of Categories set to sync to the Axis-Website product, click on the
button shown below on the Item Category tab.

Item Category | Mesber Tyvpe | Resgned Merber Stahus I Mermber Gioup | Empio

Sedect POS [tem Categones. ..

Bar Beverage

Beer Bt

Next, find the Category by performing a search, select the category, and click, “Select.”

5 Lookup Value _ TR
swcn: (a0 o ¥ @

& Select Al | | Urselect &l 1

=  [tem Group
Faf: Food
FBB: Dher
Galf: Services
Goif: Lessons
Guolf: Merchandse
Golf: Merchandse
Golf: Merchandise
Golf: Merchardise
Golf: Meychandise
Golf: Merchandise

1 of 215 rows selected. Corxced

Category will then appear in the Item Category list.

Item Category | Member Type | Resgred Member Stats | Member Group | &

Select POS [tem Categores. .. 4|
Category | Tem Grop | 4]
Bar Beverage FA8: Bar Beverage J
Beer FE8: Beer
Beer Bqt FBE: Boer
Berverags Fa8: Bar Bever age
Brk Enfrés Fil: Food
Brk Sides Fa8: Food
Bk Wine FA8: Bulk Wine
Cab { Meritage Fil: Wine
Candy FaB: Candy
Cash Advance Cash Advances
CCC Sweatshurt S Merchandes
COC T-Ghirt Sgm: Mer chanidee
G
[Cub Event F58: Food )
- i -3
codtes 3 Fo8: i @
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When edits are complete, click the “Accept Changes” button at the top of the Endpoint Editor

screen.

Chubediental Endpoant Editor

Then, click Save and Close on the System Settings tab.

| .W Club Inteligance Dashboard | ,:a Reporting Dashboard & System Settings 3

Club Settings

'\';fej Accounting
& Accounts Payable
%5 Accounts Receivable Club Logo:  \\WCLUBSOFT| ClubsofthImagesic

Club Display Mame:  Clubsoft Acceptance Server

&.Lg Employee
iy Guest Room Settings
“% Membership
&y Paint of Sale
+ @4 weh Site
iy ClubSoft Links

& Online Payment Porkal c I U b @ E

&y Clubessential

Axis-Website

Once the Office tasks have been done to ensure Items, Pricing, and Categories are properly set,

proceed to the Axis-Website product to build the Event, and handle Registration.

Build Event (as an Admin)

Navigate to Club Calendar

Option 1: Click on “My Club”, and “Club Calendar”

§ ceanp KeY cLUB
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Option 2: Go to Admin Toolbar, and select, “Week/Month/Year” option under the Events

column.

m J:. Today's Session: Calendar Evenis and Point of Sake starts at 2:

COMMUMICATIOM USER /PROFILES EVENT 5

CONTENT MGMT

Cr

WEE ETING: MAMADER

FREE TRIAL

Click to Add Event

CALENDAR

Bdrrin Bar

Q e O daieis @ Beead Wealawd @ Gl Tn @ Cew

A apiizowe @ =

S Mon Tus Wed Thu Fi San
P 28 o) 30 [as A 2
- - cnmed Tmnman aur = sucrt Cloawd Tamnn Billing Eve
e L] 2
(unpublished)
@Emte | M the Mens Golf L (
. * SAgUS L 1 C L .
Sunday Fami} .
g, unch
Y Eay - -
Wan D e k £
..... ~ \Wora Ca Yosn
srard K
Ky 2 qK
and K - - M T o -
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Complete Event Detail Tab

Complete the Event Details, and click, “Save and Continue.” Note that the Event Area

selected in the Event Details screen (highlighted below) should equal the Area selected in the

Category Settings (within Office). Click Save and Continue.

Add Event

Step Event Detml

Father's Day Brunch

2oy Evemt a3 Ene Trea™ ¥
E«n = TVT = =
w3 for brunch to celebrate Dad ] 2 A
Tous A
6':-.1. Moorngs Sunset Gnlle ¥
—t f »
Eweel Tintay Published ¥ " June, 2010
-5 . € LY | T T
o F oyl Site Default ¥ 3 .
Cocsszw Eremt T dlow Pusic vaw”
g Vertss 13 Evsd Evpnt™ i
ZEwgzTe Fr— s m ) . . a
y L.
¥ i F| g
L Nr—
b rien
Ly +
hy «
Ly #
v
Eeme Bve
Firs
Eveet Trumpep

@

To add more than one seating to the event, choose, “Add New Time" from the bottom options,

and repeat adding details with second seating times. Add additional times as necessary.

b cacquen 27T 26 27T 28 2 A
b ¥ Frnens
80 socei & Dineg
Ly ¢ Featred Eve
v arne —
¥

Evtermal Event
Fiomr
Event TRumbag

ﬂidii[ﬂﬂ!ﬂyu (ugmm1—| ﬂm-lﬂ| ﬂhﬂ

Bmmm
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Once additional times are added, ensure the “Edit All Event Times” option is selected to

define remaining Event settings for all Event times. Then, click, “Save.”

£ This event has mulliple mes. Would you lke 1o edit al of
the imes, o1 just this single event?

Edz Ths Event Oniy

Ess Trs Euass Snig and Unind 8 fam Other Events

Edz Al Event Trres

“oq June, 2016

F
i

wn

F

T Y
[}

i

)

Pl
nad

Complete Registration Tab

Next, navigate to the “Registration” tab. Check the box that says, “Allow Online Registration,” to

ensure Members can register for the event online.

Add Event

Event Detal Registration

Event Times
Alow Daimg 'h-;!-'.-r:u-

P &/19:2018 10:00 AM-11:00 AM - Fy

Ay Bfuheh
L

£/ This event has muliple times . Would you
ke to ecil al of the bmes, o just this single

wvent”

Edit This Event Oniy

Ede Al Even: Terae
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Once the box is checked, additional fields will appear. Populate Registration Setup details,

Notifications, and Event Options as appropriate. Then, click “Save Registration Settings.” For

this example, the Allow Spouse, Children, Guests, and TBA (to be announced attendees) options

were enabled.

Agdd Event

Event Detal Registration

Registration Setup
Regstratan Poston Site Default ¥
Vias Number of Peo -

ae Murmber of Feocle 100 »

. -

Wax Party Sow -
Reservatons Begn 100 dars| hours geor 1 event
Reservatans End deys| [ | hous psorio event
Cancelmton Cuta® 1 days 0 AUt pROF 13 dvBat
hlow Begwstraion Afer Event Stans?

Alow Paty Sce Change Aher Cutaff
Custom Confrmaton Pege [Ede

Email Motification

Emad Addreas

jhaleQZclubessertial.com &
¥ Custom Questions — Optional

Event Times
Algw Dnine Regatraion b

P &19/2018 1000 AM-11:00 AM - Fathers
wy Brumch

[ This event has mullipie times  Would you
ke to edd all of the tmes_ of just this single
event”

Edt This Event Oniy

Ede &l Event Tirmee -

Event Options

Erpbls Wipe LAt

Show Regatersd Vember Lat 1o Vembers
Alow Prasy

Cefaut to Prasy

Alow Spouse
Algw Thidren

Alow ZUsEn

LA Y

alow TEA

ﬂ Save Registration Settings ) ¢ Cancel

Complete Billing Tab

Once Registration tab is saved, a new tab, “Billing” will appear. This tab contains the link to the

Items related to the Event set up in the back Office. Select the “Enable Billing” box to open ltems

that are available for linking to the Event.

Add Event

Event Detal

Regstraticn Notrthcabions

Event Times

Enspis Bdang

W -

b 81972018 10:00 AM-11:00 AM -
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Populate the new fields that appear. This is where it will be helpful to have noted the Group

that held the Event Item’s Category. Select appropriate Group, Category, and Item, and then,
click, “Save”. For this example, the Adult Brunch is the first fee type to be added. Add Fee Types
for all pricing levels of the Event.

Add Event a
E..-'\:'.e'.sl 'Q?Z!'JTI_“I' e I'|I: Motifications
Load From Template Event Times
Templste M T
No Template ¥ Ensow Bling v
Existing Fee Types b Q192018 10:00 AM-11:00 AM - Fathers
Ve F bt "

do Fee Types Defned
Fee Assignment
Nz Fee Types Defned

Add New Fee Type

e

Aduit Brunch v

Bl $20.00 le

i Save As Template [F save Billing Settings ¢ Cancel

Note: The Value field in the Website will auto-populate based on Office data. Therefore, if the
Event price needs changed, go into Office and change it, and it will then flow over to the Website.

Once Saved, Fee Type added will be shown (Adult Brunch). Next, repeat the above step for
second fee type. In this example, “Child Brunch,” would be the second fee type.

Add Event a
Event Detal Regestration E ng Natrfications
Load From Template Event Times
p— No Template v Emseie Blng -
Existing Fee Types D_ BI1Q/20 18 10:00 AM-11:00 AM - Fathers
[TEY 2ol A uy S p
C tcfut Brarch $20.00 D
Fee Assignment AidHewEes T
Far
-y No Fee Assigned ¥ = Pe
Spouse o Fee Assigned ¥ F&B: Food v
o Fee Assigned ¥ cetegory
Ch & v
- No Fee Assigned ¥
oo
No Fee Assigned v Child Brunch v
BA

No Fee Assigned ¥

Meck the bax 8t fight 10 slow meTDers 10 sekect fee Lyoe when
L]
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The “Inventory” feature would not be appropriate in the Father’s Day Brunch example;

however, may be appropriate when an Event has a certain number of seats, multiple entrees,
and limited quantities of each entree. Once the Inventory runs out, the entree no longer appears
on the registration for Member selection.

Event Times

Inventory Example:
(' Event Total = 100 People

LY

Ersow Bang
b oreizo

In the example above, once (20) Steak Entrees were chosen by registrants, only the Chicken
Entree and Fish Entree would then appear for selection.

Once existing fee types have been established, assign the fees appropriately. Options available
in the drop-down listing will be the existing fee types available for assignment. Once complete,
click, “Save Billing Settings.”

Add Event a

Event Detal Regestration j Billing Notrhications
Load From Template Event Times
T : 1 e
- No Template i Erstw Bing 7

Existing Fee Types P 811972018 10:00 AM-11:00 AM - Father's
Mame Value  Inventory el

Add New Fee Type

Gmup

Cash Advances A

Adult Brunch
Child Brunch
Adult Brunch

Chuld Brunch

CRECTE e Dox 81 NgNI 10 BIOW THTDES 10 MRSt 18 yPe when maing &

rearvaton

ﬂ Save As Template

Category
Cash Advance ¥
hem
Caddwe Fee v

Inventory 0

velve $100.00

H s 88 Cancet

H Save Billing Settings ¢ cancel
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Note: The following boxes may be checked to designate that the Users may select their Fee
Assignment. For example, this would be useful in Events that have different priced Entrees,

from which a Member could choose.

Add Event
1 Event Detal '_ Regestration ] Billing

Tom lem -
e T el LSS Case Example:

T 1. Steak Entree - $25
i N 2. Chicken Entree - $20
M C T 3. Fish Entree - $27

No Fee Assigned ¥

e [ No Fee as signed ¥

- No Fee Assigned ¥
Eabd Dusst T

S R No Fee Assigned *
184

No Fee Assigned ¥

Crgch The bos 81 AQHT 10 Alow TETDES 10 S8HST 168 LyDe when maung #
reservation

B save 8 Cancel

If checked, the options such as Steak Entree, Chicken Entree, and Fish Entree would appear in
the drop-down (instead of Adult Brunch or Child Brunch).

Add Event a
Event Detml . i“.cg.-;tm'_lcr. ] E.u'l:ng \ Notificatons
Load From Template Event Times N
— No Template v "Enspw Bang 7
Existing Fee Types P AIQI2018 10:00 AN11:00 AM - Father's
iy Valoe  Inventery Sew Mors Duiws and Time
Adut Brurch $20.00

M Chid Brunch $15.00
Fee Assignme, Add New Fee Type
B |

Y No Fee Assigned * :} Graup
Soguse Mo Fee Assigned Cash Advances v
Cabs Adult Brunch Category
- Chuld Brunch Cash Advance ¥
o No Fee Assigned ¥ .
e —— T Caddwe Fee v
Cmig Guest No Fee flﬂlgﬂtd v
TEA Imyeniany 0

No Fee Assigned ¥
Crech The Dos BT AQRT I BIGW METDESE 1D SRS 18 TyDE WhEN MALAYD # Valve $100.,00
3Ty Btign 1
Bl save #t Cancel

Additionally, if this fee structure is something that will be repeated in the future, the “Save As
Template” option may be utilized instead of the “Save Billing Settings” option. For instance, if
future brunches will have Adult Brunch price of $20, and Child Brunch price of $15, this would be

useful to establish as a template.

Save As Template H Save Billing Settings s Cancel
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When, prompted, select, “Create New Template”, name the template, and click, “Save.”

Save As Template

Sews Terciae

Create New Template v
Pigw Te g sle Mame

Default Br _."-,L'l

o "

The template would then be available in the “Load from Template” drop-down list for future

reference. After clicking the “Enable Billing” option, and selecting the Default Brunch template
from the drop-down menu, the remaining info on the screen (Fee Types and Fee Assignments)
would populate.

Add Event
Event Detal Bequstration Billing Motificatons
Load From Template Event Times
Temoate = "
No Template \ v Enscw Bieng v
Existing Fee Ty P Q172018 10:00 AM-11:00 AM - Father's
Hame Junior Tennis Program S - _
apaye Men's Tenms Clinic
| . Fitness
Fee Assignmen, Add New Fee Type
P ry ritness L e
- Sample Event Cash Advances ¥
| Seouse
Lobster Bake e —
(¥ Golf —ingony
Cnig en's Golf League .
' ~ - Cash Advance ¥
N Member's Dinner Meeting
Adut Gues! = [
Labor Day Template
cC = L}
Chia Gussl Dirtner Event Caddwe Fee
TRA Maovie Event Inventsny
Dinner Event Fees
- a Walue §100.00
cneck the bos ot o Brunch Template FOE WhEN MRLNg # 2 ILRLLA
reservation

‘:"H‘ul".f‘

Once info auto-populated, choose “Save Billing Settings,” to proceed.

El Save 8 Cancel

), Save As Template & concel

m Save Billing Settings
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Save and Close Event

Once “Billing” tab is complete, return to “Event Detail” tab, and click, “Save and Close.”

| Agd Event a

U Event Detail l Regstration '\ Biling '\ Notificabons

o
Event Tie f
[ L% Father Day eruncn pepa s
Greuping Tie e
% switme [ 1000 AM @
Event Summary 1 .
Join us for brunch to celebrate Dad! End Time | 1100 AM (o]
Cione ths svent to cwste 8 ke group of events L
Eretaes Moorings Sunset Grille ¥ £, This event has multpie times. Vioul you ke o edi al of
Event Status Wi' he times, or just this single event?
T Poston ] Site Default vl Edtt This Event Only
8 This Event Only and Unink & fam Other Events.
Cickaie Bvent ¥ Alow Pusic vew? | ® Eda Al Event Tmes

Algw Vgmbass 19 Emsi Event?

H o4 June, 2016 [
Categores e -

= S M T W F s
23 29 0 1 1 F 3 4

24 5 [ 7 [ 9 0
25 12 13 14 15 16 17 18
w5l o 25 2

2 2 27 28 29 10 1
) 28 ¢ g

Eiems! Event
Fier

Click, “OK,” to confirm.

All Event Times will be saved with this information, are you
sure you want to continue?

Prevent this page from creating additional dialogs.
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Register (as a Member)

Navigate to Club Calendar
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C- Unification - Events

Find/Select Event
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Register for the Event

Member can select available seatings, and “Click Here to Register.”

@
«Back «Prov Event Father's Day Brunch Next Event)

Print Open Event Manager Sync Event Help for this Page 2

2004 900 AM - 10:00 AM ¥

Join us tor brunch to ¢

elebrate Dad'

( @ cucknereToRecisTER

Help Members Register (as an Admin)

Navigate to Event Manager

From the Admin toolbar, select, “Event Manager,” under the Events Column.

Recent Communications

CONTENT MGMT OMMUNICATION USER /PROFILES EVENTS
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Event Manager will launch.

EVENT MANAGER

[em—

Cabmm Tertn — Ragatrenes & lowes * Argume o= "eomiey e Crtegea

et 0 0 ] 100 4282016 9:30 AM-10:30 AM
test 0 0 0 100 A28201610:30 AM-11:30 AM
Junior Golf Club 2 1 3 100 4282016 2:00 PM-3:30 PM

Select Event

Scroll to find the appropriate event.

Father's Day Brunch 100 GN972016 9:00 AM-10:00 AM

Fathess Duy Brunch 100 &M972016 10:00 AM-11:00 AM

Note: When there is more than one seating for an event, they will appear as separate line items.

Select the appropriate seating to launch Admin Registration window.

In the example below, Club Admin will help a Member register his party for the 10:00am seating
of the Father’s Day Brunch.
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Add Registration

Click, “Add Registration.”

Fathers Dy Brunch

Event
Date Sundey, June 19, 2016
Tina 1000 AM-11-00 AM *
Masimum Allowed: 100 Totsl Booked: 0 Spaces Availsble: 100 View: Active v
Current | Agtive Revervatians

Shaw Blling |nf Show Maore Inf

mn heoders to sort

B oo Hame =

There are Mo Actrve Heservations

Registration Screen will then launch.

Complete Registration

Begin by designating Party size. In this example, Rusty Abbott has called, and will be bringing

his spouse and child. Therefore, the Party Size is 3.

Add Registration

Famer's Day Brunch
Sunday, June 19, 2016
10:00 AM [100 Available] ¥

'. ’ I' = S@ATN Dy LA NATE O MeTDe' m
Name Child? Notify? Famiy | B % J"BC
<tba> [C Asron, Megha

et A S
$20.00 .
User Comments | Admin Comments
E

p.21



C- Unification - Events

Next, select Member on the right side of the screen..

§n'\m by Lt Name of Memos: =

by Famiby | My Buddes l' ABC =
Apron. Megnan -
Abpiemanto JEREcH

Abbott, Dewe

Note Member will then populate in Registered Attendee Grid.
b
B SR

Confumation HNew Registration
Party Size 3 -

Name Chila? _Notty? |
Abbott, Rusty /001000 +spouse | +child | +guests i

L Adu't Brunch ($20.00) ¥ P

<tba> [*3 ‘

[ Adut 8runch s2000 *

<tba>

[‘Adut Beunch (52000 ¥

Click “Spouse” and “Child” to indicate Rusty will be bringing his Spouse and Child with him to the
Brunch. Note, Guest could also be added and screen to enter Guest’'s name (optionally) would

appear.

Confumation Newi Registraton
Party Size 3 v

" Name Child? Notity?

» Abbott. Rusty / 001000) +guest5 o

| Adutt Brunch ($20.00) v

<tha> 1 >
| Adult Brunch (§20.00) ¥
<tba>

[ Agutt Brunch s20.00) ¥

Totl Feas s‘ﬂ.ﬂn
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Proper pricing will auto-populate based on the respective “Spouse” and “Child” selection.

Confirmation New Registration
Party Size 3 v
 Name Child? Notify?
x Abbott. Rusty s 00100i0) '
[ Acutt Bruncn ($20.00) *
* Abbott, Sara / 00100(1) E 4
[ Adutt 8runch (52000, ¥ )
* Abbott, Rusty - Child v’
Qi Brunch (51500, ¥ )

Total Fees  $55.00

Additional fields, such as Registration Owner Email and preferred Table Number could be

completed. If email address is already on file in Member's profile, email will auto-populate.

| User Comments I Admin Comments |

Heges brabon Owner Email
jhale@ clubessential.com
Table Murmiber

Once complete, click, “Save Registration.”
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Review Registration

Registration will then appear in the Event Details.

EVENT DETAILS

Event Fathers Doy Brunch

Dste Sundey, June 19, 2016

1000 AM-11:00 AM *
View: Active v

Time
Maximum Allowed: 100 Total Booked: 3 Spaces Available: 97
Current | Aetive Reservations

Show Billing Info [ Show Mare Info

Click columan headers to sort

Repeat process as required. Online registrations may be edited as necessary.

Point of Sale

To view the event registrations within the POS, log in to the proper POS Terminal associated with
the Event Area. In the example provided, the Father’'s Day Brunch will take place in the Moorings

Sunset Grille, and the POS terminal associated with the area is as follows:

Select Device

Don't Ask Me Again

= Q- @
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Events Tab

Once logged in, navigate to the “Events,” tab. All registrations will appear on this tab.

Clubessential Office: Club at Grand Key

Select
Table

Events will default to today’s date; however other date’s events may be viewed by clicking on
“Today” to launch the “Select a Date” window, or utilizing the arrows to the right and to the left of
“Today” to move forward or backward one day at a time.

e S

O]O)
IS [zooo (o2 [ [
N ] [©)

\

For the example, Father’s Day Brunch occurs on June 19th. Both seatings are available for

Select a Date

viewing when the date is set to June 19th.

Clubessential Office: Club at Grand Key

Select
Table

Name 9:00 AM - Father's Day Brunch
10:00 AM - Father's Day Brunch

'
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To view the Registrations, select the desired Seating, and existing registrations will appear in
the grid below.

FaBMoorings Sunset Grile : Administrative User : &8

Clubessential Office: Club at Grand Key

e ey
- Abrams, Mandy 3

Convert Registrations to Member Charges

To convert the registrations into Open Tickets, click on the desired reservation, and ticket will be

generated to reflect the Fee Assignments designated in the Reservation, ie. 2 Adult, and 1 Child.

SIETAR s
Name
.

Abrams, Mandy

Loading ticket 1 of 1

Abbott, Mr. Rusty Opened

Subtotst  $55.00
Servece Charge  $9.90

== 56953
Totak 56953
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Tickets may be closed out as normal from this point, based on Member payment preference.

Member Charge All Function

When multiple reservation tickets exist, they have been reviewed for accuracy, and all Members
desire to charge to their Member account, the Member Charge All feature may be used.

First, select “Multi-Select” to enable multiple ticket selection.

Name

Table ~Attendees  Ticket
Abbott, Mr. Rusty 3 3

Abrams, Mandy & 3

Next, select all tickets to be member charged.

Table Attendees  Ticket

Then, choose, “Member Charge Selected,” option from the bottom of the screen.

(
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System will automatically “Member Charge” the tickets.

Member charging 2 tickets...

Note, tickets have been successfully closed out.

ecia ntest essage _ nir Events
B T T B
Table Attendees  Ticket

— of

Common Questions and Concerns

We have identified items to sync, but they are not appearing in the
Billing tab of the website. What's the next step?
Ensure the Item Category for the Items you have set up for the Event are set to Sync by going to

System Settings within the back Office, clicking on the Club Url endpoint, and verifying the
Categories set to sync include the one attached to the Event. Click here for more info.

Best Practices

When price changes need to be made to an Event, make all Price Changes to the Items within

Office. The price changes will then flow to the Axis-Website.

Use the Member Charge function only after reviewing the Tickets for accuracy.

p.28



