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Overview

Monthly, Clubs perform month-end activities associated with the Membership module. The
biggest portion of this month-end process is generating Member statements, and emailing
or mailing the statements to a Club’'s Members. To ensure Statements reflect the
appropriate charges and desired messages, Clubs must perform the proper preliminary
steps, and then execute the Month End Wizard to process the Member Billings, Minimumes,
and Late Fees as applicable. Once Generated, Statements can be printed or emailed. Once

finalized, the A/R aging details can be tied to the General Ledger.
Use Case(s)

Monthly, the Club runs statements on the second business day of the new month. Prior to
running their statements, they ensure all charge batches are posted, and update the statement
message to promote an upcoming Club Event. They then generate their statements, and get
them out to their Members. They finalize their month-end process by clearing the Member

minimum adjustments, and confirm their A/R Aging agrees to their General Ledger balance.

Accessing the Tools

The Main tools utilized in this process will be found in the Membership Module of the

application.

I:' Marketing /

(ﬁ Membership ’ )

% ADMINISTRATOR(1) | ‘&% CLUE

Prior to accessing the programs; however, ensure the proper preparation has been done.

Prepare for Statement Generation

Post Open Batches

To ensure all charges are properly included in the Member statements:
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1) Post all Charge batches for the period

2) Enter and Post all Payments for the period

Navigate to the Approve Charge Batches grid and then to the Approve Payments Batches grid
within the Membership module. In each grid, set the filter on the Posted column to Unchecked.

Unposted batches will display. Post any batch with a Transaction date in the period you are

closing.
MMembership <«
% Member Charges =

= Member Payments

= Member Credit Book

45 Credit Book Expiration

4 Gift Card Expiration

%5 Month End ‘Wizard

45 Print Member Statements
45 Clear Minimurm Adjustments
45 Invaice Transfer Wizard

45 Payment Transfer ‘Wizard

‘,’\-ﬂ' Approve Charge Batches

? Approve Payment Batches

8 Manage Items _!I Reporting Dashboard %) Manage Members ? Approve Charge Batches >
Hame
[ T | - = -
| : gy /
(2 S % 6

Ty Edit: Export Refresh  Clear Filker  Active
Tramsaction Date v Batch Contral Murnber Amaunt atch POS Batch
09/06/2016 5308156 $400.00 | {Cuskom)
09/06/2016 5105155 45,15 | (Elanks) V]
09/06/2016 5105154 $2uu.u i
09f02/2016 SI0G153 $78.25 | Checkad ¥

1

B R e ] P

Enter Statement Messages

Next, update the Statement Messages that will appear on the Member Statements. This is an
excellent opportunity to promote an upcoming event, or pass along any additional information to
Members.

To access Statement Messages, click on Membership in the top menus. Then, select

Statement Messages from the drop-down menu.
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From here, Edit a previous statement message by clicking on it, and then selecting Edit, or create

a new message by clicking the New button.

o

D @ -

D

Delete  Export Refresh  Clear Filter  Active Help

Marne Start Date Stop Date Defaulk Member Type Restrick
(Eel:ult i

March 31 2011

fpril 30, 2011

May 31, 2011 05/30/2011  06/02/2011

June 30, 2011 06,/30/2011

July 31, 2011 07/31/2011 080312011

fugust 51, 2011 08/51/2011

Sept 2011 09/29/2011  10/05/2011

Cickober 2011 10/31/2011 110312011

Mavember 2011 12/01/2011  12/09/2011

Dec 31, 2011 01012012 01j07/2012

January 31, 2012 01/31/2012

Feb 2012

March 31, 2012 03/31/2012

fpril 2012 04302012

May 31, 2012

This Manth Mess. .. 09/01/2013  09)30/2013

Junior Golfers 0z/01/2014  0Zf2802014 i

To Al Members F...  02/01)2014  02/28/2014
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When creating a New message, give the message a Name. Include a Start Date and End

Date for the message as applicable. Mark the message as the Default message if it is to be

utilized as the current message, by checking the Default box. Then, enter message. Keeping the

formatting simple and the message relatively short will ensure the message fits into the

statement message box.

Home | Mew X

H B & e

Marne: Ockobet Skatemant Message
Start Dake: = [V |Default
End Date:
3
Description | Member Types
B W« e @ B B E %
Calibri -1 ~ A A B I UDU

Join us for Halloween Spook Might on Oct 31st!
Al payments must be in by the 25th of the month.|

Thank you!

ql Line Spacing = 2 -

Al

5§ & X X, Av@E)vChangeCasev@f] A& T

Also note there is a Member Types tab. This tab should be utilized to designate which Member

Types should receive the message. To designate a Member Type, check the Restrict the

statement message to the following member types: box. Then, click the Member Selection box,

and designate the Member Types to include. Then, click Select. If the message applies to all

Members, disregard this tab.

H BB e

Mame:  Statement Msssage

Start Date: | 9/1/2016 [-] I oefaue
EndDate: [9/50jz016  [+] 1
Description (| Member Types

estrict the statement message b the Following member types: 3t Lookup Yalue
Selech Member Types. ..

Member{ype

Search:

|52) Select Al || Unselsct All

Mame

8" Prospect

A" Prospect for 2011
"B Prospect for 2012
“"Member" bype test
2012 Praspect
Angie's Test 1
Angie's Test 2
Assoriats Golf

k4

) Quick Add

Business

Campany
MeConnell Golf
MeConnell Golf
MeConnell Golf
MeConnell Golf
PeConnell Golf
MeCon

Mo

leConnell Golf

Corporate Galf Juniar
Deferred Golf
Deleted Test Type
Dep-Assaciate Golf
Dep-Corporate Golf
Dep-Deferred Golf

1 of 60 raws selected,

MeCannel Galf
MeCannell Galf
MeConnell Golf
MeCannell Golf
MeConnell Golf
McConnell Golf

Cancel
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When finished, click Save and Close.

Mame: COchober Statement Message

Month End Processing

Once preliminary steps are complete, launch the Membership, Month End Wizard.

To access the Month End Wizard to generate the statements,

1) Click on Membership
2) Then, click on the Month End Wizard option.

'{ﬂ:"j General Ledger e i .
@ Guesks %) Manage Members

%=1 Member Charges
. GUest Rooms

= Member Payments

~ || Marketing / % Member Credit Book
Cﬂ W ) ¢ Credit Book Expiration

€ Gift Card Expiration

Q . ({5 Month End 'Wizard )

% ADMINISTRATOR(1) | (&% CLUE ¢ Print Member Statements

Month End Wizard

Once the Month End Wizard launches, designate the Month and Year of the month end process

to run, the Company (if more than one exists) to process, and the month end processes to run.

Click Next to continue.
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% Month End \Wizard o B R

| onth End Setup

Step 1: Select the month an o month end you wish ko run,

@uly ;HZDIE‘ vi )

Step 2: Select the company yaou wish ta run the month end for.

@Connell Golf | G

Step 31 Select which month end processes vou wish to run,

¥ Member Billing Ttems

¥ Member Minimums

¥ Member Late Fees as of the |Last vI day of the manth

Step 4: After making your selections, click on Mext to continue,

Running Month End process for 7/31/2016
Including: Member Biling

Including: Member Minimurms

Including: Member Late Fees

Cancel

The next screens summarize the results of the selected month end processes. In each of the
following screens, grid filters, navigation, and sorting are all available to assist with reviewing
the data. To re-organize columns, click on column heading of column to be moved, and drop in
new desired location. Once filter is set, the filter on the column will turn blue. To see all records,
set filter back to (All). Click on column heading to sort data and display arrow in the direction of
the sorting. In all screens, the total amount to be billed will be displayed in the bottom

right-hand corner. Click Next to continue through all month end processes previously selected.
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Member Billing Items

%= Month End Wizard ]l B ]

| Process Member Billing |

ilingSche [} V| Mame Description V|| Amount Wg
100 g4 [N ~| Serior Men's Golf Le $5.00
[Cusztom] .
100 94 [Bilariks) Senior Men's Golf Le $5.00
100 94 Senior Men's Golf Le $5.00
A Stanbery, Erik.
100 M8 [ETEST Senior Men's Golf Le $5.00
100 11g |4bba Abba Serior Men's Golf Le $5.00
Abel, Cody -
100 178 Foenig, Owen Senior Men's Golf Le $5.00
100 21 Milkor, Johnathan Senior Men's Golf Le $5.00
100 21 Milkor, Johnathan Senior Men's Golf Le $5.00
100 2E6 el Cesar Senior Men's Golf Le $5.00
100 276 Cramer, Joye Senior Men's Golf Le $5.00
100 355 Curran, Azhley Senior Men's Golf Le $5.00
100 404 Faulk, Brady Senior Men's Golf Le $5.00
100 407 Augustine, D armell Senior Men's Golf Le $5.00
100 444 ‘wiazhington, kanual Senior Men's Golf Le $5.00
100 453 Bonds, Gery Senior Men's Golf Le $5.00
100 501 PayCloud, Test Senior Men's Golf Le $5.00
100 508 Sith, John Senior Men's Golf Le $5.00
100 533 Hoendorf, B. J. Senior Men's Golf Le $5.00
100 B12 Milner, Demetrius Senior Men's Golf Le $5.00
Ann ci7 kdibemr Tlmrsmbeise Comamimr hdmanto Al ]~ +F O ;I

Total: $3.277.481.9

Member Minimums

%= Month End Wizard = a2

Process Member Minimums |

e} 7| Mame il Amount™ 7| Ending Date 577
541 Abba, Abba $1.200.00 8/31/2016 120 9
1001 Alken, Arron $1.200.00 83172016 120
560 Coal, Joe $1.20000 84312016120
ulalnk} Facella, Barbara $1.200.00 8/31/2016 120
553 A Stanbery, Erik. $1.10000 8431/2016 120
544 Adams, Andy #0000 8/31/2016 120
1002 Alvarado, Keneth #0000 8/20/2016 120
1582 Amata, Thurman $100.00  8/20/2016 120
223 Amato, Cory $50.00 8/20/206 120
1132 Amato, Rusben $80.00 /312016120
407 Augusting, Darrell $50.00 8/3/206120
205 Ayala, Famiro $50.00 8/31/2006120
895 Baldwin. “ong $50.00 g/31/2016 120
30 Barbee, Harland $50.00 8/20/2016 120
2595 Beavers, Femando $80.00 8/20/2016 120
242 Beavers, Roberto $50.00 8/20/2016 120
E Behrens, Haywood $50.00 8/3/2M6120
254 Bellamy, Eddy $50.00 8/31/2016 120
168 Bellamy. Florenting $80.00 g/31/206 120

-
feTete Dllarnn Tod SEN AN 0

Tatal: $21,606.67

Cancel
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Member Late Fees

%= Month End Wizard ]l B ]

Process Member Late Fees |

1D | Mame il Amount 57T
1000 Smith, Martha $311.50
2 Smith , Gale $154.90
4 Huerta, wilbur $278.05
g Fontenat, Carter $319.66
9 Welazquez, Shon $291.61
12 “alters, Alex $31E6.69
15 Burk. Gilberta $327 66
am Clancy, Duane $1.63
17 Hightawer, lzzac $205.23
18 Bunch, Mel $325.36
20 D avid, Erasmao $14.40
2 Paytan, Enwin $287.70
24 Dillon, Shad $272.27
E13 Brannon, Carl $78.82
27 Hoover, Jospeh $339.33
28 Welazquez, Damon $350.83
30 Barbes, Harland $329.84
il Earl, Bertram $34.35
33 Farmswarth, Cristopher $329.99
i Irby, wilbert $331.27 =|

Total: $108,135.25

Cancel i Back

Following the individual summaries of the Month End processes selected for processing, the
Process End of Month Activity screen will then appear. Click Finish to begin processing the

billings displayed on the previous screens.

% Month End Wizard = JlB J[x

Processing End Of Month Activity

Billng Progress:

Minimums Progress:

Late Fee Progress:

Cancel

Once all billings have completed processing (100%), the batches are available for review and

posting. On this screen, each of the batches now have a Preview and Delete button. Click
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Preview to review each of the billing batches, and if correct, post the batch. Click Delete to

eliminate the batch prior to posting. Additionally, populate the new Statement Publish Date
field, and click Save. This date should be set to the last date of the Month for the Current

Statement period. When finished, click Close.

¥ Month End Wizard

Processing End Of Month Acvity

Eilling Progress:

Preview

Preview

Minimums Progress:
Delete

Late Fee Progress:

Delete

Statement Publish Date:

‘ Close

Note that the End of Month Wizard can be run

as many times as necessary, as long as the

generated batches have been deleted. Additionally, the Wizard may be closed, and the

generated batches may be reviewed/posted at a later date.

Batch Editing/Deletion/Unposting/Posting

While previewing, posting, and deleting the batches are available options within the Wizard, once

generated, the batches can also be accessed for editing/deletion/unposting/posting in the

Membership, Approve Charge Batches tool.

- Ly e

l'\@'j General Ledger

@ Guests

. Guest Rooms
D Marketirg

%/ Approve Charge Batches

Membership <«
4] Gift Card Expiration -
4 Month End Wizard

40 Print Member Statements

0 Clear Minimum Adjustments

43 Clear Custom Biling Sched. ..

40 Invoice Transfer Wizard

40 Payment Transfer wWigard

‘_’\? Approve Payment Batches
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Remove a Member’'s Charge from the Billing (Unposted Batch)

Once in Approve Charge Batches, find desired batch, click on the "+" icon next to the batch to

expand it and show the different charges in the batch. Right-click on the name of the Member’s

charge you want to remove. Select Delete from the shortcut menu to eliminate charge from

batch.

3 Manage Items

i Reporting Dashboard

) Manage Members

"\? Approve Charge Batches ¢

) Biling Schedules

S hpprove Payment Batches

B Financial Report Writer

) statem

Hame
‘_‘_[ LJ‘,J x @\7 % D @ @ @ = I\i_’/" Search: JC RIS
New Edit Delete  Export Refresh  Clear Filker  Active Post Batch  Edit Batch Date  Refresh GL Help oy iuord
Transactiopessts EBatch Control Mumber Amnaunt Fosted = [~ | Batch Location POS Batch Posted Date
biz016 s108105 $800.00 Retail il
O731/2016 5108123 $108,487.11
07/31/2016 5108122 $21,692.36
his} Member Marne POS Ticket ID Cpen Biled Date Deescription Member Murnber Created By Total 4 Amount Paid Billed Balance Due
409353 Smyth, Garrstt 0 07/31/2016 Unspent Minimum Ending 07/31/16 1041 ADMINISTRATOR  $35.00 §0.00 435,00
409160 Echals, Emory 0 07312016 Unspent Minimum Ending 07/31/16 693 ADMIMISTRATOR  $35.00 40,00 $35.00
409102 Caraballo, Ling 1] 07/31/2016 Unspent Minimumn Ending 0731716 814 ADMINISTRATOR  $35.00 $0.00 $35.00
409194 Hardesty, Lon 07/20{2016 Unspent Minimum Ending 07/20f16 646 ADMINISTRATOR  $35.00 $0.00 $35.00
409274 MNegron, Tiffiny 07/20/2016 Unspent Minimum Ending 07/20/16 374 ADMINISTRATOR  $35.00 §0.00 435,00
409162 Enriguez, Mariano 07312016 Unspent Minimum Ending 07/31/16 655 ADMINISTRATOR 43500 $0.00 $a5.00
- TTommm ent Minimum Ending 07... 298 ADMINISTRA... $35.00 $0.00 $35.00
409232 Koenig, Robt Ll hew Ctrl+ Ent Minimum Ending 07/20/16 605 ADMINISTRATOR 43500 £0.00 $35.00
409204 Hightower, Dewayne lp Edit Chrh Unspent Minimum Ending 07/20f16 715 ADMINISTRATOR  $35.00 §0.00 435,00
409056 Backstt, Renaldo Unspent Minimum Ending 07/20f16 720 ADMINISTRATOR  $35.00 $0,00 435,00
409332 Rush, Samual < Undelete Unspent Minimurn Ending 07/31/18 75 ADMINISTRATOR  $35.00 $0.00 $35.00
409335 Webber, Odis Unspent Minimum Ending 07/31/16 701 ADMINISTRATOR  $35.00 $0.00 $35.00
409067 Blakely, Bobby @ Refresh iR Unspent Minimum Ending 07/20f16 727 ADMIMISTRATOR  $35.00 $0.00 $35.00
409137 Dailey, Donnie = Print Grid Unspent Minimum Ending 0720716 728 ADMINISTRATOR  $35.00 40,00 $35.00
409033 Bull, Gille € Customize Columns Unspent Minimurn Ending 07/20f 16 7z ADMINISTRATOR  $35.00 $0.00 $35.00
419323 Rins. Kirth p linsnent Minimim Fodinn 071200 & 735 ADMINTSTRATOR 43500 .00 43500
% Generabe Summaries
07(31/2016 5108120 £103,613.55
07312016 5108112 $108,515.69
07312016 5103111 $21,742.36

Delete a Batch (Unposted Batch)

Once in Approve Charge Batches, find desired batch, and right-click on it. Select Delete from the

shortcut menu, and confirm deletion to eliminate unposted batch.

9 Manage Tkems _‘__I Reporting Dashboard %4 Manage Members "\? Approve Charge Batches 3¢ '\‘3;

Harne
[ LJVJ x = -
B # S 0 9 B9 9
Mew Edit Delete  Export Refresh  Clear Filter  Active Past Bakch  Edit Batch Date  Refresh GL
Transaction Date + EBiatch Control Mumb Amount Posted « | | Batch Location POS Batch
08/02/2016 5108105 $800.00 Retail W
07/31/2016 SI0G123 $108,467.11
07/31/2016 S108122 Aeaman s
07f31j2016 5108120 L Mew Gtk
07/31j2016 5108112 L Edit Chrl+E
07/31/2016 5108111
07/31/2016 5108110 & Undelets
07/29/2016 5105134 F&E ¥l
07/28/2016 5108097 @ Refresh CurkR Retail =~
07/27/2016 5108096 & Prink Grid F&E il
07/26/2016 5108095 @ Customize Columns Retail W
07/25/2016 SI0G093 - ) Retail M
%% Generate Summaries
07/19/2016 5108091 Other M
07/18/2016 5108055 Al Font Size 3 F&fi ¥4}
07/18/2016 5102086 S Auto Refresh . Retail i
07/14/2016 5108082 B rdLavouts R FiE i
07/12{2016 SI0G080 I F&E ¥}
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Unpost a Batch (Posted Batch)

Once in Approve Charge Batches, find desired batch, and highlight it. Then, select the Unpost

Batch icon. Once unposted, the batch can then be deleted, or edited, and re-posted.

Horme

B~ S 0 8 9 9

T Edit Expart Refresh  Clear Filker  Active Unpost Batch  JBak
Transackion Date Batch Control Wumber Amounk Posted = | = | Bakch Location PiOS Batch Flsted Date
09/07/2016 5105159 $3.00 i 09(07/2016
09/08/2016 3103156 $400.00 V’. 097082016
09Y08/2016 5I085155 $6.16 wy Fab 09082016
09/06/2016 5108154 $200.00 | Fab 09/08/2016
05/30/2016 5108142 $16.60 il FaE W 05/30/2016
0529(2016 5105139 $338.15 i Fab i 05/29/2016
05/25/2016 5105133 il =] 05/25/2016
05/23/2016 5I08129 iy =] 05/23/2016
05/18/2016 5I08119 $5.17 =y Fab v 05/18/2016
05i02/2016 5108117 $40.52 il FaE i 05/17/2016
05/16/2016 5108115 $5.52 =i 08162016
0%/11/2016 5105109 $426.56 i Retail il 08112016
07129/2016 5I05099 493,27 i Fab i 05012016
0 06/30/2016 S108094 MK $107,205.54 iy ums,ﬂ@
m P ] IR, il FoaLatl il BT

Post a Batch (Unposted Batch)

Once in Approve Charge Batches, find desired batch, and highlight it. Then, select the Post
Batch icon to post the unposted batch.

Haome

b =l 5 0 — £
1 p; 4y J lex
2 X S P DV W W N
Mew Edit Delete  Export Refresh  Clear Filker  Active Post Batch Wl Edit Batch Date  Refresh GL

Transackion Date Batch Control Murnber | | Amounk Posted v | = | Batch Lobskjpg POS Bakch Posted Date
C 08/31,/2016 5108125 $103,257.30

Statement Date Population

While populating the Statement date is an option within the Wizard, this date may also be

entered by choosing System, and System Settings from the top menu.

05 || Systemn Elp
ppotl, * System Sethings

o
=3

Sy Address Categories
&L

mber
- Oreas
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Navigate to the Membership tab, populate the Statement Publish Date, and click Save and
Close to continue. Remember this date should be set to the last date of the Month for the

Current Statement period.

(-3 Manage Ikems _‘,I Reporting Dashboard %) Manage Members "\’? Approve Charge Batches ':-\-; System Setkings 3¢

&, General
%) Accounting

Group Types

Minimumn Group Type: ,\flinimums 'UQ'
&, Accounts Payable
%y Accounts Recsivable Biling Group Type:  Eiling Y
& Employee Service Charge Group Type:  Service Charge =N

Mermber Mumbering

Mexk Member Mumber: 574

» @ web site
+ &y Partmer Producks Member Mumber Mask: | @% tMember Mumber Mask Help
L3

L i
Sy Services Member Murmber Length: &

Member # Suffix Length: 1

Guesk
Guest Member: | Gusst Oy
TED Member:  Santiago Owerstrest L;Q
Statements
Skatement Grouping Style: IGroup By Charged By Member j
Statement Due Date: |15th Day Of The Month, j
Statement Publish Dateg | 9 6f2016 2

Statement Motification

'L ]
Tomey Skatement 4,

Distribute Member Statements

To print and/or email Member Statements, click on Membership, and then select Print Member
Statements to launch the Member Statement Wizard.

i Employees

= j General Ledger

@ Guests
3 Manth End YWizard

: Euest Ry
. P ({ﬁ Print Member Statements )

€5 Clear Minimum Adjustments

Membership <«

43 Gift Card Expiration a

- 5 Clear Cuskom Billing Sched. ..

To minimize processing time, it is recommended to Print Statements and Email Statements in
separate processing batches. Oftentimes, Clubs print statements first, and then produce email

statements while stuffing envelopes.

p.13
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Printing Member Statements

Statement Settings

Once in the Wizard, enter the Month and Year, designate the Company (if more than one exists),
and indicate whether or not the statements are a Memo Billing. Next, specify the Output

settings to Print Statements. Click Next to continue.

@& Member Statement Wizard P =

Statement Generation Wizard

Select month and year you wish to generate statements for.

Statement P
Manith I? vI
Year Im
Companies@\lﬂ Zl

™ Mema Biling

Output Settings

Dr\nt Statements

I Emai Statements

I Save Statement Copy To Fie
I Expost Statement To Third Party

Mone) K

Cancel

Note: The Memo Billing option shown above is often used in conjunction with a Billing Schedule
flagged as such (see Billing Schedule screenshot below), and is used to provide an idea of what
a billing would look like for informational purposes only. For example, a Club that bills Members
annually in December, may generate a memo billing in September to give their Members an idea

of what the December billing will look like.

9 Manage Items ™ Reporting Dashboard ) Manage Members %7 Approve Charge Batches (..‘-j ‘Web Browser ) Biling Schedules 3¢
Home
] 2 X S % B O -
() Any Word
e Edit Delete  Export Refresh  Clear Filker  Active Help
Mame - Description Amaunt Frequency Include On Memao Billing Rental Schedule Month Begins
Additional Club Storage $100.00 Yearly | — ¥4 3
Assessment Bey Assessment $300.00 Yearly v r 11
Associate 100% Dues $470.00 Yeatly 4
Associate 33% Dues $155.00 Yearly 4
Associate S0% Dues $235.00 Monthly 4
Associate 66%: Dues $310.00 Monthly 4
Assoriate C $50.00 Monthly | 4
Caddy Banguet 450,00 Semisnnual V& 4
Capital Dues $45.00 Monthly 4
Capital Dues (members who joined after 1j1/100 Members who joined after 1/1... $45.00 Yearly ]
Club Storage $132.00 Yearly ¥ 4
4

| —
Corporate Golf Dues $0.00 Yearly N v ﬁ 7

p.14
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Member Selection

On the next screen in the Wizard, designate the Members for whom the Statements should

be printed. The screen will default to the Member Group, All. Designate the Print Order (either
by Member ID, or Last Name), and then add Members by clicking the Member Select button.
Note: The Members that appear in the next screen are controlled by the Member Group

selected.
@-‘ Member Statement Wizard 7 x

Statement Generation Wizard

Select members you wish to generate statements for. Use the Filter settings to select a subset of your members

Filker Settings

Member Groupl, (Al hd rink Ordequember D

Select Members... 3

Selected Members

(8] Mame Address

The Member Lookup window will launch. The Has Statement Address column will be checked if
the Member is configured to have a printed statement. To easily select all Member who are
configured for a printed statement, filter the Has Statement Address column for checked, and

then click, Select All. To add all selected Members to the list for statements, click Select.

¢ 55 Lookug

¥ @ Quick Add

A Select &l J| | Unselect All

Mem... « hame City Has Statement Email Has Statement Address
! 3 Shanks, Xavier Morth Qaks W (Al
vl 4 Huerka, Wilbur Morth Qaks il {Custom)
vl 5 Rudolph, Darrick Morth Qaks g;::;;:;ed
W [} Behrens, Haywood Morth Qaks
Vo7 West, Doyle BB =
v g Fonkenot, Carker Marth Qaks i i
v el Yelazquez, Shon Vadnais Heights V! i
sf 10 COwerstreet, Santiago  Morth Qaks v’ v"
sf 11 Montes, Lyndon Morth Daks v"
M 15 Burk, Giberto Morth Caks il i
W 17 Hightower, Issac Marth Qaks W vl
V‘f 19 Cooney, Demarcus Shareview \f V"
vl 21 Payton, Erwin Morth Qaks il i
v 22 Leavitt, Arron Marth Qaks i il -
X /| [Has Statement Address] = 'Checked' = Edit Filter
951 of 1664 rows selected, 4 Cancel

p.15
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If a filter is not applied, all Members will be returned. Members listed in RED are not

configured to receive a printed or emailed statement. Many Clubs and Members are

choosing to go paperless, and access their Statements via the club Website. To remove a

Member inadvertently added to the listing who is not set up for Statements, select the Member,

and click Remove Selected.

| (8«‘ Member Statement Wizard Pl x

Statement Generation Wizard

Filter Settings

Select members you wish to generate statements for. Use the filter settings to select a subset of your members

Member Group: I(AII) j Print Crder:  |Member ID

=l
Select Members. ..

Selected Members

jin]

Marme Address
Rudolph, Darrick
Behrens, Haywood
West, Dovyle
Fonkenok, Carter
Velazquez, Shon
Owverstreet, Santiago

A A E A

Montes, Lyndon
wtalbers Al

<

Bright, Porsha )
BF, (:lID_tJer ] f

Mecloud, Vince
Hightower, Issac
Bunch, Mel

Cooney, Demarcus
David, Erasmo
Payton, Erwin
Leawitk, Arron
Dillon, Shad

ﬁﬁﬁﬁﬁﬁﬁﬁ L

7
7
7
7
-

Select a member and press Delete to remove it From the list,
Members In Red Are Mot Configured To Print or Email,
Click To Print List OF Warning Members

Bl Remove Selected

I

If a large number of Members appearing in RED have been added to the listing, click the Click to

Print List of Warning Members option at the bottom. Review listing for accuracy. Click Next to

proceed. (If listing is not accurate, make edits as necessary).
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.Warningl“lemhers.txt - Motepad
File Edit Format VYiew Help

IS[=1 E3

T Guest,

1 Mmackey, Janean

: waldrop, marcellus
: spangler, Renaldo
: TempTe, Carlota

Looms

ng

Intermediate Dues (members wha joined after 1)1

Joke Test

Junior Corporate (members who joined after 1/1)

Locker Rental
Mens 12
Mens Full

Cancel

Select & member and press Delete ta remave it from the lisk,

Memb it mail,
Click Ta Print List OF Warning Members

Click OK provided the above review has been performed and was accurate.

uuuuu

Warning

Cne of more members are not setup to print a statement., Would vou like bo continue anyway?

Printing Settings

Cancel

Previous

496 @ test, club -

499 : Fund, Tournament

502 : montano, Jen

504 : James, Cwen

518 : smith, John

522 @ o'Neill, Greg

523 : o'ponnell, Greg

524 : o'Connell, sam

525 : o'Test, Bill W/ =

526 : Rockwood, Gertrude

530 @ spear, Jen "

535 : Thompson, ke

537 Gamhﬁle, Jim ¥ v/

541 : Abba, Abba

S44 @ adams, andy 7

545 : member, Test

546 : amith, Joe

555 : Doe, Jane vl

558 @ test2, test

560 : Cool, Joe

561 : Jackson, samuel v

562 : Dpali, Ferdinand

563 @ wood, Tyler W

564 @ Dew, Angie v

566 : Jones, Davy W

567 : Tork, Peter

568 @ wvendor, Test ¥4

569 @ vintage Linens, DBA W

570 : TEsT3, Tests

ood4a: williams, ETS CHARGE OMLY Marni

G99A: Palmer, Kali

1184 : Cardwell, Edward - *

5] H 4

Intermediate Dues {members who joined after 171 29 Shen Twweke oA b

Next, define the final set of options. Begin by designating which statements to print from the

available options.

Statement and Detail Pages

Skip Members Wikh Zero Balance Due

Process All

Skip Members With Zero Balance Due
Skip Members YWith Mo Activity
Skip Members With Zero Balance Due And Mo Ackiviky

Then, determine whether statement details should be included. This option (available only for

Members who have “include statement details” checked in the Financial Information section of
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their Member profile) enables miniature copies of supporting tickets to be included with the
summarized statement.

Next, define Print settings and the printer that should be utilized.

Use the Pause After feature to stop printing after a certain number of pages, so additional paper
can be loaded in the printer. For example, if a Club has 350 Members (and statements are
printed for all Members), but printer holds only 250 sheets, it is advisable to enable the Pause
After feature and enter a number around 200, so more paper can be added prior to the tray

emptying. If Printer holds enough paper to print all Statements, leave the feature unchecked.

When printing Statement Details, optionally check the Use Separate Trays feature to allow the
statements to be printed to one specified printer, and the details to be printed to a second
specified printer.

To specify a printer, click the three dots next to the Statement Printer name (and the Details

Printer name if Separate Trays option has been selected), and select Printer from available list.

Populate the Statement Publish Date to the last day of the month of the current statement
period. (Also available in Month End Wizard and System Settings, Membership, as previously
shown).

Click Next to continue.

(83 Member Statement Wizard ? | x
Statement Generation Wizard
2 £ 2 e -
Select your final optionz. Then click Finizh to complete the process.
Statemnent and Detail Pages Print Settings

‘ Skip Members With Zero Balance Due

™ | Pause after Pages Prinked,
[ |use Seperate Trays

Statement Prinker: dein Office Printer (redirected 26) (redirecte:

Include Statement Details

Expork Folder:

Cancel Previous
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Click Finish to kick-off statement printing.

@ Member Statement Wizard

Statement Generation Wizard
'ﬁ

Status I

When finished (blue status bar at bottom complete), the screen will show Members that
processed and will also list any errors in processing so further investigation can be done. Click

OK to acknowledge statement completion, and click Close to exit wizard.

[ e

Statement Generation Wizard

Skatus
(/Startlng Statement Process. ..

Printing Statement(s) For 3: Shanks, Xavier
Printing Statement(s) For = r
Printing Statement(s) For = temner Hame

Any Errors will also appear here! \o

Statement Process Complete x

er Name

.
[0] The statement process has completed!
4

#
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Emailing Member Statements

Statement Settings

Once in the Wizard, enter the Month and Year, designate the Company (if more than one exists),
and indicate whether or not the statements are a Memo Billing. Next, specify the Output
settings to Email Statements. Choose Attach PDF to allow the system to generate a PDF

version of the Statement (most often used). Click Next to continue.

@«‘ Member Statement Wizard

Statement Generation Wizard
Select month and year you wish to generate statements for.

Statement Period

IMonth: I? 'I
Year: I2Dl|5 'I

Campanies; (ol

I

[ Mema Billing

Qubput Settings

™ Print Statements
0" v Email Statements
[attach POF -

[ Save Statement Copy To File

r Export Skatement To Third Parky

I(None) j

A

Other less-widely used, more advanced options are available for Email Statements, including
PDF (Rich document), Embedded HTML, and Custom Marketing Templates. The PDF Rich
document allows a PDF document to be selected for attachment, rather than auto-generated by
the system. The Embedded HTML sends the statement in the form of HTML, rather than a PDF,
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and the Custom Marketing Template allows Clubs to further customize their statement

presentation.

Avoid the Save Statement Copy to File option, as the Statement details are already saved in the

system, and do not need to be saved again in the form of a PDF attachment.

In rare cases, where exporting statements to a third party is necessary, check the Export

Statement box, and select the appropriate Third Party from the drop-down menu.

rd Export Statement To Third Parky

I(Nnne]l j

ClubEssentials
SkatementServices

Member Selection

On the next screen in the Wizard, designate the Members for whom the Statements should be
emailed. The screen will default to the Member Group, All. Designate the Print Order (either by
Member ID, or Last Name), and then add Members by clicking the Member Select button. Note:

The Members that appear in the next screen are controlled by the Member Group selected.

‘8«‘ Member Statement Wizard 7l x

Statement Generation Wizard

Select members pou wizh to generate statements for. Use the filter settings to select a subset of your members

Filter Settings
Member Groupl, |(al) A rink OrderQMember jin]

Select Members. .. 3

Selected Menbers
ju Mame Address

The Member Lookup window will launch. The Has Statement Email column will be checked if
the Member is configured to have an emailed statement. To easily select all Member who are
configured for an emailed statement, filter the Has Statement Email column for checked, and

then click, Select All. To add all selected Members to the list for statements, click Select.
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- el D1 i€
L 8 Quick Add
L Unselect &l
Membe... Mame it Has Statement Email + Has Skatement Address
¥ 1000 Smith, Martha Morth Daks (il v B
vy 3 Shanks, Xavier Marth Ciaks (C'-';to':id !
LI

> 4 Huerta, Wilbur Moy CE;(E‘; V!

v 3 Behrens, Haywood Tt . v

i g Fonkenot, Carter Morth Oaks — W]

v a Yelazquez, Shon Yadnais Heights o v

vy 15 Burk, Gilberto Maorth Daks W W

W w5081 Bueno, Rey Maorth Diaks v |

v 21 Payton, Erwin Marth Oaks i W

V] wmor4 Jeffery, Carmelo St. anthorey il i

i 613 Brannon, Carl Morth Oaks il W

vy 27 Hoower, Jospeh Morth Oaks ™ W

| 32 Shea, Jarrett Marth Oaks v !

¥ #5107 Elias, Les Morth Caks i ¥ -
% /] [Has Statement Email] = 'Checked' ~ Edit Filter
549 of 1664 rows selected, 4 Cancel

If a filter is not applied, all Members will be returned. Members listed in RED are not configured
to receive a printed or emailed statement. Many Clubs and Members are choosing to go
paperless, and access their Statements via the club Website. To remove a Member
inadvertently added to the listing who is not set up for Statements, select the Member, and click

Remove Selected.

] (& Member Statement Wizard ? [ 3

Statement Generation Wizard i
- & 2 =
Select members you wich to generate statements for. Use the filter gettings to select a subset of your members ‘ﬁ

Filker Settings

Member Group: I(A\I) j Print ©rder; |Member 10 'I

Select Members. ..

Selected Members
D Mame Address
] Rudolph, Darrick.

& EBehrens, Haywood

7 wWest, Doyle

a Fonkenok, Carker

a welazquez, Shan

10 Overstreet, Santiago

afslEsfialfifalli

11 Montes, Lyndon
1 lters Al

14 Bright, Pnrsha‘ ] )

15 Burk, Glberta

16 Mecloud, vince
17 Hightower, Issac
18 Bunch, Mel

=l

W
12 Cooney, Demarcus V"
20 David, Erasmo
21 Payton, Erwin ‘f
22 Leavitt, Arran V"
24 Dillan, Shad ¥4
£ e

Select a member and press Delete to remave it Fram the list,
Members In Red Are Mot Configured To Print or Email,
Click. Ta Prink List OF Warning Members

I

f1 Remove Selscted
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If a large number of Members appearing in RED have been added to the listing, click the
Click to Print List of Warning Members option at the bottom. Review listing for accuracy.

Click Next to proceed. (If listing is not accurate, make edits as necessary).

.WarningMembers.th - Notepad H[=] [ k=
File Edit Format Wiew Help @
| 001 @ Guest, - .

1494: Mackey, Janean

173 : waldrop, marcellus

176 @ Spangler, R_lenawa

408 : Temple, Carlota

496 tes‘g, Club vI

499 : Fund, Tournament

502 : montano, Jen

504 : James, Owen

518 : smith, John

522 : 0'nMeill, Greg

523 : ¢o'Donnell, Greg

524 : o'cConnell, sam

525 @ o'Test, Bi11 7 =

526 : Rockwood, Gertrude

530 : Spear, Jen

535 @ Thompson, Kelly v

537 : Gamhle, 1im

541 : abba, abha

544 @ adams, Andy 7

545 : Memher, Test

546 : smith, Joe

555 : Doe, Jane ¥

558 @ test?, test

560 : Cool, 1oe

561 : Jackson, Samuel i

562 : pali, Ferdinand

563 : wood, Tyler ]

564 : Dew, Angie il

566 @ Jonas, Davy 7

567 @ Tork, Peter

568 : wvendar, Test i

569 : wvintage Linens, DBA 7

570 : test3, test3

9%94a: williams, ETS CHARGE OMLY Marni

9994 Palmer, kKali

1184 : Cardwell, Edward - L
Kl H

Intermediate Dues (members who joined after 1]1 an R # =
Intermediate Dues (members who joined after 1/1 Select amemnber and press Delete to remave it from the list,

Mernb rnail.

Joke Test
Juniar Corporate {members who joined after 171)7
Locker Rental
ng Mens 1/2
Mens Full

Looms Click To Print List Of Warning Mernbers

Cancel Previous

Click OK provided the above review has been performed and was accurate.

uuuuu

Warning x

Cre of more members are not setup to print & statement. Would vou like o continue anymay?

Cancel

Printing Settings

Next, define the final set of options. Begin by designating which statements to email from the

available options.

Skatement and Detail Pages

Skip Members with Zero Balance Due j
Process Al

Skip Members ‘With Zero Balance Due
Skip Members YWith Mo Activity
Skip Members 'With Zero Balance Due And Mo Ackiviky
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Then, determine whether statement details should be included. This option (available only
for Members who have “include statement details” checked in the Financial Information
section of their Member profile) enables miniature copies of supporting tickets to be included

with the summarized statement.

Populate the Statement Publish Date. (Also available in Month End Wizard and System

Settings, Membership, as previously shown).
Click Next to continue.

| (8~ Member Statement YWizard o |,

Statement Generation Wizard
Select your final options. Then click Finish to complete the process.

Statement and Detail Pages

I Pause after Pages Printed.

Include Statement Details ™ Use Seperate Trays

2

Export Folder:

Staternent Publish Date

4

Cancel Previous
Z

Next, create an email that will contain the PDF statement. Provide an Email Subject, and type
the message. Use formatting tools as well as Snippets. Click on the drop-down arrows (next to
Member, System, Custom Fields, and Member Financial) to access available snippets. When

complete, click Finish.
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] @ Member Statement Wizard

Statement Generation Wizard

Ernail Subject (optional): { Clube - Manthly Statement
D @@ B G- EERTEESE=E==q |l BB -~
Calibri 1 ~ ‘A A B I U U S & X X, A-BEP-changeCase~E) A |~

L+ Membﬁ Custom Figlds = % Member Financial - ~

Dear| {%First Marme%%] \.

Aftached, please find your monthly statement.

Reminder: You can also login to our website and view your statement and current activity,

|| Thank yvoufrom all of us at Clubessential!

Previous

:

Cancel

When finished (blue status bar at bottom complete), the screen will show Members that
processed and will also list any errors in processing so further investigation can be done. Click

OK to acknowledge statement completion, and click Close to exit wizard.

® 2 lx
Statement Generation Wizard {)
-ﬁ
1| Status |

Starting Statement Process...
Printing Statement{s) For 3: Shanks, Xavier
Printing Statement{s) For #: r Name

Printing Statement(s) For =: T
Any Errors will also appear hera! \o

Statement Process Complete x

\ol The stakement process has completed!
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Post Statement Generation

After generating, printing, and/or emailing the statements to Members, it is important to perform
a few additional steps to ensure the Membership Module is properly handled for the end of the
month.

Clear Minimum Adjustments

If adjustments to Member Account(s) were made, the adjustment remains in the Member's file
until cleared or removed.

Minimum Group: To remove adjustments made to an entire minimum group, click on

Membership, and select Clear Minimum Adjustments.

l@ General Ledger Membership <«

) Month End Wizard £
ﬂ Guests

€] Print Member Statements/
. e (5 Clear Minimum Adju&gﬂts )

¢ Clear Custom Biling Schedules

€4 Invoice Transfer Wizard

¢ Payment Transfer Wizard

‘_’\? Approve Charge Batches

% aDMINISTRATOR(L) | & CLUBS: %/ Approve Payment Batches

Check the box next to the Minimum Group to remove adjustments. Then, click Clear Selected.

Clear Minimum Adjustments x

Selgc_tg_d Vl ame g Description V|
f [ 3 ‘?ﬂ’lnimum Golf Members &G Minimum Golf Members QI
I KH-M Galf Members H-M Golf Members
I M-Z Minirmum Golf Members N-Z Minimurm Golf Members
I A-G Minirmurn Social Members A-G Minimum Social Members
r H-M Social Members H-t Social Members
r M-Z Minimum Social Members N-Z Minimurm S ocial Members
r 1,200 Annual Minimum $1.200 Annwal Minimum
r 108 Min Group
\_I:j 470 Grill Food Minirmum

Clear Selected
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Confirm clearing by clicking OK.

Are you sure? x

Are wou sure wou wish to clear the adjuskments for all Members in the selecked groups?

Zancel

Individual/Few Members: To remove adjustments made to a Single Member, or a few Members,
click on Membership, and select Manage Members.

':‘iﬂ"j zeneral Ledger Membership «

e (ﬂ Manage Members
Guesks
. Guesk Rooms

) Member Charges

=) Member Payments
%2 Member Credit Book
{1 Credit Book Expiration

¢5 Gift Card Expiration

% SDMINISTRATOR(1) | 2% CLUBS - Vi

Double-click on the affected Member. (Set Filter for Minimum Adjustment Amount > 0 to see
possible impacted Members.

B Manage Ikems _ﬁ Reporting Dashboard %) Manage Members 3 T;i Approve Charge Batches
Harne
A7) |
LOZ x . v \@ D I@I Search:
2 Edit Delete  Export Refresh  Clear Filker  Active Help
Member Mumber Last Mame First Marme Member T Minimum Adjustment 4., * [=]| 1o

559 A Stanbery Erik Associate Golf $100.00
505 Seddon Zarrie Associake Golf $500.00
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Click on the Minimums tab. Change Adjustment Amount to $0.00. Click Save and Close.

Home | [359] Erik A& Stanbery 3

Cy

D @

Edit: Member

+ &} Membership
Wy Groups

“ Fictures Member ID: | 553 Erik A Stanbery
= Preferences L FYS—— o
%% Scheduled Changes e ke
£ web Settings Status:  Active La'ﬁ Flayer Type:  (Mone)
+ %} Commurnication : : :
%) Physical Address Title: L 88| soffie (Money  (CL) 38 Swipe I0; - 559
%% Email Address First  Erik Middle: Las!

Rt
%9 Phone Ernail: i = Phone:
¥, Messages rnail: Iestanberv@clubessentlal.com j (3 I
+ @ Financial Information
%) AR Activity
%) Bark Accounts

% Biling Member Minimunn Details
%) Installment Biling i
\.@ credit Book Minirur: 4§11, 200 Annaal Minimom
%) Credit Cards Minirmurm Tokal: $1,200.00 | Ending On: 9302016
%) Gift Cards .
% vouchers Spent In Period: $21.95
3 Late Fee Amount To Spend: $1,178.05
Minimums -' ;
Sl
+ "y Other Adjusted Ta Spend: $1,075.05
& Attachments
@ Custom Fields Yig Minirmurn Ackiviky
" Motes

Print A/R Aging Report

Lastly, print out the A/R aging report to review Member balances, and tie totals on the report to
the General Ledger balance. To print the report, navigate to Interactive Reports, Membership,

and select AR Aging.

Hame

. Guest Rooms Repar
Display Mode: Search:

i -- Accounking
Marketing (- Employee

-|

-\ﬂ Membership

- AR Aging Extended
- Credic Book Transactions
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Then, enter the As of Date, and click View Report at the upper right-hand corner.

Home | AR Aging 3

Feeport Settings: (Default) ~ | | save Current Settings Make Public [ Provids Feedba

i tf) Yiew Repaork

A Of Date Types: | (Al Memnber: | (MNone) .

AfR Ledger: | <all Ledgers= Grigps: | (All) ™ Excluds Guest Member

Detail Level:  |Member - (Al

1 of 32 b M % | B A3 B | oo - Find | Mext
Clubszoft Acceptance Server
AR Aging Report ™ .
club@ssential
tMember Type: <All>
tdember Group: <All>
Member ID v Member Name v Thisz Month & One Month v Two Month v J.::?:+ s Total v
DELETED OF DEFENDENT MEMEERS WITH QUTSTANDING AR BALEMCES
1579 James Blanton $0.00 $0.00 $0.00 $2.212.76 $2.212.76
$0.00 $0.00 $0.00 $2.712 76 $2.712 76

atn TEST A $0.00 §49.24 $0.00 $3,8082.85 §2,922.09
559 Erik & Stanbery $130.54 $653.01 $130.00 $48633.11 44954666
541 Abba Atba $ES0ET $114.82 $0.00 $8.254.79 $9.020.28
®10043 Cody &bl $0.00 $8.64 $0.00 $1,175.69 $1,184.33
10270 Sharan Abel $0.00 $0.00 $0.00 $600.00 $600.00
wx10067 Mavis Acevedo $0.00 $0.00 $0.00 $600.00 $600.00
10300 Angelyn Ackerman $0.00 $0.00 $0.00 $600.00 $600.00
ZH Andy Adams £0.00 1561 538 $72893 $73992
3243 Rersia Aguilers $0.00 $0.00 $0.00 $E00.00 £E00.00
10423 Ebori Aguilsra $0.00 $0.00 $0.00 $600.00 $600.00
HE118 M. Ksith Aguilera £0.00 $0.00 #0.00 1,200 00 1,200 .00
174 Dr. Jamaal Aguire $0.00 $553.62 $0.00 $45,841.51 $4E,435.13
3261 s, Sidney Aguirre $0.00 $0.00 $0.00 $600.00 $600.00
10245 Dty Aguitre $0.00 40.00 $0.00 $500.00 $E00.00
am Dr. Aon Aiken $0.00 455,94 $0.00 $35,4E2.71 $35,918.64
m_#10211 T amica Alnsworth $0.00 4000 40 00 LN 00 SENN O

FAQ's

What if there is an error during statement printing?

If the printer becomes jammed, click Pause, fix the error (clear jam, etc), and when fixed, click

Resume. Printing will commence where error occurred.

What is the best way to re-print a statement for one Member?

The easiest way to re-print a statement for one Member, is to go to the Member’s profile. Click
on the Statements tab (in the Financial Information section), double-click on the statement date

to reprint, navigate to the Printed Statement tab, and then click Print.
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@ Club Intelligence Dashboard ) Manage Members X {5 Report Preview =IPS
Home | [10] Santiago Overstreet € Electronic Statement ( Printed Statement @
Ll i 1 p
E f‘J Q‘) @ 1E| | erint... | [A] @‘ ] | o@m|=R ‘ a, iz 4 [ It ‘ Qoackward @) Forward
% Wembership B O N R T T A S O R S R S
Ty Groups Edit Member
Ty Pickures Member ID: | 10
=) Preferences i Eonaty Gl Mo
% Scheduled Changes st Eeg) Uty ot Members
) web Settings Status:  Active
- ‘Zﬁ Communication
‘4 Tikle: My, L Suffix:
" Physical Address bl L‘“ x ik
“y Email Address First | Santiago : 10 08/31/2016
gy Phone 1
- Email: I]hzrust@clubsoft.net -
Yo Messages .
~ ) Financial Information - $21,679. 86
AR activity - Santiago & Anjanette Overstreet Fi
\'@ Bank Accounts - 54 West Pleasant Lake Road
P Statement Date -
% siling 2
) Instalimert Biling a/31iz016 2 - Worth Oaks, TX 55127
B cred ook i : bl
ahllaldavidladil il
) Credit Cards . Bla0fz0le -
) Gt Cards © 5/a1j2016 N
) vouchers 4/30/2016 R
%) Late Fees 313142016 2
2 Minirurns 2/29/2016
@ Statements .;3112016 . Balance Foruard §21,679.86
- g Offier 12/31/2015 -
i} Attarhments 11/30/2015 B Four account is seriously
L Custom Fields oja1z015 4 past dus. FPlease contact
%, Hotes - us as somm as possible.
2 9/30j2015 Ll
8/31j2015 4| | »

713162015

Best Practices

Post all period batches prior to generating statements.

To minimize processing time, it is recommended to Print Statements and Email Statements in
separate processing batches. Oftentimes, Clubs print statements first, and then produce email

statements while stuffing envelopes.
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