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C- Membership Management

Overview

A Club builds new Members in their system as they join the Club to ensure they can
communicate with them effectively, manage their billings and related payments, and include
them in Club offerings such as the Club Website, Reservations system, POS System, and the
Club App.

Use Case(s)

A new Member joined the Club today. He would like to be set up with access to view the
Club’s website. He would also like to be a part of the Men’s Golf Group, and would like to
pay his club dues via ACH. The Membership Director ensures the new Member's
information is input into the Clubessential Office system to facilitate Club communication,
billing, and other Club offerings.

Accessing the Tool

To access the New Member Wizard,

1) Click on Membership to load the Manage Members Grid.

Marketing
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% ADMINISTRATOR(1) | &% CLUE

2) Then, perform either of the following to launch the New Member Wizard:

a) Click the New icon on the toolbar.
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Edik Delete  Export Refresh Clear Filker  Active Help
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C- Membership Management

b) Right-click anywhere on the Manage Members Grid and select New.
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New Member Wizard

The New Member Wizard is designed to assist with the creation of a New Member.

Click Next to proceed through the wizard.

i} New Member Wizard

| Creating New Member Record

This wizard is designed
to assist you in creation
of & new member record,
Once completed it will open
the entire member record
for vou ko edit,

Cancel
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Member Info Fields

Follow prompts to enter First Name (optional), Last Name (or full account description if Party,

Reciprocal Club, etc.), Billing Type (Member Type), and Member Status.

Click Next to proceed.

i} New Member Wizard 7 x

Member Info

Firsli' | Thamas

Last| van Hook
Eiling Type|  Junior Member =30 Y ¢ o
Member Status] | active i}

Member Groups

e Every account must be included in at least one Member Group, primarily for reporting
purposes. For this reason, most will have a group called Reporting Group or All
Accounts.

e |f Minimums are used, Primary Accounts ONLY will need to be linked to the proper
Minimum Group.

e Select any other applicable groups as needed.

Click Next to proceed.
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{4 New Member Wizard Ao

| Member Groups |

0

Selecteﬁ? Mame S Description i
¥ Reporting Group Reparting Group QI
I Frimary Golf tembers Frimary Golf Members
' Frice Schedule Price Schedule
I Flayers Tenniz 2011 Flayers Tenniz 2011
' Obituary Obituany
m N-Z Minimum Social Members M-Z Minimum Social Memb
ird M-Z Minimum Golf Members M- Minirmurn Golf Member
' Mo Paper Statement Mo Paper Statement
I Mew Members with join dates > 14120 Mew Members with join dat
- MWGA MW GA

O Jurior Golf Jurior Golf _'I

2

-
Cancel BaCK

Member Dependency

e Check Is Member a Dependent/Spouse IF account being created is to be linked to
another account for billing purposes.

e |IF this box IS CHECKED, then complete the empty box below to designate the account to

which this Member should be linked.

e Most Dependents will use the same Address as the Primary Member. If this is the case,

check Use Primary Member Address.
Click Next to proceed.

{4 New Member Wizard ? )l x

| Member Dependency

[v |1s Member a Dependent/Spouse

@5034] Gallagher, Cory %@

[+ fLise Primary Member Primary Address

Cance' BaCK
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Addresses/Contact Info

Enter a new Physical Address by selecting the New icon. (Note this step is optional and can be

completed at a later time if desired).

Enter all applicable address information.

Check Share if address will also apply to spouse and dependents.

Select Notifications if notifications are to be sent to this address.

If Statement is selected, then a paper statement will be printed for this account. If not

selected, then an email statement will need to be sent. Note, if the physical address

applies only for a designated time period (for instance the Member will live in one

residence for 7 months, and another for 5 months), designate the appropriate Start and

End Dates that the address will apply for the Member. If the Member has this schedule

every year, click the Repeat Annually button. Leaving these fields blank will designate

that this address applies for the whole year.

When finished, click Next to proceed.

Addresses

g 8

Street 1 4 Street 2

4

0of 0 records found,

Cancel Back

City State Zip Code

Address O

‘8«‘ Edit Address

B3| @

Cakegory: fqome

Street 1:| 455 Delta Ave
Street 2
Street 3
Skreek 4:

City:| | Cincinnati
Stabe:| OH
Zip Code:| 45226

Province:

Counkry:

Mote:

)

1

Share! ‘-e

Matifications

Click Save and Close when complete. Add additional addresses as required.

e

selected | Name | Start pake

&’End Date

| Repeat annually

[« iv Statement 5/1/2M7

12/31/2m7

r

Social

)
=

I0: -1 | Loaded
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Emails

Enter a new Email Address by selecting the New icon. (Note this step is also optional and can

be completed at a later time if desired).

Enter the Email Address and add a Note if desired.

Default will be checked for the first email address entered. This can be changed;

however, one email address must be marked as the Default, as it will predominantly be

used when sending emails through Office.

Select Notifications as needed.

If Statement is checked, an electronic statement will be sent for to this email address.

(Note: A Spouse Account can also receive a copy of the Primary Member's emailed

statement. To do so, check Statement on the appropriate email address within the

Spouse’s Member account. When statement emails are sent, the Spouse will receive the

same email as the Primary Member. Dependents other than Member’s Spouse cannot

receive an emailed statement.)

Note, if the email address applies only for a designated time period, designate the

appropriate Start and End Dates that the email address will apply for the Member. If the

Member has this schedule every year, click the Repeat Annually button. Leaving these

fields blank will designate that this email address applies for the whole year.

Click Save and Close when complete. Add additional email addresses as required.

When finished, click Next to proceed.

)2

Emails & Edit Email e

0 of 0 records found.

Cancel

| 4 @

Email Addressy  tvanhook@ce,.com e
Note:!

Default Email: % p

Selected | Mame | Start Diate | End Date B | Repeat annually
v Statement r :

r Social -

\E Hewsletter [

v Emal Address Is Default

EBack I0: -1 | Loaded
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Phone Numbers

Enter a new Phone Number by selecting the New icon. (Note this step is also optional and can

be completed at a later time if desired).
e Enter the Phone Number, Carrier, Phone Type, and add a Note if desired.

If Mobile is selected, be sure to specify the Carrier. To send text messages to Members

through Office, please see Marketing Wizard document.

e Default will be checked for the first Phone Number entered. This can be changed;
however, one number must be marked as the Default, as it will predominantly be used for
communication purposes.

e Select Notifications as needed.

Note, if the phone number applies only for a designated time period, designate the
appropriate Start and End Dates that the email address will apply for the Member. If the
Member has this schedule every year, click the Repeat Annually button. Leaving these

fields blank will designate that this phone number applies for the whole year.
e C(Click Save and Close when complete. Add additional phone numbers as required.

When finished, click Next to proceed.

& Edit Phone — (=[x

| Phone Numbers B 1 '@'

Phone Mumber: [ S55-555-5555

Carrier:| |TMohbile hd
Phone Type: lm

Mote:

Default Phone: 3 ﬂ

Selected | Mame ﬁrt Date | End Date | Repeat Annually
( [ Social [ D

a2 e

Phone Mumber Fhone Twpe Carier Mote

0 of 0 records Found,

Cance' BaCk

10 -1 | Loaded
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Member Number

Enter Member Number. If Member is Spouse or Dependent, be sure to include proper suffix (ie
-1 or -A).

When finished, click Next to proceed, and Finish to confirm completion.

4 New Member Wizard T x {4 New Member Wizard Bl X

Member Number | | Finish

Member Mumber:

Completed!

Caniel Eack.

Cancel Back

Additional Tabs for Member Info

Once New Member Wizard is complete, the New Member Account is displayed and available for
further editing.

Membership Section

The Membership Section contains an opportunity to populate additional information about the

Member. For instance the following fields can be found on the Membership tab.

e Names
o Alternate Names/Titles
o These fields are primarily utilized when printing Membership Address Labels.
For instance, if Family Title is the selected Display Name when printing labels,
Family Title must be entered for the label to print properly.
o Statement Name can be used to override the name that appears on the
statement (ie - Mr. and Mrs. John Smith). If left blank, the first and last name of

the Primary Member will appear on the statement.
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Mames

Ale Mame:

Farnily Title:

Mr. and Mrs. John Smith

Proper Title:

Statement Name:

Mr. and Mrs, John Smith|

Regular Title:

e Dates

o Approval Date, Birth date, Join Date and Wedding Date can be entered for new

members. (Initiation fee can be entered in amount field to the right of Join Date).

Note: For Clubessential/Axis Website users, IF Join Date is utilized, remember to

set this to a date less than or equal to the present date. Otherwise, the Member

will not show on the Website Roster. If Join Date is blank, the system knows to

add the Member to the Roster as normal.

Dates

Approval Date:
BirthDate:

Join Date:
Wedding:
Renew Date:

Resignation Date:

e Miscellaneous

o Gender - Specify Gender of the Member

o
o
o

$50.00

o Profession (Optional) - Enter the Member’s profession
o Member URL 1 (Optional) - Enter the Member’s social site URL
o Pin (Optional) - Only applicable when Kiosk Mode is utilized

Miscellaneous

Gender: I Male

L<|

Profession: | Firefighter

Member URL 1:

PIN: |***
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e Spouse

o After the Spouse Account is created, return to the Primary Member's

Account. As long as the Spouse Member is in a Member Type marked as Is

Spouse (Please see Member Type help documentation), the system will

automatically populate the Spouse Member in this field. Spouses, however, can

also be manually added to this field.

o Note: For Clubessential/Axis Website users, for the Spouse Member to show with

a Spouse/Secondary Relationship level, they must be entered into this field.

Otherwise, the Spouse will show with a Child/Additional Relationship level.

Spouse

Spouse First Name: F-Eil:al

Spouse Member:

[3239-1] Smith, Rita Qs

Other Tabs available within the Membership section allow for further data gathering and

Member establishment.

Groups Tab

Use this tab to add a Member to a Group not previously assigned in the Wizard, or to Delete a

Member from a previously assigned Group.

) Membership

@ Groups

% Pictures

)  Edit Member
Member ID: 572

) Prefersnces

% Sthedued Changes 1 Rt Msmber =30 =

€ web Settings Status:  Active =
%} Communication _

% Physical Address Title: G |88 suffic:  (Nome) (O[3

y Email Address First  Thomas

% Phone

g Emall: [tvanhook@CE com = e

% Messages
w4 Financial Information

T AR Activity

%) Bank Accounts

Thornas VVan Hook

Player Type: | (Hone) e

5 ol Lookup Value — o
Search: w 8 Quick Add

52 select All || Unselsct all

Mame =
Hitters Tennis 2011 (-\ =

%) siling Selsct Member Groups...

T Installment Biling Member Group

) Credic Book Reporting Group

) Credt Cards M-Z Minimum Social Members

) Gift Cards

T vouchers

) Late Fees

) Minimums

) Statements
Ty Other

& Attachments

7@ Custom Fields

%y Notes

H-M Golf Members
H-M Social Members
Hole-In-One

Junior Golf

MWGA
New Members with join dates > 1/1/2010
Mo Paper Skabement

N-Z Minirnum Golf Members

N-Z Minirnum Sacial Members ¥4
Obituary

Players Tennis 2011

Price Schedule 4
Primary Goff Members

Reporting Group w
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Pictures Tab

Use this tab to add a Member’s Picture to their profile.

+ %} Membership

o Edit Member
_ Member ID; 572 Thomas VYan Hook
Freferences
% Schedued Changs Member Type: | Junior Member =30 L'%
& ,
@ Web Setkings Status: | Ackive (@5 Pl e (Monet

: & Photo Editor

%% Physical Address L= & = = T
Email Address First  Thomas 1 .‘

Phonge

Messages Emai: Itvanhook@CE Fi\epath:@Users'l,administrator'l,Pictures'l,CMA testigalf.jpg

~ & Financial Information
AR Activity

) Bark Accounts - . ) S ———
13 Billng &) mage size: % (pixels)

+ ) Communication

rododod

Fhoto Details

i@ Installment Eilling Irmage Preview:
% Credit Book
%) Credi Cards
) Gift Cards
%) vouchers
T Late Fees
) Minimums
) stakements
« %y Other
ﬁ'-_, Attachments
@ Custom Fields
%5 Maotes

Loaded

Preferences

Use this tab to add a Member’s Preferences. Choose a Category, describe the Preference, and
click Save.

5 Ser g Chare Member Type:  Junior Member=30 (o)

€ web Settings Status:  Active 4 Playsr Type:  (Mons) Q%
s T Q3] s o [ Swpe:

& Email Address First  Thomas Middle: Last:  Wan Hook

% Phone :
%, Messages Email: [tvanhook@CE. com =l o Fhone: [cee cec sees - Quick Label
w

3 Financial Irformation
) AR Activity
%) Bank fccounts

% Billng Add Preference
%) Instalment Biling
) Crud ek Caegoy. ([Food Preference =]) Manage Categories

) Credit Cards Preference: T oves Medum Rare Prime Rit]
) Gift Cards 4

) vouchers

%) Late Fees —
%) Statements

Ty Other Preferences
&9 Attachments

@ Custom Fields (LTl [ Freference EE 0
%) Hotes
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Scheduled Changes

Use this tab to add a Scheduled Change of Member Type or Member Status, when the date

is known and in the future. Specify the Type of Change to occur. Indicate the new value, its

effective date, and provide a reason.

"‘:.J Pickures Member 1Dt 572
«*:.' Erafararn

i IMember T ¢ Junior Member =30
] Scheduled Changes STl VDE ] Junior Member

£ Web Settings
=) Communication

Status:  Ackive

"3 Physical Address
% Email Address First  Thamas

"% Phane

Title: (_,ha SuFfix: | (Mone) (_%%

%) Messages v anhook@CE, cam
g

& Financial Information
G AR Activiy
%) Bark Accounts
% Biling A 8
% Instalment Biling
G Credit Book
% Credit Cards
%) Gift Cards
% vouchers
G Late Fees
) Minimumms

Web Settings

Scheduled Change Tvpe New Yalue Scheduled

Thomas VYan Hook

Plaver Type:  (Mone) \oN ®
Swipe I
IMididlz: Last: YanHook
— [=] X
& 9
=
Type: [|Member Type j

Mew Yalue: | Social L;%
Effective Date: | Wi1jz017 - e

Reason: | Medical Leave =Yy

Loaded

This section is ONLY for Clubsoft Links or Classic CSWEB website users.

If a Clubessential/Axis Website is used, these fields should NOT be entered.

e Username - Needed for Website Access (must be a unique value)

e Password - Enter password to be used when accessing website

e Visible on Web Roster - Must be checked for Member to show correctly on Web Roster.

e Restrict Web Login - If checked, the Member will not be able to log in to the Website.

e Elevated Spouse Privileges - Optional box that allows spouse to also see financial info

on web.

QD , O

Login

Username: | username

Password; | | Hebketosok

Date Password Changed: 1/1/0001
Mumber Of Web Logins: 4

"0

5& Visible On \Web Roster
[ 1 |restrict Web Login

Elevated Spouse Privileges
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Communication Section

If Physical Address/Email, or Phone numbers were not populated previously in the Wizard, they
can be added in the Communication section. Click on the desired tab and populate information

as previously demonstrated.

Home | [S572] Thomas Yan Hook <

HEE % e

+ %3 Membership
W Groups Edit Membey
G Pictures Meptér ID: | 572 Thomas Van Hook
%) Prefersnces

heduled Changes

v ber Type: | Junior Member =30 (@]
% S mber Type:  Junior Member Y

Staktus:  Ackive L‘a Player Type:  (Mone) =y g‘
4 SS Title: L=y $¢| Suffiz: (None) LY b 4 Swipe I0:
% Email Address First | Thomas Middle: Last: | “an Hook
% Phene Email: [tvanhook@CE com B & Phone:  [555-655-5555 =l Quick Label

% Messages
~ @ Financial Information
F) AR Activity

Financial Information Section

If Member is a Spouse or Dependent:
VERIFY Billing Member is correctly linked to the Primary Member.

Note: Click Edit (next to Billing Member) to open Billing Member’s edit screen.

Financial Settings
Eilling Member:@DB] Smith, John Y 2‘ B2 Edit

[ Tax Exermpt

[ Late Fee Exermpt

[~ Include Stakement Details On Skakement

IF Member is Primary:

VERIFY Billing Member is set to None.

Financial Settings

Eilling Member@one} Ll

[ Tax Exempk

[T Late Fee Exempt

¥ include Staternent Details On Skaternent
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e Tax Exempt - Check, if Member should not be charged tax.

e Late Fee Exempt - Check, if Member should be exempt from Late Fees.

e Include Statement Details On Statement - Check, if Member should receive miniature
copies of their chits with the printed or emailed statement.

e Credit Comments - Enter free-form comments as desired.

[T Tax Exempt
[T Late Fee Exempk

[T Include Statement Details On Skakement

Credit Comments

A/R Activity

Use this tab to review Member Accounts Receivable/Payment History. This is a view-only tab

for Billing/Primary Members. Options exist to view Dependent Activity, define time periods and
statements, and to specify A/R Ledger. Direct links to the Member Aging Report as well as the
Member’'s Payment report are available at the bottom. Double-click on a line-item in the Grid to

gain additional details of the charge.

& Financial Information

Re| AR activity
e :—D
% Biling lnc\ude Dependant Activit |Shuw Past & Months = AR Ledger: | |
%) nstallment Biling Date Ref Ticket Description Pasted Sub Swc chg Tax Gratuity Tatal Member Charge Mot On Statement
‘_\':’) Credit Book 1 83206 411700 Unspent Minimum Ending 08/31/16 4$50.00 $0.00  $0.00 $0.00 $50.00 450,00
‘_‘:) Credit Cards 1 B/342016 412313 Finance Charge $12.60 40,00 $0.00 $0.00 $12.60 $12.60
T;J it Cards Gty stzmed izszar ol 54 $132.75 5000 $3.46 $0.00 $142.21 $142.21
g :’;tu:::s P osf3fzole  AUTO ALTO) (§840.21) 5000 $0.00 s0.00  (fsd0.21) (840,21}
% minmue P osfsjzole  AUTO AUTO {$1,500.00) 5000 $0.00 $0.00  ($1,500.00) {$1,500,00)
%) statements I 7syEoie  qosszl Senior Men's Golf League Fees 45.00 5000 §0.00 $0.00 $5.00 $5.00
% Other I 7ae0le  40esee Unspert Minimum Ending 073116 450.00 50.00  $0.00 $0.00 $50.00 450,00
& Attachments I 7Eeote 4070l Finance Charge $12.60 50.00  $0.00 $0.00 $12.60 $12.60
@ Custom Felds I 7ajeols  4nseve Senior Mer's Goff League Fees 45.00 50.00  $0.00 $0.00 $5.00 $5.00
% Hekes I 7syzoie so9E0 Unspert Minimum Ending 07/31/16 $50.00 5000 $0.00 $0.00 $50.00 50,00
I 7syEois 409963 Finance Charge $12.60 5000 $0.00 $0.00 $12.60 $12.60
I efsnjzols 401153 Finance Charge ¥ f1z.42 5000 $0.00 $0.00 $12.42 f1z.42
I SEje0le 398006 Unspert Minimum Ending 0531116 $45.50 5000 $0.00 $0.00 $45.50 $45.50
I S0l 398620 Finance Charge $12.15 50.00  $0.00 $0.00 $12.15 $12.15
1 snaenieN ratata 124amn Frille. v 44 50 40 A1 40 51 &N nin 45 82 4587
A $623.09 s081 297 $0.00 83387 $833.07
Curent Over 30 Over 60 Over 80 Balanos Dus
$0.00 $laz.21 $0.00 $2,340.21 $2,482.42
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Bank Accounts

Add Banking info on this tab if ACH payments are applicable. Click the New Icon to add a

bank account. Click OK to move forward without specifying a token. Complete Member Bank

Account Information, and click Save and Close.

) Financial Information

20w

% mstalment Biling Bank Marme First Marne Middle Marme Lask Marne

%) Credit Book

% Credit Cards

% Gift Cards First Marne: ﬂ
T—— e - Middle Mare:
Select a Merchant Processing Token...
Last Mame:

You have access to more than one Merchant Processing Token, Please select

the Merchant Processing Token that should be used to process charges against Account Type:
this account.

&

_ Bank hame:
ect a token]

Routing Mumber:

Account Murnber:

Auto-Pay Balance: r

Default: (

ID: 0 | First name is required

Credit Cards

Add Credit Card info on this tab if credit card payments are applicable. Click the New Icon to

add a Credit Card. Click OK to move forward without specifying a token. Complete Member

Credit Card Information, and click Save and Close.

W CIY IO MU s

%) Email Address First  John ® Member Credj

s Phone | ..: ! I\*;_)/I 9 j
\

%) Messages
3 Financial Information

%) AR Activity Card Number/l Q
g Bank Accounts Card Type| I j
e Billing
¥ m E:piration Datef |9 VI ! |2E|16 VI
%) Installment Biling Card Type TN on Yea
+| Credit Book Description
Credit Cards
) Gift Cards IS @
G wouchers Middle Mame
) Late Fees
. et e bl . Lask Mame|
E
Sy hevem v b = e iz bt el Provession Tober, Pheare st Zip Code
the Merchant Procczsing T ol that shoulc be uscd to pracess charges aganst
His A arge Amounk] I$D.DD ¥ Mo Limit
I vl seler acnkisn]
Pay Balance| [
= wantta enrall ba Aeccind ol acdbanal seechent HPiocesa &

' z C"—'-;'I Default \r /

I 0 | First name is required
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Billing

The Billing Tab contains a summary of the Billing Schedules attached to the Member. While

it is most efficient and effective to add Billing Schedules at the Member Group and Member
Type level, it is possible to add and delete Billing Schedules specific to the Member on this tab.
Assigned Billing Schedules are on the left. Available Billing schedules are on the right. Assign a
schedule by selecting an Available schedule and clicking on the Left Arrow. Conversely, to
un-assign a schedule, click on the Assigned schedule, and then click the Right Arrow. (Note: The
un-assign function applies only to the Billing Schedules assigned at the Member level, and will
not work for those assigned at the Member Group or Member Type level.) Click on the Projected
Billing Report to view billings projected for the future based on the schedules. Additionally, click
the New Billing Schedule button to create a new schedule for the Available list.

+ % Financial Information
T AR Activity

Biark Arcounts

@oiin, < 1 Billing Schedules Assigned To This Member

% Installment Biling Mame Amount Frequency Annual Tatal Type

% Credi: Bool ericr Men's Galf League Fees 00 Quarterly .00 Seniar Gal
% Credt Book s Serior Men's Galf League Fy 5,00 Quarterh 20.00 Senior Golf
) Credt Cards

) Gift Cards
) vouchers
) Late Fees
) Minimums
) statements
+ g Other
&y Attachments
@ Custom Fields
) Notes

/ Available Billing Schedules \

Hamme Am... Freq...

Corporate Golf Single Dues ~ $10... Annual  +
Corporate Goff Duss $0.00 Annusl
Debt Service $63... Annual
Dbt Service Senior $37... Annual
Associate 33% Dues $15... Annual
Assariats 50% Duss $23... Morkthly
Associate 66% Dues $31... Manthly
2 | associate 100% Dues $47... Annual
| out o Town Dues §35... Annusl
— 1 senior Family Dues $29... Monthly
Senior Single Duss §26... Morkthly

Intermediate Dues (membe... $47... Monthly
Wil River $15... Annual
Mens Ful $0.00 Annual
Mens 12 $0.00 Annual

\ -

NOTE: Right click on grid for more options. 3 View Projected Biling | Mew Biling Schedule <

Installment Billing

In addition to Billing Schedules, Installment Billings can also be viewed, and built from the
Installment Billing tab. To create a new Installment Billing, click the New button. Define the
Installment Billing parameters. Note the Adjustments tab can be utilized to create billing

adjustments. Click Save and Close when setup is complete.
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%) Manage Members X | € Manage Ttems | w4 General Ledger Transaction [ &1 e [ & [ . tranac Tickat eepeion |ﬁ
- &> Installment Billing |
Home | [S08] John Smith - < | :
X Q 8 B

B 8 y @ =
+ %} Membership ElilH

k] G-roups 2l et = Eilling Item:

@ Pictures Member I 508 N

< Preferences Billing Comba:

% Scheduled Changes Member Type: | Senior Golf

) web Settings Status: | Active reriods: | [T
- ﬂ Cornmunication : e T a1 erinds:
%% Physical Address Ut |C—‘“'£' k! Skart Maonkh: IJanuary VI
%% Email sddress First  John 7
% Phone
iy Messages
- i Financial Information

Frequency:

Start Vear:| 2016

ail: IJSmlth@Clubsoﬂ:northamerlca amount: | [$0.00

AR, Ackivity adjustrnerk: \iU.DD _‘/
Bank Accounts
= 4 ﬁ ¥ Schedule | Adjustrments

Marne Remaining Periods T Month | ear | AR

i

Credit Book w
Credit Cards
Gift Cards o
Wouchers
Late Fees
Minimums
Statements
- "y Other
&g Attachments
@ Custom Fields

i Motes

£

i

i

Credit Book/Gift Cards/Vouchers/Statements

These tabs are view-only tabs with information relevant to the Member’s Credit Book, Gift Card,
Voucher balances, and Statements.

Late Fees

To view and/or assign Late Fees to a Member, click the Late Fees tab. The Member Specific
Late Fees can be viewed in the top grid. To apply a late fee to the Member, check the box in the
Selected column. To apply all, click the icon to the right of the grid with the list in it. To unapply
all, click the blank icon.

Late Fees based on the Member's type will display in the lower grid.
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To establish a Member's Minimum spending requirements, click on the Minimums tab.

Complete the Details of the Minimum. Click View Minimum Activity button to view the Member

Minimum Activity Report, containing the details of the Minimum to Spend, Minimum Spent

details, and the Unspent amount.
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L
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p.20



C- Membership Management

Other Information Section

Attachments

The attachments tab allows for document attachment to a Member’s file. To attach a new
document (such as the Member's Membership application), click the Attachments tab, click the

New icon, complete the Attachment Editor screen, and click Save and Close.

) AR Ackivity

%) Bark Accounts
) Biling "
%) Instalment Biling File Path | -
%) Credit Bock

) Credit Cards

) Gift Cards

Upload File: Browse, ..
Download File: Save To Disk Docurnent Quick Yiew
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\'.'3} Late Fees Category:  Applications L;Q
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c Sy Other weh Options
=2| Attachments 1 e o
e ———————— . b
7@ Custom Fields

%) Notes Wb Visibility:

@J Attachment Editor

] Member
[] Anonymous

\ I

Custom Fields

Click on the Custom Fields tab to populate additional data regarding the Member. These Club
defined fields allow a Club to capture additional items such as the Member’s Profession,
Education level, Boat Name, Hobbies, etc.

o Eank Accounts [
i@ Billing r Consulting

) Instaliment Billing
) Credi Book

G Credic Cards : 7 Investments
G it Cards

) vouchers Education

G Late Fees Schoal: I

) M
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&y Attachments Ol s
v] Custom Fields add
“x Motes
Furge: E
Boak Mame: I

Boat Narme: IBoat Marne

r College Degree?

Join Date: [9/1j2016 [~

=
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Notes

The Notes tab allows for additional free-form notes to be put on a Member’'s Account. To
attach a note, click on the Notes tab, click the New icon, enter a Name and Category for the note,

type/format the note, and click Save and Close when complete.

._.?; Scheduled Changes Member Type:  Senior Golf
) web Settings Status: | Ackiy @ edit Note
- ‘:fjiom;;un!caltlon = |
) Physical Address
" Email Address First  John
%% Phone
"y Messages
- & Financial Information i - i
) AR Ackivicy % 2 @k & O Wi EElm=E = ¢

%) Bank Accounks | [cation - |t A A R T L U i B i MR 3 - B -

%) Biling £
note ¢ [ John has a desire to move to Florida next year, ) F—-o

Mame: [ Future Plans

Moke

Email: |35mit Cateqary:

%) Installment Biling
%) Credit Book

%) Credit Cards

%) aift Cards
%) vouchers
%) Late Fees
%) Minimurns
Skatements

Save and Close

Once changes/updates are complete, click Save and Close in the main heading area to save all

changes/edits to the Member.

Home | [572] Thom nHook

+ %4 Membership

Ta araups Edit Member
o Dirhiras ra__L_. . | OEEA

Best Practices

To ensure New Members are set up consistently and desired Member data is populated, review
the Manage Vendors Grid with various filters to identify blanks within the Membership database.
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Strive to keep Member records updated with the most applicable data to ensure Club

communication and Member experience is most effective.

Common Questions and Concerns

How do | review Member details of a Member no longer on my
Manage Members grid?

In the Manage Members grid, click on the Active icon to display All Records. All records can be

retrieved whether they have been inactivated or deleted.
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