<- CLUBESSENTIAL

Calendar Utilization Webinar

10/7/20



Ask a Question at Any Time!

Questions will be addressed througout of the webinar.

Please note: This webinar is being recorded. The recording will be sent out after the webinar.
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zreating Event Items in Back Office/CMA
Accessing Your Calendar & Reviewing Its Various View Options
Creating Single & Multi-Day Events
Setting-up Online Registration

Assigning Fees for Events

Using Event Notifications

Member Payment Options for Events
Mobile POS Check-in for Events
Managing Interest Areas and Plugins
Managing Events through Event Manager
Questions & Answers



G The Importance of Your Club Calendar

Your Club Calendar is an extremely effective
tool for advertising club events and keeping your
members engaged and involved in Club
activities. When members can quickly see what’s
going on at the Club, ascertain the details, and
conveniently register themselves and their
guests for an event, they’re more likely to
consider participating in events they may have
otherwise glossed over in the past. Members
love being autonomous and in control of their
commitments; having your Club Calendar and
Event Registration at their fingertips satisfies a
big market demand.

CALENDAR

SAT

= BUS

25 great jobs for people !
love to travel
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Join us for our Monthly Wine Tasting Event

First Triday of Every Month {= Plan Your Event & Define Your ltems
In the Grill Room

from 7:00 - 9:00 PM

e Determine the unique price points
for your event

Define each unique price point as
an ltem in CMA

Creating your ltems in CMA will
allow you to integrate your Event

. throughout your entire Product
= IR

fAppelizers Only - $20 a person
Apps + 1 Aight of Wine - $40 a person
ﬂppd + 3 ﬂig’l&l (JWiﬂB N $60 apel'Mﬂ © 2020 Clubessential LLC. Do not distribute or reproduce without express permission of Clubessential.




{= Create Your Items in CMA

e C(lick on the Items Module in CMA
e Select Manage ltems within the Module
e Use the New icon to create new items; Use Search to search for existing items

Marketing
ﬁ Membership

2
Items 1
Point of Sale

Interactive Reports

Items

<
€ Manage Items ?

() Manage Item Combos

&9 Manage Item Categories
&9 Manage Item Groups

9 Manage Item Modifiers

€9 Manage Item Modifier Gro...

@ Manage Price Scheduling

o~

% General Ledger Transactions QManageMenbers

J €9 Manage Items X

¥ Biling Schedules | @

Home

U Ea} x . \@ \@ a \\‘V U\Search Wine Tasting
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New | Edit Delete Export Refresh ClearFilter Active (Al
Name EIID & Item Price (- I‘Item Category (]| Golf Rour
Wine Tasting: Apps Only 4213 $20.00 Club Event
Wine Tasting: 1 Flight 4214 $40.00 Club Event
Wine Tasting: 3 Flights 4215 $60.00 Club Event




I O MmageltemGroq)s. I
(= Item Hierarchy | © wanage ttem Categores |

IOManageImms
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Items < IQMmagellams IaGaHaILedgerTmsacﬁons lQMmageMarbers l@aingsdu
B exp e € Manage Items | Home | Ciub Event x |
G Review Your Items Within the © o T s HDB @ @
I ) Manage Item Categories I :
Item Category & Manage Item Groups Edit POS
&) Manage Item Modifiers Name: |Club Event | Display On POS
9 Manage Item Modifier Gro... intion: | F&B Club Ev Override Item Group Settings
escrtion: [ 700 Wb Bvent - | Auto-Increment Cover Count
o 89 Manage Price Scheduing Ticket Messege: | (hone) SN Auto-Increment Seat
e Seclect Manage Categories 9 ey hian, || 1 P Q
. . € Inventory Adjustment Wiz... Percent Cost: |0
Wlthln the Items MOdUIe %3 Inventory Count Wizard lItemSeIectionlAfeas I Overrides I POS Item Button Style I POS Behavior I Print Configuration |
9 mventory Labels Selected Items
) Source: |Ihem Combo _'J
. . o [Select Item Combos... }
e Find your specific Iltem = e
. . . C Name - | Type ‘Hide In... |Description [
Categ o ry Wlth I n th e I ISt Of D fonmt=Eakable Tennis Calcutta Dinner Item Tennis C... 4
Tennis Culcutta Item Tennis C...
C 1 H =3 Emplo Tennis Holiday Luncheon Item Tennis H...
ategorles and dOUble CIICk a G Test Club Event Adult Item Test Clu...
. Thanksgiving - Adult Item Thanksgi...
O n It to O p e n th e Cate g O ry w General Ledger Thanksgiving - Child Item Thanksgi...
. ) The Cancellation Fee Item v The Can...
Guests Tom Montague Domino Dinner Item Tom Mon...
d eta I I S ° a Tree Lighting - Adult Item Tree Ligh...
o~ Tree Lighting - Child Item Tree Ligh...
. Guest Rooms Valentine's Day Item Valentine...
Vlentine's Item Vlentine's
. . O} rketi Western Party Item Western ...
e Validate that your items S inbedon Bffet tem wikied. .
Wine Dinner Item Wine Din...
1 1 Wine Tasting: 1 Flight Item Wine Tas...
a ppea r Wlth I n the Item Wine Tasting: 3 Flights Item Wine Tas...
° Wine Tasting: Apps Only Item Wine Tas...}
Selectlon ta b. Wooha Item Wooha
Wooha - Child Item Wooha -... |=
- Point of Sale Xmas Eve - Child Item Xmas Ev...
Xmas Eve - Adult Item XmasEv...
© 2020 Clubessential LLC. Do not distribute or reproduce without express permission of Clubessential. lg Interactive Reports




{= Review Your Event Area Within the Item Category

e Navigate to the Areas tab within your ltem Category details and ensure that
the Area that will be used to host your Event is selected.

9 Manage Items Club Event X |

eManggeIhemCombos' B E . Q) u

9 Manage Item Categories

&9 Manage Item Groups Edit POS Item Category
) Manage Item Modifiers | Name: |ClubEvent | | I Display On POS o) FriB Category
€9 Manage Item Modifier Gro... Description: [F&B Club Event ] Override Item Group Settings " Retail Category
[ Auto-Increment Cover Count Biling Category
i i Ticket Message:
©U Manage Price Scheduling ' . a ‘ (None) !Cs Auto-Increment Seat
Item Group: |F&B: Food

? Approve Inventory Adjust... n i | l%

= : |0
%5 Inventory Adjustment Wiz... Percent Cost: {0 SRR EENIES ‘:
€ Inventory Count Wizard | Item Selection | Areas | Overrides | POS Item Button Style | POS Behavior | Print Configuration |
% Inventory Labels (2] selectall || unselect Al

Selected [~ | Name i Description POS Navigation

v Golf Shop Golf Shop [
@ b Rt v Dining Room Dining Room :

v Banquet- Member Member Private Banquet ¥4
- v Club Events Club Events 4
' Accounts Payable | ¥ Grill Room Grill Room |
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e 1

@ | System Settings lo
% Address Categories
Areas

Area Categories

Area Groups
Attachment Categories

Change Log

bOLLELES

Charge Settlement Types

&, General

%) Accounting

&, Accounts Payable
% Accounts Receivable
é‘g Employee

> Guest Room

% Membership

& Clubessential
&% ClubSoft Links
%y CRM

&, Office Cloud

&%, Online Payment Portal

> & Partner Products
> &y Services

Settings W

Integration Settings

Sync Frequency: |3

™ Hide Web Visibility Option

Endpoints

i @add [AEedit § Delete

Name | ClubUrl

https://demo.grandkeydub.com

Sync Your ltems from CMA to
Your Website

G

e Navigate to System, then
System Settings

e Select Web Site from the
System Settings dropdown

e Select your Club Web Site

e Double click on the URL of
your Club’s Site to open the
Endpoint Editor
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{= Validate Your Endpoint Settings

e Ensure that the Item
Category for your Event is
included in the Item
Categories set to sync to your
Website.

e Here you can see that our
Club Events ltem Category is
already included in the
Categories syncing to our
Grand Key Club Demo Site.

© 2020 Clubessential LLC. Do not distribute or reproduce without express permission of Clubessential.

Clubessential Endpoint Editor

v 8

Endpoint Settings
Name: }E’l
Club Url: | S validate
Username: i APIAdmin
Password: } Club3g0lf
V' Eventsin POS ¥ Push Members V' push Member Images
IV Activities in POS ¥ pull Members V' pull Member Images
¥ Diningin POS ¥ Push Member Groups ¥ Push Employees
V' Tee Times in POS ¥ pull Member Groups V pul Employees
" Disable syncing this endpoint v Ignore duplicate emails, phones and addresses
Online Orders
I” Enable Online Orders in POS
Automatically send online orders to the kitchen I 10 - I minutes before pickup.
| Item Category [MemberType lResignedManberStamslMembeerpl l Typel d Empl StamleuslanieidslsynclLogJ
Select POS Item Categories. .. &
[ Category ItemGroup | 4]

Candy F&B: Candy

Cash Advance Cash Advances _J

CCC Sweatshirt Swim: Merchandise

CCC T-Shirt Swim: Merchandise

i ion If; Servi

Club Event F&B: Food

Club Events - Combos Fag: Other

Cocktails F&B: Liquor

Coffee Cocktails F&B: Liquor

Cognac / Ports F&B: Liquor

Cordials / Liquor F&B: Liquor

Dessert F&B: Food

Din Entree F&B: Food

Dinner Salad F&B: Food

Dues Dues &Recurring

Event Equip Rentals F&B: Other

Event Other F&B: Other LI

B Remove Selected




LSeIect POS Item Categories. .. & |
Category | Item Group | 4|
Ass !
a2} Lookup Value o B

Bar
Search: |Club p

(2] selectall [ ] unselect All

| W | @ quikadd

Golf Clubs - Putters

Golf Clubs - Wedges

Golf Clubs - Woods
¥ Wine Club

Name - ‘ Item Group

¥| Club Event F&B: Food ]

¥| Club Events - Combos F&B: Other
Club Repair Golf: Services
Golf Club Grip Work Golf: Lessons
Golf Clubs Golf: Merchandise
Golf Clubs - Demo Golf: Merchandise
Golf Clubs - Irons Golf: Merchandise

Golf: Merchandise
Golf: Merchandise
Golf: Merchandise
Dues & Recurring

Clubessential Endpoint Editor
V|98 <y

Select i Cancel

Endjigint Settings
Name: ‘EPI
Club Url: ‘ https: //demo.grandkeyclub.d

Username: i APIAdmIn

Password: !Club3golf

Q‘b System Settings X

%y, General
%) Accounting

&) Accounts Payable

{= Add Categories to be Synced

e If your Item Category is not already
syncing, add it by clicking the List
Icon next to Select POS ltem
Categories.

e Search for your Iltem Category

e Click the Checkbox next to your
ltem Category

e Click Select to apply your changes

e Save your changes by clicking
Accept Changes (the green
checkmark) within the Endpoint
Editor

e Save and Close System Settings
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C- Viewing & Accessing Club Calendar

Accessible from a variety of locations. Under Events in the Admin Toolbar, within the site
navigation, and even links on the home page.

ADMIN G

CONTENT MGMT COMMUNICATION ~ USER/PROFILES ~ EVENTS REPORTING CONFIGURATION ~ ESSENTIAL SITE  PREMIER PLATINUM

— . . TEMPLATES

Event Reports Profile Update

INTEGRATIONS

RESERVATIONS

WELCOME BACK, JOSHUA MORRISON!

Unspent Minimum: N/A | Email Address: jmorrison@clubessential.com

BOOK A TEE TIME RESERVE A TABLE BOOK A COURT

MEMBER DIRECTORY MY STATEMENT CLUB CALENDAR

UPCOMING CLUB EVENTS

© 2020 Clubessential LLC. Do not distribute or reproduce without express permission of Clubessential.




G Calendar Options

e Help-

e Add Single Day Event - Single and recurring events will be created here.

e Add Multi Day Event - Create an event that spans multiple days such as a Golf Tournament. One registration for
the entire event.

e Add Personal Event - This allows members to create a reminder that only they will see on the website calendar
Export Calendar - Export events and sync with one of your personal calendars.

e Printable Version - Print entire calendar. Opens new tab with print options.

Calendar

ADD PERSONAL EVENT EXPORT CALENDAR PRINTABLE VERSION I
Admin Bar: m ADD SINGLE DAY EVENT ADD MULTI-DAY EVENT

© 2020 Clubessential LLC. Do not distribute or reproduce without express permission of Clubessential.



Day Week m Year List

QUICK FILTER

Search Filters

« September 2020 (@ »

C- Changing views and filters

Calendar Views - List, Day,
Month, Year. Ability to view
Calendar in different formats
Search Tab - Search for specific
events using the event title and
date range.

Filters - Create your own filter for
viewing specific groups of events
based on interest area.

Quick Filter - Available when
viewing the main club calendar.
Use to narrow down which events
are shown

© 2020 Clubessential LLC. Do not distribute or reproduce without express permission of Clubessential.



C- Additional Calendar Notes of Interest

e No icon - Registration is not available for an event.

e Red Icon (not filled) - Registration is not yet open.

e Red Icon (filled) - Event is closed. Either registration has passed or the event has
passed.

e Green Icon (not filled) - Available to register.

e Green Icon (filled) - Event that you (from the members point of view) have registered
for.

e Yellow Icon - currently on the waitlist.

4 5 6 7 8 9 10
o Children’s Golf ©Agua ©Core Strength ©Aqua © Core Strength OLobster Bake ©Core Strength
Clinic
©Bones and Joints Tennis Clinic - o Tennis Clinic - © Body Sculpt Lobster Bake Tennis Clinic -
Intermed; Advance d Beg /Intermediat
©Test © Pilates © Agqua
©Zumba Lite ©Zumba Lite OPowerRyde Class
©Yoga ©EBones and Joints
©Tacos & Tequila OTest ©Zumba
©Yin Stretch OTest
©Yoga ©Yoga ©Body Sculpt
©Zumba S g ©Zumba L
OPilates Family Style Pasta
Night
OPilates
©Tai Chi
© Not Yet Open © Available ® Reserved Wait Listed @ Sold Out e Closed

© 2020 Clubessential LLC. Do not distribute or reproduce without express permission of Clubessential.



c- Creating Single Day Event Details

Add Event

J Step 1 - Event Detail ‘

e Event Title - Name of the event. .f.
e Event Color - Color that your event will BeTie [ | lotreciapmecesa
appear as on the calendar. gl [NES SENNEEE| ... 0. Ko
e Event Summary - Short description of the
event . “ o« Septerilber, 2020- v_ »
e Event Area - Area where the event will sl = s _:',4 ; = S
take place. Used with Billing. . ,—I:::';::W = 7 678 90w
e Visibility Dropdown - Hide your event CrtabieEven o Pusic viewr ) 32 w ;“ : A :; :
until ready. —— 0 2w ® B 2 3
e Clickable Event - keep checked if the e e o4 4 5 6 7 8 90
event is one that a member may register %0
for. oOcr
e Public View - Visible to the public o e
e Allows Members to Email Event - : P T
Members can email Admins on event el Evrt P
e Title Position - Where title is on event Event Thumbnil | =
f|yer [ Save and Continue [ Seveand Closs

© 2020 Clubessential LLC. Do not distribute or reproduce without express permission of Clubessential.



Categonies

LJ Salact All

—
= h\._. Calendar
s

L : Fitness
b O o

"’ : Golf Leagues

L U Ir Camp

M- ~

- ' -
sxiemal evemt - tl

Event Thumbnail [

c- Additional Event Details

Categories - The interest areas
that your event will fit under. Can
be a single interest area or
multiple.

External Event Flyer - Only used
if you want members redirected
to a page outside of the website.

Event Thumbnail - Controls
which picture will be displayed in
a calendar plugin. (Such as
homepage)

© 2020 Clubessential LLC. Do not distribute or reproduce without express permission of Clubessential.



2]

All day Event |:] Has End Time?

StartTime | 12:00 AM

“ September, 2020
S M T W T

36 30 31 1 2 3
9 10

284 13 14 15 16 17
39 20 21 E 23 24

40 27 28 29 30 1

41 4 5 6 7 8

11
18
25

nN

c- Selecting Date and Time

All day Event - Removes end
time since the event will be “all
day”.

End Time - Select when the
event will end.

Clock Icon - Select the start
and end times or simply type in
the box manually.

Calendar - Select a date for
your event. In the event of a
recurring event, simply select

the first date.

© 2020 Clubessential LLC. Do not distribute or reproduce without express permission of Clubessential.



G Multi-Day Events

When creating, must select multiple days. ONE registration for the entire event.

Add Event a
J Step 1 - Svent Detail \
g -~
Event Tal ]
e [=o S— (- - A
CNES SREEEEE | oo [ ) sooie 0 5 »
SM TW T F S
36 3031 1 2 3 4 5
Event Ares 37 6 7 8 9 10 11 12
b4 38 13 14 15 16 17 18 19
Published V| 39 20 21 22 23 24 25 26
Taies | Site Default V| 40 27 28 20 30 1 2 3
Clickable Event &  Aliow Puslic View?(J 4 4 5 6 7 8 9 10
Allow Members to Emai Event? e —
i v Event Start Time J,lZS?QAM JO
e Oseecan = Add Date(s) | #§ Clear Dates |
& B0 calencar %
“D Selected Dates
B D riness Click on a day in the listing to remove that day from the zeries
b Ooor v
L D Golf Leagues
B Oircame
v
T R
4 >
External Event :».e»l
Event Thumbnail | i~ v
v
gSaveandConﬁnue | sSmandClose
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All day Event D Has End Time?

Start Time 7:00 PM @

End Time ‘ 9:00 PM | @

Update Event Dates for this linked group of events 0

This event is part of a linked group of single day events.
Would you like to edit all of the events that are part of
this linked group, or just this single event?

O Edit This Event Only
O Edit This Event Only and Unlink it from Other Events
@ Eqit Al Event Dates
«“ < » » 10/2/2020 a
October, 2020 et
S M T W T F g||rere
2/5/2021
40 27 28 29 30 1 3 | |3/572021
47272021
4 4 5 6 7 8 9 10||smeoz

428 11 120 13 14 15 16 17
43 18 19 20 21 22 23 24
44 25 26 27 28 29 30 31

45 1 2 3 4 Sli 7 -

Event Times

» 10/2/2020 7:00 PM-9:00 PM - Monthly Wine Tasting {30/100 Booked) X

See More Dates and Time

C- Additional Event Details After Saving

e Clone the Single Day
Events - recurring event
such as a fitness class, or
golf lessons.

e Radio Buttons - determine
whether an edit you are
making will only affect:

o specific event

o all events

o specific event and unlink
it

© 2020 Clubessential LLC. Do not distribute or reproduce without express permission of Clubessential.



G

Enabling Registration & Registration Options

Allow Online Registration - causes the
rest of the options to appear

Flyer Location Dropdown - Above,
below, or both

Max Number of People - For the whole
event

Max Party Size

Days and Hours - Set the time when
reservations can be made and when
those reservations can be cancelled.
Allow Registration After Event Starts?
- for both members and admins
Custom Confirmation Page - Custom
page upon registering

© 2020 Clubessential LLC. Do not distribute or reproduce without express permission of Clubessential.

Event Times

e—
Allow Online Registration | O I

) 10/2/2020 9:30 PM-11:30 PM - Wine Tasting

Registration Setup

Registration Position Site Default v

-~
Max Number of People 100

-

-~
Max Party Size 6 -
Reservations Begin 100 |days| (@ |hours priorto event
Reservations End 2 |days| (@ |hours priorto event
Cancellation Cutoff 2 days 0 hours prior to event

Allow Registration After Event Starts? J
Allow Party Size Change After Cutoff? [:|

Custom Confirmation Page  Edit




G Registration Details & Additional
Options

Email Notification - Email(s)
that submissions will be sent to
Form Integration - After
registering, members are taken
to one of your Formbase forms.
Custom Questions - Optional

- Allows for up to 5 custom
questions that may be used for
specific needs for an event.

© 2020 Clubessential LLC. Do not distribute or reproduce without express permission of Clubessential.

Email Notification

Email Address l

» Form Integration

w Custom Questions — Optional

Question 1

Question 1 Required?

Question 2

Question 2 Required?

LJ




Event Options

Enable Wait List

Show Registered Member List to Members
Allow Proxy

Default to Proxy

Allow Spouse

Allow Children

Allow Guests

Allow TBA

A< B< I

c- Who Can Register?

Enable Wait List - Sign up for the
event even after it is full.

Allow Proxy

Default to Proxy - Members can
register other members for the event
and remove themselves from the
reservation.

Allow Spouse

Allow Children - Must be clicked in
order for members with those
relationship designations to be
registered

Allow Guests - Members can register
non-members to events.

Allow TBA - Sign up for an event with
placeholder spots for their party.

© 2020 Clubessential LLC. Do not distribute or reproduce without express permission of Clubessential.



{= Enabling Billing and Adding Fee Types

Event

Event Detail \ Registration Billing ;\ Notifications \

Event Times

Tempiate

ent Detail \ Registration T Billing Notiﬁcations\

'd From Template

| No Template v

Existing Fee Types

Enable Billing
¥ 12/2/2020 7:00 PM-9:00 PM - Month

Tasting
10/2/2020 7:00 PM-9:00 PM - Monthly Wine
Tasting
11/6/2020 7:00 PM-9:00 PM - Monthly

Nine
2/5/2021 7:00 PM-9:00 PM - Monthly Wine
3/5/2021 7:00 PM-9:00 PM - Monthly Wine

A,'ZIZOZ} 7:00 PM-9:00 PM - Monthly Wine
|a=':m

5/7/2021 7:00 PM-9:00 PM - Monthly Wine
Tasting

Hide Additional Dates and Times

Value Inventory
$40.00 -

X Wine Tasting: 1 Flight
X Wine Tasting: Apps Oni $20.00 -
Fee Assignment

Name

Event Times

Enable Billing

p 12/4/2020 7:00 PM-9:00 PM - Monthly Wine
Tasting
See More Dates and Time

IAdd New Fee Type

Group

vent Detail \ Registration Billing Notifications

Primary | No Fee Assigned \ | O
Spouse [No Fes Assigned (]
Child | No Fee Assigned

| No Fee Assigned

Child Guest

|7No Fee Assigned

TBA I No Fee Assigned

Cneck the box at right to allow members to selec
resy

ct fee type when making a

| #]

F&B: Food

Cstegory

oad From Template

Tempiate | No Template |

Existing Fee Types

Value  Inventory
$20.00 -

Name
X Wine Tasting: Apps Only,

Fee Assignment

Primary | No Fee Assi_gn:d\ R O
Spouse | No Fee Assigned \ ()
Child | No Fee Assigned - J
Adult Guest I No Fee Assigned e O
Child Guest [ No Fee Assigned b O
TBA | No Fee Assigned ol (]

Check the box at right to allow members to select fee type when making a
reservation

Event Times

Enable Billing
P 12/4/2020 7:00 PM-9:00 PM - Monthly Wi

Tasting
See More Dates and Time

v

b |
[s2000 |

& save I $¢ cancel

nt Detail Registration T Billing \ Notifications

From Template

emplate No Template W

Existing Fee Types

Name Value Inventory
X Wine Tasting: 1 Flight $40.00 -

X Wine Tasting: 2 Flights $60.00 =
X Wine Tasting: Apps Oniy $20.00
Fee Assignment

Primary I,N° Fee Assigned \ O

Spouse [ No Fee Assigned ~

Child I Fee Assi ~| O

Adult Guest I No Fee Assigned ad (]

Child Guest [ No Fee Assigned ~] O

TBA I No Fee Assigned b a

Check the box st ight ta sliow members to select f2s type when msking 3
reservatios

Event Times

Enable Billing
» 12/4/2020 7:00 PM-9:00 PM - Monthly Wine
Tasting

See More Dates and Time

Add New Fee Type

Grou

- 3 F&B: Food v

Category
Club Event v
tterm

<3} Wine Tasting: 3 Flights | hl

Inventory [o

Save I ¢ cancel

© 2020 Clubessential LLC. Do not distribute or reproduce without express permission of Clubessential.



{= Setting Up an Event with Member Fee Selection

There are two types of Fee Assignments:
e Type #1: Allowing members to select their fee type when making a
reservation
e Type #2: Automatically assigning fees to members when they
register
Type #1is applicable to our Wine Tasting Event because we want members
to select either Appetizers Only, 1 Flight of Wine, or 3 Flights of Wine.
For Type #1:
o  Select the “No Fee Assigned” option from the dropdown for ALL
attendee types (Primary, Spouse, Child, Adult Guest, Child Guest and
TBA)
o  Select the checkbox next to the attendee types that you want to
allow to register.

m  Since our Monthly Wine Tasting Event is an adult only event,
we will not check the Child or Child Guest boxes since we
don’t want children to be registered however, we do want to
allow all other attendee types so we will check the Primary,
Spouse, Adult Guests and TBA boxes.

© 2020 Clubessential LLC. Do not distribute or reproduce without express permission of Clubessential.

Edit Event

Event Detail Y\\ Registration 1 Billing

Load From Template

¢ -

T
Payments \

Template No Template v
Existing Fee Types
Name Value  Inventory
X Wine Tasting: 1 Flight $40.00
X Wine Tasting: 3 Flights $60.00
X Wine Tasting: Apps Only $20.00
Fee Assignment

Spouse ‘ No Fee Assigned v
Child ‘ No Fee Assigned vi O
Adult Guest ‘ No Fee Assigned v
Child Guest | No Fee Assigned vi O
TBA } No Fee Assigned hd

Check the box at right to allow members to select fee type when making a

reservation




Event Registration
Legged in as Monroe Pace EQ

Date Friday, October 02, 2020 7:00 PM

Confirmation New Registration
Party Size 2w
Name

» Pace, Monroe

[ No Fee Selected v <—
<tba>
[ No Fee Selected M ‘_
<tba>
l No Fee Selected v | —
<tba>
l No Fee Selected b 4—

* Pace, Monroe

No Fee Selected

Wine Tasting: 1 Flight ($40.00)
Wine Tasting: 3 Flights ($60.00)
Wine Tasting: Apps Only ($20.00)

a Event Registration
I Logged in as' Monroe Pace &g

Date Friday, October 02, 2020 7:00 PM

Party Size awv

Confirmation New Registration

Name

» Pace, Monroe

[ Wine Tasting: 3 Fiights ($60.00)

* Pace, Monroe - Spouse

v a4

[ Wine Tasting: 3 Fiights (560.00)

% Fitzgerald, Suzanne

v*__

[ Wine Tasting: 1 Fiight ($40.00)
% Fitzgerald, John

v —

[ Wine Tasting: Apps Only (520.00) V | e

Registering for an Event with
Member Fee Selection

Using member Monroe Pace as an
example, he is registering for the
Monthly Wine Tasting Event for
himself, his wife and 2 Guests

Each attendee is defaulted to “No
Fee Selected” when initially added
A selection then needs to be made
for each attendee using the Fee
Dropdown

The system will require a selection for
each attendee in order to complete
the reservation

© 2020 Clubessential LLC. Do not distribute or reproduce without express permission of Clubessential.



Setting Up an Event with Automatic Fee
Assignment

G
Here we are demonstrating how to set-up Fee Assignment Type #2:
Automatically assigning fees to members when they register
Type #2 is applicable to our Lobster Bake Event that has 2 items tied
to the Event; an Adult Attendee item for $50.00 and a Child Attendee
item for $25.00
For Type #2:

o  For each attendee type listed under Fee Assignment, assign
the item that should automatically be assigned to them when
they register. Do this for Primary, Spouse, Child, Adult Guest,
Child Guest and TBA.

o DO NOT select any of the checkboxes next to the attendee
types.

m Since we are automatically assigning a fee to each
attendee type, checking the box to allow fee selection
would negate the automatic fee assignment therefore,
never use the checkboxes for Automatic Fee
Assignment.
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Edit Event

Load From Template

[ Event Detail V'\\ Registration \] Billing

\  Payments

\

Fee Assignment

Templats No Template v
Existing Fee Types
Name Value  Inventory
X Lobster Night- Adult $50.00
X Lobster Night- Child $25.00

Primary I Lobster Night- Adult v | U
Spouse | Lobster Night- Adult v| O
Child | Lobster Night- Child v|  (J
AcutGusst | Lobster Night- Adult v|  OJ
Chid Guest | Lobster Night- Child v|  (J
TBA | Lobster Night- Adult v O

reservation

Check the box at right to aliow members to select fee ty

e Wwhen maxing a




& Event Registration

I Logged in as Joey Mac |

Date

Friday, October 02, 2020

Time

| 630 AM [199 Available] v

Confirmation

Party Size

5 v

New Registration

Name
* Mac, Joe
<none selected>

<none selected>

<none selected>

<none selected>

)
Lobster Night- Adult $50.00 <_

————
e

44—
e

Event Registration

I Logged in asJoey Mac I

Date

Time

Friday, October 02, 2020

| 6:30 AM [199 Availzble] ¥

Confirmation

Party Size

New Registration

[5 ¥]

Name

X Mac, Joey
Lobster Night- Adult $50.00

»* Mac, Joey - Spouse
Lobster Night- Adult $50.00

X Mac, Joey - Child
Lobster Night- Child $25.00

* Mac, Joey - Child
Lobster Night- Child $25.00

* Stone, Sam
Lobster Night- Adult $50.00

Registering for an Automatic Fee
Assignment Event

e Using member Joey Mac as an
example, he is registering 5
attendees for the Lobster Bake;
himself, his wife, 2 children and an
Adult Guest

e As each attendee is added to the
reservation, their fee is
automatically populated based
their attendee type

e The system does not allow the fee
amount to be changed
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{= Using the Billing Item Inventory Option

When Adding New Fee Types to an Event for Clubs with
Website + CMA

e The Inventory option cannot be used because it
does not sync from CMA to Website.

e The Value option (ltem Price) syncs from CMA to
Website therefore, the price set in CMA will
automatically be populated in Website. The price
should never be changed/adjusted in Website.

Add New Fee Type

Group

l F&B: Food v

Caztegory

l Club Event v

ftem

‘ Wine Tasting: 1 Flight v

Inventory 0 I Not Applicable; Cannot Be Used I

1
Value £40.00 I Syncs from CMA; Do not change I
LEI Save \ #¢ Cancel

When Adding New Fee Types to an Event for Clubs with Website Only

) The Inventory option can be used to control the number of
attendees that you want to allow to register for a specific item.
Example: If you only want to allow 75 attendees to order the Filet
Mignon, set the Inventory count to 75. Once 75 attendees have
registered for the Filet Mignon, it will no longer appear as an option.

° The default Inventory count is O which means there is no limit.

The Value option (Item Price) must be set in Website.

Edit Fee Type Existing Fee Types
N.ame - Name Value |Inventory
|F'Iet MignoaiEntred X Filet Mignon Entree $40.00 75
Description X Lobster Tail Entree $45.00 50
X Roastad Chicken Entree $30.00 -
X Salmon Entree $32.00
SKU/POSE
Inventory 75 I Specify the number of attendees allowed to register for this item I
1
Val 40.( : ’ .
= $4000 I Specify the Value/Price of the item I
Tax £0.00
Gratuity SCCO
Tax/Gratuity Included in Above Total O
Show Tax and Gratuity to User? :
&l save I ¢ cancel

© 2020 Clubessential LLC. Do not distribute or reproduce without express permission of Clubessential.




{= Billing Templates

If you anticipate using your Fee Types and
Fee Assignments for future Events, you can
save them as a Template instead of having
to re-create them from scratch

To do this, use the Save As Template
option at the bottom of the modal

Select Create New Template under the
Select Template dropdown

Give your template a name and click Save
The next time you are setting up an Event
with similar Billing Settings, use the Load
From Template option instead of adding
each item one by one
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Edit Event

Save As Template
Select Template
Create New Template v
New Template Name
onthly Wine Tasting| RS '

Edit Event

[ EventDetail | Registration 8illing
Load From Template
J o ]

-

| | Save?x Cancel

Tempiate No Template

Existing Fee Tyj
——| Default Brunch

2 Brunch Template
X Wine Tasting: 1|
X Wine Tasting: 3| Test Brunch
X Wine Tasting: & Brunch Test
Just Strength

Name

Fee Assignmen| by
———————  Hot Vinyasa Yoga —
Primary Member Guest
Spouse Breakaway 90
Grand Key Invitational
chid Tennis Junior Clinic O
Adult Guest Date Night
Lobster Bake
Child Guest (]
TBA Valentine's Day
Check the box <t Easter Brunch R
reservstion "9 Mother's Day e
ather's Da
lMonthI Wine Tasting =




{= Introduction to Notifications Tab

e Site Default - Default notifications

Type
Registration Received (Site Default)

Registration Updated (Site Default)

Registration Cancelled (Site Default)

Wait List Registration Received (Site Default)

Admin Reagistration Received (Global Default)

Admin Reagistration Updated (Global Default)

Admin Reaqistration Cancelled (Global Default)

Admin Wait List Registration Received (Global Default)

for every event. Can be changed
via Admin bar

e Registration Received - Email
sent when registration is made.

e Registration Changed - Sent
when party size or questions are
updated.

e Registration Cancelled - Sent
when reservation is cancelled.

e Waitlisted - Sent to members

when registering and placed on
waitlist.
e Click on Type name to edit.
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(= Updating Event Specific Notifications

Update Subject line, View Preview, and edit the email from this window. Select Create Notification to
change to Event Specific notification. Use Click To Edit to use the legacy editor or Click To Edit - New

to utilize the New Editor.

Edit Event

Notifications

Edit Event

| Event Detail Registration Billing Payments Notifications

J Event Detail Registration |\ Biling |\ Payments
Notification Type  Registration Updated (Site Defautt)
|Reservation Updated a

|##DEFAULTNOTIFICATIONEMAILE2

Email  [#2DEFAULTNOTIFICATIONEMAIL##
HTML Version

5’ GRAND KEY CLUB

Dear ##MEMNAME##,

Your ##RESSTATUS## has been updated.

EVENT INFORMATION

Event: ##EVENTTITLE##

Date: ##EVENTDATE##

Adults: ##EVENTADULTS##

Children: ##EVENTCHILDREN##

H#HEVENTCUSTOMQITEXT## ##EVENTCUSTOMQ1RESPONSE##
H#HEVENTCUSTOMQ2TEXT## ##EVENTCUSTOMQ2RESPONSE##
#HEVENTCUSTOMQ3TEXT## ##EVENTCUSTOMQ3RESPONSE##
#HEVENTCUSTOMQATEXT## ##EVENTCUSTOMQ4RESPONSE##
H#HEVENTCUSTOMQSTEXT## ##EVENTCUSTOMQSRESPONSE##
Comments: ##EVENTCOMMENTS##

= Children: #FEVEN TCHILDRENZHF
H#HEVENTCUSTOMQITEXT## ##EVENTCUSTOMQ1RESPONSE##
HHEVENTCUSTOMQ2TEXT## ##EVENTCUSTOMQ2RESPONSE##
#HEVENTCUSTOMQ3TEXT## ##EVENTCUSTOMQ3RESPONSE##
H#HEVENTCUSTOMQATEXT## ##EVENTCUSTOMQ4RESPONSE##
#H#EVENTCUSTOMQSTEXT## ##EVENTCUSTOMQ5RESPONSE##
Comments: ##EVENTCOMMENTS##

We look forward to seeing you,
Grand Key Club staff

BOOK AN ONLINE
TEE TIME TODAY »

[cuck o eom - new [

ext Verson

Dear ##MEMNAME##, &
Your #=RESSTATUS## has been updated.

[H Create Notification

$8 cancel | [ Update Notification

[} Copy toall Linked Events

(7 Revert to Default ‘ #8 cancel




G Member and Administrator
Registration

Access via Calendar or through
Event Manager.

Reservations can be made as an
admin or by impersonating a
member

1. Update Party Size

2. Remember to remove your
own account

3. Search for desired
members

4. Add Child or Spouse if
enabled

5. Save Registration

& Event Registration

Event  Monthly Wine Tasting
e Friday, October 02, 2020 7:00 PM

» B8

<tba>
No Fee Selected v

<tha>

No Fee Selected v

User Comment ts Admin Comments

nnnnnnnnnnnnnnnnnnnnnn

Table Number

al

T ABC)

a [ Next step I 4 Close
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{= Enabling Payments

Edit Event

[ Eventoetal Y\ Regimion _Biing | Peyments X_Notieatons \

“iﬁ"ﬁffffffs e 1. Payments can be made required
st [ 2 - T upon submission. This can
——— prevent members from registering
R ——— for an event without payment.

2. Thereis an option to allow
members to override the event
amount when making a payment
however | would normally not
recommend this option.

3. Select Save Billing Settings to
fully enable payments.

| Lﬁl Save Billing Sem'ngsl ‘ # cancel
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{= Member Payment Experience

With Payments enabled, members will be taken to a Paycloud portal where they can use
an existing account they have already added or even add a new ACH or CC account to

pay.

Payment Amount to Charge Payment Amount to Charge
Monthly Wine Tasting $80.00 Monthly Wine Tasting $80.00

This payment page will expire in 10 minutes. This payment page will expire in 10 minutes.

Back
Payment Method
Bank Account .
CE Payments Processin,
O Pay with new Bank Account y g
O Bank - #1011 In consideration for online services available to me, | agree to pay a service fee on the
transaction | am about to process. The service fee associated with this transaction will be $2.84
Credit Card —_—
Transaction: $80.00
Add Credit Card
O VISA-*1111 10/2020 Service Fee: $2.84
Toal 52224

Payment Amount

Payment Amount: $(80.00

[&)1 agree to this service fee assessment and wish to proceed with this transaction.
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2 Users v ii Payment History
{& Paycloud Reporting pymens ~ | C B @ V| B 0 Paymerk Tywe
. Name Invoice
€ Auto Draft 2
Iﬁ Reports S | :"'5:" 75 o Invoice
: . e oic
e Sign into Paycloud — invotce
T T—" §| Guest Thatsntloggedin Invoice
e Select Reports -
. Card Present Settlement : PR
' VIeW Payment HIStO ry [El Private Content v ?“‘»’E :W e
o

Use Payment Type N

filter

Change dropdown
“Payment Type
Equals” to Event

e Select Apply

© Add Another

Payment Type | Equals V| [S:atemer: V] Q
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{= Interest Area functionality

Interest areas can be subjects like Golf, Tennis, Boating, etc. However they can be
absolutely anything such as Public Events, Private Homepage Events, Book Club, etc.
Calendars and plugins use filters to only display events based on interest areas.

Categories ) L Fitness - All ltems
S b 4 cor [ calendar -
L, Golf Leagues (O Fitness
7Y v Jyae O Goif
I" Priv Home Featured Eve U Goif Leagues
I"P.sce Calendar 0 Jr Camp
R (] Priv Home Featured Events
R A v (] Race Calendar
4 Al 3 - » [J Racquets

[J social & Dining

-

OAll @Any FILTER CLOSE
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{= How Interest Areas Affect Plugins

Calendar plugins located on private home pages and other pages can be set to show
specific events based on interest areas. Contact Support if you would like more plugins, or
to update any existing plugin

UPCOMING CLUB EVENTS View Full Clendr

B4 Thursday, September 24th

Happy Hour!

(| Friday, September 25th
Pub Night

™ Saturday, September 26th
Monthly Wine Tasting

| Sunday, September 27th

Member-Guest Tournament
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{= Event Manager Overview

® Accessible via Admin Event Manager
Ba r 3“[;" 9/22/2020 B * 11/21/2020 B

Event Title Member Name, Email, or #

e Filter Options T s [

Categories Al

O D a te R a n g e coumns O status O Registration Atlowed B Regisration Numbers O3 Type O3 Categories

M p Click here to Perform Action(s) Custom Reports | Export Event Listing | Export All Guests | Print | Help
O T It | e | Title Adults Children Total Incomplete Allowed Date «
(] Core Strength 0 o] 0 0 25 9/22/2020 8:00 AM
[m] Tennis Clinic - Intermediate 1 0 1 0 20 9/22/2020 9:00 AM-10:00 AM
O M e m b e r N a m e O  Zumbalite 0 0 0 0 25 9/22/2020 10:00 AM
m] Tacos & Tequila 0 0 0 0 75 9/22/2020 3:00 PM-6:00 PM
. [m] Yoga 1 0 1 0 25 9/22/2020 4:00 PM
O E m a I | Ad d re S S O  Pilates 0 0 0 0 25 9/22/2020 5:30 PM
(m] Tennis Clinic - Advanced 0 0 0 0 20 9/23/2020 9:00 AM-10:30 AM
[m] Aqua 0 0 0 0 3 9/23/2020 9:00 AM
O M e m b e r N u m b e r (m] Zumba Lite 0 0 0 0 25 9/23/2020 10:00 AM
(] Yoga 0 0 0 0 25 9/23/2020 4:00 PM
m] Pilates 0 0 0 0 25 9/23/2020 5:30 PM
Ad H b | C I O  TaiChi 0 0 0 0 25 9/23/2020 7:00 PM
. J u Sta e O u m n S ] Core Strength 0 0 0 0 25 9/24/2020 8:00 AM
[m] Body Sculpt 0 0 0 0 25 9/24/2020 11:00 AM

e C(Click event name for
details

© 2020 Clubessential LLC. Do not distribute or reproduce without express permission of Clubessential.



G Viewing Event Details and
Toolbar

e Edit Event - Open event
interface

Event Details e Event Notifications - Opens
event notifications tab

« Event List Edit Event | Event Notifications | View Event | Email Registrants | Send Voice Message | Print P View Event _ O pen event ﬂyer
e Email Registrants - Compose

Date Friday, September 25, 2020

rme | G00PM-S00PU email with registrants added

. . o
Maximum Allowed: 200 Total Booked: 11 (11 active) Spaces Available: 189 View: to reci p len ts I |St
Current / Active Reservations Click column headers to sort Show Billing Info (0 Show More Info (J

e Send Voice Message - add-on
service

e Print - Print event details page
from web tab
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G The Registration Menu

Add Registration - Add members to events.

Export Reservation Listing - Create CSV file with details per reservation
Export Attendee Listing - CSV with each attendee on individual rows
Export Guests - CSV with lists of guests if enabled

Add Attendees to Group - Create Static group with event attendees
View in Custom Report - View event details in Custom Report

Show More Info - Display extra information such as Administrator notes

Event Lobster Bake
Date Friday, September 25, 2020

Time 6:00 PM-9:00PM v

Maximum Allowed: 200 Total Booked: 11 (11 active) Spaces Available: 189 View:
Current / Active Reservations Click column headers to sort Show Billing Info (0 Show More Info (J

Add Registration | Export Reservation Listing | Export Attendee Listing | Export Guests | Add Attendees to Group | View in Custom Report

Search by Name, Email, or Mem# \:‘ SEARCH

Click here to Perform Action(s)

O Confirm Name Email Adults  Children Reserved By Create Date
[0 3865198-2333621 Abbott, Rusty rabbottxxxx@gmail.com 2 1 Rusty Abbott 9/2/2020
Mem: 00100 11:56 AM
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{= Custom Reports Overview

Occasionally the standard reports of reservation and attendee listing might not meet your
clubs needs. Custom reports allow administrators to create as simple or as complex
reports as desired.

Event Report Listing

_____—-——» Create New Report JReturn to Event Manager

Filters

Report Title Report Type Show All v REFRESH

Local Reports

Name Report Type Created Last Updated

View | Edit | Delete Registration 9/11/2015 1:05:35 PM 9/11/2015 1:05:35 PM
View | Edit | Delete Event 3/24/2016 12:45:29 PM 3/24/2016 12:45:29 PM
View | Edit | Delete Registration 3/24/2016 12:45:43 PM 3/24/2016 12:45:43 PM
View | Edit | Delete Registration 5/24/2016 1:52:44 PM 5/24/2016 1:53:53 PM
View | Edit | Delete Registration 5/24/2016 1:54:08 PM 5/24/2016 1:54:08 PM
View | Edit | Delete Attendee 5/24/2016 1:54:28 PM 5/24/2016 1:54:28 PM
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{= Creating New Custom Reports

Edit Report

Report Type

Report Name

Track Downloads O 1 Report Types
oot e =€ a. Event Report - Listing of

Date Range ‘ to ‘ . il
femTte [ ] events that meets selected
E]a:):sly Show Even:"th Downloaded - e = C rite ri a .

A:::?:::port Fields . Selected Report Fields b . Reg istratio n Re po rt - E a C h
Event Date & Tie party will occupy a separate
Event Time (Time Only) &J . .
line in the export.

Allow Reservations
S ©®© c. Attendee Report -

Event Summary

Attendees will be displayed

Cancellation Cutoff

Event ?tatus S e p a rate Iy-

Grouping Code

— 2. Dates - Generally used for Event
|aariea] Reports.

e & 3. Report Fields - Use the arrows to

SAVE SETTiNGS Ve RS N add the desired fields to the
custom report.

DELETE REPORT
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G How to Control Events Showing on Your Mobile POS Device

e The Event must be assigned to the same Area that the Mobile POS device is assigned to
e Per the below set-up, the Monthly Wine Tasting Event will show on Grand Key Club’s POS
device named: 2-F&B: Grill POS

The Website Event Area The Grill POS Terminal in CMA is The 2-F&B: Grill POS Device in CMA is
equals Grill Room. assigned to the Grill Room Area. assigned to the Grill POS Terminal.

Edit Event it of Sale RN [p— [ | Point of Sale < | ® pevices x | @ Terminals | & Areas
% Point 2 Devices 8
Event Detail \\ Registration Billing ®) Edit Area Layout GrilPOS X % Edit Area Layout Home | 2-FB: Gril POS X

) Screen Group Designer B E ‘ % @ (%) screen Group Designer

&) Contests &) contests

Monthly Wine Tasting
% Messages

: | 2+F&B: Gril POS

Bl | EEEEEE o e
- Description: | Gril POS (&) Manage Ticket Templates

Enjoy trying new wines among
friends!

Event Ares I Area: |Gl Room I. ITerminaI

Grill Room Blackboard ID: [0

Event Status | Published

Title Position Site Default v

Clickable Event Allow Public View? D
Allow Members to Email Event?

inal: | Grilpos |

Grill Bar POS Receipt
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{= Finding Your Events On Your Mobile POS Device

e FEvents will appear as an option across the top of your Mobile POS device

e The date will always default to the current date; use the Date Picker to select a different date

e Use the Event Picker to select other Events occurring on that date for the Area

Open Tickets

10/02/2020 ) Monthly Wine Tasting

Tee Times

2-F&B: Grill POS

Dining

Events

Closed Tickets

A.User

Ba

Event Reservations for 10/02/2020

NAMES

Aaron, Duane, Betty Duane, Ford, Tom, Johnson, Celia

Abbott, Rusty, Abbott, Sara

Gene Atkins, Gene Atkins - Spouse

Charles Sadoski, Charles Sadoski - Spouse, Solster, Sam

October 2020 v

Su Tu

27 29

4 6
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13
20
27

Th Fr Sa
H
8 9 10
15 :16: AT
22 23 24
29 30 31

Open Tickets

10/02/2020 B l| Monthly Wine Tasting

Lobster Bake

Aqua

Bones and Joints
Zumba

Lobster Bake

Test

Aaron, DU R ES ]

NAMES

TABLE

ATTENDEES PAID Q
4 0
2 0
2 0
3 0




{= Checking In Event Registrants

e C(lick on the Member Registration you want to check-in
e C(lick Create Ticket
e Select Who is paying and Who is being paid for

2-F&B: Grill POS

Open Tickets Tee Times Dining Events

10/02/2020 ) Monthly Wine Tasting

NAMES

Close Confirm oK
Aaron, Duane, Betty Duane, Ford, Tom, Johnson, Celia
Who is paying? Who is being paid for?

@Aaron Duane SelectAn

Aaron, Duane

Abbott, Rusty, Abbott, Sara
Gene Atkins, Gene Atkins - Spouse

Betty Duane
Charles Sadoski, Charles Sadoski - Spouse, Solster, Sam Betty Duane

Ford, Tom

Johnson, Celia

TABLE

Closed Tickets

A.User

3 - |
Event Reservations for 10/02/2020

E Create Ticket ﬁ Preview Ticket(s)

ATTENDEES PAID

4 0
2 0
2 0
3 0

Q
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{= Automatic Ticket Creation

e Aticketis automatically created
for Duane with all 4 Event items
he registered for and their
associated price

e You have the option of charging
Duane out immediately for the
ticket or leaving it open for
additional purchases and
settling at the end of the Event
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X Grill Room, Quick Ticket

Server: A. User

@ 6644 - Aaron, Duane

Seat m 1 2 3

Wine Tasting: 3 Flights x 1

Course 0

Wine Tasting: 1 Flight x 1

Course 0

Wine Tasting: 3 Flights x 1

Course 0

Wine Tasting: Apps Only x 1
Course 0

Add Gratuity

Subtotal

$60.00

$40.00

$60.00

$20.00

®

$180.00

APPS

8 items =

DESSERTS

9 items =

Bulk Wine

14 items =2

Other Area

All Items

SALADS SANDWICHES

7 items o 12 items >

A

General

E
Modifiers Openikodd

37 items $0.00 [+]

ENTREE

14 items

Specials

3 items




G Event Tab Appearance After Ticket Creation

e FEvent registrations that are completely settled/closed are highlighted in green on the Events tab

2-F&B: Grill POS

Open Tickets Tee Times Dining Events Closed Tickets
10/02/2020 ) Monthly Wine Tasting s E
Event Reservations for 10/02/2020
NAMES TABLE ATTENDEES PAID
Abbott, Rusty, Abbott, Sara 2 0

e Event registrations for which tickets have been opened but are not yet closed are highlighted in yellow

Il

2-F&B: Grill POS

Open Tickets Tee Times Dining Events Closed Tickets

10/02/2020 [  Monthly Wine Tasting s

Event Reservations for 10/02/2020

NAMES TABLE ATTENDEES PAID
Aaron, Duane, Betty Duane, Ford, Tom, Johnson, Celia 4 0
Abbott, Rusty, Abbott, Sara 2 0
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Close Confirm OK

G Opting to Pay for Part of the

Who is paying? Who is being paid for? Attendees but not All Attendees

Select All

O Gilbert Davis
Donald E. Dillard Gilbert Dayls ()
Kathryn Dillard Donald E. Dillard

Kathryn Dillard

In this example, Gilbert Davis
has made a reservation for the
Monthly Wine Tasting event for
4 attendees but is opting to pay
for only he and his wife and not
for Donald Dillard and his wife
After clicking OK, a ticket is
created for Gilbert containing
only the items that he and his

Gilbert Davis - Spouse
Gilbert Davis - Spouse

X Grill Room, Quick Ticket

Server: A. User

Close Ticket #6656

. 6656 - Davis, Gilbert

Seat -\l 1 2 3

Print To "
Grill Bar POS Receipt

Tkt #: 6656 09/15/20 ©09:56 AM
Grill Room Tbl: Quick Ticket
Covers: @ Staff:Administrative U.

/7 > X

Edit items Send Split Ticket

Wine Tasting: 1 Flight x 1
Course 0

Wine Tasting: 1 Flight x 1
Course 0

Add Gratuity

Subtotal

(00138) Davis, Mr. Gilbert
2 Wine Tasting: 1 Flight $80.00
Sub Total: $80.00
Service Charge: $16.00
No Tax: $0.00
Sales Tax 7%: $6.86

Total: $102.86

Member Charge: $102.86

wife registered for

For the sake of this example,
we will settle and close Gilbert’s
ticket immediately
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{= Attendees vs. Paid Counts

e Registrations that include a combination of paid attendees and unpaid attendees will be
highlighted in yellow. The Attendee Count and Paid Count can be used to determine how
many attendees still need to pay.

2-F&B: Grill POS A.User

Open Tickets Tee Times Dining Events Closed Tickets

10/02/2020 (3 Monthly Wine Tasting 3 B
Event Reservations for 10/02/2020

NAMES TABLE ATTENDEES PAID Q
I S |
Abbott, Rusty, Abbott, Sara 2 0
Gene Atkins, Gene Atkins - Spouse 2 0
Charles Sadoski, Charles Sadoski - Spouse, Solster, Sam 3 2
Adams, Doug i} 0
Albert, Zachary, Albert, Zachary - Spouse, Nienaber, Adam, Neinaber, Jen 4 0
Anthony Ramirez, Patricia Ramirez, Klueh, Chris, Klueh, Doug 4 0
Gilbert Davis, Donald E. Dillard, Kathryn Dillard, Gilbert Davis - Spouse 4 2
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.Close Confirm oK

G Opening Another Ticket for a

Partia"y Paid Registration Who is paying? Who is being paid for?
. 4 elect All
e Clicking on the checkbox next to Gilbert’s Gilbert Davis i .
registration on the Events tab will present the O Donald E. Dillard BEAE. Bl
“Who is paying?” and “Who us being paid for?” Kathryn Dillard Kathryn Dillard
options

Gilbert Davis - Spouse

e All registered Members are always listed as “Who rill Robim, Quick Heket Ticket #6657 Pri
. . . . rver: A. User =
is paying?” options ®

-Di i Print T

e Only attendees that have not yet been accounted @ |°°7 - Dllard, Donald £ & :Tl B:POS - R
for via an open or closed ticket will be listed as Set BEEEE | - e
« . . . ’ . —_— Tkt #: 6657 09/15/20 18:01 AM

Who is being paid for?” options Grill Roon Tbl: Quick Ticket
. . . 7/ > A e Covers: @ Staff:Administrative U.

e In this example, Donald Dillard will pay for he and Eithems | Sed | SpiTiker | More (61652) Dillard, Mr. Donald E.
hIS W|fe . . . Wine Tasting: 3 Flights x 1 $60.00 2 Wine Tasting: 3 Flights $120.00

e After clicking OK, a ticket is created for Donald Course 0 S e
containing only the items that he and his wife Service Charge: $24.00

. Wine Tasting: 3 Flights x 1 $60.00 No Tax: $0.00
registered for Gouseld Sales Tax 7%: $10.28

e Forthe sake of this example, we will settle and ——
close Donald’s ticket immediately and can now Sy ®

. . . . . .. Member Charge: $154.28
see that Gilbert’s registration is paid in full — $120.00
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G Ticket Status Changes Will Impact the Registration Status

e As indicated below, Duane’s registration is paid in full. Duane paid for all 4 attendees himself
on 1ticket: Ticket #6644

o If Ticket #6644 is Re-Opened, Duane’s Event Registration Status will change to being
highlighted in yellow indicating that a ticket has been opened but not yet settled.

Aaron, Duane, Betty Duane, Ford, Tom, Johnson, Celia 4 0

o If Ticket #6644 is Deleted, Duane’s Event Registration Status will change to being
unhighlighted indicating that a ticket has not yet been created for this Event Registration.

Aaron, Duane, Betty Duane, Ford, Tom, Johnson, Celia 4 0
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Trying to Create a Ticket When All Attendee
Tickets Have Been Created

If tickets have already been created for all attendees
included in an Event registration, trying to generate
any additional tickets for the registration will result in

an error being displayed on the POS device stating “A

ticket has already been created for each attendee.”
This is important to note since a yellow highlighted
row only tells you that at least 1 attendee ticket has
been created, but does not tell you if there are
remaining attendees that still need tickets.

The warning message will prevent you from creating
unnecessary/duplicate tickets and alert you to
navigate to the Open Tickets tab to find the already
created tickets.
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@ A ticket has already been created for each attendee.

E‘ @ A ticket has already been created for each attendee.

10/02/2020 B Monthly Wine Tasting

2
B Create Ticket

NAMES

Gene Atkins, Gene Atkins - Spouse

1
Charles Sadoski, Charles Sadoski - Spouse, Solster, Sam

Adams, Doug




{= Previewing Tickets from the Event Tab

e When previewing tickets for a reservation consisting of multiple tickets, clicking the Close
option on each ticket will walk you through the series of tickets within the reservation.

Event Reservations for 10/02/2020

E Create Ticket R Preview Ticket(s)

NAMES TABLE ATTENDEES PAID Q

Ticket #6656 Pri Ticket #6657
3 4
Gene Atkins, Gene Atkins - Spouse Print To Print To 2 0
Charles Sadoski, Charles Sadoski - Spouse, § Grill Bar POS Receipt S Grill Bar POS Receipt 2 3 P
Adams,Doug | mmmmmmmmmmm e | e 1 0
Club at Grand Key Club at Grand Key
Albert, Zachary, Albert, Zachary - Spouse, N (800) 487-1617 (800) 487-1617 4 0
grandkeyclub.com grandkeyclub.com
Anthony Ramirez, Patricla Ramirez; Klueh,d  .covvnnnve covenpvnns cdvpe e vor | | e 4 0
Grill Room Tbl: Quick Ticket Grill Room Tbl: Quick Ticket
Covers: @  Staff:Administrative U. Covers: @ Staff:Administrative U.
(60138) Davis, Mr. Gilbert (01652) Dillard, Mr. Donald E.
2 Wine Tasting: 1 Flight $80.00 2 Wine Tasting: 3 Flights $120.00
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{= Bulk Ticket Creation for All/Many Event Registrants

You have the option of creating tickets for all (or many) registrants at one time; Bulk Check-in. Select the registrations you want to
include in Bulk Check-in and click Create Ticket. The system will walk you through each registration sequentially until tickets have been
created for each of the selected registrations. Once complete, you will be taken to the last ticket opened.

Close Confirm X Grill Room, Quick Ticket
E Create Ticket ServermALtiser
Who is paying? Who is being paid for?
. |6684 - Ramirez, Anthony | e
NAMES O Adams, Doug Adams, Doug «»
Seat All 1 2 3 4 S5
Close Confirm ‘ e—
. " Ve — o eee
€ | Gene Atkins, Gene Atkins - Spouse i . W ;
9 P Who is paying? Who is being paid for? £dit Items Send Split Ticket More
y . Select All
Charles Sadoski, Charles Sadoski - Spouse, Solster, Sam O Albert, Zachary Wine Tasting: 3 Flights x 1 $60.00
Albert, Zachar
Albert, Zachary - Spouse ¢ e
Adams, Dol Albert, Zachary - Spouse
. Wine Tasting: 3 Flights x 1 $60.00
Albert, Zachary, Albert, Zachary - Spouse, Nienaber, Adam, Neinaber, Jen Nienaber, Adam Course O
Neinaber, Jen
7 i - . i
@ | Anthony Ramirez, Patricia Ramirez, Klueh, Chris, Klueh, Doug Wine Tasting: 3 Flights x 1 $60.00
| Close Confirm Course O
Close Confirm
Who is paying? Who is being paid for? pS : "
Wine Tasting: 3 Flights x 1 $60.00
Who is paying? Who is being paid for? O Anthony Ramirez SelectAll Course O
. Anthony Ramirez
ki Select All Patricia Ramirez ¥
O Gene Atkins Patricia Rarit Add Gratuity O]
. v
) Gene Atkins @ Patricia Ramirez
Gene Atkins - Spouse "
) Klueh, Chris
Gene Atkins - Spouse Subtotal $240.00
Klueh, Doug
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Clubessential Client Resource Center

Check out information on the Client Education Resource
Center to get started using the Calendar Today!

Client Education Resource Center
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https://clubessential.atlassian.net/wiki/spaces/OF/pages/3473412/Calendar+Event+Manager
https://clubessential.atlassian.net/wiki/spaces/OF/pages/3474077/Suite+-+Events
https://clubessential.atlassian.net/
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