<- CLUBESSENTIAL

Membership Maintenance

Resignations....How to Manage Member Status, Types, & Member Data

November 17, 2020 1pm EST



G

Ask a Question at Any Time!

Questions will be addressed at the end of the webinar.

Visit our Education Resource Center at kb.clubessential.com

Please note: This webinar is being recorded and will be available within 48 hours.
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{= Introductions

Jen Montano Justin Brown
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{= Agenda

1. How To Resign a Member
a. Status Only Change
m Disconnect from Billing Member
b. Change Member Type and Status
m  Member Type-Not flagged to sync
m Delete Que
c. Scheduled Changes

2. Reusing Member Numbers
a. Office Steps
b. Website Steps

3. Surviving Spouse takes over as Primary
a. Office Steps
b. Website Steps
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General Ledger Guests GuestRooms Membership POS

C- ReSig nation Settings Q Go To Club Website - Support Request E‘a Select Theme ~
T e
=
The Member Status in Office will control if the member’s - I“
. q q q . . . “y Genera Settings | L
web account is active or inactive by setting an expiration %) Accounting R ::ﬁngs
date on the web profile. These Status settings are By Bconnis fate
. . . . . . %o Accounts Receivable Sync Frequency: |3
determined in the Office Unification Settings. & Employee F I et ok
i) GuestRoom
‘) Membership O
To review which of your Status are set as Inactive, please £ Point of Sale =
refer to the Unification settings in office. - @ Add JEdt f Delete
%% ClubSoft Links
€y CRM
1.  Go to System across the top. €, Office Cloud
2. Select System Settings. —
3. Expand Web Site from the drop down list and select e ey T e
Clubessential. =
4. Double click the ClubURL in blue to open the g:;j:d
unification settings. Guests

Inactive
LOA

Inactive. Resigned
Suspended

5. View which Member Statuses have been defined as




e

%) Manage Members xl
Hom

Refresh Clear Filter Refresh Aging Active

UQ*\@% Q DU‘&”\?

New Edit Delete Export

Member Number L_Il First Name Dl Last Name u| Member Type E{ Member Status - (-]

v

1799
1799A
17998

Ruben

Jen

Jake

Montano
Montano
Montano

Regular
Regular-Sp
Regular-Dep

Active
Active

Active

| Home [ [1755] Ruben Montano_x | n

HDE % e

v %) Membership
% Groups
% Pictures
) Preferences
% Scheduled Changes
) web Settings

v ) Finandial Information
- [T
%) Bank Accounts
% Biing
%) Instaliment iling
%) Credit Book
%) Credit Cards
%) Gift Cards
%) Vouchers
%) LateFees

Edit Member
Member ID: | 1799
Member Type: | Regular — Q

e e— o

e owre) JQ36) st [ [Of%

Ruben Montano

5/

Swipe D: | 1799

First: |Ruben

Z

vidde: |

| Last: | Montano |

Emall: |rmotano@carolina.rr.com

0o

Phone: (704) 771-5962 v

55 Lookup Value K

Search: |

| ¥ | @ qukadd

|Date

Name

o o = =D D= ===

9/30/2020
9/30/2020
9/30/2020
9/30/2020
8/17/2020
8/17/2020
7/31/2020
7/31/2020
7/15/2020

7/15/2020

[Resgre |

i ] @
MO

LOA

Inactive

Guests

Guest Room

Cash Only

Active

Total

$60.00
$510.00

$510.00
(500.00)
($60.00)
$60.00
$500.00
($500.00)

($60.00)

{= Required Status Change

In order for a club to resign a member, the only
REQUIRED step is to change the Status.

If the entire family is resigning, the Status on ALL
accounts must be changed.

Changing the Status on the Primary Member account
does_not automatically change the status on the related
spouse/dependent accounts.

Open the record of the Primary Member.
Click the looking glass icon in the Status field.
Look up box will display with Status options.
Double click the Resigned Status to select.

A ODN

It is important to note that your club may configure
different Status types, such as Inactive vs. Resigned.
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{= status Change = Expiration Date

Home | (1799] Ruben Montano X |
1. Update the Status to Resigned. B . 2 @
v %) Membership 0_
% Groups Edit Member
% Pictures Memberm: [1799 | Ruben Montano
2. Save and Close the member 4 merences e «
% Scheduled Changes b
d @ Web Settings Q [Stotus: |Resigned JEU  Player Type: | (None) SR
record. + %) Communication
% Physical Address Tite: [Qvone) [CL[98 suffx [ L9 sweem: [179 |
% Email Address First: |Ruben | Middie: Last: |Montano
::M Email: [motano@caroina.rr.com = o Phone: [(704) 771-5962 |

Changes to a Member’s Status will
automatically trigger a Roster Sync.

' | ) Manage Members X |
Member Expiration Date on the web = = & = —

profile is set, making the member o N Tt ot b e Pl ka1 s
Inactive. Member Number (]| First Name [~]| Last Name [~]| Member Type [~/ Member Status = [~
Repeat the same steps for the 1799A Jen Montano  Regular-Sp | Active
17998 Jake Montano Regular-Dep Active
Spouse and Dependents. 1799 Ruben Montano Regular Resigned
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{= Member Expired on Web

LAST NAME FIRST NAME

montano

A B C D E F G H

NAME

Montano, Jen
email: jmontano3@gmail.com

Montano, Ruben
email: rmotano@carolina.rr.com

A B C D E F G H

MEMBER NUMBER

| J K L

| J K L

EMAIL ADDRESS

M N O P

ADDRESS

2805 Tuscarora Lane
Waxhaw, NC 28173

2805 Tuscarora Lane
Waxhaw, NC 28173

M N O P

Q R s T U V W X Y Z

Q R S T U V W X Y Z

PHONE

Members of this family are now Inactive

View Inactive Members, by changing the search
filter to either Members or Inactive Members in
the top right corner

The Membership Expires date is automatically
set based on the date the office Status is
changed

Based on Rules associated with the Office
Status, the Member will no longer be displayed
in the Active Member Directory

[4User's account is not activated |
[@&] Useris an Administrator

[e Useris an Editor
Red Name indicates user is marked as hidd

Fill in the boxes below using the Member's information

Relationship
Title

First Name *
Middle Name
Last Name *

Suffix

0 - Self / Primary

Ruben

Montano

Members Staff My Profile Search
Ruben Montano
Membership
Number Lien
Relationship 0 - Self / Primary

Membership Type

Member Since (Join

Date) January 13, 2020

[J Display this user in the Directory
(only affects member viewing, not admin.)

Membership
Expires (Office
Status)

= October 1, 2020
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{= Disconnect Resigned Member

Member Number [~ | First Name [~ ]| Last Name [-||Member Type [-/|Member Status

1799 Ruben Montano Regular Active
1799B Jake Montano Regular-Dep Active
1799A Jen Montano  Regular-Sp

Home | [1799] Ruben Montano X

Resigning the Spouse via the Status  [crralfieres

~=

X . -i'-.:pmes Member ID: | 1799 Ruben Montano
does not automatically result in a | T ||| i

€ web Settings Status: | Active | Player Type: |(None)

disconnect from the primary & Fowes s B Bl

% Physical Address
¥y Email Address First: |Ruben Middle: Last:  Montano

member. i . :
. : gl nsi. [romogcranaron X O Pone: [oog 7rissen -
o

v ¥ Finandal Information
%) AR Activity
) Bank Accounts
-

Disconnecting the Resigned member 3 veceaens

is NOT a required Step, however it 3 - o

Proper Title: Member URL 1:

can cause confusion for ADMIN on L
the web if left this way. Srmee R T

%) Statements Dates

Spouse
Spouse First Name:

viNgote Approval Date:
& Attachments
@ Custom Fields BirthDate: | 10/9/1972

Birth Day M...
45 May
Wedding: > 17 September

%y Notes Join Date: | 1/13/2020




{= Web View-Before Resigned Member is Disconnected

m Staff My Profile Search Export Settings User Statistics

LAST NAME FIRST NAME MEMBER NUMBER EMAIL ADDRESS
montano sHow ALl | Active Members v

A B C b E F G H I J K L M N OP QR S T U V W X Y Z

Only the Primary Member will
display in search results for
Active Members.

St 305 Tuscarors Lane
However, in ADMIN view, the
Other Members area still
displays the Resigned Spouse.

Admin View ‘ Member View ‘

Member Vi d NOT
emper view does . First Name Ruben
Ruben Montano (Add to Contacts g click image for full view
Middle Name R E
Last Name Montano :::g;m et January 13, 2020
Suffix Display Name
Title
EDIT THIS USER
First Name Ruben
. Middle Name
Email #1 rmotano@carolina.rr.com
Last Name Montano
Email #2 Suffix
Email #1 e
P4 Jen Montano - Spouse / Secondary ! etenegeaeinaeen
Jake Montano - Child / Additional Other Members Jake Montano - Child / Additional

Other Members
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{= Disconnecting in Office

In the Primary Member’s record, click the
red X to remove the Spouse’s nhame from
the Spouse Member box.

V

| [1799] JenMontano X

B HHE % e

vy Mevbusho
u Groups
% Pictures
%) Preferences
%, Scheduled Changes
@ Web Settings
v %) Communication
< Physical Address
%, Email Address
< Phone
%) Messages
v @)
) siing

i Edit!
Member Type: |Regular-Sp &

Status: | Resigned &

Jen Montano

Player Type: | (None) 38

SwipeID: | 1799A ]

Tite: [one) /98 sufx | |G/
First: |Jen ]

Emall: |imontano3@gmail.com = o

Midde: Last: |Montano — 1|
Phone: [(704) 7266429 >

Quick Label

) CreditBook

9 Gift Cards

v % Other
& Attachments

‘I Biling Member: | [1799] Montano, Ruben

3¢ [@ e

&8 Custom Fields
% Notes

Tax Exempt
Late Fee Exempt
¥!Include Statement Detals On Statement

R

[1739] Ruben Montano X
L
% @
||| Edtmember
| Ruben Montano
| Member Type: |Regular &
Status: | Active |G player Type: [ione)
: I :
% Physical Address Tite: |(MNone) €498 Suffix [/ swpem: [170
% Emai Address First: [Ruben ] Midde: | Last: |Montano
% Phone
_‘; i Emai: [rmotano@carolina.rr.com 2[5 Phone: [(704) 7715962 i Quick Label
+ @ Finandial Information
) AR Activity
%) Bank Accounts —————
G Biling Names Miscellaneous
%) Instaliment Biling | ‘
) CreditBook AltName: [| Gender: | Male -]
%) Credit Cards Family Title: | Profession: ‘ ‘
% Gift Cards
%) Vouchers ‘ Proper Titke: | Member URL 1: a
% LitE e | statementName: | PIN:
o map | - e
%) Minums | Resarie: | e — _;
%) sponsored Folios — — | Spouse First Name: ]
) Statements | Dates f
[ = Spouse Member: | [1799A] Montano, Jen > |
v % Other Approval Date: [~] e Ul —
Y
& Attachments
& Custom Fieds BirthDate: [10/9/1972 |~ | Age:47 Dependents
S i ‘ ) | Frsthame [ Member ... ~ [Age Brth Day M...
© JonDate: (1132020 | ~| EX = ey T
Wedding: ~|

A

In the Resigned Spouse Record on the
Financial Information tab, click the red
X to remove the Billing Members name.

Save and Close
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{= Web Disconnect

Goals

Email #1

Email #2

Other Members

rmotano@carolina.rr.com

)Jake Montano - Child / Additional

ADD NEW MEMBER

Results

In admin view, the x-spouse is

no longer displayed in the
Other Members tab of the

primary member.
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<- CLUBESSENTIAL

Change Member Type and Status



{= Member Type and Status Change

M [1841] Mark Kroh x|
When Resigning a Member, o] 2 @
some clubs choose to change a7 e —
the Member Type as well as - insod Merber I: Mt o
% Scheduled Ct Member Type:  Resigned
the Status. @ web Setings © [szts: [Resgned [G]  player Type: [(vone) % 3
" s s oene) 28] S | Q8 swee: | |
¥y Email Address First: | Mark | Midde: | | Last: [kroh |
This process allows additional il Enai: [k Ggnol com Ho e [mymon: =l
functionality to purge
Resigned Members out of the Member Number (=], First Name (- Last Name [/ Member Type| ]| Member Status 4!
website. = v
1841 Mark Kroh Resigned Resigned
1841A Karri Kroh Resigned Resigned

In the Unification settings,
make sure the Resigned
Member type is not flagged to
sync.

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



File AccountsPayable Employees GeneralLedger Guests GuestRooms Membership POS

System

Help

Transaction Search: | Q\ Go To Club Website ¢ ?&t Request | B8 Select Theme ~
Membership < iq‘.\wmm | < system settings x|
%) Manage Members \ ; J |4 /
% Member Charges <, General Settings l ing ]
) Member Payments %) Accounting Integration Sett
<4 Member Credit Book & Accounts PAyable _
& $t Book Expiration % Accounty/Receivable Sync Frequency: |3 J
= Ee —_ I
¢} Gift Card Expiration - ™ Hide Web Visiility Options
¢J Month End Wizard

€} Print Member Statements
¢} Clear Minimum Adjustments
¢} Clear Custom Biling Sched.~)

" nt, o
Clubessential Endpoint Editor
)
L Endpoint Settings

Name: |EP1 |

B Remove Selected

Club Url: | https://demo.grandkeyciub.com Validate
Usemame: | APTAdmin |
Password: | Club3g0if

¥ EventsinPOs ¥ push Members ¥ push Member Images

 Activites in POS M pul Members ¥ pull Member Images

¥ Diningin POS ¥ Push Member Groups ¥ push Employees

¥ Tee TmesinPOS ¥ Pull Member Groups ¥ pull Employees

I Disable syncing this endpoint ¥ 1gnore dupiicate emais, phones and addresses

Online Orders .
55 Lookup Vi
I™ Enable Online Orders in POS o SLELE
Automatically send online orders to the kitchen |10 ~| minutes before pick /dych: W | @ QuickAdd
| 1tem Category | Member Type | Resigned Member Status | Member Group | Emefoy | (] Select Al [ Unselect Al
Name Company

el ‘ Resgned Cubessentil Ciub -
Name. | 7 Regdar Clubessential Club
A - Assisted Living :| ¥ Senior Clubessential Club
A - Independent Living 9! Junior 12 Clubessential Club
el 9| ssocate Second Company
Associate-Dep ¥ Tennis Clubessential Club
Assocate-Sp . Junior Clubessental Club
Banquet ¥ socal Clubessential Club
Banquet - Member . Jurior 3/ Clubessential Club L
Camp Account _I
b A 68 0f 69 rows selected. Select Cancel

G Unification Settings
Do NOT Sync Resigned Type

To access the Unification Settings
1. System
2. System Settings
3. Web site (click the expander)
4. Clubessential>double click
website URL highlighted in blue

Important: Do NOT include the

Resigned (Deceased, etc) Member
Type to sync.

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



Clubessential Endpoint Editor

{= Remove Resigned Type

Name: |EP1 |
Club Url: | https://demo.grandkeyciub.com

If the Resigned Type appears in the Username: | APTAdmin
. . . . Password: | Club3g0If |
selected box to sync, highlight it and click —— P
Remove Selected. P Actvibesinpos P pul Ment
V¥ Dining in POS ¥ push Mer
V' Tee Times in POS ¥ pull Memt
Accept the changes by clicking the ™ Disable syncing this endpoint ¥ igored

Green Check. Oriine Orders

I™ Enable Online Orders in POS
Automatically send online orders to the kitchen I 10 v I minutes before pir

Save and Close on the following System
Settings tab.

!l ltem Categry, | Member Type | Resigned Member Status | Member Group | Empk

Select Member Types... |E]
| [rame 4]
Regular-Sp
Resident
Resigned
Seasonal Expigd
Seasonal Member3hj
Senior o

senior x2

Senior-Sp J

Sodal
Canizl.Nan ll
ﬂ Remove Selected
© 2020 Clubessential LLC. Do not distribute or reproduce without express permission of Clubessential.



/Ay Kroh, Karri
email: kari@gmail.com

Ay Kroh, Mark
email: markk@gmail.com

Mark Kroh

Membership
Number

Relationship

1841

0 - Self / Primary

Membership Type

Regular

Member Since (Join
Date)

September 1, 2018

Membership

Expires (Office
Status)

October 7, 2020

Profile Updated

Display Name
Title

First Name
Middle Name

Last Name

October 1, 2020

2800 Tuscarora Lane
Waxhaw, NC 28173

2800 Tuscarora Lane
Waxhaw, NC 28173

G Web Result / Changed Type and
Status

Please Note...

As the Admin, when you open the
web record, you will notice ONLY the
Member Expiration Date changes in

this scenario.

The Member Type will not update to
Resigned, because we do not have
that Member Type flagged to sync.

It will stay the original type.
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{= Web-Delete Queue

To purge Resigned Members from

the web, access the Delete Queue.

From the Admin Area

e Navigate to Integrations
e Seclect Roster Sync

View Delete Queue

e Highlight Resigned members
e C(Click Delete Selected

Any member that is in a type NOT
flagged to sync, will push to this
Queue.

A This will Delete the members from the Web

Roster Sync Interface

Last Sync Performed 1/1/0001 at 12:00 AM Enable Warnings & Show Addition Times
Delete Queue @ Additions Queue @

1841(0) - Mark Kroh 1 = =
1841(1) - Karri Kroh

DELETE SELECTED << MATCH >> CONFIRM SELECTED DELETE SELECTED

KEEP SELECTED

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




{= Added Features

DD YOU KNOW?

Scheduled Changes

This feature can be used to Schedule a change to a Member Type or a
Member Status ahead of the actual change date!



{= Scheduled Changes

Under Membership navigate to the
Scheduled Changes tab.

1. Click the New Icon and the pop up
box will allow you to program what
type of Scheduled Change you would

like to set up.

2.  Select the Change Type: Member
Status or Member Type.

3. Click the looking glass to select the
New Value.

4. Enter the Effective date.
5. Enter a Reason.

6. Save and Close the scheduled
change.

7. Save and Close the member record.

CE]: D
R

) Pictures
) Preferences
) Web Settings

v %) Communication
% Physical Address
% Email Address
% Phone
¥y Messages

v ¥ Finandal Information
%) AR Activity
%) Bank Accounts
% Biling
%) Instaliment Biling
%) Credit Book
%) Credit Cards
%) Gift Cards
%) vouchers
) Late Fees

7

H R Eo e

Type: [Member Status ;le
Effective Date: | 1/1/2021 1v]°
Reason: |Moving (=4 5 )

ID:0 | Loaded

Member ID: Ruben Montano
Member Type: |Regular &y
Status: | Actve |Gy Player Type: | (None) [S% 3
Tte: [One) [Q90) suffx | |G swoem: 1799 |
First: |Ruben | mdde: | | Last: [ Montano ]
Email: [rmotano@caraiina.rr.com = o Phone: [(704) 771-5962 |
do:
cheduledThecge Type | NewValue | Scheduled Change Date |
:Mulbersutus YAWMMB
& Edit Scheduled Changes o @
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Reusing Member Numbers

Rules to Remember!



{= Reusing Member Numbers/Office Side

Office will not allow 2
members to be assigned the
exact same member number.

To reuse a number, change the
Member Number of the
Resigned/Inactive member
first.

Add the “identifier” at the
BEGINNING of the member
number.

Suggestions are:

Resigned=R
Deceased=D
Terminated=T
Divorced=X

-

Member Number (|| First Name (- /| Last Name [~ Member Type I_J Member Status = [~

1842 John Visco Senior Active
1842A Melissa Visco Senior-Sp Active

Here we used an X in front of the member number

Jm [1842A] Melissa Visco x

HEDE 9 e

v %) Membership

< Groups

% Pictures

) Preferences

%y Scheduled Changes

Melissa Visco

&
€ Web Settings

|C4 | Player Type: [@one)
v %) Communication

% Physical Address Tide: [(Nove) [C[98) suffx [ |G swiem: |

% Enat addres Fests e I

Phone
® Email: |melissav@aol.com = o Phone: |(704) 771-5959

| % Messages

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



{= Reusing Member Number-Web

Membership Number @

P | x1842A | B

Membership Type
Display Name
Member Since (Join Date)

Membership Expires (Office Status)

Select.. v

Senior-Sp v

1/1/1900

11/8/2020

Fill in the boxes below using the Member's information

Relationship
Title

First Name *
Middle Name
Last Name *

Suffix

Web Account Information

Username * @

0 - Self / Primary \d

Melissa

Visco

e Usernames do NOT automatically update when a
member number is changed. This field is NOT
cleared out for Inactive members

e Usernames must be unique; otherwise the user
will be locked out

e [fthe club does not purge Resigned Members
from the Delete Queue to remove them from the
web, the club must update the Username of the
Resigned/Inactive Member

O Display this user in the Directory
(only affects member viewing, not admin.)

Password *

Confirm Password *

> [

——)

Web Account Information

Username * )41842A
Password > [XXYYYYY)
Confirm Password * ecccccoe

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




<- CLUBESSENTIAL

Surviving Spouse



{= Surviving Spouse-Change Member Data

Open the PRIMARY member and

change out all the Personal Information

to reflect the Surviving Spouse.

Membership Tab

o O O O

Name Fields

Member Type/Status( if
changing)

Names Options (ie.
Statement Name)
Misc-Gender
Misc-Profession
BirthDate

Remove name in Spouse
Member field

Home | [1843] Mie Mckee X |

% Groups

HDE % e
- < [

Edit Member

% :e:i . Member ID: Mike McKee
% s ot Type: |Regular
€ web Settings Status: | Active 4| Player Type: [(None)
« @ Communication — =~ ..
% Physical Address Title: | (None) |C4 |98/ Suffix /3¢ Swipe ID: |
?wm First: | Mike | Midde: | | Last: |Mckee
Phone
,%: Email: |Michael @gmail.com [ | (2 Phone: [(704) 243-9696 | Quick Label
v ¥ Finandial Information
) AR Activity
%) Bank Accounts
%) Instaliment Biling
% Credit Book AltName: || I \ B Gender: [Mae |-
ggﬂmc;ds Famiy Tite: | | |V Marketing |
ift Car
) Vouchers Proper Titk: | ] Member URL 1 | | @
umres e o e e e | . —
%) sponsored Folios Spouse First Name:
. Ao upotes | [Spouse Member: :[1843klMd(ee Nicole |QE|
v % Other \wwdom L [ = E
% Attachments
e setout: [ 10sis50 || Ao Dependens _
& e i = D |FirstName  [Member ... v |Age | Brth Day M...
® JonDate: |6/1/2016 |~ | $0.00] | I s = Sl
weddng: (302003
Renewoate: | ||
e I
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[ Home | [1843] Mke Moxee |

Membershp
% Edit Member
% Pictures Member ID: | 1843 Mike McKee
) Preferences
% Schedued Changes S heor Q
@ web setting: Status: | Active Cy  Player Type: |(None) %3
v %) Communication d
% Physial Addres Title: |(None) |C4[98] Suffix Q% swpem: ]
% Emai Address | First: | Mike Middle: Last: | Mckee |
% Phone
'v; tessages | Emal: |Mchael@gmal.com 5l o Phone: [(704) 243-9696 - Quick Label
) Fnendial Information ‘
) AR Activity
%) Bank Accour
) ling ‘;;emmmm Groups.
il Verber Group
? c::“’“": pest Presdents
b bt A s TS GRow
% Gt Car
B Vouchers s Mesber
) Late Fees
o e
) Mnimums
%) sponsored Folos
mmmmmmm
% Other
& Attachments
1 Custom Fields
% Notes

om|

Home | [1843] Mke McKee X |
g uroups

- CET—

ol
) Preferences
% Scheduled Changes
@ Web Settings

v %) Communication
<y Physical Address
% Email Address
%y Phone
% Messages

v @ Finandal Information
T AR Activity
%) Bank Accounts
) siling

Member ID: 71843
Member Type: |Regular a

‘ Status: | Active &
Title: (None) 498 Suffix B
First: |Mike -

Emai: [Michael @gmailcom 5l o

Mike McKee
Player Type: | (None) |49
Swipe ID: ‘ - B B N B i
Midde: | Last: | McKee I

Phone: [(704) 243-9696 -

Quick Label

) Credit Book

{= Update Groups and Pictures

Groups Tab
1. Remove those that do not
apply.
2. Add new groups, using the
browse option.
Pictures
1. Delete photo of the deceased
Primary member.
2. Add photo of the Spouse.

Preferences - these do not affect the
website, however it’s good to review
these too.
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G Update Communications Data

Home | [1843] Mie Mckee X |
lg Lroups

% Pictures

) Preferences

%y Scheduled Changes
) Web Settings

E®! Communication
% Physical Address
% Email Address
% Phone

cure
Member ID: _1_833
Member Type:

Status: | Active

Mike McKee

’C§ Player Type: ‘ (None)

Title: | (None) |C4 |98  Suffix R3¢

Swipe ID:

First: |Mike

L ome [ ] g

Messages

v @) Finandial Information
) AR Activity
%) Bank Accounts
%) Biling
%) Instaliment Biling
%) Credit Book
%) Credit Cards
%) Gift Cards
%) Vouchers
) Late Fees
) map
%) Minimums
%) Sponsored Folios
) Statements

Communication Tab:
A Physical Address, Email Address, and Phone

Commonly updated items include:

Removing Business Address

Email: [Michael@gmail.com He Phone: [(704) 243-g6¢] . .
e Updating email
e Updating mobile number
o Home | [1843] Mike McKee X |
M [Home] 2810 Tuscarora Lane Waxhaw| @ Lroups Al =
[Business] ADP / VP Marketing 1000 Fil % Pictures Member ID: | 1843 Mike McKee
: ) Preferences '
Emails % Schedued Changes e I
Michael @gmail.com € Web Settings Status: | Active |Gy Player Type: |(None) 1G9
v %) Communication — = .
Phones S[INNT || e o QK am | QK] s |

(704) 243-9696 (Home) % Email Address First: |Mike ] Middle: [ Last: McKee
%y Phone

(704) 996-0561 (Mobile) g e . Emai: IMd,ae,@g,,,aiLcm Zl () Phone: |(7°4) 243-9696 ZI

v ¥ Finandal Information

%} AR Activity
%) Bank Accounts :
%) siling 04 m | ¥
9 R | Street 1 - ]sweet 2 | city State  |ZpCode | Address Category Name Note
) credftm | 2810 Tuscarora Lane \ Waxhaw NC 28173 Home
g g 1 ADP / VP Marketing 1000 Financial Drive __ Charlotte __ NC 28277 Business |
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@ [1843] Nicole Mckee X
v %3 Membership

% Groups
%y Pictures
%) Preferences

Edit Member

benber

Ms. Nicole McKee

Member Type: |Reguiar

[N

Status: | Active

|G Player Type: |(one)

B¢ 3

e (v Qg8 sufx [ QU] swpem: |

Frst: | Niole ] mdde: | | Last: [Mokee J
Email: [Nikki@gmail.com B Phone: [(704) 243-9696 k|

Boat Name : |

BoatType: [ >l

{= Custom Fields

Don’t forget to review Custom
Fields when updating the
member data!

Some custom fields may be
configured to sync to the
website.

Custom Fields will vary
depending on the Club.
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{= Spouse is now the Primary

The primary record should
now reflect the information of
the Surviving Spouse (1843).

The next step will be to
Resign the Deceased
member, using the original
Spouse record (1843A).

Member Number Ell First Name [3] Last Name E][ Member Type EJ[ Member Status - E]l

1843 Nicole AcKe Regular Active
1843A Nicole McKee Regular-Sp Active

W [1843] Nicole Mckee X
v Membership

% Groups Edit Member

% Pictures Member ID: <4— Ms. Nicole McKee

'”‘;, Prs el feren| cesl c Member Type: [Reqdar ]Q}

€ web Settings Status: | Active |Gy Player Type: |(None)
Y communcaton | -

% Physical Address Thle: Q'“ Suffix :}glg‘ SMeID: |

% Email Address First: |Nicole | Midde: | | Last: [Mokee

%y Phone

‘; , Email: [Nk @gmai.com o Phone: [(704) 243-9696 =]
v @) Finandal Information

) AR Activity

%) Bank Accounts

) siling Addresses

%) Instaliment Biling {{Home] 2810 Tuscarora Lane Waxhaw, NC 28173 Statements

%) Credit Book

%) Credit Cards | Emails

%) Gift Cards PR

v i Nikki@gmail.com Statements

W) Late Fees Phones

g”"r (704 243969 (Home)

@ e (704) 7266429 (Mobie)

) Statements
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{= Resign the Deceased Member Using the Spouse Record

Home | [D1843A] Mike McKee X

v %) Membership
% Groups
%y Pictures
«) Preferences
%y Scheduled Changes
) web Settings

v %) Communication
%% Physical Address
%y Email Address
% Phone
% Messages

> SR )

Edit Member

Member ID: |D18438] ——

Member Type: l Resigned

Status: | Deceased

Title: | (None) |G, 98 suffix |

First: | Mike

Email: lnidd@gnai.com

» Mike McKee |
| 2N \q
| forermpe: [0 AR
LAy sween: | ™ |
| e | R ]

=

Member Number [~ NFlrst Name | Il Last Name\ || Member Type [~|| Member Status - 7‘

1843 Nicole McKee Regular Active
D1843A Mike McKee | Resigned Deceased |

Using the Spouse Record, change the Name Fields, Member Type and Status.
This will make the Deceased member Inactive on the web.

Optional: Add a letter to the start of the member number (Allows you to reuse the member number).

Disconnect the Billing Member on the Financial Information tab.

Change additional profile information.
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{= Surviving Spouse-Website

m Staff My Profile Search Export Settings User Statistics Members Staff My Profile Search
LAST NAME FIRST NAME MEMBER NUMBER EMAIL ADDRESS Nicole McK (Add to Cont
e BT o Actvevembers icole McKee (3dd o0
Membership Type Reaqular
A B C D E F G H 1 J K L M N O P QR S T U V W X Y Z
Member Since (Join ”
NAME ADDRESS PHONE Date) June 1. 2016
McKee, Nicole 2810 Tuscarora Lane
email: Nikki@gmail.com Waxhaw, NC 28173 N Dispizy Name
Title
First Name Nicole
Middle Name

Last Name McKee

Once the sync from Office to the Website is st

complete, the result will be Nicole is now the
Active Primary Member and Mike has been
resigned. St

Street 2

City Waxhaw

Nicole will no longer be logging into her .
original Spouse account therefore there are a
few additional steps needed on the web ==
account. pams rene

Gender F

Birthdate April 8

tacts §al)
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{= Surviving Spouse-Final Web Changes

Reset the Username
and Password back to
the default;
communicate this
update to the member.

Check the Display

Name to ensure it

correct reflects the
changes.

Save the web record.

Membership Type Regular v
Display Name McKee, Nikk1

Member Since (Join Date) 6/1/2016

Membership Expires (Office Status) 12/31/2050

Fill in the boxes below using the Member's information

Relationship 0 - Self / Primary v
Title

First Name * Nicole

Middle Name

Last Name * McKee

Suffix

Display this user in the Directory
(only affects member viewing, not admin.)

Web Account Information

Username * 1843

Password * seseneey

Confirm Password * eeccccee
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Thank you for Attending

Visit our Client Resource Center at kb.clubessential.com
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