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Overview

Online Member Statements and Payments allow members to view statement data and pay
for statements online. It also allows Administrators to view and help troubleshoot Member
statements and payments.

Use Case(s)

Online Member Statements and Payments are used to handle monthly billing at the club for
dues and for other items or services purchased at the club.
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Accessing the Tool

Online Member Statements and Payments may be located in several places on the website.
The most common placement is in the Quicklinks on the member home page, which is
usually titled Online Statement, Member Statement, or My Statement.

THE BEA ISLAMD CLUB AT

GRANDKEY

Member Kiosk -

Calendar

Member Directory

Cnline Statementl
Photo Gallery
Concierge

Buddy List
ClubLife

Book A Reservation 3

Your current unspent minimum is

£280.29

Many clubs also have a link located in the main navigation bar under My Club, or another
navigational item that was determined during the site build.
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Click the online member statement link to open the statement window.

| @ https://secure.clubessential.com/billing/memberstatements.aspx? Token=4
ADMIN Enter Membership Number to Vierrl:l
| statement below 1o ew. ; GRAND KEY

|Work Orders

| View work orders associated
| with Owner Contracts.
|EWork Orders
|Payment Center
Manage accounts, make and
schedule online payments.
OBill Pay

Search

Search all statements for a

| word or ?hrase.

Don't forget to register for our Chocolate Lover's Event!
Help Center #HPRINTPDF##
8 Click Here for a Short Statement Date: #STATEMENT_DATE##
Video Instruction Last Updated On:

Membership:
Emily Latham Minimum:
Unspent: Spent:
Spend By: Total:
Please select a statement from the left.
Current 30Days 60 Days 90 Days Over 90 Days Statement Total

BILL PAY §

To view a member’s statement, type the member number in the search box of the statement
and click go. (Note, in rare instances where a Member is not seeing what you are seeing in
this view, Impersonate the Member, and then view the Payments/Statements as that Member
instead of entering the Membership number to help troubleshoot.)

[ Account Statement - Google Chrome _ e <
[3 https://secure.clubessential.com/billing/memberstatements.aspx?Token=ca03a46e-0083-42be-8be0-2ef7809a782¢ \-._
4 deniad-->
et o Enter Membership Number to .1‘;\ T0885 @
— T0885
Rillina Histoms v
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This will launch the member’s current statement.

@ February 2016

® January 2016

@ December 2015

@ November 2015

@ October 2015

® September 2015

@ August 2015
|Payment Center
Manage accounts, make and

‘schedule online payments.
OBill Pay

Search al statements for a

word of %n

Help Center
O Click Here for a Short
Video Instruction

You may access past months history by clicking on the month links on the left hand side.

August 2016 Statement
Statement Date. 8/31/2016

Last Updated On 8/18/2016
Membership: T0885

Claudia Adams Minimum:
102 Ronsard Lane Unspent:
Cary, NC 27511 Spend By-
Date Tracking # Receipt Description
Balance Forward

8172016 F&B Chg Ck#58843 7/30 (wrong mbr chg)
BI1/2016 FAB Chg Ck#5B873 7/30 (wrong mbr chg)
8/112016 FA&B Chg Ck#58843 7730 (wrong mbr chg)
8172016 F&B Chg Ck#58843 7/30 (wrong mbr chg)
8/11/2016 61908 View Receipt Pool

Current 30 Days 60 Days. 90 Days

517205 542128 50.00 50.00

$87.25
10/312016

[ Account Statement - Google Chrome b m] x
[3 https://secure.clubessential.com/billing/memberstatements.aspx?Token=ca03a46e-0083-42be-8beD-eef7809a782e
ADMIN EmrMembecsmmemeleiew ok ~
E X
Z%?%«?w:ﬁt” THE INFO BELOW REPRESENTS YOUR CURRENT s
[Transactions TRANSACTIONS ONLY. CLICK THE LEFT-HAND COLUMN
e 2016 FOR YOUR MONTHLY STATEMENTS.
Aot 016
@ March 2016

2 Print [£Close

11275
$200.00

Spent:
Total

Charge Svc Grat Tax Total
i
$28.00 §0.00 $0.00 $0.00 $28.00
$83.25 $0.00 $0.00 $0.00 $106.35
$19.560 $0.00 $0.00 50.00 $24.92
$6.0050.0050.00$0.00 $7.67
$4.00$0.8050.0030.31 $5.11

Statement Total
$593.33

@ February 2016
@ January 2016

@ December 2015
@ November 2015
@ October 2015

@ September 2015
@ August 2015

Manage accounts, make and
schedule or 3
DOBili Pay

Search al stalements for a
word or phrase.

Help Center
O Ciick Here for a Short
Video Instruction

August 2016 Statemen
Statement Date: 8/31/2016

Last Updated On- 8/18/2016
Membership: T0885

t

Claudia Adams Minimum:
102 Rensard Lane Unspent:
Cary. NC 27511 Spend By:
Date Tracking # Receipt Description
Balance Forward

8/1/2016 F&B Chg Ck#58843 7/30 (wrong mbr chg)
8/1/2016 F&B Chg Ck#58873 7/30 (wrong mbr chg)
8112016 F&B Chg Ck#58843 7/30 (wreng mbr chg)
81/2016 F&B Chg Ck#58843 7/30 (wrong mbr chg)
B/11/2016 61908 View Receipt Pool

Current 30 Days B0 Days 90 Days

517205 542128 50.00 50.00

$87.25
10/31/2016

[ Account Statement - Google Chrome P O X
] https:/secure.clubessential.com; billing/memberstatements.aspx?Token=cal3a46e-0083-42be-8be0-eef7809a782e

ADMIN Enter ip Number fo View: [T0BB5 | [oK ] =

X
EEEaE THE INFO BELOW REPRESENTS YOUR CURRENT 5
(i Transactions TRANSACTIONS ONLY. CLICK THE LEFT-HAND COLUMN

+ oo nd FOR YOUR MONTHLY STATEMENTS.
Ao 2010
@ March 2016

4@ Print [ Close

$12.75
$200.00

Spent:
Total

Charge Sve  Grat Tax Total
€2l
$28.00 $0.0050.00 $0.00 $28.00
$83.26 $0.00 $0.00 $0.00 $106.35
$19.50 $0.00 $0.00 §0.00 $24.92
$6.00$0.0050.00$0.00 $7.67
$4.0050.8050.003031 8511

$593.33
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Click Bill Pay on the left hand side beneath Payment Center to view scheduled payments.

[ Account Statement - Google Chrome =5 O x

u https://secure.clubessential.com/bi ling/memberstatements.aspx?Token=ca03a46e-0083-42be-8be0-eef7809a782e
ADMIN Enter Membership Mlmbeno\hew o],

|Billing History X

i%"‘:.‘%‘éw:.:m"’” THE INFO BELOW REPRESENTS YOUR CURRENT L
Transactions TRANSACTIONS ONLY. CLICK THE LEFT-HAND COLUMN

& e 205 FOR YOUR MONTHLY STATEMENTS.

@t 20

ERES T August 2016 Statement 4z Print [ Close

@ February 2016
® January 2016 Statement Date: 8/31/2016

& December 2015 Last Updated On: 8/18/2016
@ November 2015 Membership: T0885

& October 2015

Claudia Adams Minimum:
[ = entemies 20 102 Ronsard Lane Unspent: $87.25 Spent. $112.75
& August 2015 Cary, NC 27511 Spend By: 10/31/2016 Total: $200.00
Payment Center
age nis. maké and .
! zopine pi ts. Date Tracking # Receipt Description Charge Sve Grat Tax Total
Balance Forward i@
e s R 8112016 F&B Chg Ck#58843 7/30 (wrong mbr chg) $26.00 $0.00 50.00 50.00 $26.00
wooid o phiase. 8112016 F&B Chg Ck#58873 7/30 (wrong mbr chg) $83.26 $0.00 $0.00 $0.00 §106.35
8/1/2016 F&B Chg Ck#58843 7/30 (wrong mbr chg) $19.50 $0.00 $0.00 $0.00 $24.92
[seach] 812016 F&B Chyg Ck#58843 7/30 (wrong mbr chg) $6.00$0.0050.005000 $7.67
Help Center 8/11/2016 61908 View Receipt Pool $4.0030.8050005031 3511
0 Click Here for a Short
Video Instruction
Current 30 Days 60 Days 80 Days Statement Total
517205 542128 50.00 50,00 $593.33

The Bill Pay button at the bottom right hand of the interface will also launch the scheduled
payments interface.

August 2016 Statement vz Print [ Close

Statement Date: 831/2016
Last Updated On: 8/18/2016
Membership. TOBES

Claudia Adams Minimum:

102 Fonsard Lane Unspent: G87.25 Spent $M2T75

Cary. NC 27511 Spend By 1312016 Tatal: 320000

Date: Tracking # Receipt Description Charge Svc Grat Tax  Total

Balance Forward 2

Bi1/2016 FEE Chg Ck#58843 7/30 (wrang mbr chg) $28.00 50 00 33 00 0.00 52800

B2016 F&B Chyg Ck#58873 7r30 (wrong mbr chg) $83.25 $0.00 50.00 $0.00 $106.35

B12016 FAEB Chg Ck#58843 7/30 (wrong mbr chg) $19.50 50.00 30.00 30.00 524.92

BM/2016 F&B Chg Ck#58843 7730 jwrong mbr chg) £6.00 50 003000 30.00 ST 67

B11/2016 61908 Wiew Receipt Paol 40050 BOR0O 003031 &850
Gurrent 30 Days &0 Daya 50 Days Statement Total
SIT2.06 542128 50.00 50.00 §593.33

Pending Payments

\ Mone
BILL PAY §
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If the member has a bank account or credit card associated with the account, you will be able
to view their billing information.
e ——

@ hitps://secure.clubessential.com/billing,

ADMIN

Enfer Membership NumbertoView.| |

[ERetum to Statement Manage Accounts

Bank Accounts

\Payment Center

O Single Payment
O Auto Payment

B Manage Accounts

Bank Account Information

Your Saved Accounts New Bank Account ¥ | Remove Account

Account Nickname [
Bank Name [
\

Routing Number®

What is this?

Confirm Routing Number* |

Account Number* [

Confirm Account Number |

Billing Information

1
1
1
1
1

First Name*
Last Name*
Address Line 1+
Address Line 2
City *

State/Region * Alaska v
Country United States v
- 1
*Required Field
All transactions are made in US dollars. Alow 3-5 business days for your transaction to be posted to your account. Payments made today after Spm EST will nat be processed unti the next

busingss day

businessoffice@cherokestee org
(404) 2651211

Save Bank Account

The Payment Center on the interface allows management for a Single Payment (one-time),
Auto Payment (recurring), or to Manage Accounts.

0

|
@ https//secure.clubessential.com/billing/merr

ADMIN

Enter Membership Number toViews| |

| BRetum to Statement
S SHETEE Manage Accounts

Bank Accounts

IPayment Center

0O Single Payment
O Auto Payment

O Manage Accounts

Bank Account Information

Your Saved Accounts New Bank Account ¥ | Remove Account

Account Nickname

\
Bank Name \
Routing Number* [

What is this?

Confirm Routing Number® \

Account Number* [

Confirm Account Number* [

Billing Information

1
1
1
1
1

First Name*
Last Name*
Address Line 1*
Address Line 2
City *

State/Region ™ Alaska v
Country United States A
2 ——

“Required Field

Alltransactions are made in US dollars. Allow 3-5 business days for your fransaction to be posted 1o your account. Payments made today after 5pm EST will not be processed until the next

business Gay

businesscfiice@cherokeetos org
(404) 3651211

Save Bank Account
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Admin Bar Options

Hover over the Admin bar for more options: Statement Admin Options and Online Payments

Admin Options.
|
ADMIN -
jE| STATEMENT ADMIN, OPTIONS OMLINE PAYMENT S ADMIN, OPTIONS
Ci Member Balance Reporting Bill Pay ment Remittance Report
Pa; Member Minimum Reporting Payment Status Report
Md Edit Statement Lay ocut Members Using Cnline Bill Pay
EEE Online Bill Pay Errors Report
Se |AccuuntChange Log
Se Members Using Auto Pay Report
! Bill Pay ment Metifications
Admin Bill Payment Tutorial
View As Mobile
H

Member Balance Reporting will pull a list of members with their balance due listed for a
selected date range.

- S
| [ OMS Balance Reporting - Go ogle Chrome ] x
| @ https://secure.clubessential.com/billing/OMSreporting.aspx

ADMIN

|Online Statements - Balance Reporting

Statement Date: | 11/30/2016 = \ ﬁ.e“i.resﬁ.i

Export to CSV

Statement Balance Aged - Aged 30 Aged 60 Aged 90 Aged Over
Member ID Name Bate Account Name Balance Due e By Ty Do oy a0+
3221 Doe, John 11/20 51,423.21 S0.00 50.00 50.00 50.00 50.00 50.00
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Change the date by clicking the date picker and then click refresh.

ADMIN

Online Statements - Balance Reporting

|Statement Date: | 11/30/2016

45 30 31 1 2 3 4
% 6 7 8 9 10 mn
47 13 14 15[16] 17 18
48 20 21 22 23 24 25
49 27 28 zgm ]
S0 4 5 M 7 8

Mo Statement Data

(]

(=]

Q :-—‘H'"_rd-
mber ID S M T W T F

s

(]

(=31

[#¥]

Accol

Member Minimum Reporting lists how close members are to meeting their minimum. Note:
this is custom dependent on the type of accounting software the club is utilizing, therefore

not all clubs will have this reporting tool.

| @ https://secure.clubessential.com/billing/OMSreportingMinimums.aspx

ADMIN

|Online Statements - Minimums Reporting

Export to CSV

Statement Date: | 11,30/2015 = |-Refresh“|
Member ID Name Sta;eartr:nt Min. Cycle Date Reg. Spend Ur;\:;l_:;:nt Spent Min.

AD0012 Acho, Michael 11/30/16 12/31/20186 1000 0 2582.05 x
AD0O14 Asante-Appiah, Danny 11/30/16 12/31/2016 1000 0 127077
AD0QZ0 Adamo, Richard 11/30/16 12/31/2016 1000 227.75 77225
AQ0O36 Alani, Hashim M 11/30/16 12/31/2016 1000 m 289
AD0D40 Antenucci, Todd C 11/30/16 12/31/20186 1000 0 1580.55
AD0045 Anthony, Vernice D 11/30/16 12/31/2016 1000 135.33 864.67
AD0D48 Asaro, Peter R 11/30/16 12/31/2016 1000 0 1059.28
A0DD4T Alioto, Michael 11/30/16 12/31/2016 1000 0 2183.15
AD0O42 Allen, Charles E 11/20/16 12/31/2018 1000 0 1591.8
A00053 Applebaum, Jeffrey 11/30/16 12/31/2016 1000 0 1646.66
AD0DS6 Adams, Anthony 11/30/16 12/31/2016 1000 0 1075
AQ0061 Artinian, Mark 11/30/16 12/31/2016 1000 98.15 901.85
snnnc s ne 11mnmc EEVEESET.OP] 1nn 1131

€L L|3 2345678910 .|k M| Pagesize:|50 ~| 591 items in 12 pages

e Change the date by clicking the date picker and then click refresh.
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Edit Statement Layout will change how certain items will appear in the statement window.

ADMIN
Statement Style: DefaultStatement v
Landing Page: Current Statement ¥
Recent Transactions Title: Recent Activity
Last Billed Month Title: Last Billed Statement
Number Of Months To Show: 12
Historical Months Title: Past Statements

# Hide $0.00 Trans. Values from Display
Enable header on payment pages

Chit Window Sizing: |400 x 420
Payment Disclaimer: | agree to the terms and conditions
Balance & Aging Section

Aged Current: Current

Aged Thirty Days: 30 Days

Aged Sixty Days: 60 Days

Aged Ninety Davs: 190 Days

Aging Over Nmety Days: Older

Account Balance: Statement Total

Minimums Section:
Minimum Title: Minimum:
Minimum Dese:

Minmmum Unspent: Unspent:
Minimum Spent: Spent:
Minmmum Cycle: Spend By:
Minunum Total: Total-

2nd Minimum Title: Anual Minimum:

2nd Minimum Desc:

Hover over the Admin bar again in the Edit Statement Layout to access further customization
like Edit Statement Header or Footer.

ADMIN

SIREMENE ATNN. DETIONS
Return To Statement
Edit Statement Header
Edit Statement Footer
Edit Statement Disclaimer
Edit Chit Design
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Click Edit Statement Header or Footer to customize the header and footer of the statement
window. This is a great place to add cross marketing to statements. This will launch the
Editor to customize the Header/Footer with text, links, and imagery.

{ (3 Auis Editor - Google Chrome =3 O >
@ detroitgolfclub.org/A_Master/NET/AxisEditor/DialogContainerEditor.aspx?CHT =28GID=7qKz22hI6CLFRXAf+LbadV/jL3X5 @,

Page Edit View Insert Format Table Tools Help

|
i
| H o-c- X LR |Daragraph5t.. -||Fontr\=a—me -||Reak...v| B JI UA-&~|i=:
I
)

B

Detroit Golf Club
17911 Hamilton Rd | Detroit, M1 48203

| | /' Design €y HTML  © Preview

To Return to Statement, hover over Admin and click Return to Statement.

I ADMIN | < o
| STATEMENT ADMIN. OPTIONS

| Return To Statementl
| Edit Statement HEEU&I‘\
Edit Statement Footer

: S
| Edit Statement Disclaimer
Edit Chit Design
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Payment Status Report shows when member payments were sent, settled, posted, or failed.

1 [ onlineBill Pay Reporting - Payment Status Report - Goegle Chrome

8 https://secure.clubessential.com/billing/BillPayReporting_Pendingpayments.aspx

ADMIN

-

Payment Status Report

ONLINE PAYMENTS ADMIN. OFTIONS

éfmbi I"ﬁ“b nti

Fdirec?c‘lly or call 516- 282 3700
Between 10/17/2016 j and [11/16/2016 = Refresh Expurﬂo Csv
11/16/2016 N/A 000510 Connor. Michael 1330744580 ACH Sent $1,906.00
1/16/2016 N/A C00411  Cowdery, Brad 1330734847 ACH Sent $1.000.00
M/16/2016 N/A GO00099  Gonek, Ben 1330578027 ACH Sent $5.000.00
1/16/2016 N/A L00229  Liddle. Ned 1330578019 ACH Sent $537.36
11/16/2016 N/A R00071  Ritchie, Robert 1330578004 ACH Sent $873.00
11/15/2016 N/A AD0B26  Addison. James P 1329932474 ACH Sent $873.00

e Change the date by clicking the date picker and then click refresh.

Members Using Online Bill Pay lists members that are using online bill pay.

1 [3 Bill Pay Reporting - Members with OMP Accounts Report - Google Chrome

@ https://secure.clubessential.com/billing/BillPayReporting_enabledmembers.aspx

Between [10/17/2016 21 and i16/2016 | = [Refresh |

Members who have made at least one payment in the specified date range.

[Member 1D |Member Name ———— [Phone & Emal | Membershp Started| embership Expires
A00056  Adams, Anthony Mot Available adamslaw38@yahoo.com 4271201 11/2100

A00B26  Addison, James P Mot Available Jpald@comcast.net 7/28/1993 B/1/2100

A00124  Agosta, Russell F Mot Available rfagosta.cpa@comcast.net 51971982 6/1/2100

A00085  Ahee, Christopher Mot Available cahee201@yahoo.com 4110/2012 1/1/2100

A00OTT  Allen, Robb Mot Available jrobballen@hotmail com 412212015 1/1/2100

10
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Online Bill Pay Errors Report shows bill pay errors or failures.

[ Online Bill Pay Error Report - Google Chrome

&8 https://secure.clubessential.com/billing/BillPay_ErrorReport.aspx

ADMIN

Report Start Date: | 11/16/2016 | Report End Date: |_1_1;15,r2015 | | Refresh | Export to CSV
Member ID Name Pay Date Emor
42221 Dog, John 11/16 Transaction Declined.

Members Using Autopay Report lists members using Autopay.

Bill Pay Reporting - Auto Pay Report - Google Chrome - ] >

& https://secure clubessential com/billing/BillPayReporting_memberautopay. aspx

ADMIN Members Using CMP Auto Pay Repart

Between [F19/2016 = ang pr1a2016 [ Reiresh
fpione slemal |

[rarmber 1o [Fay Tyea] | subaccoun | schoduled 32y Datel
RO196  Alviano, Mark malvianag@trinity-partners com  ACH  Paying Balance Dus 20,2016
TOHS  Saklad, Daniel d2saklad@yahoo com ACH  Paying Balance Dues TRA2016
TO952  Baranallo, Emily emily. baransllo@sas_com ACH  Paying Balance Due TIX32016
RO0270  Aldulno, Christopher calduino@gmall com ACH  Paying Balance Due TI232016

R0163  Ridout, Ronald Ron fdouté@gmall com ACH  Paying Balance Due TI252016
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Account Change Log shows which members have changed their accounts like card number
or payment dates.

O Cnline Billing Account Change Log - Google Chrome

8 https;//secure.clubessential.com/billing/BillPayReporting_EventLog.aspx

ADMIN

Report Start Date: | 11/16/2016 Report End Date: | 11/16/2015 | | Refresh | Export to CSV
Member Sl
Member ID Changed By Date Description Account
Namne
. . . . 11/16/16 . .
EQ008Y Elliott, David Elliott, David 9.37AM Account Created - ACH First Merit
Bill Payment Notification allows edits to payment notifications.
[ Bill Payment Notifications - Google Chrome - O X
8 https://secure.clubessential.com/billing/paymentnotifications/notifications.aspx
Billing Motifications Return to Statement
Below are the available notifications that can be sent during the Bill Pay process, click on a notification type to edit that notification
Type Subject Enabled
Admin Payment Settled There were #PAYMENTSMADECOUNT## online payments settled in this report True
Payment Scheduled Tomorrow Reminder: Your payment to #SITENAME## will be processed tomorrow, #SCHEDULEDPAYMENTDATE## True
Payment Processed Your payment #FHPAYMENTSTATUSH: True
Payment Errored An error has occurred while processing your ##SITENAME# payment True
Payment Errored Due to 0.00 Transaction No payment made to your #SITENAME## account True

12
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Click the title to customize notifications as needed.

D Bill D3 £ e e o - T = S T e ]

8 https://secure.clubessential.com/billing/|

Billing Motifications

Return to Statement
Below are the available notifications that can be sent during the Bill Pay process, click on a notification type to edit that notification

Type - Subject Enabled
e There were #PAYMENTSMADECOUNT## online payments settled in this report True
Payment Schecule morrow Reminder: Your payment to #SITENAME## will be processed tomorrow, #F#SCHEDULEDPAYMENTDATER# True
Payment Processed Your payment #FHPAYMENTSTATUSH True
Payment Errored An error has occurred while processing your #SITENAME## payment True
Payment Errored Due to 0.00 Transaction Mo payment made to your #SITENAME## account True

This will launch the Notification Interface where the Message Subject, Send From Name,
Send From Email, and Text may be customized.

8 https://secure.clubessential.com/billing/paymentnotifications/editnotification.aspx?type=78&notificat

Edit Motifications

Motification Type Admin Payment Settled

Enabled <

Message Subject [There were ##PAYMENTSMADECOUNT## online payments settled| =]
Send From Name [Clubessential Online Billing |

Send From Email Imemberstatements @ clubessential

Html Version

[Please Create 8 Custom Motification to Edit this HTML)

Text Version The payment remittance file for

|##REMITTANCEREPORTDATE## has completed processing
and will be available for for download from the

online bill pay reporting section of your website x
|after 2:88 PM EST.

| Create Custom Natification |

13
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FAQs

Q: | had a payment that failed. Where can | find why it failed?

A: Open the Statement Interface, hover over Admin, and click Online Bill Pay Errors Report.
Here you will find a list of payments that failed by member with the date it failed and the error

type.

Q: I am not sure if my member is set up for AutoPay, how can | verify this?

A: Open the Statement Interface, hover over Admin, and click Members Using Autopay
Report. This will list members using the AutoPay. If the member is not on the list, they can
enable AutoPay by accessing their statement window and clicking on Bill Pay.

Best Practices

1. Customize the Header and Footer of the statement window in order to cross market to
your membership. Be sure to update this often so there is new material that is relevant
to your members.

2. If amember has an issue with their statement, first check their statement on the
website for accurate information and balances. If balances are different in the
accounting system compare to the website, contact Clubessential as updates may
need to be made to the sync.

14



