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C- Minimums

Overview

Minimums are used to require a club’s members to spend a certain amount of money at the
club within a specified time frame. The Office system can generate Monthly, Quarterly,
Semi-Annual, Yearly, or Custom Minimum schedules. If a member does not spend their
required amount within the specified time frame, they will be billed the remaining balance at
the corresponding Month End.

Use Case(s)

The Club requires its Members to spend $250 each month at the Club. Spending in all areas of
the Club (with the exception of Banquets) counts toward a Member’s minimum spend.
Periodically, in an effort to retain long-time Members, or to make up for a Club’s mistake, the
Club may lower the amount of required minimum spend for a Member(s) for a period of time.
The Club enters Minimum adjustments to ensure the reduced minimums properly reflect in the
Member(s) account(s).

Accessing the Tool

The first step to configuring Minimums is to set up the Minimum. This is where the user
configures the rules and frequency to be associated with the Minimum.

To access Minimums,

1) Navigate to Membership across the top toolbar and select Minimums.
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Help

Billing Schedules
We Cash Receipt Types
% Change Reasons I
W) Credit Book Types
%) Custom Fields
SION J <4 enais
e Gift Card Types
Al Support ¥ Golf Fee Categories
e Golf Fee Types
W Groups
%) Group Types

%) Player Types

2:42 PM

2) The Minimums Grid will launch.

T Minimums X
FHorme
5 | N = -
| _f x -":-_r-l'u"‘ \{{j D y/’ Search: . std
New Edk Delete Export  Refresh Clear Flter  Ackive Help i Ak
MName * || Description * || Month Beging | = || Ending Day | = || Amount |~ || Annual Max | = || Indude Tax
A-G Golf 1 10 $0.00 $0.00
H-# Golf 1 20 $0.00 $0.00
N-Z Golf 1 ] $0.00 $0.00
H-M Sockal 1 20 $0.00 $0.00
N-2 Sacial 1 ] $0.00 $0.00
A-G Social 1 10 $0.00 $0.00
$1,200 Annisal Minimum $1,200 Anrual Minirum 1 0 $1,200.00 $0.00
$70 Grill Feod Minirum 2 1 $100.00 $0.00
$100 Quarterly Min-Food 7 ] $105.00 £1,000.00

The primary functions associated with managing Minimums are embedded in the
Minimums setup screen, which can be accessed by double-clicking on an existing Minimum
(to edit an existing minimums), or clicking the New button (to create a new minimum).

Minimum Setup - Tab Overview

In this section we will review the various tabs within a Minimum.
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General Information

1) Enter the Name and Description of the new Minimum.

2) Select the Billing Item. This is the item that will be charged at Month End for any

unspent minimums.

3) Check Prepaid Minimum if members are to be billed their minimum amount in advance.

Home | Mew X

HE MO

( Marne: | A-G Minimum
CDescriptiun: A-G Minimnum @/o

@Iing Item: | Food Minimum

(I_ Prepaid Minimum

Schedule

Home | Mew X

H B &

Mame: | A- G Minimumm
Description; | A- G Minimurm
Billing Itern: | Food Minimum G,
[~ Prepaid Minimum

Schedule | Includes These Ikem Groups | Excluding These Areas

(4 [p—— [Manthly | amount: szs0.00| @)

°Start Mankh: ISeptember j
o Day Ends: ILast Dav F The Month. j
o.ﬂnnual Mae: $0.00 | W Mo Max

i :I? Includes Tax
[ Includes Service Charge
1) Frequency - Select the frequency of the Minimum (Monthly, Quarterly, Semi- Annual,
Yearly, or Custom).

2) Amount - Enter the amount of the Minimum.
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3) Start Month - Select the month the Minimum will begin.

4) Day Ends - Select the day the Minimum ends. Any unspent Minimum balances as of
this day will be billed to the member.

5) Annual Maximum - Specify an annual maximum. If there is not an annual maximum,
check No Max.

6) Includes Tax - If any tax charged on minimum eligible items should count toward the
Minimum amount, check this box.

Includes Service Charge - If any service charge charged on minimum eligible items
should count toward the Minimum amount, check this box.

Includes These Item Groups

The Includes These Item Groups tab is where the user will select the Item Groups that will
apply toward the Minimum. Furthermore, based on the embedded hierarchy, all Items within
these Item Groups will count toward the member’s Minimum balance.

To add Item Groups to the Minimum, select the Item Groups Lookup, click to select the

applicable Item Groups from the Lookup value, and choose Select at the bottom of the screen.

Scheduls | [nchudes These Tbem Groups | Excluding Thess Ansas
Salect Tem Groups. ;{ o
Ikem Group
FoE- Bewr g = B
FiE- Food
Fis- Liguor Search : o Quick Add
Flaf- s
FaE- NjA Beverages (gt Select A1 || Unselect A
Fiaf- Wine
Name —
¥ ™, Banqust =
Bl Teesrrs - o Minirmen
o Fiafi- By
o Fii~ Food
R v |rse ugue
o Flf~ Misc
h L Féd- NfA Beverages
< F&8- 'Wine
Fitreess
Frad's Group
M A Golf- Aocessonias ud
Penber Minkroms I0: 0 Losded et at

To remove an Item Group from the Minimum, highlight the Iltem Group in question from the
selected Groups screen and choose Remove Selected.
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Schedule | Inchudes These [tem Groups | Excuding Thess Areas
Sellect T Groups...

Ttesn Group
F&E- Beer
FaE- Food

F&E- Liguor
F&E- Mg
Fibi= WA Baver,

tj Fiemenee Seleched

Excluding These Areas

The Excluding These Areas tab allows the user to exclude certain Areas from the Minimum.

For instance, if the user does not want any transactions completed within the Fitness Area to be

counted toward the Minimum, they would select the Fitness Area on this tab.

To add excluded Areas to the Minimum, select the Areas Lookup, click to select the applicable
Areas from the Lookup value, and choose Select at the bottom of the screen.

Schedule | Incudas Thesa Ibem Groups | Excuding Thase Areas
Selech Areas...

Area

Fitreess 0! Lookup Yalue
Patio
Search:

|8 Select Al || Unsebect Al

e

by Functions Balroom
Club Funictions Dwning R
Club Functions Hll-AGE
Doirunig (B oD

- Degcr

Rl

o qu&@

Golf

Grille

Guest Bang. Dining Rm
Guest Banquets

Al

2 of 23 rows selached,

Cancel

To remove an Excluded Area from the Minimum, highlight the Area from the selected Areas

screen and choose Remove Selected.
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Select Areas..,

Schadue | Inchudes These Ikem Groups | Excluding These Aress

Area

B Remove Selscted

Custom Scheduling

Minimums can also be applied on a custom basis. For instance, with Custom Scheduling the
user can specify which months out of the year the Minimum will apply to their members, or
they can specify varying Minimum amounts depending on the month.

To set up a Custom Schedule, first set the Frequency on the Schedule tab to Custom. As

evidenced in the below screen shot, when the Frequency is set to Custom, the Start Month and

Amount become Null.

Billing Ikerm:

Skart Monkth:
Cay Ends:

Annual Max:

Food Minimum k_am

[T Prepaid Minimum

Schedile | Includes These Ikem Groups | Excluding These Areas

Groanter [oson 3

-
I September vI

ILasI: Dray OF The Month. j

$0.00 | W Mo Max

¥ Includes Tax

[ Includes Service Charge

Cuskom

Navigate to the Custom Scheduling tab and enter the Minimum amount next to the

corresponding month.
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Schedule | Includes These Item Groups | Excluding These Areas | Custom Scheduling

Start Month End Month A:nount —\
b | Jarary January $0.00 -

February February \ $0.00
March March 450,00
April april 450,00
[GEM Tlan $50.00
Jure June $50.00
July July 450,00
August August $0.00
September September $0.00
October Ockober $0.00
Movember Movemnber $0.00
December December $0.00
# | Mew custom schedule. .. \ 0.00

Create a New Minimum

To create a new Minimum, navigate to the Minimums Grid and perform either of the
following to launch the Minimum setup screen:

1) Click the New icon on the toolbar.

2z R S B QB ©

Edit: Delete  Export Refresh Clear Filker  Active Help

2) Right-click anywhere on the Minimums Grid and select New.

?7-‘1 Minimums
Home
= | - i .‘ T
)X E & % B
T Edit Delete  Export  Refresh Clear Active
Mame Descriptip Mlantl
A-G Golf
H-M Golf Cri+h
M-Z Galf Lg# Edit Chrl+E
H-M Social & Delete Delete
N-Z Siocial | i
“=  Undelate
A-G Sadial ey
1,200 Annual Minimum & Refresh Cirl+R
470 arill Food Minimum = Prink Grid
$100 Quarterly Min-Food &, Customize Columns

3) The Minimum setup screen will launch.
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%) Minimums X

Home | Mew X

._@ |
Marne: || ]

Description:

Billing Tkem: | (MNone) =Y ]
[ Prepaid Minimurn

Schedule | Includes These Item Groups | Excluding These Areas

Frequency: IMontth j Arnaunk: $0.00

Start Monkh: ISeptember j

Day Ends: IStatement Ending Day. j

annual Mazx: $0.00 | W Mo Max

[T Inclodes Tax

[ Includes Service Charge

Complete the General Information, and then navigate to each of the below tabs and
enter all relevant information. It is recommended to enter information on these tabs in
sequential order. Please see the Tab Overview section of this document for further
instructions on each tab.

- General Information

- Schedule

+ Includes These Item Groups

- Excluding these Areas

- Custom Scheduling (if applicable)

Lastly, click Save & Close to complete the setup of the new Minimum.

Tr?':j Minimums 3
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Minimum Group Setup

Once a new Minimum is created, a corresponding Minimum Group will need to be created

as well. A member’s inclusion in a Minimum Group is what applies the Minimum to their
account.

To create a new Minimum Group,

1) Navigate to Membership across the top toolbar and select Groups.

(Guest Rooms P05 Swstem  Help

Club website | 9 Addresse
%) Biling Schedules
%) CashReceipt Type
%% Change Reasans

'\\'E‘:f' %% Credit Book Types
t Refresh 1 W& Custom Fields
- Descripti &Y Emails

$1,200 %) Gift Card Types

10%: Full
)  Golf Fee Types

3;] Group Types

|
i

Golf Fee Catego

18 Hole ¢
25-35 ve

P

2) Then perform either of the following to launch the Member Group setup screen:

a) Click the New icon on the toolbar.

2 X HE & B O @

Edit Delete  Export Refresh  Clear Filker  Active Help

b) Right-click anywhere on the Member Groups Grid and
select New.
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'\'f-J Groups X

Home

N2 XM & % B @

Mew Edit Delete  Export Ackive Help
Mame =
%1,200 Annual Minimum
Chrl+M
$70 a@rill Food Mi m
10% Full Golf ServiceCharge L Edit Chrl+E
105 Min Group % Delete Delete

15 Hole Group
25-35 years old

9 Hale Gronin

<= Undelete

3y Refresh Chrl+R,

3) The Member Group setup screen will launch.

ﬁj@l:u.m k4

Homes: M X

) @ @

Mame: || J
Descripion:
Group Type: | (Hone) )

r Tax Exempt (Checking this option will make all members in this group exempt from sales
ta for ALL transactions at the club.)

[T Allow members ko join this group online
= satic O Dynamic

Members

Selact Members. ..

Member

4) Enter a Name and Description.
5) Select Minimums from the Group Type Lookup.

6) Because this is a Minimum Group, Tax Exempt and Allow members to join this group
online can be ignored.

7) Leave the Group set to Static.
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W) Groups X

Home | Mew X

H & & e

Marne: | B-G Minimunn Group

Descripkion:

@3 Type: | Minimums

| Tax Exempt (Checking this option will make all members in this group exempk from sales
kax For ALL kransactions at the club.)

[T Allow members ko join this group online

°_> % Static " Dynamic

8) When the Group Type is set to Minimums an additional tab will populate also called
Minimums.

9) Navigate to this tab and add the corresponding Minimum by selecting the Minimum
Lookup. Then, click to select the applicable Minimum from the Lookup value, and
choose Select at the bottom of the screen.

Mebers d 2

E

Mindmum
A-G Mirimurm

15 Lookup Yalue =

0
&3

Search: T B Quick Add

&y Select A1 || Unsedect: Al

s
A-G GoF
H-M Golf
N-Z Golf
H-M Social
N-Z Sacial

#-G Social
$1,200 Annusal Minimum
470 Gril Food Minimum 4
$100 Quarterty Min-Food
¥ AGMaimum )

1 of 10rows selacted. Canicel
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10) To add members to the Minimum group perform either of the following below:

a) Navigate to the Members tab with the Minimum Group and select the
Member Lookup, click to select the applicable Members from the Lookup
value, and choose Select at the bottom of the screen.

—
e 00—
Pzz;?ﬁm.cw oy Lockup Vel = B B
[152) Amato, Thurman Cefnrny ]
[348] Aenos, Lucians
[42] Aerst, Jarvier 5 oot 20 ] uesetect 2
Iresmbnr Bl First Ny Laah Ko a | Pl Emad
Tonia Amato fripdubeo. .. =
n: Rishen AT (ESL) 4B1-5... berry.peter...
o S oy fmate (6E1) #B4-8..,  mbongdy_
1534 Lenor At (G51) #07-&...
152 +  Thunman At {B51) #07-8... jimalecha...
A Tifani AT (651) 426-5.,, adorhchak...
HiB Brigida Amios
HIC Kirni ATHR
] o Ludsna Ao [851) 203-6... mdorosch...
WEES Aoy Ay
100154 Pearine Arvys
I il APy -

4 of 3192 rows selected

b) Navigate to the Groups tab within the member’s profile, select the Member Group
Lookup, click to select the applicable Minimum Group from the Lookup value,
and choose Select at the bottom of the screen.

dil@ % e @

v Eh Meeiely

L] o
= ke e
Ty s Momber Br &3 & ¥F # it
o heteom
Ty el ot Habas T Campl ue Gl Ara i e .
i et Sers Y- N

o

w W Commrw o = ~Er e
Sy Mol delib i %
* M- ve o
‘.; :I'VHJ-::ﬂn iy il % Hele Gorm e L
s [ R rE——— ki M o ol Wi -
%, et La- o
3 - = <

= Frorsis b eester 'I-"-E_"""""-" L )

W Ak A s Hirwes.pm Soca Hamsbeny
% parw 2o oty
T i § b i A8 Py Mgy 7
= - A By
T lrsd e ol — - s
g et e FrIEsen g — - 1 4
T e S Pt aif Mk By S T Terrm S04
B rcrs Fear g rag Ao busrann a
Lr & Mo :
Fuomrem I o
T Mremam

11) To remove a member from a Minimum Group, perform either of the following below:

a) Highlight the Member in question from the selected Member's screen within the
Minimum Group and choose Remove Selected.
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! ST y T
[341] Amaos, Lucians
[42] Arrtt, Jawine

Bl Rafrns St

b) Navigate to the Groups tab within the member’s profile, highlight the Minimum

Group in question from the selected Member Group’s screen and choose

Remove Selected.

St Floendagr Lria o

Mprbn o

T
Ermary GO Mooty

s

Membership Profile - Minimums Tab

Once a member is assigned to a Minimum Group, the appropriate Minimum information will
populate on the Minimums tab within the Member’s profile.
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w & Financial Information
%) AR Activity
%) Bank Accounts
il e
%) Biling Member Mgnimum Details
%) Instaliment Billing

%) Credit Book inimum: | A~(G Minimum

%) Credit Cards ; Minimum Toka: $250.00 | Ending On: 9f30{2016
) Gift Cards i
) vouchers Spent In Period: $0.00
T Late Fees Amount To Spend: $250.00
-
:;j Statements Adjustrent Amaurit: goloa
v Ty Other Adjusted To Spend: $250.00
&= Attachments
o Custom Fields View Minimum Ackivity
“ey Motes

The Minimum information attached in this section is dependent on the Minimum attached to
the Minimum Group to which the Member is linked.

Non-Editable (from Member’s Profile) Member Minimum Details:
Minimum - Name of the Minimum attached to the Minimum Group.
Minimum Total - Assigned Minimum amount assigned to the group.
Spent in Period - How much the member has spent in the period.
Amount to Spend - How much the member has left to spend in the period.

Ending On - Ending date of the current period.

Member Minirmum Details

o Minirurn: | A&-3 Minimam

e Minimurn Tokal: $250.00  Ending On: 12."31."2':'159
e Spent In Period: £0.00
o Arnount To Spend: $250.00
Adjustrnent Amount: 0lon
adjusted To Spend: $250.00

Vigw Minirnurn Ackivity
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Adjustment Amount

If for any reason the amount of a member’s minimum needs to be reduced on an individual

basis, the user can enter an adjustment into the Adjustment Amount field. This will reduce the
amount the member has to spend to reach their minimum.

Mernber Minirurn Details

Minirum Tokal:
Spent In Period:

Amount To Spend:

Minirmurn: | A-G Minimum

$250.00 | Ending On: 12/31/2016

$0.00

Adjustment .ﬁ.mnunt:(

$250.00
00,00 )/

adjusked To Spend:

$150.00

Wiena Minirnarn Ackivibsy

The Adjusted to Spend field will populate with the true reflection of what the member will need
to spend in their current period. (Note - this will properly display after adjustment amount has

been saved.)

Member Minimurm Details

Mlinimurn Tokal:
Spent In Period;
Amount To Spend:

Adjusktment Amounk;

Minirmurm: | A-G Minimum

$250.00 | Ending On: 12/31/2016
40,00
$250,00

$loo.o0

adjusked To Spend(

$150.00

Wieww Minimurn Ackiviky

Important - Please remember to clear any adjustment amounts after Month End has been run.

Otherwise, the adjustment amount entered on the member’s profile will roll over to the next

period. For more information on clearing Minimum Adjustments, please see our Membership -

End of Month manual.
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Minimum Reports

To review a member’s Minimum Activity on an individual basis, best practice is to select View

Minimum Activity on the Minimums tab within the member’s profile.

Member Minimum Details

finimum:

Mirirnrn Total:
Spent In Period:
Amount To Spend;
Adjustment Amounk:

Adjusted To Spend:

H-3 [Minimum
$250.00
$12.99
$237.01
$100.00

$137.01

Ending Cni:

9/30/2016

Wiews Minirurm Ackivity )

The Member Minimum Activity Report will launch specific to the member. This report can be

filtered down to the very items that counted toward the Minimum by selecting the + sign to the
left of the activity or by changing the Detail Level of the report.

o Meamber Maramn Activity

Fleport Settings: (Def auit)

= | |l Save Current Sattings

Mok Publc | ) Setup Emal

i Uvespant: 0

Start Date: | afzafzols vl Groups: | (AID

Mamber: | Cory Amsta

ﬂ Il:retdleme-: Marafin V'I
o Miarnber

L

Windmum
[rvoice

1 of 1
Clushanit Acceptanoe Serven
Metrsher Mirsmm Sctnaty Report
&g OF Y2206
Mambear Gisup: il
Member Amalo, Cony [223]

AN R Pl U

100,

club@ssential

Member Min To Spend Min 5 pemt Unzpem
B Amasto. Coy] 223)
B &G M $150.00 137
0,00
2006 - WSS A
Bkt of Chepo I
ol iy warngs |
Irovoioe Tiolals 1253
Wirarram Tokals 1293
Member Tobak: £150.00 1293 137
Todals: $150.00 £1298 $137.M
WG 314 P Page 141
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The Member Minimum Report can also be run on a global basis to display the Minimum
Activity of all members.

To run this report, navigate to the Interactive Reports Module, expand Membership, and select
Member Minimum Activity.

Fieport
Display Mode: ([ ] search:
[ = Membership

AR, Rygineg Exkended
Credt Book Transactions
Custom Feeld Yalues
Dy Management Surmnary
Doelinguent: Membeers
Event Reservabions
Gift Card Transactions
Inestaliment Eilling
Irestalirrarit Billirg Staternent
Member Address Labets - Avery
Memnber Addrass Labels - Drymnd
Member Addresses
Member AutoPay
Mesnber Birthdays
Member Dependants
Mesnber Group Count
Mesmber List

{_Member Minimum Activity )
Mesnber Payrnent Activity
Member Phore List
Mednber Roster Export

Blnsale s T o G5 stass mas ¢

Select the Start Date, the Groups the user would like to view, the Detail Level of the report,

specify if the report should only include members with a certain amount of unspent Minimums,
Select View Report.

=

/o..n; 3 Sty /Ll Eobr

0 EDfe 3

2 B i acie e

T

- i
club@ssential
b Chmar U 5 n I
tgeabn- A
LI ] i [ T LE T2 Uprir
& A FLCET | =)

B0 el ot P L]
ke LRET (7,10} [ o8 Bm
B Akt Abta| 1)

E i 200 devual Mrsas 83500 0 AR 1 IR i
et [sl s .50 00 TR [T
= T |

E A7 Cell it A0 HD I
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Best Practices

At least monthly, use the Manage Members Grid to review for Minimum Adjustments that may
need reviewed/cleared. Customize columns to include Minimum Adjustment Amount field, and
then include all amounts other than zero to review records with a minimum adjustment amount
that may need adjusted and/or eliminated prior to next statement generation.

Harne

Metw Edit

Member Mumber

39
1002
152

223

341

559
a05

%) Manage Members 3¢

_ = =L

Export Refresh  Clear Filter

Delete

Member Tvpe Last Mame

Corporate Golf Junior Burroughs

Zorporate Golf Junior Alvarado
Zorporate Golf Junior Amako
Zorporate Golf Junior Amako
Zorporate Golf Junior Amos
Associate Golf Stanbery
Associate Golf Seddon

D I'\‘-_!"I Search:

Ackive

Firsk Marne

Eboni
kKeneth
Thurman
Cary
Luciana
Erik.

Carrie

@inimum Adjustrment Armount < | =] duto P
JE (select Al i
! ($z00.00)

! (450,000

! $100.00

! $500.00
Zustom 2 Zancel

$500,00

Frequently Asked Questions

Instead of decreasing an individual Member’s required spend, can

| increase it?

Yes, when entering an adjustment amount (on the Minimums tab in the Member profile), enter
the adjustment amount as a negative amount to increase the Adjusted to Spend field. Entering
a positive adjustment will result in a negative impact to the required spend.
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