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C‘ Bulk Maintenance Notification Types

Overview

The CMA application has been updated to include two new grid views available to users with the
appropriate roles. These grids allow a user to manage, at a bulk level, the notification types
(Statement, etc) linked to physical mailing addresses and email addresses.

Use Case(s)

A Club wants to view all members who have Statement notifications linked to a physical or email
address. The Club would also like to export a list of addresses or emails that are not configured
for any notification types so additional research can be performed, and information can be
gathered.

Accessing the Tools

Addresses

For bulk maintenance of Physical Addresses,

1) Select Membership across the top toolbar and select Addresses.

Membership || POS  Syskem Hs

Website Addresses

%2 Biling Schedules
%2} (Cash Receipt Types
% Change Reasons

% Credit Book Tvpes

%2 Custom Fields

2) The Addresses Grid will launch.
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o addresses
Homne:
L - = - ;
, b = / (1. (0 Al wiord
L_-/J/ “ W& \Q) '{‘_’_/I Search: 5 =k
(@) Ay Word
Edit Delete  Expott Refresh  Clear Filker Help
Member Mumber First Mame Last Mame Skrest 1 Skreet 2 Ciky - State Zip Code Motification Twvpe
a000 Gilda Blackwell Fairview Lakes Health 5... 5200 Fairview Blvd Wyoming wa 55092 Social
000 Gilda Blackwell Fairwizw Lakes Health Services 5200 Fairview Blvd Whfyomning 'y 55092 Skatement
3366 ali Beavers Ri Pharmaceuticals 60 Prescott Street Warcester 01605- Social
3366 ali Beavers Ri Pharmaceuticals 60 Prescott Street Worcester 01605- Statement
3374 Marlin Aranda 001 Highview Lane Woodbury W, 55125- Sorial
3374 Marlin Aranda 001 Highview Lane Woodbury W, 55125- Skatement
827 Sid Bonilla 2293 Amberwood Drive Woodbur WA 55125 Social
For bulk maintenance of Email Addresses,
1) Select Membership across the top toolbar and select Emails.
Guest Rooms | Membership || P05 Swskem Help
b website Tl ) Addresses
%) Biling Schedules
3?_-:] Zash Receipt Types
%2 Change Reasons
*r’_-] Credit Book, Types
%2 Custom Fields
*r’_-] Gift Card Twpes
B CoIfEon Cobonavias
2) The Emails Grid will launch.
) Emails 2
Hormne
; s J (" () all wards
L_-_J x S \Q) ‘&_’/J Search: :
20 Any Word
Edit Delete  Export Refresh  Clear Filber Help
Member Murmber =+ Fir sk Plarme Last Marne Ernail Matification Type | = | Is Selected
F Gale Smith tvanhook@clubessential.com Statement W
2B Rusty Cardwell Thorias. van. Hook@msj.edu Statemment v,
3 Ravier Shanks john_grant@clubsoft, net Stakement i
3 Havier Shanks jlgrant L@chubsoft.net Statement
34 Tandy Christopher grantrba@clubsoft. net Statemment
A sl Fievaers o (R g it Ty b .l
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Filtering

The Addresses and Emails Grids can be filtered in the same manner as any other Grid. For

example, if a user would like a list of all members who have Statement notifications linked to an

Email Address, the Emails Grid can be easily filtered to reflect this information. Please see

instructions below.

1) Filter the Notification Type column to only show the Statement Notification Type. Click

OK.
& Emails 3
Home
i - = -
L‘Z x v \ﬁ) '-@' Seatch: : Al
@) Any Word
Edit Delete  Export Refresh  Clear Filker Help
Member Murmber < Firsk Marne Last Marme Ernail Matification Twp 5 Selected
2 Gale Smith tvanhook@clubessential.com [ (seleck Al
ZB Rusty Cardwell Thormas Van, Hooki@msj, edu Mewsletter
3 Kavier Shanks john_grant@cubsoft, net Dij 3
3 Kavier Shanks jlarant1@clubsoft. net 2
) Tandy Christopher grantmba@clubsaft, net Zuskom Cancel
4 ilb i Hierta marvandoarvidcl hsoft . net AT =

2) Filter the Is Selected column for Checked.

Y Emails

Haome

[z K b

Edit: Delete  Export
Member Mumber = First Marmne:
2 Gale
2B Rusky
3 Kavier
3 Kavier
34 Tandy

— -
_'\'J:f‘\.? \@ "@I Seatch:
Refresh  Clear Filker Help

Last Marme Ennail

Smith tyvanhook@clubessential.com

Cardwell Thomas.Wan.Hook@msj. edu

Sharks john_grant@clubsaft, net

Sharks flgrant 1 @chubsoft, net

Christopher arantmba@clubsoft. net

all wyords
@) Ay Word

Matification Tvpe |+ | Is Selected

Statement (Cuskom)
Statement {Blanks)
Statement (D l)
Staternent

3) The Grid now reflects all members in the system who have Statement notifications

linked to an Email Address.
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) Emails 3
Home
| - = - g
Ly/_lj x -'\':::\.\.? *'Jé) I\Q/I Search: ) : S
@0 Arey Whord
Edit: Delete  Expoart Refresh  Clear Filter Help
Member Mumber < Firsk Mame Lask Mame Email Motification Type |~ | Is Selected | -
2 Gale Smith tvanhook@clubessential.com Statement v
ZB Rusty Cardwell Thomas.Yan.Hooki@msj, edu Statement w4
3 wavier shanks john_granti@clubsoft. nek Statement w4
4 il Huerta marvandgary@chibsoft, net Statement w4
44 Berry Huerta nussbaummary@clubsoft, net Statement i
5 Drarrick Fudolph tomfoley@clubsoft, net Skatement V1
& Haywiood Behrens jimstitt 22 @clubsoft, net Skatemnent V!
1) Yalene Behrens chevyZ2@clubsoft. net Statement ¥
7 Davle West gtnational@clubsoft, net Statemment V!
a Carter Fonterok BIByram@clubsoft.net Statement w4
a shon elazguez scobbc@clubsoft, net Statement 4
0 Santiann Cwerstrest ihzrishi@clibenft. net Statement Wil

Export to Excel

The Addresses and Emails Grids can also be easily exported to Excel for further data
manipulation.

To do so, filter the grid to the preferred view, and select Export on the toolbar.

) Emails x

Home

S B @ .

Refresh  Clear Filker Help

7 K

Edit Delete

The current grid view will be exported to Excel.
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Thegdued
runciond
e
Orechend

e e

¥l e
traet Page Liyoit Faormidid ks Eraén i Doevlapes F5 - The Fruncial Repartes
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A B c D E

1 Frst Hames: Lt Mo Emad Hobcaton Tyos
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Multi Edit

Just like any other Grid, the Addresses and Emails Grids can be edited in bulk via the Multi Edit

function.

For example, let's assume a group of members, who are currently configured to receive a

printed statement, would now like to receive their statement via email. In previous versions, the

user would have to navigate to each member’s individual profile and edit their notification types.

With the addition of the Addresses and Emails Grids, the notification types for these members

can be easily edited in one place. Please see instructions below.

1) On the Addresses Grid, filter the grid to only show the Statement Notification Type.

% Emails o) Addresses 3¢
Home
o | - \ \
2z X &
Edit Delete  Export Refresh
Member Mumber First: Mare Last Mame
9000 Gilda Blackwell
2000 Gilda Blackwel
3366 Ali Beavers
3366 Ali Beavers
285 hi Wallis
285 Chi Wallis
#5092 Heath Jordon

-

\@) Search:

Clear Filker
Street 1

|@|

Help

Fairview Lakes Health S...
Fairview Lakes Health Services
Ri Pharmaceuticals

Ri Pharmaceuticals

Kowalski's Market

Kowalski's Market

Metropolitan Urologic Specia. ..

Street 2

5200 Fairview Blvd
5200 Fairview Blvd

60 Prescott Street

&0 Prescatt Street
8505 Yalley Cresk Road
8505 Yalley Cresk Road
6025 Lake Road

ejmrb Statement

) &l waords

(@ any Word
City - State Zip Code
Wyoming WA 55092
Whyaming WA 55092
‘Worcester
“Waorcesker 016805-
Wwoodbury S 55125
Wwoodbury S 55125
‘Woodbury W1 55125

Motification Typ Member Type
FE| (Select All)

Social

Corporate Golf Jur]

Skatement Resigned Archive
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2) Hold CTRL to select multiple members from the grid. Right click and select Multi

Edit.
o) Addresses 3
Home
C.Z i & % (?) . O awords
(@) Ay Word
Edit Delete  Export Refresh  Clear Filker Help
Member Mumber First Mame Last Mame Strest 1 Street 2 City . State Zip Code Motification Type | = | Is Selected
9000 Gilda IBIackweII Fairview Lakes Health 5... 5200 Fairview Blvd Wyoming WA 55092 Statement ¥ I
3366, - Beavers R Pharmaceuticals 60 Prescott Street Warcester 01605- Staternent ¥l
285 wallis Kowalski's Market 8505 Valley Cresk Road  Woodbury S 55125 Statement
#5097 g Edit Chrl+E Jordon Metropolitan Urologic Specia... 6025 Lake Road wwioodbury W 55125 Statement
139 3§ Delete el Clark 3M 3M Center Wioodbury FL Statement
wallis Kowalski's Marl 8505 Valley Cresk Rd. ‘Woodbury WA 55125 Statement
Pool St Paul E inic 2080 Woodwinds Drive ‘Wiodbur FL 55125 Skabement
|l:hance 2617 Eagle Yalley Drive Woodbury WA 55129 Statement il
3343 5 Refresh Chrl+R Aguilera Metro Urology 6025 Lake Road ‘Wioodbury AU 55125 Skaktement ¥
2904 & Print Grid Brice Kowalski's Market 8505 Valley Cresk Road  Woodbury T 55127 Statement
827 | o . Bonilla 2298 Amberwoo Woodbury WA 55125 Statement i
2y Customize Columns T
3374 Aranda 9001 Highwi ‘Woodbury WA 55125- Statement i
3297 %9 Generate Summaries |Tracy 857 East 12th Street Apt. #101 Winona WA 55987 Statement v

3) Choose the Is Selected column by utilizing the drop-down arrow.

To un-select these

members from the Statement Notification type, leave the Specify a Value field

unchecked.

Then, click OK to continue.

Multi Edit

Select a Calumn;

Is Selecked

Specify a Yalue:

kK, Cancel

(Note: Other bulk edits (in addition to Is Selected) can be performed as well.)

Multi Edit

Select a Calumn:

Specify a Value:

Address Cakeqory

End Date
Is Selected

Is Perpetual

share wWith Dependent
E[:art Crake
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4) Confirm the change to affect the selected records by clicking Yes.

o5l Multi-Row Selection x
Are wau sure you wank ko change Is Selecked to False? = only Show Failed
Marne

{9000 ) Blackwell, Gilda Fairview Lakes Health Services Wyoming, W
{ 3321 ) Chance, Anja 2617 Eagle Yalley Drive Woodbury, Wa
[ 3297 ) Tracy, Freda 857 East 12kh Street WWinona, W

Mo
5) Success message will return. Click OK.
nﬂ x
Are wou sure wol wank bo change Is Selected to Falser? & Cnly show Failed
Marme Result

{9000 ) Blackwell, Gilda Fairview Lakes Health Services Wyoming, W Operation so...
{3321 ) Chance, Anje2617 Eanla Wallae Privs Wboodboe.s W08 Operation su..,

[ 3297 ) Tracy, Freda = Cperakion su,..

Successfully operated on 3 recard

6) Lastly, click Close to continue.
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Marne

o5 Multi-Row Selection

Are wou sure you wank bo change Is Selected to Falser?

] Cnly show Failed

Fesult

Operakion su.,..

{9000 ) Blackwell, Gilda Fairview Lakes Health Services Wyoming, W Operation so...
{ 3321 ) Chance, Anja 2617 Eagle Valley Drive Woodbury, Wa
[ 3297 ) Tracy, Freda 857 East 12th Street \Winona, W

Operation su...

Now that these members are no longer configured to receive a printed statement

(shown below), they will have to be configured to receive a statement by email.

o) Addresses
Home
2z %K
Edit Delete  Export
Member Murmber First Mame
9000 Gilda
F366 Ali
285 Chi
#5092 Heath
1394 Alice
2854 Lenita
10195 Zana
3321 Anja
3343 Rosia
2904 Jacki
g27 Sid
3374 Marlin
3297 Freda
213 Mathanial

v
Refresh
Last Marne
Blackwell
Beavers
W allis
Jordon
Clark
W allis
Paool
Chance
Aguilera
Erice
Bonilla
Aranda
Tracy
Boren

© ©

Clear Filker Help

Street 1

Fairview Lakes Health S...

R Pharmaceuticals
kowalski's Market

Metropolitan Urologic Specia...

3M

kowalski's Market

Sk, Paul Eve Clinic

2617 Eagle ¥alley Drive
Metra Uralagy

Kiowalski's Market

2298 Amberwood Drive
9001 Highview Lane

857 East 12th Street
PO, Box 1147

Search:

Street 2

5200 Fairview Blvd
60 Prescott Street
8505 Yalley Creek Road
6025 Lake Road

3M Center

8505 Valley Creek Rd.
2080 Woodwinds Drive

6025 Lake Road
8505 Yalley Creek Road

Apt. #101

All Words

9 Ay Word
Ciby x Skate
Wyoming Wa
‘Warcester
inodbury M5
Wwoodbury W1
Wwoodbury FL
Waodbury W
Wwoodbury FL
Woodbury WA
Woodbury W
Wwoodbury T
Wwoodbury WA
Woodbury W
Winona Wa
Wilson T

Fip Code

55092
01605-
55125
S5125

55125
S5125
55129
55125
osizy
S5125
55125
55987
53014

Motification Type | = | Is Selected

Statement
Statement
Statement
Statement
Statement
Skakement
Statement
Statement
Skatement
Statement
Statement
Skatement
Statement

Statement

¥

(5
-

Other than step 3, please repeat the same steps as above on the Emails Grid to

configure these members for an emailed statement.
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On step 3, check the Specify a Value field within the Is Selected column to designate
that the selected email addresses are selected for Statement Notification.

Multi Edit x

Select a Column: | Is Selecked
Specify a Walue: 2

Best Practices

Utilize the Multi Edit function to save time and make edits to multiple records at the same time.

Apply filters to help identify/review/clean up data in the database (quickly identify blank records,
records within certain ranges, etc).

Frequently Asked Questions

When | click Export, will it export all records, or the view | have
selected based on filters | have applied?

The exported grid will contain all columns and rows of the currently displayed grid. If filters are
impacting the view, only the returned results based on applied filters will be exported. To export
all records, click Clear Filters in the toolbar to eliminate any filters impacting the current view.
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