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Overview

The Office System allows clubs to track, as well as bill their members for Rental property at
the club. Rentals encompass a three tier hierarchy to their setup. At the highest level are
Rental Categories, which are attached to Rental Types, and lastly Rental Types are linked to
Rental Items. In this guide, we will discuss each tier of this hierarchy as well as how to
create a new Rental.

Important:
Please note that a Billing Schedule will also need to be created and linked to a Rental Type.
This is what prompts the system to apply the billing to the member.

Use Case(s)

e Locker space is rented to a club’s members.
e A club rents Bag Storage to their members.
e Slips are rented to members of a Yacht Club.

Rental Categories

Rental Categories are used solely for reporting purposes. However, please note that each Rental
Type must be associated with a Rental Category. With this in mind, it is essential to keep Rental
Categories consistent and easy to track. Examples of Rental Categories can include, Men’s Lockers,
Ladies Lockers, Club Storage, Slips etc.

Accessing the Tool - Rental Categories

To access Rental Categories,

1) Select Membership across the top toolbar, hover the mouse over Rentals, and select
Rental Categories.
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2) The Rental Categories Grid will launch.
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3) The primary functions associated with managing Rental Categories are embedded in the

Rental Category setup screen, which can be accessed by double-clicking on an existing

Category, or clicking the New button.
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Creating a New Rental Category

To create a new Rental Category,

1) Navigate to the Rental Categories Grid and perform either of the following to launch the

Rental Categories setup screen:
a) Click the New icon on the toolbar.

2 X E S B D

Edik Delete  Export Refresh  Clear Filker  Active

b) Right-click anywhere on the Rental Categories Grid and select New.
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2) The Rental Category setup screen will launch.

R

Maw 3

H & E e

Description: | -

3) Simply enter a Name and Description for the Rental Category and select Save & Close.

Q_J Rental Cakegories

Home Mens Lockers

omme: Mens Lockers|

9 Description: | Mens Lockers =

Rental Billing Schedule

As previously mentioned, a Billing Schedule will need to be created to be linked to a Rental Type.
The Billing Schedule will then be linked to any member(s) that are attached to Rental Items of a

specific Rental Type.
To create a Rental Billing Schedule,

1) Navigate to Membership across the top toolbar and select Billing Schedules.
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3) Click the New icon on the toolbar. OR
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Right-click anywhere on the Billing Schedules Grid and select New.
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General Information

o Invoice Descripkion: | Mens Full Locker- Monthly

Home Mens Full Locker- Maonthly 3¢

HBRE % e

o A==t == Full Locker- Monkhly
o Descripkion:

o % Useltem { Use Combo o Include this on memao billing statements.,

oBiIIing Item: |Locker Rental L—"o +'| Rental Schedule Pre-Eill

Billing Combo; ; ; 23 Show Dependents In Member List

1)
2)

3)

Name - Enter the Name of the new Billing Schedule.
Description - Enter a Description. (Optional)

Invoice Description - This will be the Description that appears on the Invoice at the
corresponding Month End.

Use Item - This tells the system that the entity to be charged at Month End is an Item.
This will be selected by default.

Billing Item - Select the Billing Item to be charged for the Rental Schedule at Month End.
The Billing Item determines the GL in which the charge is posted.

Include This on Memo Billing Statements - If checked, the Billing Schedule will be
included on any Memo Billing Statements sent for the corresponding Month End.

Rental Schedule — Check this box to indicate this Billing Schedule was created for Rental
purposes.

Important: Any Billing Schedule applied to a Dependent Member will also show on the
Primary Member’s account.

Note: Other fields shown here (Pre-bill, and Show Dependents In Member List) do not
apply to Rentals, and therefore can be ignored.
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Schedule

Cchedide Member Types Member Groups Members

o,.! equency: | Moty
OS:art Monkh: | Feboary
© e $20.00
ohhu;: -

1) Frequency - Select the frequency of the Billing Schedule (Monthly, Quarterly, Semi-
Annual, Yearly, or Custom).

2) Start Month - Select the month the Billing will start.
3) Amount - Enter the Amount to be billed.
4) Notes - Add any additional Notes to the Billing Schedule.

Because this is a Rental Billing Schedule, the Member Types, Member Groups, and
Members tabs can be ignored. The Billing Schedule will be applied to the member based
on the Rental Item they rent/occupy.

Rental Types

Rental Types determine the maximum number of occupants permitted for a specific type of

Rental, as well as the Billing Schedule to be charged to the attached occupants.

Accessing the Tool - Rental Types

To access Rental Types,

1) Select Membership across the top toolbar, hover the mouse over Rentals, and select
Rental Types.
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2) The Rental Types Grid will launch.

Horre:

2 XHE o % 0 e
[ Edit  Delete Export | Refresh  Clear Filter Help

Tarre Description Macc Rental Count

Menis Full Locker- Anrusal

Mens Half Locker- nnual

Ladies Full Locker- Annual

Ladies Half Locker- ...

Chub Storage

Mens Full Locker- Monthly

Meins Half Locker- Monk.. .

Ladies Full Locker- Mon...

Ladies Half Locker- Mo...

Bes s pea g b s e s

3) The primary functions associated with managing Rental Types are embedded in the
Rental Type setup screen, which can be accessed by double-clicking on an existing Type,
or clicking the New button.
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Jx@o b 0|e
Help

Haw Edit Delete  Export Refrash  Clear Filker  Active
Nanne Description MMace Rental Count
Meris Full Locker- Annisal

Mens Half Locker- Annual

Ladies Full Locker- fnnisal

Ladies Half Locker- ...

Chub Storage

Meris Full Locker- Monthly

Mens Half Locker- Mont...

Ladiers Full Locker - Mon, ..

Ladies Half Locker- Mo..,

O T S iy

Creating a New Rental Type

To create a new Rental Type,

1) Navigate to the Rental Types Grid and perform either of the following to launch the
Rental Types setup screen:

a) Click the New icon on the toolbar.

2 X E & B O @

Edit Delete  Export Refresh  Clear Filter  Active Help

b) Right-click anywhere on the Rental Types Grid and select New.

% Rental Types >

Harne

TZzXH e % QO

HETT Edit Delete  Export Refresh  Clear Filter  Active Help

Marne Description Max Fent;
Mens Full Locker- A...

Mens Half Loc nnual i+

Ladies Full Locker-
Ladies Half Locker-

lp Edi Chrl+E

2  Delete Delete
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2) The Rental Types setup screen will launch.

Harme Mew

1 Y M @

Marne: | '3
Descripkion: &
w
Areal | {Mone) LA\‘ @
Rental Cateqory: {MNone) (_‘-ﬁ Q

Max Rental Counk; |0

Occupant Count Billing Schedule

3) Please see below instructions.

Horme Mens Full Locker- Manthly 3¢

HER % e

o Mame: | Mens Full Locker- Maonthly

(@ I

Rental Cateqory! | mans Lackers

PP

Max Rental Counk: |1

Ccoupant Count Billing Schedule

1 éMens Full Locker- Monthly|

(1) Name - Enter a Name for the Rental Type.
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(2) Description - Enter a Description. (Optional)

(3) Area - Select the Admin Area. Because Billing Schedules are linked to the Admin
Area, this Area will also need to be selected for the Rental Type.

(4) Rental Category - Select the appropriate Rental Category (Ex. Mens Locker).

(5) Max Rental Count - Enter the maximum number of occupants/members that can
occupy a Rental Item of this Rental Type. The amount entered here will determine
the number of Occupant Count Lines that populate at the bottom of the screen.
This is where you will apply the Billing Schedule.

(6) Billing Schedule - Use the lookup value and select the Billing Schedule created in
the previous step.

Important:
If multiple occupants/members can occupy a Rental Item of this Rental Type, be sure to
apply a Billing Schedule to each Occupant Count Line. Often, this will be the same Billing

Schedule so each member is charged the same amount.

Mazx Fental Count: 1

Ccoupant Count Billing Schedule
1 [Mens Full Locker- Mankhly

2 | Mens Full Locker- Monthly
3 |Mens Full Locker- Monthly G,

Rental Items

Rental Items represent the specific entities at the club that can be rented. Examples include
Locker Numbers, Club Storage Numbers, or Slip Numbers. Rental Items are linked to a Rental
Type, this is what tells the system the appropriate Billing Schedule to apply toward members

attached to the Rental Item.
Accessing the Tool - Rental Items
To access Rental Items,
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1) Select Membership across the top toolbar, hover the mouse over Rentals, and select
Rental Items.

Cach Receipt Tvpes
Charme Reasons
Criadit Book, Types
Cusbom Fiekis
Ernails
ot Card Types

o Golf Fen Categuores
ol Fea Types
bt
Group Typess
i
Flpyer Typas
Stabue Deffiniions

B CrMTypes
C  Irgscwt Shacting Bl @ fertal e Custom Pickds

L

@ Rertal Types

2) The Rental Items Grid will launch.

Huoere:

_.. _.ﬁ' x = '\'___:'v “‘@ D @' ik ® Al Waords

Ay Word
[T Edit Delete Export | Refrash  Clear Fiker  Ackive Help

Mame W acant Attached Members Attached Members 1D Rental Objeck Type Mame & :f'}
Mi0 Givens (Derek) 95 Mens Full Locker- Monthly
M1l Tambrson {Dusky) 4 Mens Full Locker- Monthly

M1z ol Mens Full Locker- Monthly

M105 Yanez (Jaime) 299 Mens Full Locker- Monthly

M10& Loyd (Francis) 111 Mers Full Locker- Morthly

Mi11 v Mens Full Locker- Monthly

MilE Dillon (Shad) 24 Mers Pull Locker- Monthly

Mi124 Boren (Mathanial) 213 Mems Full Locker- Monthly

3) The primary functions associated with managing Rental ltems are embedded in the
Rental Item setup screen, which can be accessed by double-clicking on an existing Item,
or clicking the New button.
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Iarme
M10
101
Moz
M105
M106
M1l
Milg
M124

%% Rental Tkems

acank

L‘A'x."\c;{f\ﬁ)auswm

Delete  Export | Refresh  Clear Fiker  Ackive

Attached Members Aktached Members 1D
Givens (Derek) 95

Tamilrson (Dusty) 34

Yanez (Jaime) 299

Lowd {Francis) 111

Dillon (Shad) 24

Boren (Mathanial) 213

®) All Words
Arvy Word

Rental Object Type Mame - -j:l
Mens Full Locker- Monthly
Meris Full Locker- Monthly

Meris Full Locker- Monkhly

Mers Full Locker- Monthly

Mens Full Locker- Monkhlye

Mens Full Locker- Monthly

Mens Full Locker- Monthly

Mers Full Locker- Monthly

Creating a New Rental Item

To create a new Rental Item,

1) Navigate to the Rental Items Grid and perform either of the following to launch the
Rental Item setup screen:

a) Click the New icon on the toolbar.

Horme

Refresh  Clear Filter  Active

2 R =
Edit Delete  Export

L)
Help

b) Right-click anywhere on the Rental Items Grid and select New.

Horme

Ll

New
Hame
MiD
Mol
Minz
MI0S
Mg
Ml

o -
v X = v Qe
Edt  Delete Export | Refresh ClearFiker Sk Helo
Yacant Attached Members ched Mermbes|
Givens {(Derek)
Tormlingon (Dusty) Chrl+
A o Edt CHr+E
Loyd {Frm:; 3 Delete Dedate
= <% Lindelsts
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2) The Rental Item setup screen will launch.

Home | Mew X

= 4 @

Mamebumber: | 9

Rental Type: |(Mons) L

Description: -

Hembers | Custom

3) Please see below instructions.

Hame Ml X
HEE L e
owame,l'Numb-er: M0

o Rental Type: |Mens Full Locker- Monthly oy

e[)escriptinn: M1 -

fembers Custom
| Slat Member

1 {[95] Givens, Dered]

(1) Name/Number - Enter a Name/Number for the Rental Iltem (Ex. M10 to represent
“Mens Locker number 10”).

(2) Rental Type - Select the appropriate Rental Type to be associated with the Rental
Item. Remember, the Rental Type selected here will determine the Billing
Schedule that is applied to the member(s) attached to the Rental Item.
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(3) Description - Enter a Description of the Rental Item (Optional)

(4) Members - On the Members tab, use the lookup to select the Member who is
currently renting the Rental Item.

Note:
If the attached Rental Type allows multiple members to be attached to the same Rental
Item, multiple Slots will be available to the user.

Members | Cushom
Slok Member
1 [95] Givens, Derek

2 [3a] Christopher, Tandy
3 [3B] shanks, Jan

Custom - If Custom Fields are relevant to the Rental Item, they can be entered on the

Custom Tab.

¥ Board Member?

Important:
If multiple occupants/members can occupy a Rental Item of this Rental Type, be sure to
apply a Billing Schedule to each Occupant Count Line. Often, this will be the same Billing

Schedule so each member is charged the same amount.

Mazx Fental Count: 1

Ccoupant Count Billing Schedule

1 [Mens Full Locker- Mankhly
2 | Mens Full Locker- Monthly
3 | Mens Full Locker- Mankhly L,

Removing a Member

To remove a member from a Rental Item, select the lookup and choose None.
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1 [95] Gvens, Derel;

a2 Lookup Value

3 Wi Shanks Exuaity Golf ...

L Tandy Christopher SpeCorporat...
38 Jaf Shanks Desp-Cowpor s, ..
3 Mac Shanks Dep-Corpora, .,

E! Wil Mgt Corporate G...
44, Berry Hussrka Sp-Conporat. ..

4g Rosia Humrlia Dep-Corpora, ..
4C Fedisha Huerta Dep-Corpora. ..
40 Carroll Husseta Dep-Conpora,,, =

Results lask updsted at 9:14 AM  Ligdate Mow

Rental Billing Summary in Member Profile

A summary of the Rental Billing Schedules applied to a member is available on the Billing Tab

within the member’s profile.

To access this tab, please navigate to the Manage Members Grid and select the member in

questlon.
tHembership 1 ) Manage Members X
T2 Manage Membar, o
& M Charces 3 2 X & B > . i
T Mesmber Payments Mew  Ede  Delste Export  Refresh Claar Fiker  hctive Help
- Shodt ol Basder here ba group By that cohamn
€ Credi Book Expration
5 ; * || et Ty . M - First Nama | = Partyrineel L' * 1| Yours OF B
G Gﬂf&dE:ﬁtm - R et gl Bl Typa Lt Mars Pl e ALD Py Josrs [k (23 Pelntyieta shet
9 Chub Inteligence | Corporatn Gof Wan Hagh, Thomas )
nes Prcalanecis Walenuels Eriny
2= 784 Lo-Corporate Goif Walereky Sharda o PO 00

Select Billing on the left pane within the member’s profile.
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4 ) Financial Information
) AR Activity

% ] Mame

}E} Crejlt Eh:u:: 572 Corpaorate Golf Si
el Credit C

x\j redit Cards 577 M10 {Mens Full L

%) Gift Cards

% vouchers

) Late Fees

=) Minirmurns

%) sponsored Folios
%) statements

Any Billing Schedule applied by a Rental Item will read Rental in the Type column.

Billing Schedides Assigned Ta This Member

(1] bl Arras Fraqasncy
572 Coaporate GoF Srgke Monthly Duss $400L00 Monthly
L1 M0 (M Ful Lockes- Montily ) $20.00 Monthly

MOTE: Right chick on grid lar isone aplsang,

$4, 80000 Corporate Golf Sirdls

Wi Propacted Billing

Reporting

Reporting for Rental Items is available either within our Interactive Reports module, or using the

Rental Items Grid. In this section, we will explore each option.

Interactive Reports - Rental Items

To access the Rental Items standard report,

1) Select Interactive Reports from the left user menu.
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2) Expand Membership and select Rental Items.

- - Membership Sales analysis
embershfp - Outstanding Credit Books

- AR Aging - Cukstanding Gift Cards

AR Aging Extended - Pall Results

- Credit Book Transactio - Projected Member Biling Annual
- Projected Member Billing Mankhly
- Remote Relay Access Log

- Rental Tkems

- Custom Field Yalues
- Daily Managemenk Summary
- Dielinguent Members

3) Please see below for a description of each filter of the Rental Items report.

S - I
Home | Rental Rems
Report Settings: | (Default) = | |l Save Current Settings Make Public (23 Setup Email Delivery
Rental Type: | () EXED) rera Type Category: | ) 2
emancy: |occupied and vacan | os.—wpw: [emier =]
Detad Level: [Member =
Il 1 of 9 b M o | den E) A3 - | 100% -

(1) Rental Type - Select the Rental Types the user would like to view on the report.

(2) Rental Categories - Select the Rental Categories the user would like to view on
the report.
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(3) Vacancy - The Vacancy filter provides three options:

(a) Occupied and Vacant - Occupied and Vacant Rental Items will be included

on the report.

(b) Occupied Only - Only occupied Rental Items will be included on the report.

(c) Vacant Only - Only vacant Rental ltems will be include on the report.

(4) Group By - Allows the user to group the report either by Rental Item or by
Member. This a great tool to use when the user would like to primarily see Rental
ltems vs. Members or vice versa. However, please note that the report can be

expanded to view either level.

(5) Detail Level - Select the detail level of the report, either by Member or Rental

Item.

4) Once the desired filters are applied, select View Report on the top right of the screen.

_"_,Rt-p-aftr\-q Dushboard =
Home | Rental Ihems X
Report Sattings: | (Defau) v | i Save Currert Settings Make Puble () Setup Emad Delvery  [J Provide Feadbacl &) Viewr Report
Rental Type: | (A) E]  Rental Type Catogory: | (a8 ]
¥aconcy: | Oorupied Ondy - Goonp By:  |Rertal Fem 'I
Dbl Level:  |Rartsl hem -
! of 46 b M AN
Clubaodt Acceplance Serven
Fantal lems Repon w i
T 08 lubz tial
cliu ssenrtia

Cabegay. bl

2

Halw

B s
| G54 Badis, Leoma

2 Tolak

B cs10
[ 225] Small. ‘Wil
2 Tolak
B s
[ 208 ]| Cheste, Epequesl
2 Tolslk

$100.00
$100m

13200
$132.00

$132.00
$13200

Rental Items Grid

Another quick reporting tool to use is the Rental Iltems Grid itself. Just like all Grids within the

Office system, the Rental Items Grid can be filtered, customized, and exported to Excel based on

the available columns.
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The most often used Column Headers for Rental Items include:

%) Rental Items  x

Horre:

L -

= @\f \@ D 'g/l airch:

ey Expnrk Befre e e
Hame Yacant attached Members attached Members ID Rental Object TW’:;;@
ML V& HooF. | Thormas) o7 TEns Full LOCRET- y
M101 Toardireson {Dusty) 34 Mens Full Locker- Monthly
M0z v Mens Full Locker- Manthly
Mi0s Yanez (Jaime) 299 Meris Full Locker- Manthly
M10& Loyd (Francis) i1 Mens Full Locker- Manthly
Mi11 v Mens Full Locker- Manthly
Mila Dillon (Shad) 24 Mens Full Locker- Monthly

All Words
Ay Whard

Name - Name of the Rental Item

Vacant - If checked the Rental Item is Vacant, if unchecked the Rental Item is currently

occupied.

Attached Members - Name of the member(s) attached to the Rental ltem.

Attached Members ID - Member Number of the member(s) attached to the Rental Item.

Rental Object Type Name - The Rental Type associated with the Rental Item.

If these columns are not included on the present Grid, simply right click and select

Customize Columns. Double click or drag and drop any columns the user would like to

add to the Grid.
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' Name
[ w27
| M166

| M103
| M104
| M107
| Mi0a
[ ML1
| 112
| M113
| 116
| M117
§M12
[ M121
| Miz5
| 1126
e
§M131:|
| M135
| M140
| M43
 M148
| M152
| M158
| M161
| 182
| 165
| M172

Yacant Attached Members

Attached Members ID Rental Object Type Mame
Ladies Half Locker- frnisal

Stanbery (Erik) 559 Meris Half Locker- Anrwsal
Williams (ETS CHARGE ONLY Ned) 994 Mens Comp Locker
Falmes (Robbry) 999 Meres Commp Locksr
Porvder {Antonis) 257 Mens Half Locker- Annual
Majera (Linda) 501" =M Lacker- Annual
Goff (Clford) g | L New oot I e ——
Shannon (Freeman) 02| lge Edt Ctri+E ocker- Arnvsal
Thurman (Floyd) 93 | W Delabe Didebe ockar- Annual
Sowza (Shon) 264 < Undelete ocker- Annssl
v ocker- Anrwsal
= & Refrash Ctrl ocker- Anmwal
" (& Print Grid ocher—tmmsal
v (% customze cCokems ) ““’( g & Dr : : ) =
S: U: {%:}hm:l ;za 2y Generate Summaries ztj Board Member? (Custom Fisld)
Leavitt {Amon) 2z | Al Font Size v l:u:kmjl Cakegory Type Name
Heath (Gaston) 37 | & Puko Refresh & .;mj Created By
o - Grid Layouts - ocker | Craated Date
Maricn (Damkon) 181 e redockad | Dietated
Shanks (xavier) 3 Mers Half ankej Diescription
Crouch (Randy) 140 Meres Haf Lockes | 1
Leadh (Leonarda) 4 Meres HalF Locks Last Modified By
Marion (Wilbunn) 128 Mens Half Locke Lt Mod¥ied Date
Lackey (Ervin) 260 Mers Half Locke
Mann (Raymond) 252 Mens Half Lu:rck.ej
Casper (Hank) 172 Mers Half Ll:n:kltJ
Barbes (Harland) 30 Mens Haf Locks:]{

Caron (Cristobal)

277 Mens Half Locker

To export the Grid to Excel, select the Export tool on the toolbar. The system will export

the Grid to Excel based on current filters, sorting, and column headings.

o

Hame

5
sl
ey

: Marmne
| w7
| M166
| M2a3
MEs
| M103

a2 Rental Thems =

2 K| =

Edit Delete | Export

Stanbery (Erik)

P = = .
& % Qe
Refresh  Clear Filker  Ackive Help
Vacank Attached Members attached Members ID

o259

Williars (ETS CHARGE OMLY Meil) 994

Palmer (Robby

299

Ponder {Antonia) 257

Search:

. Fental Object Type Mame
Ladies Half Locker- Annual
Mens Half Locker- Annual
Mens Comp Locker
Mens Comp Locker
Mens Half Locker- Annual
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Best Practices

To ensure additional Rentals are not billed to Resigned Members, immediately classify

[ ]
Resigned Members to a Resigned Status. This will prevent additional Rental Billings

from processing.

Frequently Asked Questions

Can Members have more than one Rental?

Yes, Members can have multiple rentals, and be billed for them based on their individual billing

schedule attached to the Billing Item.
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