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C- Member Charges

Overview

With the exception of Month End Billings and day to day POS Charges, all Member Charges
and Adjustments are recorded using the Member Charge Wizard. In this document, we will
discuss how to process Member Charges at both the individual Member and Member Group
level, as well as how to Edit/ Unpost an existing Member Charge Batch. In addition, we will
also walk through entering a Negative Member Charge, to Credit a Member's account.

Use Case(s)

Pro-Rate a new Member’s Monthly Dues for their first month of Membership.

Staff forgot to ring in certain charges from the night before.

Bill a Hole in One Group.

Credit a Member’s Account for a mistakenly charged Late Fee.

Accessing the Tool

To access the Member Charge Wizard,

1) Select Membership from the left user menu and choose Member Charges.

. Guest Roams Membership £

%} Manage Members

=) Marketing

(-&J Member Charges

(ﬂ Membership ) = Member Payments

% Member Credit Book

Ikems

@ ® -

2) Select Quick Add.

{8 Credit Book Expiration
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g5 Lookup Yalue
Search: | P

Batch Control Mumber Transaction Date
SI0E379
503375
5103369
SI03367F
5J02246

WD A

@8 Quick Add

* | Amount
04f0312017
Q3f24/2017
a3f21 /2017
o3f2112017
11j0zf2016

LGTIRES T I

$0.00
$15.95

($50.00)
($126.56)
$20.95

o 7

Posted

3) The Member Charge Wizard will launch.

Meinber Change Wizadd

| Create Membar Charges

Shap 1! Select the date you with bous For thess Brardefnns.
TEETE | Today

e 2 Select which bvpe of charge you will craate
o Mermbeeed

e
Shap J: Select ary ackStional optione. you wash 20 use, then dick Next

L frice gchwiulrs) Bo delir mwe feice.

Thergs

Entering a Member Charge - Individual Member

In this section we will discuss entering a Member Charge at the individual Member level. To

start, please navigate to the Member Charge Wizard.
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Member Charge Wizard Screen 1 (Charge Specification Screen)

Step 1 - Verify the Transaction Date. This is the date the transaction will post to the member’s
account and to the General Ledger.

Step 10 Seleck the date you wish & for these transactions,

G,I'IS,I?EII? b Today

Step 2 - Select Members to indicate individual Members are to be charged. Please see the
Charging a Member Group section of this document for a demonstration on charging Member
Groups.

Step 21 Select which bype of charges ywaou will create,

I Groups

Step 3 - If you would like the system to use a Price Schedule to determine the Price to be
charged, select this box and then specify the time the system should look at to find the Price
Schedule.

Step 3 Select any additional options you wish bo use, then dlick Mext.

IJze price scheduling to determine price.

For more information on Price Scheduling, please see the Manage Price Scheduling section of
our ltems Manual.

Step 4 - Click Next.
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Member Charge Wizard Screen 2 (Charge Entry Screen)

The following Charge Entry screen will appear next based on selections made in Screen 1 of the
Wizard. The Charge Entry screen is used to specify the Member, Area, Item, and Quantity to be
charged. Please follow the below instructions:

1) Select the Member by utilizing the lookup button, or simply begin typing the Member’s

name.

| hember Area Item Dezcrption | I]uantit_l,l|

e g 1.00

55 Lookup ¥alue

Search: | Galel P
Member Number First Mame Lask Mame
10254 Gale Craily
Thd Galen Jude

(2356 Gale Smith

2) Use the lookup button to select the Area where the sale took place.

| b erbier Area Dezcription | I]uantit_l,l|
b [2356] Smith, Gale | g 1.00
#*:
e o5 Lookup Yalue
Search: | Patio P Iii-',:l Cuick add
Marne 2 -

Note: When charging Billing Iltems (Dues, Late Fees, etc.) be sure to select the
Administration Area.

p.5



C- Member Charges

1
Member | Area | Description | Quanlity
b [2358] Smith, Gale E 1.00
#*
o5 Lookup Yalue
Search: L & Cuick Add
Harne 2 -
Adeninstr ation
Bianguet Member

3) Use the lookup button to select the Item to be charged. The ltem selected here
determines the GL Accounts to be hit when the charge is posted.

Important: It is important to remember that everything charged to a Member’s account is
tied back to an Item that is found on the Club’s Master List of Items. This includes Items
that are typically sold at the POS such as F&B Items and Golf Merchandise, as well as
Administrative Items such as Dues and Late Fees.

| Momber Area Item Descnpt 1 Quardiy Fn
b [Z356) Smith, Gale Fati ﬂ 100 £
#
g2 Lookup Yalue
Search: | Steak hight| T & Cudkadd
arme O Soresd 2 SKL) Murmber Fag e Retsl Tte
(Geskrin ) oz Y

4) A Description will auto populate. This is the Description that will show on the Member's
Statement at Month End. The Description can be edited on this screen if a more in depth
description is necessary.

Member Charge Wizard

|Member Area Item Description | Quantityl

ME [2356] Smith, Gale Patic Sheak Might Steak Might 1.00
*

5) Enter the Quantity of the Item to be charged.
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Member Charge Wizard

Membes Area | ltem | Diescrption F'I'I'.‘,B.
bF [2356) Smith, Gale Patio Steak Might Steak Might $25.00
$25.00

*

6) The Price, Tax, and Service Charge (SC) will auto populate based on the Item’s Price and
the Quantity Entered. Add any Additional Gratuity in the Grat field.

© 0 0O
Prea Gt Tetal Esglonsa Mo T

riemnber Change ‘Wizard
Heroer Hres Iters Dascnghen Quinibiy Tax SC
[235] Gemith_ Gl Pt Staak Might Gtmgh Night 100 k5 20 $50 §000 FI S Llpe ddminitg m/
: 1 gZnom §2 4 $4.50 $0.00 £ B4 -
If necessary, the Price of the Item can adjusted. The Tax and Service Charge will
recalculate based on the Price entered.
Mennbser Charge Witand
ek Huna L] Duescripton Duaniiy Price T S Gt Totall Emglogpes Ko Ta
|EFE] Sl Gale Patss Stapk Might Stk Mgt 1.00 2000 1. 71 $3ED S0l 351 User Admrmirg r
1 2o 3LA 33160 000 7511 =

£

Please note that ONLY the Price of the Item can be charged. Tax and Service Charge are
hard coded based on the Item'’s Tax Code.

7) The Employee field will default to the Employee entering the charge.

t| Tu:utal|EmpIu:u_l,lee |NOTa:< |
$20.31| User, Administrat r
=

] $25. 1

8) If the charge should be exempt from Sales Tax, check the No Tax box.

t| Tu:uta|| Employes | Mo Tax |
$25.31  User, Administrat r
7

1] $25.1
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9) Enter additional charges on the next line as applicable.

Member Charge Wizand

Mgty Biea lieen Diasenpion ity Paca Tax e Giasd Total Emglcpsn K Ta
[235E) Sk, Gale Pt Shpak Hight Singik Kighet 1.00 2500 204 45 000 SIES  Uhpai, Ackearitipl rC
* F
1 $7%5.00 214 S50 000 $31.64

10) When all charges have been entered, click Finish.

Batch Exit and Re-Entry

Note: To exit the Batch prior to batch completion, click Close at any time. Batch will automatically
be saved, and can be re-opened by selecting Member Charges and choosing the appropriate batch

from the lookup list.

Post the Charge

When Finish is selected, a Batch Preview will populate.

T Pewt Babch Previes

4 W 0 9

Edk Batch Notes  Post Bubch Expardd il ek Log

1 o 1 2 i i A e | 00w -
Dhabvidl Acdephare 5oivel
ik Charge Batch Pasting Summary - -
Btk Ciowtocil Mlumibe: Preseses Oirke c I U b@ssen t I al
Bty Daps LRTIMT
PREVIEW OHNLY

G Postng
el kst Credil

& 00120 Accounts Plecersbls 1250 000

@ 0233 Taste Sk Tam oo 1.n

@ WM Servion Chasgs Incoms 00 160

[ 0L Fredd Food Saleq = A0
Pozling Total =3 5T
Oz Change Daetails

Mem B [ Mesbei + liem Qey Subbetal Swe Chyg Tax Todal
B S Smih Gl 1 1200 §160 nn 25n

Totals: [ 2000 §3E0 im =0

Hates

AT T B AT A Paga 1
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G/L Posting

The top portion of the report displays a summary listing of the Debits and Credits resulting from

the batch for your review prior to posting.

PREVIEW ONLY

G/L Posting

Account Debit Credit
@ 00120 Accounts Recerable $25.31 $0.00
@ 00-233 State Sales Tax $0.00 1.1
E 90-342 Service Charge Income 40,00 $£360
@ 50-438 Fred Food Sales 0,00 £20.00
Posting Total 32531 3253

Use the (+) to the left of the General Ledger Account to drill down to the specific charges that

are hitting these Accounts.

PREVIEW ONLY

GfL Posting
Account Debit Credit
m 00120 Accowits Receivable 5.3 $0.00
@ 00233 State Sales Tax 4000 1.7
@& 90-342 Service Chage [ncome $0.00 $360
|=1] 50-438 Fred Food Sales

Ref # E mployes Dezcription

41582 ADMINISTRATOR Steak Might $0.00 £20.00
Totad 433 Fred Food Sales $0.00 $20.00
Posting Total $25.31 $25.31

Quick Charge Details

The bottom portion of the report displays a list of charges by Member that are included in the

Batch.

Quick Charge Datails

Mem 8 2 Member 2 Item Oty Sublotal Swe Chyg Tax Tatal

B 23 Smih, Gale 1 $20.00 $360 $1.1 250
Totals: 1 §20.00 $360 1.1 253

Motes

ANT/ANT 854 AM Pags 11
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Use the (+) to the left of the Member Number to drill down to the specific Items that are
being charged to each Member.

Cuick Charge Details

Mem & 2 Member 2 ltem Oy Subtotal Swc Chg Tax Total
[B) 235%  Snith, Gale
461582 Steak Might 1 £26.00 $4.50 1214 £31.64
Total 2356 1 £25.00 $4.50 1214 £31.64
Tolals: 1 £25.00 $4.50 214 $31.64
Use Expand All to expand all Quick Charge Details.
qhai [ B Proshrsy "Ly - "
R club@ssential
Bty Ot £05077
Wi Doy 7 TN 71 25 0000 PP I L, i
ik, Pogie)
B o ekl Lomald
H T Ry Harams ol () Em
W TN e ey T m { AR E]
BT v Chage e s -
B e P T §im Em
[ R ] 10 { k]
::IL;“;::\ S e Oy Tebboial Soes Dhyg T Voisi
I i=m = 1214 1N
Ty 1 =m Hw 1214 ing
1 ':'l-pcr'\o g i i e ) AT
ACT T HE P Paga 11
Cusick Charge Details
Mem # 2 Member :  Item Gty Subtotal Swvc Chyg Tax Total
2356 Smith, Gale
461582 Steak Might 1 $25.00 $4.50 214 13164
Tolal 2356 1 $25.00 $4.50 $214 $31.84
Totals: 1 $25.00 $4.50 $214 $3.64

Notes

To add a note to the report, select Edit Batch Notes, type out your message, and select Save &

Close.
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-

4219 © 9

Ecit BstchMotes | Post Batch  Bapond A1 Bt Lo

H 41 Lk M|« ARETE P ERRT -
Chabszalt Accapl
Gunck Crewge Eusich 1y

Bt Controd Hubse Frevasss Cinky c I U b

Aty Diste: 471007

/L Pasting Fh sl F For ot B rivng i this e o 410 3EE0L F |

Accoun

B 1A Ancoirds Recsssbls

B D230 Siate Sales Tax

B FEM2 Servire Chasgs lnoors

) S0-450 Frad Foced ks
Ael 8 E mplipes Des
&H1532 ADMIMIETAATOR Sies

Toksl 483 Fred Food Sales

Fuastng Tolal

Ouick Chaege Dotals
Mom 8 & el =
B IFE  Gadth Gals

Mot

Post the Batch

After verifying the GL Posting is correct, select Post Batch. This will post the charge to the
Member’s Account and General Ledger.

= Fask Natch Previes
42190 %
Il gt o M Post Batch [opand A Faclt Log

i1 of 1 F M SAFTE PR CRET. . -
[hubanit Aecoptarcs Srves

Oack Charges Batch Posting Surmmany

bt o e club@ssential

Apisaiy Dale: 1EMT

PREVIEW OHLY

(S Posiing
Aot il Db Cieded
& 00 N Accounis Ascerabis k] §000
= 0020 Siale Spley Taw i fin
B 3032 Servioe Draige Inoome $00 S
B S0 Pl Fossd S5k

Rel B Emglirprn oscipteen

401582 ADMMISTRATOR Teash Hgh $1.0 $20000
Tokad 403 Foed Food Safes ] 00
Pasiltineg Tolal 25N 250
Cuaick Chaege Daiails
Mm@ @ Hombm T Ibem Gty  Sebiotal Swve Chyg Tax Tatal
¥ e G 1 P [T Hn 250

Totals: 1 12000 1= 1| =253

L]

AT S A Puge 111
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Print Batch Report

If necessary, select the Printer Icon to print a paper copy of the Batch Report.

= post Batch Previc Ur
" AN ok
& @ H 9 %
Kt Bakch Hotes Dot 1P Dpard Al sl Log
1 o | =0 F ' e ERRT-

Chibicdt Accephance Seiver

[hack Charge Batch Posng Sumary - "
oGt S club@ssential
Mgty Dighe 115207

Pioctied Oy 7 TA0 T 510 8 00 AR By Uisme, Aecivinishastivg

GiL Posting

Aok Dckm Ciedi

15 (120 At Feceratie [E] 00

{5 (213 Siate Sabes Tam 100 nn

B TME Service Chage Irscirme 00 1360

B S Fend Food e olie LAm
Paateng Toial [E] F]
Quick Chadge Detaly

Hem @ 1 Mombe Item Gy Subloled Swc Chy Tax Total
B N6 Smih G 1 MW  HBE nn mn

Tekals: 1 [ =]

Hokas

LT T P ke B

ANTEAN TR AN Pags 1.1

Charging a Member Group

In this section we will step through an example of how to bill by Member Group. To begin, please
navigate to the Member Charge Wizard as described in the Accessing the Tool section of this

document.

Member Charge Wizard Screen 1 (Charge Specification Screen)

Step 1 - Verify the Transaction Date. This is date the transaction will post to member’s account

and to the General Ledger.

Skep 1t Seleck the date yaou wish

Gmxzm? -

& faor these transactions,

Today

Step 2 - Select Groups to indicate that a Member Group is to be charged.

() Members

Step 2: Select which tvpe of charges you will create,

p.12
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Setup Group Charge Defaults

The Setup Group Charge Defaults step will populate when Groups is selected in Step 2. Please
follow the below instructions.

Create Member Charges

iStep 5: Set Group Charge Defaulks

Member Group:  Hole-In-Cne

e Area  Golf

e Iterm  Hole in Cne
o Quankity 1

o Price $1.00

oDescriptinn: Hole in One

°Emplwee: User, Administrative (R

1) Member Group - Use the lookup button to select the Member Group to be charged. Each
Member within this Member Group will populate and will be charged on the next screen.

Create Member Charges

Thep 51 Sat Group Charge Defaults

Mianbesr Groug: | Hole-In-0ns B—o

8z Lookup Yahe

Search;  Hode ¥ % cuckadd

For more information on Member Groups, please see our Member Groups document.

2) Area - Use the lookup button to select the Area where the sale took place.

Create Member Charges

ep 5 St Groug Chargs Del sl

ke Groug:  Hobe-IneOne

5 Lok alue

Zeardh: ol

= ©
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3) Item - Use the lookup button to select the Item to be charged. The Item selected here
determines the GL Accounts to be hit when the charges are posted.

Important: It is important to remember that everything charged to a Member’s account is
tied back to an Item that is found on the Club’s Master List of Items. This includes Items
that are typically sold at the POS such as F&B Items and Golf Merchandise, as well as
Administrative Items such as Dues and Late Fees.

Create Member Charges

~Step 5: Set Group Charge Defaults
Member Group:  Hole-In-One (O}

Area  Golf L

Item  Hole in One ' 1

a5 Lookup Yalue

Search:  Hole in
Name On Screen SKL Mumbe

4) Quantity - Enter the Quantity of the Item to be charged.

Create Member Charges

~5Step 5 Set Group Charge Defaulks

Member Group:  Hole-In-One L#7]
Area  Golf LY
Itern | Hols in One {_“

5) & 6) Price/Description - The Price and Description will auto populate based on the Price

and Description of the Item selected above. If necessary, both the Price and Description
of the Item can be adjusted.

Create Member Charges

~Step 5: Set Group Charge Defauls

Member Group: | Hole-In-One L,
Area  Golf Gy
Item  Hole in Cne f‘JI

Quiarnitity 1

o Price: $1.00
oDE$crpt|nn: Hole in Cne

Emgloyes:  User, Administrative L
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7) Employee - The Employee field will default to the Employee entering the charge.

Create Member Charges

~Shep 5: Set Group Charge Defaults y
Mamber Group:  Hobe=In-One [ 4
Area  Golf N
Ttemn  Hole in One &
Quankity 1
Price $1.00

Description: | Hole in One

User, Administrative Q,

When finished entering the above, click Next.

Member Charge Wizard Screen 2 (Charge Entry Screen)

After Next is selected, each Member within the Member Group selected above will populate on
the Charge Entry Screen.

*ember Charge Wizard

Mambar i L] DPezcrpton Geaprity Pega T s Gl Tetal Erplopes RaTax 7]
W | [558] Stantery. Edk Gl ok in Dne ol in Qe 100 .00 00 $00 00 $1.00 User [u]
[541] b dibban God ke in O Holein Qe 100 0 0 00 Dl S0 User r
[565] Watton_ Jereder Gl Hole n Cine Hole i s 100 T T B T I T 0 User r
[52] Frke. T e ol ke in D Holein Dinm 100 fm mog s m 00 User ]
[5d] Acdmma_ dincy Gl ok in One ol in (e 100 00 g §000  dhid 100 User r
[l =T ] Hoke i Cine Hole i (e 100 LT T T R T T T 00 Lser r
[223] Armat, Cory Gt Holis in Cing Holain O 100 #1000 W00 N0 B 00 Usee r
[152] Armato. Thsman Gl ok in Dne ol in Qe 100 i) L] $00 000 $1.00 User ]
[M1] Amea, Luciaro ol ke in Ore Hole in (e 100 Pl ] i 000 Db $1E0 User r
[206] Apala lamiwo Gl Hol n Cine Hole i s 100 NH 00 000 300 0 User r

[30] Bavbene. Hadand Gkl ok in Dre Holein Dre 100 1 t ] 00 00 100 User =
[107] Basvess. Sheldo ol Hoke in O Holein Ore 100 00 0§00 00D 3100 User r
[163] By, Florerts Gl Hole in Cine Hole i Cirs 100 N 00 sH00  saod 0 User r
[245] Bolary. Chat Gl Holis in Cing Holein Orm 100 N0 W00 5000 $000 00 Usee r
[25:6] Bellamy. Edidy (] Hicke in Oire Hole in Ore 100 100 00 $0.00 i $100 User r
[252] ey, Tad Giod Hike in O Hole in Ore 100 Rk ] W0 000 shid $LE0 User r
[55] Bxile, Tastan Gt Holis n Cin Hole i s 100 N 00 000 $300 00 User r
[106] Blakol, Vigho Gl ok in Dne Holein Qe 100 i oo 00 00 100 User ]
[143] Blskoly. Sarion ol ke in O Holein Ore 100 0 0 000 Db S0 User [
[1475) Blariton, James Gl Hole in Cine Hole i Cies 100 No0 W0 s o 0 User r

- F =l

Closs ot From iy @ ik Frush
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If any Member needs to be removed from this screen, select the arrow to the left of the
Member in question and hit Delete on your keyboard.

ke (Puge Wizl

b i e Dessanan | Gy Pael  Te % Gw Totd Emplrss AT
P Sty Dk Gl ks i O Wake i e 1w FLT T T T T ™ r
] stba Bbba Gt ol i O Hale in i 10 Fali ] sm 5l sif S0 U |w
P Wi, Jorwaben Gl e s e e iry D 1o il o o L] R0 e r
[T Firk, Tarwe Gad ke i O Wk i v 1w LT T T T o U r
] Adama sty [ ] Ieiole i e el in e 100 00 sm i sm S0 U r
L] Tl Hode wlbne Hode ey liese 1.0 LR L L BB e r
15 i, Comy Gl ke i O Wk i e m T o U r
15 A, Thammsar, Gt e i (rm Hadein i 10 R T T U r
FA i L Gt ol s e Hale s Do o i o 0w 0 PR e r
[0 s, Rz Gl ke i O Wk i v 1m LT T T T o U [
[ S, Hlared Gt e in (v Halein i 10 R T T S U [wll =
[0 B, Shae Gl e s e Hale s Dot o0 i o L 10 D0 e r~
(168 Belamy, Fireess Gl ke i O Wk i D 1m P T T o e r
4 By, Chas Gt iole i (rm Hala i i 10 R T T U r
| Bolamy. Edde Gt e s e Hale i D .00 [l & i ¥100 0 e r~
(] By, Tad Gl Figle in G Hale i e 1m FLT- T T - 1 U r
15 e, Tt Gt iole i (v Hale i i 10 R T T M U r
1068 B . "y [ e s e Hale i D .00 i i) L) &1 00 I e [w
(1] oy, i Gl Figke in O Hale i e 1m FLT BT T - N U r
978 o, Jamey Gk Fiole i (e Halein v 1 N0 K@ mm o U r
- F =
Chost Y T ] Bk Trwiy
Click Finish.
| 1
| Back Firish ]

Post the Batch

Verify the GL Posting is correct and select Post Batch.

= Pkt Batch Proview

7 WO @

£t Batch tioom | PostBatch | Bpard Al At Log

H 4 1 o 1k ».r\ 3w A e | o - Fird | Mt
Chabisall Ao el ane s Sveed
Dk Crasige Bsiok Posting rvinaty - ®
becrestr e club@ssential
Bty Do LN 7700

FREVIEW ONLY
O Perithney
Ao ingnd Dt Creds
B 0 Sanpares [T m
B 0130 hocourts Racavable 20 s
Pauting Totsl B = T- T =T ]
Chuch Chiarcys Denady
om B 2 b 2 em iy  Sublolal Swe [hg Tan Toasl
B W Ewtes Helws L] L1k o 0 naom
B B Ecide Tastan L ] a0 il 050 100
| VM kel Vephs 1 Fm o 0 nm
H N Beaeen Sheide L) nm porlen wa nim
| 141 Eishely, Sanize i o il il i 1100
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Editing Posted Charges

All Charge Batches can be unposted unless they are reconciled within a bank rec, in which case
the system will not let the user unpost the batch.

To unpost a Charge Batch, please navigate to the Membership menu and select Approve Charge
Batches.

T Approve Paymerk Batches | 2
9 Sty Tk el ey @ Show Mors Buthons

& Show Fewer Buthons
t Aroounts Payable #dd or Remove Buthons  #

Tkes
Poark of Sals

l‘::.;l Ganaral Ledges
3 Irkerackiod Reports

el |

Click to select the Charge Batch that needs unposted and choose Unpost Batch.

T fpprove Charge Batches 3
Home
; ; £ v RE F ﬁ
(2 & % 0 8 €
Hew Edit Export Refresh  Chear Fiber  Active past Batch | Batch Report
Transaction Date = | = | Bakch Control Musnber = || Aenount * | Post Biakch Locakicn * | PO Batch = | Posted Date | = | Mobe
[E3] 04/17f2007 SM0E409 $20.00 LT i iy
= 04,/13/2017 SI0B402 $25.3 il 04/17/2017 The stafl
o] AT SWaan 1164 7 nahziem?

In addition, once a Charge Batch is unposted, the edits can only be made within the Member
Charge Wizard found via Member Charges. Select the unposted Charge Batch from the lookup
and make the necessary edits.

Membership & %P Approve Charge Batches X
< 1 57 Lookup ¥alue
Search: ¥ ouckadd

||| Batch Control Number Trarsaction Date A Past
0 Member Payments | W s30m40 41712017 40,00

| Bl 5208407 4172017 $2.14
%2 Member Credit Book | -

|EcEnesoalk 04/13/2017 $2531 D
€5 Credit Book Expiration || 5208379 04032017 $0.00

|E
W St ard Fynirakion Iz S06aTS il L ==
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Select, Next to move to the Charge Entry screen.

rrrher Change Wicard

[ Creme Member Charges

Thap 1: Select the date you with b5 uis For s braraachions.
TEETH * | Todsy

Shep I; Select which bype of changes you wil create

Fhap 2 Tedect sy acddtionad opkions. poas vwrh bo s, ithen clidk Rt

Make any needed adjustments to the Charge, select Finish, and proceed to post the batch as
normal.

Fember Change Wiz ard

Mot funa = Dascrphion Quarisity Frce T 5C Gt Totsl Ermplopen Ns T
M (T3] Smith . Gale Pt Stask Might Stegk hight 1m 500 $1.7 $360 000 257 U r
* F
1,000 2000 $1.71 $360  $0.00 Pk
1

Closs tport From 5w | Back
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Crediting a Member’s Account (Negative Member Charge)

Negative Member Charges are used to make corrections and Credit a Member’s account when
necessary. In this section, we will demonstrate entering a Negative Member Charge to Credit a
Member for a mistakenly entered Late Fee.

To begin, please follow the same steps as described in the Entering a Member Charge -
Individual Member section of this document.

However, in the Price field, please enter a Negative Dollar Amount in the amount the Member
should be credited. In this example, we are crediting a Member for an erroneous Late Fee,
therefore, the Late Fee Item must be charged.

Metakser Chargs Wirand

Memba ey [hascrplion Clugnbity T SC Gt Toksl Emplcegss Mo Tae
BE|Z56] S, Gl At Laste Fee Comecton 100 $000 $0.00 failiy 142505 mg r
- F

1$25.00)  $0.00  $000 3000 [$25.00)

Click Finish and Post the batch as normal.

AR Activity - Member Profile

Charges posted to a Member’s Account can be viewed on the AR Activity tab within the
Member’s profile.

To access this tab, please navigate to the Membership Menu, select Manage Members, and
double-click the appropriate Member.
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Select the AR Activity Tab and a list of charges and payments posted to the Member’s Account

will populate. This is known as the AR Activity Grid.
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Double-click on a particular charge to view additional details on the charge.
R P T e R PP T re—p———r | a5 Ledger: [<aid
Custe ed Tt [Dnesrripbion Posted Sadh Fwr Thiy Tax e mhuity Tkl Menber Chaipe
] A1 #aLEdd Lt Fae Corrpction W ] 000 §0.00 o0 00 (p=ei]]
1 Af13ra0a7 45158 ek Mgt o $25.00 $4.50 $2.14 F000 $354 $2L84
i A7 455118 dedcbbicasl Tty Thoa g 10000 700 750 000 FliB50 FUl6.50
i A =N Fesdtonal b Soragn $100.00 o0 .50 m Flie50 fl16.50
] I3 aar 453120 g Tt 10000 000 $0.72 $000 o $10.72
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By Lot Bwosoe

o

Irrvmce [0 450552

Yrrvcace Dot
Bsbche  SMOB40R 8 s Baich Repart
lirecate Doae: Pused Date:
ol T Trarged By
St Ares
Desorption: RN
Tickek Dastasds | Vi i Sowrvicn Chargs Detall | Satwlermers Detaln
P Ihen Suby Tobal Servioe Char e Tax Ameunt [,
Sreak Fisghe .00 $4.58 §2.04
§25.00 $4.50 204

Sub Tok 5

Dheasis:
Sasrvion Charge:
T

ey

Totat

2500
0.0
#4.50
$2.04
0,00

$31.64

nttie Tchet

Raorth Oaks Galf Club
QAFLIFLT L1 00
AR
Pazia
Cowarm: 0

Takla:
Sraff:AdminieTraci
e I,

{#Z35%8] Cale Fmith

Tub Tocsl: #2500

Service Charge 4. 50
Additiomal Gratuity 0,00
$39 84 Tax: FI.H4
Total: PIE. &4
Haakaxr Charge: 735,64
Changs Tus: §0,00
CREIEED Cale Emivh

#3164 Expart &% Image Prin PO Ticket

Invoice Details

Invoice Details appear at the top of the Edit Invoice screen.

& Edit Invoice

o«

208401

o 5 view Batch Report

© rostedoze:
O raoediy:

Vs I

Sub Total:  $25.00
Discourts:  $0.00
Bervice Charge:  $4.50
Tax: $2.14
Gratuity: §0.00
$31.64

|‘\- Total:

1) Batch - The Batch the charge was posted from.

2) View Batch Report - Select this to view the Batch Report of the Charge Batch associated

with this Invoice.
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Invoice Date - The date on the Invoice.
Posted Date - The date the Batch was posted.

Bill To - The Member the charge will be billed to.

Charged By - The Member who made the charge. This is primarily used to reference

Dependent Members who created charges to a Primary Member’s Account.

Server - The Employee who entered the charge.

Area - Area at the Club where the charge took place.

Description - This is the Description that will show on the Member’s Statement. If

necessary, the Description here can still be edited after the Batch has been posted. Be

sure to select Save & Close after adjusting the Description.

g Edit Invoice

H(E@r O

Irrvoice Dot als
Batch: 508402 % view Batch Report
Irovoice Dake: Posted Date:
Bill To: : Charged By:
Server: : ] Area:

Description: ( Steak Night 4/13/17] 1

Sub Tobal;
Discounts:
Service Charge:
Tan:

Gratuity:

Total:

$25.00
$0.00
$4.50
$2.14
$0.00

$31.64
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10) Don’t Display on Statement - If for any reason a charge needs to be hidden from a
Member’s statement, simply right-click on the charge within the AR Activity Grid and
select Toggle Hide on Statement.
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11) Totals - To the right of the Invoice Details is a quick snapshot of the Subtotal, Discounts,
Service Charge, Tax, Gratuity, and Total of the Invoice.

Ticket Details

Ticket Details load in the bottom half of the Edit Invoice screen, and provide the user with a
summary view of the POS Items charged on a particular Charge/Invoice, as well as the Subtotal,
Service Charge, Tax Amount, and Discounts associated with each Item.

In addition, a Totals Row for each of these columns is present at the bottom of the screen.

Ticket Debals
POS TRemn

Tax & Service Charge Detalls | Settlement Details

Sub Tobal Service Charge Tace Airnount Discounts Tokal
Sheak Might £25.00 £4.50 £2.04 0,00 £31.64
$25.00 $4.50 $2.14 $0.00 $31.84
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Tax & Service Charge Details

The Tax & Service Charge Details tab displays a list of the Tax Code Items, the Tax/Service
Charge Amount, as well as the GL Account being hit by the Tax Code Item.

For more information on Tax Code Items, please view our Tax and Service Charge Guide.

Ticket Detalls | Tax & Service Charge Detals | Settlement Detais
e Burrudink Account MName
Sales Tax $2.14 233 Balance Shesat
10%: Service Charge $4.50 342 Food
$6.64
Irvvoice ID: 461582

Settlement Details

The Settlement Details tab display a list of the Settlement Types used to settle the Invoice.

For more information on Charge Settlement Types, please view our Charge Settlement Types
Guide.

Tickst Detals | Tax & Service Charge Detalls | Settlament Detsis
Mame Arnount
Member Charge £31.64

$31 .64

Treepice [0 461582
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Export Image/Print POS Ticket

If necessary, the Invoice’s Settle Ticket can be Exported as an Image or printed as a POS Ticket.

~

Eqpeat asdmage || Print POS Ticket -)I

Best Practices

e When multiple Members are receiving the same charges, set up Member Groups and
utilize the Charge by Member Group feature within the Member Charge wizard to more
efficiently assess the Member Charges.

e Apply Credits to Members against the Item that was charged in error to ensure g/I
distribution for the credit is proper.

e Easily review details of any Member Charge by going to the Member’s profile, and
reviewing the A/R tab.

Frequently Asked Questions

Why can't | unpost a Member Charge Batch?

Charge batches that have been reconciled in a bank reconciliation cannot be unposted.

How do | exclude a Member charge from appearing on a
Member’s Statement?

Within the Member’s profile, A/R tab, right-click on the charge to exclude, and then select Toggle
Hide on Statement.
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