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C- Invoice Transfer Wizard

Overview

The Invoice Transfer Wizard is used to transfer posted invoices, from both the POS and Member
Charge Wizard, from one member account to another. However, please keep in mind that ONLY
invoices settled to Member Charge can be transferred using the Invoice Transfer Wizard. Any

other type of settlement CANNOT be transferred between member accounts using this tool.

Furthermore, please remember that only invoices within a POSTED batch will show in the
Invoice Transfer Wizard.

Use Case(s)

e A transaction completed through the POS was settled to Member Charge on the wrong
member’s account, and the batch is already posted. The user can transfer the charge to
the correct member using the Invoice Transfer Wizard, rather than unposting the batch
and reopening the ticket.

e A specific invoice, completed using the Member Charge Wizard, was posted to the wrong
account, and the batch is already posted. The user can transfer the invoice to the correct

member using the Invoice Transfer Wizard, rather than unposting the batch.

Accessing the Tool

To access the Invoice Transfer Wizard,

1) Navigate to the Membership module on the left user menu and select Invoice Transfer

Wizard.
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€4 Morth End Wizard
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44 Clear Custom Billing Scheg?. .

4] Invoice Transfer Wizard

44 Payment Transfer Wizard

%/ Approve Charge Batches
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ﬁ Accounts Payable
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5 Clear Minimum Adjustmen 2 @

? Club Inteligence
ﬁ Accounts Payable
Events

ﬁ Emplovess

l'ﬁ"j General Ledger
ﬁ Guesks

. Guest Rooms
D Marketing

] Q: I Membership
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2) The Invoice Transfer Wizard will launch.

Irveoice Transfer Wizard 2

I Invoice Transfer Wizard

Step 13 Seldsct the member vou wish to bransher an involcs from.,
Ehone)| L
Step 2 Sedect the irvolce you wish to transfer,

Step 3: Select the member you wish bo transfer this involce bo.
{MNore) W

Cancel Mact

Invoice Transfer Wizard

Once the Invoice Transfer Wizard is launched, please follow the below instructions:

Step 1 - Select the member to transfer the invoice from using the Lookup.

7 OB
Invoice Transfer Wizard
Step 1: Select the member you wish to traefhe ST nvoice from.
[57Z] van Hook, Thomas
B Lookaup Yalue o B B
Search: | ¥an Hool] k J
Mesmibsr Nursbar First Mame | Lk M Mamber Type

{ s72 Thomas Wan Hook Corporate Goff )
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Step 2 - Select the invoice to transfer using the Lookup. Remember, only POSTED invoices

will show in this list.

Irvoice Transfer \Wizard PO
Invoice Transfer Wizard
Step 11 Select the member wou wish ko transfer an invoice From,
[572] ¥an Hook, Thomas L‘S
Step 21 Select the invoice you wish to transfer
BE! Lookup Yalue E R
Search: w E'li-';l Quick Add
Ticket # Description Tokal Billzd Drate Posted
125320 Golf $482.08 Qo/21/2016 W
125352 Golf $214.25 10122016 v j

Step 3 - Select the Member to transfer the invoice to using the lookup.

7 =B
Invoice Transfer Wizard
Step 1: Select the member you wish ba bransfer an invosce From.
[572] Yan Hook, Thomas |y
Step 2: Select the invoice yvou wish to transfer,
426312 {"‘.'h
Step 3: Select the member you wish bo transfer this invoice bo.
[505) Seddon, Carrie
o Lookup Valus o = OB
Search:  Seddon L |
Member Number First Mame & | Lask Name Member Type -
S05 Carrie Seddon Aszociate Golf
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Select Next.

Irvvioice Transfer Wizard ¥ o=

Invoice Transfer Wizard

Step 1: Select the member vou wish to transfer an irvice from.
[572] Yan Hook, Thomas |C},

Shep 21 Select the invoice you wish to transfer,
426312 q,

Step 3: Select the member you wish o transfier this invoice to,
[505) Seddon, Carrie 5]

Select Finish (Finished at 100%).

Invoice Transfer Wizard B 2

Invoice Transfer Wizard

Invoice Transfer Batch Progress:

0% Presview Dielete

_ancel
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Select Preview and Post the Batch.

Irvvoice Transfer Wizard F =2

Invoice Transfer Wizand

Invoice Transfer Batch Prograss:

Close

! P i 0 A H- | o - Find | Mext
Clubsoft Acceptance Server
POS5 Batch Posting Sumenang & &
Bateh Control Musmbsr, Preview Only c U (-) s s e n 1' | a
Aclpaly Date 10122008
PREVIEW ONLY
GiL Posting
Account Debat Credat
B 00120 Accourts Fecenvable 21425 214,25
@ 00243 Golf Pio Merch [T axahbia) $200000 $200000
@ 00250 S sas Tas Acciual - Golf Shop £14.25 $14.25
Posting Total $426.50 $428.50
Ticket Dietails
Sve W emmber Credit Credit
Employes Fef 8 Subtotal Discount  Cho'Tip Tax Totdl  Chage Cash Cand Book Gift Card
B ApMIMISTRATOR
B | %05] Carvie Sadden 125352 200,00 g0 $0,00 1425 $21425  f21428 $0.00 #0.00 000 $0,00
B [ 5%] Thomas Van Heo 125352 (200 0 Ho0a fo00  @azs)  paad) g4 F0.00 0100 ] $0.00
Totsl ADEIMISTRATOR F0.00 000 0,00 f0.00 $0.00 000 F0.00 $0.00 000 &0.00
Tokals: F0.00 Fo0a £0.00 000 F000 000 f0.00 F0.00) 000 000
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AR Activity

Once the batch is posted, a credit is placed on the account the invoice was transferred from to
offset the original ticket.

I e Depirebont Bctrty  [Thowm Fut & Morcte 9] pternrd: (W Gsteract Parci =] [ T T —
Date Raf Tiknt Dscriphion Poated b S ihg T Grabuty Tote Hombor Chargs Aot On R atement
c:l‘ﬁ'l':m:s I 1My =] 4 §30000 £3.90 §14.54 [T Ea k-] N
T ar e . LT~ ] b & (§2mman) 0 (1425 Jouc [ ] ] |
| WENHEE e Gt [T B [T, [ L0 LM
i Wi s 1R Gl o 4500 i p 2o | == i (e B4R
1 s ez Urmpert. M Erdreg (62118 12m ol o R Frm =
1 B | T Tost Mamg filirg 11,0000 o o 1 L0000 13,000.00
[T Bl Forraed — o B B | Sl i i e B
§1,5L 00 | ks 8 D TR §1, 98706
Cuperd Oy X (e ) O 50 faborwe [
Viiom Eeeh [ — TEITE: ] T o L0 48108

The invoice will then show on the account it was transferred to.

P vk Depivaiord Artty  [Show Past i Mon®e | dngosers: [ sbomare parc %] [T Frrpre— =]
[ il Tiket Demitrgien et fub ot iy Tax ety Tkl b (e Vol O S et
A joamoik a8 IHOAY Gl + 0000 L [ BL00 [ AT i
B RS HOFEY et s [ad - Bgel [ IR Rl B2 i) B i 48
TR T TR Conpee st Gl Euss 13680000 L] 126000 gm 13,000 £, 90090
LT TR T sinoriabn 4% Due - Sgrl §00.0 o] §zm ] §a s
WHRIE  anm Teat Meme: Billrg 13,2000 L . T 18,0000 §1, 00000
WHRHE N Comporste Gof [usg 1365000 ] 1R §m 1,00 2,00
B ElaRgis AT Fraa s (g BT B B Bm BT it 7Y
L et ] W [ i B R R ] [ s i B
P an ] (40, 3045 L] gm T TR TR {51081, 98
T sy danociabn 4% Do - Serl §300.0 L0 jzm ] R ] e an
THRIHE Corpoaste Golf Cusy 1388000 LD T §Lm 3,500 3, T
TR 0 France Jhangs WLTT ] B B MOLTT T
Famis TR et S [ - el Binm B B B B i 48
T e Ciniute st (ol B 1348000 L0 126150 gm [l ] £,
TR sl Fraree e AT ] B B TR 1 l
BRI 022 o Bi NI 0.0 R, 55T. 35 HI5.557. 95
Cuseni Do (D B Oy 10 [:FE R
L] Vi PR L gum pm gz 200 48 ]

Best Practices

e When performing transfers, ensure documentation to support the transfer is saved, and
easily accessible in the event of a Member dispute.
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Frequently Asked Questions

The invoice | need to transfer is not showing up - now what?

Remember that only Invoices in Posted Batches with a settlement type of Member Charge will
appear for selection. If the batch is unposted, you can edit the Ticket and/or post the batch, and

then perform the transfer.
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