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C- Billing Reciprocal Charges to Members

Overview

The reciprocal charge feature enables a user to enter an invoice for a reciprocal club and create
the charge for the member at the same time. Once the invoice batch is posted, the system will
create a charge batch under Approve Charge Batches in Membership, which can be posted to
charge the member’s account.

Note: Once the Vendor Invoice Batch is posted and the membership batch is created, there is
no longer a connection between the two batches. Changes to the membership batch will not
affect Accounts Payable. Any service fees charged to the members for processing reciprocal
charges would be done through the Membership module as a separate Member Charge.

Use Case(s)

e Grand Key Club has a reciprocal agreement with another private Club (West End Club),
allowing their members to play one another’s golf courses on an arranged basis. Mr.
Smith (a Grand Key Club member) played West End Club’s course last week. Grand Key
just received an invoice from West End for Mr. Smith’s round. Grand Key enters the
invoice to pay the West End Club, and simultaneously bills Mr. Smith for his play.

Create a Reciprocal Charge

Access the Invoice Receipt screen by selecting Accounts Payable from the user menu and
choosing Enter Vendor Invoices (the invoice entry screen).

Accounts Pavable «

%Y Manage Item Receipts =

Wl Manage Yendor Invaices

W Manage Credit Memos

% Pending Memorized Invoiges
( ¢4 Enter Yendar Invoices g

WU Pay Bills

% Print Checks

%) void Checks

-

9 Club Inteligence
' ﬁ Accounts Payable '
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Follow instructions for Standard Invoice Entry. Complete the heading of the Invoice Receipt
Screen.

Under Type option, select Member.

(82 Edit ¥endor Invoice (Unpaid)

u o |@|

Wendaor:  Brook Hollow Golf Club 'k_.'{' Find Item Receipts

Inwaice Murmber: 5013

vendor Address: 8301 Harry Hines Bhvd. Terms:  MET30
Dallas, MM 75235-

o . Invoice Date:  5/4/2017

Due Date:  6/3/2017

Cn Hold Prepaid Invoice Amount: $153.85 o

[T Create Memorized Invaice

O Every ILast "I days of the manth until

Type Mame Drescripkion Quankity Armounk Takal DE

1 $153,85 £153,65

Item
Accaunt
Zomment

Then, in the name section, select the member to be charged. Use the lookup feature for
assistance. Once Member is located, double-click to select and populate the Name field.

On Every ILast vl davs of the month until

Tvpe Marne

#*

s Lookup Yalue

2 v

Member Mumber +  Firsk Mame Last Mame Member Type
I

a0l Duane Clancy iscellaneous
a40 CDuane Pearson p-Corporate Golf

Descripkion CQuiankiky Arnounk Total DE
o 3 Member 1 $153.85 $153.85

The Description will default to Vendor Name. This will display on the member statement, and

can be adjusted if necessary. Leave Quantity at the Default. Enter the Amount of the Charge,
and click, Save and Close.
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<$J Edit ¥endor Invoice {Unpaid)

H &

Wendor:

€

Brook Hollow Gol

vendar Address: 8301 Harry Hines BN
Dallas, MM 75235-

On Hold Prepaid

" Create Memarized Invoice

Type Mame
I Member [34D] Pearson, Duane

#*

Conback:  (Rlonat

4| | Find Item Receipts

On Every ILast 'l days of the month until

Descriptinn

Invoice Mumber: 5013
Terms:  MET30
Invaice Date:  5/4/2017

Due Date:  6/3/2017

Irvaice Amaunt:

Cuiankit Amount Total

$153,85

Brook Hollow Golf Club

1

()| Memn:

Taokal:

$153.85

Click Finish, and proceed to post batch.

5 vendor Invoice Wizard 7l x
E
f Yendor Invoice Wizard
[ Step 2: Add Mew Vendor Invaices
Invoice Mumber ‘ ‘Wendaor | Invaoice Date | Amaount Due |
50135 Brook Hollow Galf Club Sf4jz017 $153.85
&
=
li
E
fh
K
k Close Memorized Import MDD Import Flat
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"= Post Batch Preview

2 8| @ %

- Edit Batch Motes | Post Batch Expand Al Audit Log

Wendar Invoice Batch Posting Summary
[ | Batch Control Mumber: Preview Only
Activity Date: 5/4/2017

1 o 1 '\ A IE R - Find | Mext
Clubsoft Acceptance Server

club@ssential

| PREVIEW ONLY
! GfL Posting
[ |Account Debit Credit
00-200 Accounts Payable $0.00 415385
5-460 Other Club $2 Charges $162.85 3000
Paosting Total $153.85 $153.85
Yendor Invoice Details
Vendor # Vendor Hame Invoice # Invoice Date  Due Date Amount Te Pay
BROOS0 Brook Hollows Golf Chub 5013 Bd/2m7 B/3/2017 $153.85
Total:  $15385
Notes
B/4/2017 S0 AW Page 11

Post Charge Batch to Member Account

Once the invoice batch has been posted, the system creates a charge batch under Approve
Charge Batches in Membership, which is then posted to charge the member’s account.

Select Membership from the user menu and choose Approve Charge Batches.

Mermbership « .. ? Club Inteligence 'jMana
F
%3 Print Member Statements |~
ﬁ Accounts Payvable L5
3 Clear Minimum Adjustments L =
f = Refre:
43 Clear Custom Biling Sched. .. Events
43 Invaice Transfer Wizard o
“ Emplovess ast Marr)
45 Paymerk Transfer Wizard
lontes)
[
(‘;‘ Approve Charge Batches \4-) Gerersl Ledger aw
e =
%/ Approve Payment Batches X
Guesks ronan
%7 Approve Credit Book Batehr - =ddon
A . Guest Rooms parad
_HMO
Club Inteligence g g
; D Marketing el
ﬁ Accounts Payable ‘ rd lowud
\“"' : I Member ship ‘eems
e =
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A new batch will auto-populate based on the Invoice Batch. Click to select the batch and

choose Post Batch.

? Approve Charge Batches 3¢ 2
Hare
[ ‘T | — = -

._i L‘/ x ﬂ\?:;l\; \ﬁ) D - I'\‘_)_’/’I Search:

Mew Edit: Delete  Expork Refresh  Clear Filker  Active Post Batch ) Edik Bakc Refresh GL Help
Transaction Date - Batch Control Mumnber Amount Posted Batch Locakidn POS Batch Posted Date Moke Invoice Batch Type
EF 05/04,;2017 SI08425 $153.85
05/01/Z017 SI0g4z4 $45.36 Food & Bev =
04/28/2017 5108423 $19.00

This will open the batch for review. Select Post Batch after review is complete.

? Approve Charge Batches 3¢
Horme SI0E425 X
! o
2 [T O ®
Edit Batch Maotes | Paost Batch Expand &l Audit Log
1 of 1 GARE="NIE Nl AT - Find | Mext
Clubsoft Acceptance Server
Quick Charge Batch Posting Summary ® .
Batch Control Mumber: Preview Only c I U b : — ’ S S e n t l c '
Activity Date: 542017
PREYIEW ONLY

G/L Fosting
Account Debit Credit
00-120 Accounts Receivable $153.85 $0.00
5-480 Other Club $2 Charges $0.00 $153.85
Posting Tatal $15385 $153.85
Quick Charge Details

Mem # Member Item Qty Subtotal S5vc Chg Tax Total
84 Pearsan, Matt 1 $153.85 $0.00 $0.00 $153.85

Totals: 1 $163.85 $0.00 $0.00 $153.85

Maotes

BA4/2017 .07 Ak Page 141
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Best Practices

e Ensure your reconciliation for your clearing or pass-through reciprocal account is

performed timely, to ensure all Member Reciprocal charges have been billed and posted

properly.

Frequently Asked Questions

My reciprocal charge feature is not working! What do | do?

Go into System, System Settings, Accounts Payable tab. Ensure the Reciprocal Member

Charges. Charge Item is populated properly.

ership P03 F‘;xstem II Web  Help

Request | (B S5  System Settings

2y Address Categories
-4

5 Areas

‘%5 Area Categories
S5 AreaGroups

Terms: |METaO0 & Attachment Categories

? Club Inteligence Dashboard % System Settings ¢

£y General
2 secounting
Accounts Payahble

wendor Defaults

") Accounts Receivab

s Guest Room

% Membership

(& Point of Sale

+ ) web Site

» 5 Partner Products
»

i

£ Services

Biarking

Purchase Orders

Eurchace Cwder 2t Brafive

Wendaor Terms:

AP Account:
&y Employes Expense ACcount:
Terms Discount Account:

Mok On File Wendar:

Bank Account:

Reciprocal Member Charges

Charge Irer:

YET30 ONE™3
00-204 AP GOLF oY}
(Mone) G
80-299 olf Shop Sales Discount oY}
Mat on File Ly

[ Disable invaice detai auto-population from previous invaice

[" Disable vendar auto-population from previous vendor invoice

00-100 Premist Bank Operating

¥ allow Zero Dollar Checks

Reciprocal Club Fee

L]
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