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C- Member Payments

Overview

Member Payments allow the user to enter payments into the Office system as they are
received by members. Depending on the club’s operations, there are several payment options
available. These options include Cash/Check, Credit Card, Credit Card Auto Payment, and Bank
ACH.

Furthermore, Clubessential offers web based payments that are automatically synced to the
Office system for reporting purposes. If your club is not currently configured to accept one of
these payments, and you would like to do so in the future, please contact your Account Manager
for additional information.

Use Case(s)

A Club wants to ensure their Member payment experience is seamless for their Members. They
take pride in offering their Members options to pay by cash/check, and/or electronically. During
Member orientation, if the Member chooses to pay by credit card or ACH, they ensure to add this
secure information to the Member’s Profile, and denote whether the Member would like the
payments set to auto-pay. When time to process the payments, having information already on
file helps to automate the process.

Accessing the Tool

To access Member Payments,

1) Select Membership from the user menu, and then choose Member Payments.
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ﬁ Employees
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| Membership «
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C- Member Payments

2) Select, Quick Add.

a2 Lookup Value T

Batch Control Number Transaction Date ¥  Cash Receipt Type Amount Posted i
CRO2047 10032016 Bank ACH $139.53 - ‘I
CRO2046 10/03(2016 Bank ACH $139.53 -
CRO2045 10032016 Bank ACH $139.53 :
CRO2043 09/29/2016 Bank ACH £0.00 r
CRO2042 09/29/2016 Cash £0.00 '
CRO2041 09/29/2016 Bank ACH £9,247.43 !
CRO2040 09/27/2016 Bank ACH §9,297.43 j
CRO2037 09/27/2016 Bank ACH £335.00
CRO2035 09/23/2016 Cash £100.00 f
CRO2034 09/23/2016 Credit Card £0.00 L
CRO2033 09/23/2016 Cash $100.00 L
CRO2031 09/22/2016 Bank ACH £335.00 F
CRO2029 09/22/2016 Credit Card £0.00 :
CRO2028 09/21/2016 Bank ACH £9,185.34 l
CROZ2027 09/21/2016 Credit Card $746.00 :
CRO2026 09212016 Bank ACH $9,185.34 :
CRO2025 09/21/2016 Cash £0.00 -
CRO2024 09/21/2016 £0.00 B
CRO2023 09/21/2016 Credit Card $385.00 X ;
3) The Cash Receipt Wizard will launch.
(Cash Receipt Wizard 3 JLx

Cash Receipt Wizard

Step 1: Select Cash Receipt Batch.
R 3 (“\

Step 2: Select the dateyou wish to use for these transactions.
10/4/2016 -

Step 3: Select Cash Receipt Type.

(None) =Y

Step 4: Select processing method.

Cash Receipt Payments ¥

Automatically add all members with non-zero balances.
-
Note: Balances indude all posted payments.

Only Pracess For Selected Member Type:
Only Process For Selected Member Group:
Step 5: Select dats entry mode options
¥ Populate Check Amount with Members AR Balance
@ Member's AR balance as of last statement date induding any posted payments.
' Member's AR balance as of current batch date.

Step 6: After making your selections, dick on Next to continue.

Close Next

Cash Receipt Wizard

The Cash Receipt Wizard is designed to help simplify the payment entry process. Please see
instructions below.



C- Member Payments

Cash Receipt Wizard - Screen 1 (Payment Specifications Screen)

To enter a new payment, please follow the below steps in sequential order.

Step 1 - Select the Cash Receipt Batch. When creating a new batch, the system will default to
the next available batch number.

Cash Receipt Wizard

Step 1: Select Cash Receipt Batch.

CRO2020 al

Step 2 - Verify the Transaction Date. This is date the transaction will post to member’s account
and to the General Ledger.

Step 2: Select the dateyou wish to ar these transactions.
qg,a'z 1/2016 v

Step 3 - Select the proper Cash Receipt Type by selecting the lookup. Cash Receipt Types

specify which GL account to debit, and the payment type to process.

Step 3: Select Cash Receipt Type.
(Maone) i,

ot Lookup Value e e o e
Search: k' 4 o Quick Add
MName Description

Cash Cash/Check
Credit Card Credit Card
Bank ACH Bank ACH

Step 4 - Select the proper Processing Method.

For Cash Receipt Type, Cash Receipt Payments processing method should default, therefore,
move to Step 5.

Step 4: Select processing method.
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C- Member Payments

ACH Payments - Bank Account information can be stored on the member’s profile for

payment purposes. This option should be selected when utilizing ETS, or Open Edge for
ACH processing.

Automatically add all members with non- zero balances that are configured for Auto-
Pay - If checked, when the user clicks Next, all members who are configured for Bank
Account auto payment (Bank ACH) will populate on the next screen. If checked, Step 5 is
Null, continue to Step 6. Furthermore, if this box is checked, the user has the ability to
narrow the payment batch down to a certain Member Type or Member Group.

Step 4: Select processing method.
Q.-!'.CH Payments hd

automatically add all members with non-zero balances that are configured
2 ~ Auto-Pay.

Only Process For Selected Member Type: | | (Mone)

Only Process For Selected Member Group: % (Mone)

Credit Card Payments - Typically, credit card information is stored on the member’s profile for
payment purposes. However, credit card auto payments, and manual credit card payments are
accepted if the club is configured as such. This option should be selected when utilizing ETS,
Open Edge, or Shift 4 for credit card processing.

Automatically add all members with non- zero balances that are configured for Auto-
Pay - If checked, the system will automatically populate all members who are configured
for credit card auto payment on the next screen. If checked, Step 5 is Null, continue to
Step 6. Furthermore, if this box is checked, the user has the ability to narrow the
payment batch down to a certain Member Type or Member Group.

Skep 4: Seleck processing method.
GCFEE"'I Card Payments Manual Credit Card Entry Cnly

O_E Automatically add all members with non-zero balances that are configured For state

auko-Pay,
Only Process For Selected Member Type: | (Mone) k_Ah
Cnly Process For Selected Member Groupl,  (Mone) l‘-‘:a

Manual Credit Card Entry Only - If a member does not have a credit card on file, and they

would like to pay by credit card, check this box to enable manual entry of the Member's
Credit card number.

Skep 4 Select processing mekhod,
ICFEE"'I Zard Payments * | W |Manual Credit Card Entry Only
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C- Member Payments

Export NACHA File - This option can be utilized to accept direct ACH payments from
Members without the use of an intermediary processor (such as ETS or Open Edge). For more
information on this processing option, please see reference guide on NACHA Payments.

Step 4: Select processing method. NACHA Settings

Export MACHA File e\‘ File ID: I
r Automatically add all members with non-zero balances that are configured for statement Comparny ID: I
Auto-Pay.

MNote: File 1D can also be called Crigination ID.
Please check with your bank for appropriate
values for these fields.

Only Process For Selected Member Type:

Only Process For Selected Member Group:

Step 5 - Select data entry mode options.

Populate Check Amount with Members AR Balance - Checked by default, the check amount on
the next screen will equal the member’'s AR Balance due. This is used to help quicken the
payment entry process.

A) Member’s AR balance as of last statement date including any posted payments - If
selected, the check amount entered on the next screen will be equal to the member’'s AR
balance as of the last statement date. This is the preferred option.

B) Member’s AR balance as of the current batch date - If selected, check amount
entered on the next screen will be equal to the member’s AR balance as of the current
batch date.

Step 5: Sels 1 hta entry mode options
Fopulate Check Amount with Members AR Balance

{¥'| Member's AR balance as of last statement date induding any posted payments.

| Member's AR balance as of current batch date.

Step 6 - Click, Next.

Step 6: After making your selections, click on Next to continue.

Close
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C- Member Payments

Cash Receipt Wizard - Screen 2 (Payment Entry Screen)

The following Payment Entry screen will appear next based on selections made in Screen 1

of the Wizard. The Payment Entry screen is used to specify the member, payment amount, and

the AR account.

Cash Receipt Wizard 2 x
| Cash Receipt Wizard
Enter Cash Receipts | Current AR Balances |
Member | Check Dat |Check No. | Amount 7| P | Ledger 7| | [ARName BalanceDue | Remaining
* $0.00 $0.00
[ $0.00
Distribute Payments
Amount To Transfer: $0.00
Destination AR: | (None) =
Apply
Close Import From CSV @ Back Finish

Cash Receipt Payments

For Cash Receipt Payments please follow the below instructions:

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

Cash Receipt Wizard

/o Enter Cash Receipts

[ Curre
| Member kDat 7| Check No. 7| Amount 7| P 7| Ledger 7 |ARName
# (Mone) L;Q
| $0.00
o2 Lookup Value x
Search: | carr E 4 [=% [Nen Cash Receipt]

Member Number

| Full Name

(1308

Carrie Seddon

00292
00396
00622

NNET7T

Jason Carr

Carrie Rodgers
Carrie E. Byrd

W Chiord Parr
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C- Member Payments

The member’s AR Balance will populate on the right side of the screen.

Cash Receipt Wizard ] X
| Cash Receipt Wizard
Enter Cash Receipts | Current AR Balances \
| Member | Check Dat | Check No. 7 Amount 57| Ledger Y| |AR Name Balance Due R
b (1308 Se o 0872172016 $485.00 | Accounts Receivable b Accounts Receivable $485.00 $0.00
$485.00 $0.00

*

$485.00 /

2) Enter the Check Date. The system will default to the date the payment was entered.
3) Enter the Check Number of the check received. Cannot be left blank.

4) Enter the Amount of the check. If specified in Step 5 of previous screen, the system will
automatically enter the AR Balance due of the member in this field, however the amount can still
be edited if this not the correct payment amount.

5) The Primary AR Account linked in System Settings will populate into the Ledger field.

Enter Cash Receipts |

|I"-'Iember V|Chec:k Dat V|Chec:k Mo V| Amount V| Ledger i
p [1308] Seddon, Carrie 092172016 25656 548500 Accounts Receivable :)
*
N $485 00

Enter additional payments on the next line as applicable.
Bank ACH Payments

If Automatically add all members with non- zero balances that are configured for Auto- Pay
was checked in Step 4 of the previous screen, the payment entry screen will list all members in
the system who are configured for Bank ACH payment.

The Member(s) will pre-populate, Check number will say ACH for reporting purposes, the
payment amount will be equal to the AR balance due of the member, the payment field will
populate the bank account on the member’s profile, and the Ledger field will contain the Primary
AR Account linked in System Settings.
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C- Member Payments

Cash Receipt Wizard ? [ x
| Cash Receipt Wizard
Enter Cash Receipts | Current AR Balances
| Member | Check No. W Mu_:_m?"aymt ' | Ledger 7| FR Name | Ballance Dus | Remaining
» [00153) Wise, Staphen D. ACH $60.00 4321  1200-000 Accounts » l Accounts Recevable $60.00 $0.00
[00100) Abbot, Russty ACH §780534 ——E789  1200-000 Accounts Recenvable s e
[1120] Yourg, Chris A&CH $38500 =E78% 1200-000 Aeeeunts Recenable
[B500] Skaggs. Sharon ACH $83500 =242 1200-000 Accounts Recesvable
*
$9.185.34
Distribute Payments
Aenaunt Ta Transfer:
Destnation AR:
Close Caphure Funds 2] Back Fiish

Please verify that all payments in this screen are correct before moving to the next step.

Capture Funds

Once all payments have been verified, the funds for the payments must be captured from the
member’s bank account. To capture these funds, select Capture Funds at the bottom of the

payment entry screen.

Cash Receipt Wizard ? | x
[ Cash Receipt Wizard
Enter Cash Receipts | Current AR Balances
Vl Membes 7| Check No. ¥ Amcunt 7| Payment * W Ledger il AR Name | Balance Due _ Remaining
»|  100153]wise, Stephen D. ACH $60.00 4321 1200-000 Accounts Receivabl | ¥ [ Accounts Recervable $60.00 $0.00
[00700] Abbet, Rusty ACH §790534 —E789 1200000 Accounts Recevable ASO 0.8
[1120] Young, Chris ACH $38500 —E7E 1200-000 Accounts Recervable
[B500] Skaggs. Sharon ACH 583500 —2452 1200-000 Accounts Receivable
*
$9.185.4
Distribute Payments
Amaunt To Transfer:
Destnation AR:

Funds that have been captured

successfully will have a gray checkmark to the left of the

Member’s name. Funds that have not been captured successfully will have a red X to the left of
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C- Member Payments

the Member’s name.

(Note: NACHA payment process differs from the above. For more information on NACHA
processing, please see reference guide on NACHA Payments.)

Credit Card Payments

Again, credit card information is typically stored in a member’s profile. This gives the club the
ability to charge the card at the expense of the Member’s request without having the physical
credit card present.

1) Select the Member by selecting the lookup, or simply begin typing the member’s name.
2) Enter CC as a reference to Credit Card in the check number field.

3) Enter the amount of the payment. If specified in Step 5, the system will automatically enter
the AR Balance due of the member in this field, however the amount can still be edited if this is
not the correct payment amount.

4) Select the credit card on file under Payment by selecting the lookup.

5) The Primary AR Account linked in System Settings will populate into the Ledger field.

| Cash Recelipt Wizard
Enter Cazh Receipts /'1 Ci

| Vl tdember Vl Check Mo. Vl .&mount?l Papment Vl ger K AR Name
» 572]Wan Hook, Thomas CCc $482.06 (Mone) | (@Y Accounts Receivable b Accounts Receivable
i Lookup ¥alue (Double Click or Press Enter To Select A ¥alue) x

[

Search: | | [

Desc... | Card ... Exn’m‘&xnirat... De,.. | Max Char.., |Recor... |Creat... Crea.., LMEm...
: & 2013 0,00 0o, o ::)

bbbk

Enter any additional payments as applicable.
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6) Once the payments have been entered, the user must charge the credit card before
proceeding. To charge the credit card, select Capture Funds at the bottom of the payment
entry screen.

Cash Receipt Wizard 2 x

| Cash Receipt Wizard

Enter Cazh Receipts Current 28 Balances
| V| Member | Check Mo, 7 Amount 7| Payment 7| Ledger il AR Mame Balance Due Remaining

[572]an Hook, Thamas CC 348206 Visa Accounts Receivable » Accounts Receivable $482 06 $0.00
N $482.06 $0.00

»
*
| $482.06

Distribute Payments
Amnount To Transfer:

Destination AR

Close @ Bark Finish

Capture Funds

Funds that have been captured successfully will have a gray checkmark to the left of the
Member’'s name. Funds that have not been captured successfully will have a red X to the left of
the Member’s name.

Credit Card Auto Payment

If Automatically add all members with non- zero balances that are configured for Auto- Pay
was checked in Step 4 of the previous screen, the payment entry screen will list all members in
the system who are configured for Credit Card Auto Payment.

6) The Member(s) will pre-populate, Check number will say CC for reporting purposes, the
payment amount will be equal to the AR balance due of the member, the payment field will
populate the Credit Card on the member’s profile that is configured for Auto Pay, and the Ledger
field will contain the Primary AR Account linked in System Settings.
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C- Member Payments

Once all payments have been verified, the funds for the payments must be captured from the
Member’s credit card.

To capture these funds, select Capture Funds at the bottom of the payment entry screen.

Cash Receipt Wizard 2 X

| Cash Receipt Wizard ‘

Erter Cash Paceipts Current AR Balances ‘

I V| Member W Check No. ¥ dmount T Faymeni W Ledger v AR Name Balance Due Remauning

b Evanbock Thems:  cC 4672000 \ims Arcout: Pecsiyable b Accounis Feccivatle $6.7200 0.0
[506] Seddon, Cama C iss Aizools Rectiva e $5, 72000 30 00
|3362] Harlley, Emenila CC $1.300.00 Despooves Accounts Aeceivable
1567 1 Jackson. 5amuel CC $147500 MasterCard  Accounts Recaivable

$12.48000

Distribute Payments
Amount To TransFer:

Deestination AR

Close Capture Funds @ Back Finish

Funds that have been captured successfully will have a gray checkmark to the left of the
Member’'s name. Funds that have not been captured successfully will have a red X to the left of
the Member’s name.

Manual Credit Card Payments

If a member does not have a credit card on file, and they would like to still pay by credit card, the
user can enter the Member’s credit card information manually. Please be sure to check the
appropriate box in Step 4 of the previous screen.

Please follow the same steps above when entering a credit card payment. However, where you
would typically select the credit card on file, please select, Enter Card. The user can then
manually enter the member’s credit card information, and select Charge Card.

If the user has a credit card reader attached to their terminal, they may swipe the card,
otherwise, select Edit and manually enter the card information.
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‘ Cash ReceiptWizard

Enter Cazh Receipts
| V| bl ember | Check Mo, Amount =7 i
[572] Wan Hook, Thomas [ 4820

4
*

Card Mumnber: Edit
E=p Month:

Exp*vear

LW

Zharge Card

Credit cards that were charged successfully will have a gray checkmark to the left of the
Member’'s name. Funds that have not been captured successfully will have a red X to the left of
the Member’'s name. Capture Funds does NOT need to be selected as the card has already been
charged.

When entry is complete, click Finish.

Distribuke Pavments
Amount To Transfer:

Deskination AR

Capture Funds @' Back.

Batch Exit and Re-Entry

Note: To exit batch prior to batch completion, click Close at any time. Batch will automatically
be saved, and can be re-opened by selecting Member Payments and choosing the appropriate
batch from the lookup list.
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Print Deposit Slip

Once Finish has been selected, system prompt “Would you like to print a deposit slip?” will
appear.

Print Summary

Would you like to print a deposit slip summary?

Click Yes to load the Cash Receipt Deposit Summary, and select printer icon to print the deposit
slip. After the slip has printed, close the Cash Receipt Deposit Summary and the Payment Batch
will generate.

o Cash Receipt Deposit Summary

Report Settings: (Default) - H Save Current Setkings elete Selected Setting Malke Public {_':_)E
Year: [2016 | Month: |September |
Batch Number: |CRO2071 - 8/22/2011 ¥ |
1 of 1 v @.—I Al - 100% - Find | Next

Clubsoft Acceptance Server

Cash Receipt Deposit Summary

Batch: CRO2071 - 3/22/2016 c | U b @ s S e n t i O |‘

Member Check Number Amount
CRO2071 - 9/22/2016

[ 572]WanHook, Thomas 8556932 $482.06

Total $482.06

& 407 Nic

Click No to proceed directly to generating the Payment Batch.
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Post the Payment

Payment batch will appear for batch review. Verify the GL posting is correct and select Post

Batch.

= past Batch Preview

7z (970 %

Edit Eatch Mates | Post Batch Expand 8l  Audit Log

1 of 1 b M| 4 A E Pt O
Clubsoft Acceptance Server
Cash Recesipt Batch Posting Summary
Batch Control Mumber: Previews Only
Bctivity Date; 3/22/2016

100%s

PREVIEW ONLY

club@ssential

Payments will post to Member accounts as noted in this Member’s Profile.

G/L Posting
Account Debit Credit
@ 00100 Preméer B ank Operating $4082.06 $0.00
@ 00120 Accounts Receivable $0.00 $482.06
Posting Total $482.06 $482.06
Cash Beceipts
Member Check Date Check # Check
Amount

[ 572 Thomas Van Hook, g/22/2M6 aaEe932 $482.06

Totals: $482.06

¥ Includs Dependent Activy |how Fast 6 Months ¥ Statement: [all statement Perods AR Ledoer: [ <all Ledgers> =]
Date = | Raf Tickat Description Posted Sve Cha Tax Gratuity Total Member Charoe et O Statement
[=-2 SIZZIZ016 B556932 8556932 (§482.D6) £0.00 $0.00 £0,00 [ $4562 06} ($482 ,06) :::
I af21j2016 425966 125320 Galf "4 $450.00 F0.00 §32.06 $0,00 $462.06 §462,06
I gfsifzoie 415052 Unspenit Minimum Endng 08/31/16 $35.00 $0.00 $0.00 $0.00 $35.00 $35.00
T 8f31/2016 417648 Test Memo Billng 4$1,000.00 £0.00 $0.00 $0,00 §1,000,00 $1,000.00
* 111500 == Balance Forward = W $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$1,002,94 0,00 $32.05 $0.00 $1,005.00 $1,005.00
Cunent Dver 30 Over 60 Dver 30 Easlance Due
Wiesy Aging Wiew Payments $0.00 £0.00 $0.00 £0.00 $0.00
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Editing Posted Payments

All Payment Batches can be unposted unless they are flagged within a bank rec, in which case
the system will not let the user unpost the batch. However, please keep in mind when unposting
Bank ACH and Credit Card Payment batches, the amount of these payments cannot be edited
because the funds have already been captured.

The user can only refund Bank ACH and Credit Card Payments after they are unposted.

Refunding Bank ACH and Credit Card payments is covered in a separate section of this
document.

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

08/30/2016 1804
08/18/2016 2046
08/17/2016 2045
08/15/2016 2044
08/03/2016 2042
08/02/2016 2041

%/ Approve Charge Batches

(@)

Approve Payment Batches

|

=

“\? Approve Credit Book Batches

-

H H

Club Inteligence

@ Accounts Payable

5

'S

Show More Butkons

&

Show Fewer Butkons

Add or Remove Butt

Events Membership

Items

- Point of Sale
,!i Inkteractive Reparts

ﬁ Employees

k"@"j General Ledger

P fT f1 f1 f1 f1 f1 f1 f1 (1 f1 1 M M M M ;o o;

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

% Approve Payment Batches X

Home
3 & S 0 9 % | 918 €@ ..
New Edit Export  Refresh Clear Filter  Active Unpost Batch | Batch Report Help
Transaction Date ~ (-] Cash Receipt Type [-| Batch Control Number - Amount Posted Posted Date
09/22/2016 Cash CRO0O2030 $385.00 v 09/22/2016
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In addition, once a Payment Batch is unposted, the edits can only be made within the Cash
Receipt Wizard found via Member Payments. Select the unposted Payment Batch from the

lookup and make the necessary edits.

Membership « %) Manage Members X |
Home |
M Memb: .
iu it a7 Lookup Value -
2 Member Charges Search: B k4 ¥ Quick Add
| Batch Control I‘g,mﬁ'e,r Transaction Date v  Cash Receint Tvpe Amount Posted
r 4 Ol =
" Member Credit Book @30 09/22/2016 Cash Sinll -
CRO2029 09/22/2016 Credit Card $0.00
ﬂ Credit Book Expiration CRO2023 09/21/2016 Bank ACH §9,185.34
& Gf Card Expirat CRO2027 09/21/2016 Credit Card $746.00 [
. CRO2026 09/21/2016 Bank ACH $9,185.34 O
€5 Month End Wizard CRO2025 09/21/2016 Cash $0.00 O
Select, Next to move to the payment entry screen.
Cash Receipt Wizard ? i
Cash Receipt Wizard

Step 1: Select Cash Receipt Satch,

Erozo30) =y

Step 2: Select the dateyou wish to use far these transactions,

9/22/2016 vl

Step 3: Select Cash Receipt Type,
Cash Q,

Step 4: Select processing method.
Cash Receipt Payments 'I

Automaticaly add all members with non-zens balances.
Mote: Balances indude al posted paymenis

Only Process For Selected Member Type:
Only Process For Selected Member Group:
Step 5: Select data entry mode options
¥ Popuate Check Amount with Members AR Balance
F Member's AR balance as of last statement date ndudng any posted payments.
" Member's AR balance as of current batch date,

Step 6: After making your selections, click an Next ta continue,
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Make any needed adjusts to the payment, select Finish, and proceed to post the batch as

normal.
Cash Receipt Wizard 2 x
| Cash Receipt Wizard |
Enter Cash Receipt= Current AR Balances
|Mellber W|Check Dat ¥ Check No. 3 Amount v Ledger v AR Name Balance Due Remaining
b [1308] Seddaon, Carrie 092272016 456456 1200-000 Accounts Receivable » | Accounts Receivable $385.00 s1oom|
* $385.00 $100.00
Distribute Payments
Amount To Transfer:
Destination AR
Close Import Fromcsv | @)

Refunding Bank ACH and Credit Card Payments

To refund a Bank ACH or Credit Card Payment,

1) Navigate to Approve Payment Batches and unpost the batch with the payment that needs

refunded.

"/ approve Payment Batches ¢

Home

] e

@7‘@5@

'\‘ﬁ

L

9

"‘QI Search:

Mew Edit Delete  Export Refresh  Clear Filter  Active ost Batc Ed Date Unpost Batch ) Batch Report Help
| Fansactiol bl L = rol r w1 Amount > | Posted |1 Post o ~ | Lash Hedept 1vpe [~ | L dified By |~/
U‘szzfztllﬁ 2066 CRDZ066 - $482.06 'f 3 CREDIT CARD :;iﬂ:@
09/14/2016 2059 CRO2059 $50.00 3 CREDIT CARD ADMINISTRATOR
09/13/2016 2052 CROZ0SZ \o 41,000.00 0 acH ADMINISTRATOR
08/30/2016 2050 CRO20S0 $16.81 3 CREDIT CARD ADMIMNISTRATOR
= 08/30f2016 16804 CRO1604 47,800.,00 0 CASHJCHECK ADMINISTRATOR
08/18/2016 2046 CRO2046 $20,000.00 \/ 08/29/2016 0 CASH/CHECK ADMIMISTRATOR
08/17/2016 2045 CRO2045 £500.00 y" 08/17/2016 0 CASH/CHECK ADMIMNISTRATOR
08/15/2016 2044 CRO2044 $600.00 f 08/17/2016 0 CASH/CHECK ADMINISTRATOR
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2) Navigate to Member Payments and select the unposted batch from the lookup.

Membership

%) Member Charges

%) Member Payments

= Member Credit Book

¢ Credit Book Expiration

¢ Gift Card Expiration

43 Month End Wizard

€3 Print Member Statements
€3 Clear Minimum Adjustments

€ Clear Custom Biling Sched. ..

w2l Manane Purchase Crder

HEHEBEH
fa

I B o Intelinence Dashhoard

I #4 Manane Memher

I B £ enartinn Dashhnard

Ll | ookup ¥alue

e

3) Select, Next to proceed to the Payment screen.

Cash Receipt Wizard

T
earch: k' & Quick Add
Batch Control Mumber Transaction Date * Cash Receipt Type Arnount Posted

CROZ0EE 10/03/2016 CASH/CHECK $0.00 [ -
CROZ051 10/03/2016 CASH/CHECK $0.00 D
CROZ080 09/29(2016 CASHCHECK $1,000,00 O
CROZ075 09/23f2016 CASHICHECK $600.00 O
CROZ077 09/23{2016 CASH)CHECK §1,402.25 O
MJCROZ07E 03(23/2016 $0.00 |
i 75 09/22/2016 CASH/CHECK $0.00 D
[CRO 09/22/2016 CREDIT CARD j8206 > [
CROZ059 09/14/2016 CREDIT CARD $50.00 O
CROZ052 091312016 ACH $1,000.00 O

7 x

Cash Receipt Wizard

Shap 1! Salact Cash Recaipt Batch.

=

gj2zfz0l6 vI

Shap 3: Select Cash Receipt Type,
CREDIT CARD l.i&

Shep4: Select processing method.

AustoePay,

Shep 5: Select data entry mode options

Cose

Step 2 Salect the date vou wish to use for these transactions,

I'-‘f‘dl Card Paymants 'I ™ Manusl Cradit Card Entry Only

fugtomaticaly add all members with non-zero balances that are configured For statement

Only Process For Selected Member Typet

Only Process For Selected Member Group:
¥ Populate Check Amount: with Members AR Balance

7 Member's AR balance a5 of current batch date,

Step & Aftes making your selections, chick on Next to continue.

% Member's AR balance as of last statement date including any posted payments.
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C- Member Payments

4) Select the arrow to the left of the payment to refund. Selected Payments will be
highlighted in yellow.

Cash Receipt Wizard a x

| Cash Receipt Wizard

Enter Cash Receipts Current 4R Balances
| Member | Check No. Amount 7| Pagpment <7 Ledger v AR Mame Balance Dus Remaining
[572]¥anHook, Thomas cc $482.06 yzsbxolXN  120-00Accounts Receivable ] 30.00 $0.00
$482.06
Distribute Payments
Arnourt To Transfer: $0.00
Destination 4R:  (None)
Apply
Close Capture Funds (2] Back Finish

5) Click the Delete key on your keyboard.

6) The system will attempt to refund the payment and will indicate whether it was successful or
not in refunding the funds.

7) If the system indicates it was able to successfully refund the payment, the payment line will
be deleted. If only one payment within a batch with multiple payments needs to be refunded,
proceed to refund the payment as normal, and once the single payment is refunded, re-post the
batch for the remaining payments.

Unsuccessful Refund

If the system prompts that the payment was not refunded successfully, call your processor and
have them manually refund the payment. The payment line within the batch will also NOT be
deleted.
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C- Member Payments

Once confirmation is received from your processor that the payment was refunded, re-post
the Payment Batch as normal.

However, as the refunded payment line was not deleted from the batch, you will need to post a
Member Charge to the member’s account using their Payment Adjustment item to offset the
refunded payment.

Best Practices

For Members wanting to make payments electronically, enter credit card or banking information
into the Member’s profile.

Frequently Asked Questions

Can | have multiple payment types in the same batch?

Batches are intentionally limited to one payment type to assist with the processing and the
reconciling of the payments.

| accidentally entered the wrong amount for a cash payment, how
do I fix this?

Unpost the batch using the Approve Payment Batches function. Then, re-open batch (through
the Wizard) to correct payment amount. Re-post when finished.

| accidentally entered the wrong amount for a credit card
payment, how do | fix this?

The full amount of the Credit Card payment will need to be refunded, and then the proper
amount must be charged. Unpost the batch using the Approve Payment Batches function.
Then, re-open batch (through the Wizard). Navigate to the payment entry screen, highlight the
line, and click delete. Success message will be returned. If successful, re-enter proper amount
to charge, and complete batch processing as normal. If unsuccessful, contact Processor to
issue refund, and post a Payment Adjustment item to Member’s account to offset incorrect
charge.
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