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Overview

Please Note: The following Guide is intended for Admin use only.

When Clubs have both the Clubessential Office and Website products, the systems work
synchronously to ensure data in both systems is current, and accurate. Sometimes, however,
discrepancies between the systems can arise. This guide details how the systems and fields
integrate, how to troubleshoot data discrepancies, and best practices to ensure the data is

current and accurate in both systems.

It is important to note, the following key fields are the main fields of record that are located and
sync between the Office and Website products. While syncing of the data can go both ways, in
general it is important to think of the Office system as the main system of record, and typically the

one that will need modified if changes to many of the fields below need to be made.

Synced Fields:

e Member Number and Relationship Code
e Member Type

e Member Status

o Member Name

e Join Date/Membership Begins

e Gender
e Birthday
e Email

e Phones

e Addresses
e Custom Fields
e Member Photo

e Groups

Please Note: Edits to existing data related to address, email, and phone numbers (excluding
deletion of data) may be made by the Member, and changes will sync to the Office system.
Deletions of Member data are NOT ALLOWED on the Website. If the Member wishes to clear
data from one of the above existing fields showing on the Website, the Club employee with
access to the field, will need to delete the data from the Member’s profile in Office on behalf of

the Member.
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Use Case(s)

e Member Jack Jones moved, and wanted to update his address on the Website. Once he

updates his information, the information will also be updated to his Member Profile in

Office.

e The Club Controller got a call from a Member who is not seeing their information on the

Website. The Controller researched why using this guide, and was able to remedy the

situation.

Accessing Toolset to Manage Sync (in Office)

The Club can access the Toolset for managing the sync in Office by clicking on the System tab

(across the top) in Office » System Settings » Website » Clubessential = double click the URL.
The Endpoint Editor will now open.

lSystem |'| Help

"i"i.; I Swstem Setbings

L
Areas

bArea Cateqories

Area Groups

& & & &

Sy Address Categories

atkachment Categaries

I &P club Intelligence Dashboard

I %)) Manage Members

| % Swstern Settings 3¢

i J I‘J

&y General

’@ Accounting

&) accounts Payable
%4 Accounts Receivable
fy Employes

iy Guest Room

=% Membership
Z) Point of Sale
%) teh Site
B Clubessential
Ty Clbsoft Lnks
& CRM

&y Office Cloud

&y Online Payment Portal

b iy Partner Products
by Services

- | T
| Settings | Log |

Inkegration Setkings

Endpoints

Sync Frequency: [ 15

[T Hide web visibilty Optians

DEmadd A Edt B Delete

Mame | clubel
Cffice Staging | http: ol
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The Endpoint designates where the data is going (the Website), and by editing the settings
within the Endpoint, a Club can control which Member Types push to the Web, which status
indicates if a Member should be made Inactive on the Website, which Office groups sync to

the Website, which Employee Types push to the Website, which status indicates that Employees
should be Inactive, which Billing Items Sync to the Website, and which Photos (if any) are to be
shared on the Website. Double-click the endpoint, or highlight the endpoint, and click edit to

view the options below.

lilu.I.Jessentia"I. E.ndpo.i.r.lt E.dil:or

Endpoint Settings
Mame: | Office Staging
Club Url:  htkp:ff ‘alidate
Username:  apiadrin

Password:  club3@olis

¥ Everts in POS ¥ Push Members ¥ Push Member Images
W activities in POS ™ Pull Members ™ pull Member Images
¥ Dining in POS ¥ Push Member Groups ¥ Ppush Employvess

¥ Tee Times in POS ™ Pull Member Groups ™ pul Employess

[" Disable syncing this endpaint ¥ Ignore duplicate emails, phones and addresses

Online Crders

¥ Enable Online Grders in POS
Automatically send online orders to the kitchen 115 'I minutes before pickup,

Itemn Category | Member Type | Resigned Member Status | Member Group | Employee Type | Resigned Emplovee Status | Custom Fields | Svnc | Log

Select POS Item Categaries. ..
Categor Ikern Group [
$10 Menu F&E- Food
Accessary Galf- Accessories
Appetizers F&B- Food |
Balls Golf- Hard Goods
Banguest Non-Tax Banguek
Banguet Beer FiE- Beer

Fields that Sync

Member Number
The Member ID field in Office syncs to the Membership Number/Relationship Field in Axis.

Please Note: Changes to a Member number can ONLY be made in Office.

Member Relationship Code

Member Relationship Code is derived from the extension of the Member number to indicate a
Spouse/dependent. It is not an actual field in Office; it pulls directly from the Member Number

Field.

Office View
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Primary Member

Edit Member

Member [0 777

Scooter Meier

Member Type:  Angie's Test 1 L
Status: Active by Flaver Tvpe: (None.) 'L-«f-, a Mo image data
Title: CL 88 suffic (honed (O |98 Swipe ID:
First:  Scooter Middle: Lask:  Meier
Email: Ismeier@clubessential.com ;] \'} Phane: _v_! Quick Label
Spouse Member
Edit Member
Member [ 7774] Jennifer Meier
Member Type: | Angie's Test 1 ';_.'}
Stabus: | Active 4 Player Type:  (Mone) G Mo image data
Title: CLi9| suffic [(None) |CL 186 Swipe 10
First:  Jenrifer Middle: Last: Meier
Ermnail; i ;I D Fhane: j Cuick Label
Website View

The Website will break the Member Number into two parts; Member Number and Relationship.

For spouse accounts, the relationship field shows 1 - Spouse / Secondary.

Scooter Meier

Membership Number 77
Account Type Family
Membership Level Associate
Jennifer Meier

(CAdA tm T rntaete

Lad to Ao —-LE_i:l

Membership Mumber 777
Account T_;,-pe Famil}'
Membership Level Associate

If the relationship displaying in the Website is incorrect, check the Primary Member’s Office
record to see if the person displaying incorrectly on the Website is correctly labeled as the

Spouse or a Dependent. In Office, both Spouse and Dependents are listed in the Dependents
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area of the Primary Member’s profile. However, the Spouse Member type auto populates the
Spouse in the Spouse Member field. Therefore, if the Spouse is not properly pulled into the

Spouse field, the relationship will appear incorrect in the Website profile.

Home | [777] Scooter Meier 3

4

o Messages
~ 4 Financial Infarmation

%

AR Activity

Eiank Accounts
Billing
Installment Eiling
Credit Book
Credit Cards

Gift Cards
Youchers

Late Fees
inimums
Sponsored Folios
Skakements

-+ ¥y Other
&y Attachments
@ Custom Fields
i Notes

Mames
AlE Mamne:
Farily Title:
Proper Title:
Statement Mame:

Regular Title:

Dates

Approval Date:

EirthDate:

Jnin Dats:

Wedding:
Renew Date:

Resignation Date:

| (7))
R4
2| Membership
Wy Groups Edit Member
T Pictres Member ID: 777
%) Preferences ;
%4 Scheduled Changes EEl il e s dosh =
2 web Settings Status:  Active 4
- 'S':) Communication -
%) Physical Address Title: CLI88| suffic (one) (O |98
% Email Address First: | Scootst
¥z Phone
> Email; |smeier@clubessential.com _:l [

Scooter Meier

Player Type:  (Mang) Sy & Ma image data
Swipe 1D
Middle: Last:  Meler
Phane: I :_I Cick Label
Miscellaneous
Gender! i
Profession:
Memnber URL 1! 0
PIM:
Spouse
Spouse First Mame:
Spouse Member:  [F774] Meier, Jennifer 1= &
Dependents
hix] | First Mame Membe..., Age Bitth Da...
$0.00 -
TFA Jennifer Angie's..., o

To ensure all Spouse Member types are flagged correctly, go to Membership (at the top in CMA)

= Types = right click on the Grid to customize the columns and add the is Spouse field to the

grid. All Spouse Member types should be flagged (Is Spouse field checked). When these are set
properly, new Spouse Members will populate the Spouse Member Area of the Primary Members

profile properly.
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M Edit  Delete

Hamea

S1-RMNMM-3YR-S
EL-RNMM-2YE-5

| 51-Fhr5-3125
EL-RHHG-205
S1-RheE-17E-5 +
E'}RF‘.G'EQ- 5 B
ZL-FULLSEG-S ’
S [-FNMM-197.5 .

| 41-suppe-vR1-5 7
4L-SLMPA-HRE-5 v

| $1-SUMM-YR2-5 ’
F1-SLIMH-YRS-5 «
41-ELIMMH-YRS-5 «
FS00L-TS v
33-TERN-TE-5 v

| 24-500MEC-=

| 13- TENN-E07-5 "
13- GOLF-EGT-5 v
IL-FULL-IMw-5 «
14-5000 l'Elq"": <
35 ALLM-T™R-S <
LL-FULLE57-5 ;

TR o R - T

Member Type

The Member Type field can only be set or changed in Office. When this field is changed in Office,
it will be updated the Member’s Website profile.

Office View:

Edit Member

Member 100 777

Scooter Meier

Member Type: .Associate Golf

(_‘Iﬁ

Status: Active )| Plaver Type: (Nonej L% b 4 Mo image data

Title: CL 88| suffic (Noney (L 9% Swipe I0:

First: | Sconter| ' Middle: Last: Meier

Ernail: Ismeier@clubessential.com j {) Phaone: j Quick Label

Website View:
Membership information
e ®

Membership Number Ty
Accaunt Type Family r
."‘a".e"nnersh:_l: Level Associate ¥

Display Name

Scootar Meier
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Member Status

Member Status (does not show in Website profile as ‘status’, but syncs to Membership Expires
field). All Active status, as defined in the Office sync tool, will display a default date of January 1,
2100 in the Website profile. When a Member’s status in Office is changed to an ‘inactive’ status;
the Sync will push over a Member expiration date. It is very important NOT to DELETE a Member
record in Office before the Sync has time to update the status/expiration date in the Website
profile. The Sync does not include ‘deleted’ Office records.

Office View:

Edit Member
Member ID: | 777
Member Type:  Associate Golf
Status: Active|
Title: L 98 Suffix

First:  Scooter

Email: |smeier@clubessential, com

Scooter Meier

Flaver Tvpe:  (Mone)
Swipe 10

Middle: Last: Meier

Phone:

dy & Mo image data

Quick Label

Website View:

Scooter Meier

|l'- -:--—- ..-- - g 1
LAda to O ] EJ:'
Membership Mumber

4 )

Account Type

i
Membership Level

Member Since

77

Famil}r
Associate

June 28, 2018

.
Membership Expires

January 1, 2100

Member Name

Member name fields include: Title, First, Middle, Last, and Suffix. The Member name fields can
NOT be edited on the Website (they are locked). These fields can only be changed in Office.

Office View:
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Edit Mermber
Tember 10:

Member Type:

e

Associake Golf 'S

Scooter Meier

Skatus: Active| L4 Player Type:  (None) (ORE 4 Mo image data
Title: CLI3E suffic  (None) O 82 Swipe ID:
First:  Scooter Middle: Last:  Meier
Email:  |smeier@cdubessential,com j \) Phaone: LI Cuick Label
Website View:
Title
Erist-Name Scooter
Middle MName
Lost Wome Meier
Suffix

Join Date/Member Since (Web Label)

Join Date or Member Since will impact whether an account shows active on the Website. If the
join date is set for a future date, until that date arrives, the Member’s Website record will be

inactive, and will not display

Office View:



Edit Member

Member I0: 777

Member Type:  Associate Golf L,
Skatus:  Ackive Q,
Title: Ci 9| ouffic | (Noney (G188

Firsk: Scooker

Email: |smeier@clubessential cam

Marnes

Al Marne: |
Farnily Title:
Proper Title:

Skatement Mare:

Regular Title:

[Dates

Approval Date:

BirthDate: 7/31/1935

Join Date:  &J28)2018

Yedding:
Renew Date:

Resignation Date:

B &

Ager 32

Scooter Meier

Plaver Tvpe: | (Mone)

Siwipe 1D

Middle:

Fhone: r—

Miscellaneaus

Profg

Member

Spouse

Spouse Firsk |

Spouse Ma

Dependents
1 -

0.00
¥ FIrA
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Website View:

Scooter Meier

(Add to Contacts ga)

Membership Mumber FiFd

Account Type Family
Membership Level Associate
I."lr’.e"r.l:uer Since June 28, 2018
Membership Expires January 1, 2100

Gender

Gender will display M/F or N if not assigned in Office. This can be changed in either Office or the
Website Profile and changes will Sync in both directions.

Office View:

Edit Mermber

Member IDv - 777

Scooter Meier

Member Type: | Associate Golf : BN
Status; Active L4 Player Type:  (Mone) | i Mo image dg
Title: o 88| ouffix (Mone) (CL 18R Swipe 100 |
Firsk:  Scooter Middle: Last:  Meier
Email; |smeier@clubessential.com j CV} Phane: I j Quick Labg
Mames Miscellaneous
Alt Mame: Gender: Male .
Farily Title: Profession:
Website View:
Demagraphic Information
Birthdate T7/31/1985
GE’l"G‘E‘l’ MH|E ¥
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Birthday

The Birthday field can be configured to Sync in both directions; however we advise that Clubs do
NOT allow Members to change the DOB in the Website and typically lock that field. If a Birthday

is not set in Office, the Website field will display a default date of 1/1/1900.

Office View:
Datkes
Approval Date; -
EBitthDate:  7131/1985 *  Age 32
Join Date: | 6f28/2018 - $0.00
Website View:

DE‘ "ﬂ'ﬂ':"IIIIDH Ic ll’.il'-C rmation

Birthdate 7/31/11985

Emails

CE Syncs two addresses by default per Member. Email addresses can be edited on the Website

Profile and will Sync back to Office.

Please Note: Can Sync up to 3 emails if requested, but not common.

Office View:

Home | [777] Scooter Meier 3

HE@ @ e

+ =4 Membership
‘:{;.J Groups Edit Member
ux'-ﬂ Pictures Member 10 777
% Preferences
% Scheduled Changes

) Web Settings Status: | Ackive
- "“j Communication

Member Type; | Associate Golf

% Physical Address Tide: L4898 Suffix

Eo] Email Address First: | Scooter

A

{Mone) L4 b 4

“ij :1:2;.35 Email: “@rlubessential, com
+ i Financial Information
) AR Activity

*'f-j Bank Accounts
% Biling
%) Instalment Biling B 4 8

%) Credit Book

\'f‘,j Credit Cards Ernail Address
%) Gift Cards : mclubessential.com

k- J_L Ve imbere

B 2

«  Is Default

¥4

My
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Website View:

Scooter Meier

(Add to Contacts §a)
Membership Mumber

Account T;xl:-e
Membership Level
Member Since

Membership Expires

Display Name
Title

First Name
Middle Mame
Laost Name

5 LIIIJ'E' X

777

Family
Associate

June 28, 2018
January 1, 2100

Scooter Meier

Scooter

ME;ET

EDIT THIS USER

Email F1

Email £2

{iclubessential.com

Phones

Clubs can Sync up to 4 phone categories. In Office, the categories are: Home, Business, Fax,
Mobile, Other. Changes can be made in either system and will Sync in both directions.
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Office View:

Edit Member
Member ID: 777

Member Type:  Associate Golf )

by
Skatus: .P.l:l:i'-.fe '.‘-*'\5
Title: L4 9| Suffic | (None) |CL1SE
First: Scooter

Ernail: Ismeier@clubessential.n:u:um j -\:}

Scooter Meier

Plaver Twpe: | (Mone)
Simipe 1D

Middle:

Phane: ||:513:| 555-555

Phone Murmber Phone Type Carrier Mote
513) 555-5555 Home IIniknican
Website View:

Home Mailing Address

Company / Title

Street |
Street 2
City

T

State

-]

)

Country

Home Phone Number

ik s e e e e

Addresses

Up to 5 address fields may sync back and forth between Office and the Website. The address
types are programmed from Office (System Settings = Addresses), based on Club’s

preferences/definitions at time of implementation.

Please Note: Clubessential must be notified if the name of an address category must change in
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Office as it will break the Sync for that particular address category. Back end configuration
must be adjusted by Clubessential if name needs to change.

Custom Fields

Up to 15 additional Custom Fields (data types must be text, date or numeric) can be defined to
sync from Office to the Website profile; but they will NOT SYNC BACK to Office.

Member Photo

If a Member has a photo in Office, it will show on the Member’s website profile.. The Website is
currently set to allow a Member to add or change their photo; however the image ‘pull’ (from the
Website to Office) will only work if the Website image is a .jpg format. This is the preferred Office
format.

Groups

Groups can be created in the Office system and synced to be utilized on the Website. These
groups can NOT be edited on the Website. The ONLY exception to this rule is a Static/Opt-In
group created in Office. A Static/Opt-In group will display in the Members Website profile;
allowing Members to ‘opt-in’ to these groups. These are the only group changes that will pull
back into Office.

A group created on the Website will NOT Sync back into Office. Office is the Primary database;
therefore only groups created in Office can be included in the sync.

On the Website, groups that Sync from Office are labeled Office in the Synced column.

o e o [ s R o T ]
Test disclaimer text
To send 2 message to an exsting group please click on the Compose tab
ick 3 group’s name to view its membars Add Group | Import Groups | Greup Update Log
Indusnun Groups Exclusion Groups
__--
Count Opt In? Synced?
0 r
0 r
0 r
2013 New Residents 0 i
2013-2014 New Golf Members | [
2016 Thanksgiving Dinner I this greup re the sttendass of the 2016 ThankegivingDinner 3t Grand Kay £l [
attendses
Activities Tab View 0 r
All Fernale Members 1420 i Office
All Fernale Members 123 [ Offce
AUTO: Members With Payments in Last 180 1 [
Days
AUTO: Scheduled Payment Members 1 r
Bridgs Club 69 = Offce
Cart Plan 26 = Offce
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Fields that do Not Sync:

Username/Password

The username/password fields in Office are NOT part of the sync. The username is derived from
the Member number field on the first push of that Member from Office to the Website. Once the
username is set in the Website profile, changes cannot be made in Office to update. Changing a
Member number (ID) in the Office record will NOT change the username in the Website profile.
The username/password must be updated directly in the Member’s Website profile once the
profile exists on the Website.

The example below shows how the system auto populates the Username/Password when the
Member is initially pushed from Office to the Website. As shown below, the 777° Member number
is auto populated by the Website system in the Username field. The password takes the data
from the last name field and converts it to all lowercase.

Edit a Member
Membershi p information
- . h L
Membership Mumber T
Account T_;,-I:ue FEIFI'IH‘}I' ¥
."'.-".:‘ml::ers"l:_c Level Associate ¥
Dizplay Mome Scooter Meier ﬁ
Member Since Gr28/20138
Membership E'{_c"'es 1122100

Fill in the boxes below using the Member's information

Relationship 0 - Self / Primary Y
Title
First Name * Scooter
Middle Mome
Last Mame . Meier
Suffx
Ld Display this user in the Directory

{enly affects member viewing, not admimn.)

Al A I
Ifl-:'“'J Account Il.rcrﬁlﬂf'ﬂn“

Username i
o TR |7 é.. —— ﬁ
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Resetting UN/PW for Website

The Username/Password can NOT be reset in Office. The change must be made directly in
the member's Website profile.

To reset a Member’s password, as an Admin, go to the Directory, select the Member, and click
their name to open their profile. Click on the edit this user button to open the Member’s Website
profile. Go to the Website settings area of the profile.

Scooter Meier

(A » Contacts gad)

Membership Number I

Acgount Type Family
Membership Level Associate
Member Since June 28, 2018
Membership Expires January 1, 2100
D.‘!pu‘:!:_‘-' Mome Scooter Meier
Title

First Name Scooter

Middle Name

Last Name \ o
SLIII",L_.-
EDIT THIS USER

Perform one of the following two options to reset the password:

If the Member has an email on file in the Primary email field, click the Send password reset link
via email link to automatically email Member, and reset password.

AlCE A Iy
IH:D Account I|.f‘C”’I1EIF'-Du'."

Username " smeier %
M , & [ ]
Bazsward §-|--||-|-l|-|-l m
Confirm Password i freranees f?]

Passward Last Updated 6/28/2018 8:31:12 AM
#| Ak user to change usernz ve-"F-as-Ewcrd on next .:-Efr

gck User Frem Lepping In

yard HFass Heags

Liser '__;:pe 1-Member ¥

Admin Level No Admin Access ¥
Email #1 smeier{@clubessential.com #| Receive Emails?
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If the Member does not have an email on file, physically reset the password by typing in a
new one in the Password field and re-type the new password in the Confirm Password field to
confirm the new password. Best practice is to return the password to the original default of
the Members last name, all lowercase. After resetting the Member’s password, check the Ask
user to change username/password on next login box to ensure Member is prompted to
change their password on next login.

AR A . .
Ifl:tl Account |r.|*cr!'|.-:|."ar“

Username smeier %

Passwoird reraanes %
s

Confirm Password : e l':)

Passward Last Updated 6/28/2018 8:31:12 AM

#| Ask user to change usernzme/password on next login

L¢Ck L-I'S‘E'“ F'GI"I Lfaégl'g |I"

Cernd Pace wrd Hesst

Use."__:xpe 1-Member »

Admin Level Mo Admin Access ¥
Email #1 smeier@clubessential.com Lal=t

Troubleshooting Scenarios

Scenario 1

Member changed Member type and Member number. Mr. CE Test and Mrs. CE Test changed
from Member number 999 to 888 and they changed their Member types.

Member Number Last Mame 'Z‘;f.'ﬂ First Mame Member Type Member Status
| 989 Test Mr, CE 11-FULL-EQT-P Primary-Active
9994 Test Mrs, CE 11-FULL-EQT-5 Secondary-Active
Member Number Last Mame 'L"'f'_'il First Marne Member Type Merber Status
N 888 Test Mr. CE 12-GOLF-EQT-P Primary-active
88aaA Tesk Mrs. CE 12-GOLF-EQT-5 Secondary-Active

The actual Member Number field and the Member type are what will change in the Website.
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Please Note: The Username will NOT be updated by the sync.

The username will still reflect the original Member number. The club needs to manually
update the Username field in the Website profile, if the Member has not already logged in and
updated it to something unique, other than the Member number.

Mernbe s up information denotes equi
bfe TR |ﬂﬂ-ﬂ
AL t Tipe Select '
Tre 12-GOLFEQTP *
A4 o MM2oe

is E =y |1_'-_'-1-',.'I]'.'-LI
Fill it e boxes below g e Mermbei's iforima bon
Reda 0 - Saf / Primary ¥
el Name e CE
L —

asf Nama Teal

-

+ Dplay this used in the Dredony
affects member wewmg nof admir

- Tty

semame © 899
:I-_

It is important to update the username in the Website profile for two reasons:

1.

If the Member has never logged into the Website and their Member number changes,
they will not know what Member number to use to log in. Keep the Username consistent
with the Member number change. The only exception would be if CE Test changed the
Username to something unique, other than the Member number. In that case, you would
NOT need to reset the username.

If reusing the original Member number 999 for a new Member, this would cause a login
problem for both the original Member and the new Member because both would have the
same ‘999’ username. Neither Member would be able to login until the Member number
on the original Member is updated.
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Scenario 2

Change Primary Member and Spouse. If the Primary Member passed away and the surviving
Spouse was taking over the Membership, perform the following steps.

Leave the Member number as is and switch all the personal data for the Member. Example: Mr.
CE Test is Primary and Mrs. CE Test is Spouse. Change the name fields, possibly the Member
type if that changes, the personal data such as phones, emails, address, DOB, Member photo,
etc. Do NOT simply Flip their Member numbers. This will cause problems with their statements.

The proper change as shown below is to leave the Primary Member number at 888, and update
all the personal data to reflect Mrs. CE Test. Mr. CE Test would then be the 888A record.

R Membership
".'J o Pl Msardes
Yy Ptures Member I G665 Mrs. CE Test
0 Proferenoes
. = ; Mambar Typi: 12 GOLF-EQN-F
Yy Scheduled Changes
@ Web Settings Status: Primary-dchive Ly Player Type:  (Wone)

4 B Comirunication
“ay Preymcal Addvoss
Yy Ermal Address Erst e CE Midde Last! | Test
¥y Phons
Tyy Metiape

e (Noned LIRS (Noned (LTS8 Swdpe 10

Emal: |mrsced@ribessenna com vl FROnS | 1 704) 1234567

4 93 Finandial Informabion
T aR Activiy

%5 Bank Accounts
¥ Biing

T2 Instabment Billng Hames
%) Credt ool Ak ama: | Gender:  Femal
%) Credit Cords
) Gt Cands
%) vioudhers Progeer Tie: Mermber LIRL 1:
T Late Fees
¥ M
T Statervents Reguiar Tide:
it by

&y ATachiments
g Cuslom Fields
Ty Nobes

Mscekaneos

Family Tite Profession

Seatement Mame: FIN

Spouse
Spouse First Name:

Lo

Diates
Approva Date:  (none) Tl

BrthDate: 57671575 [v] Agea
= : il First Narme

Spouse Member:  [BBESA]

Depandents

If Mr. CE Test passed away and needs resigned, other than changing out the name fields, there
really is no need to change all the other personal data fields. Once Mr. CE Test is the 888A
record, update the Member Type and status to ensure the 888A account is marked inactive on
the Website.

The Office record should look like the following for Mr. CE Test who was switched to the
Secondary Member and then resigned.
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Home | [ABBA] My, CF Test X
g .

HJH 9 e
4 " Menbershp

% Grows Fan Meme

i Pictures Menber ID: | 5604 Mr. CE Test

S Prefurcn Menber Typo: | 00-RESG-£QT-5 =1

W& Scheduled Changes L :

€% wiob Sottrgs Stalus: | Resign Secondary-Decossed : £4]  Player Type: |iNore) i‘ \Is
. ﬂ;:m:’:"mm T (hore) (38 Suffec (vno) (B8] Swipein:

Wy Ernal Ackch s Fust ™. CC Miche Lask: |Test

:—; :w;m Emedl E"”ﬁf!:’-?_‘-‘fi)ﬂ_h_!l!ld&.um “'l o Phon#! | (n4) 1234587 v
TR rinancial Information |

W Biing

W Crede Book

T Gt Cards
4 Ty Other Financial Settings

&y Mtachments Ballrg Momber| | |£53] Test, Mrs, CE L D et

o Customn Fesids -

% Notos || Tax Exempt

[ Lats Fee Exampt

Mrs. CE Test is now the Primary Member/Billing Member, and the records have been successfully
switched.

Once the Office system Syncs these changes to the Website, Mrs. CE Test will no longer use the
888A username. That account now belongs to Mr. CE Test and has been made inactive. Mrs. CE
Test will now log into the Primary account which is the 888 account. Best practice is to also reset
the Username/Password on the Primary 888 account in the Website so that Mrs. CE test is able to
login to the correct account after the sync has occurred.

In addition to updating the Username, update the Display name as this is a field that does not
sync. As shown below, Mrs. CE Test is now the Primary Member.
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Membership information * denotes required fields
Membershio Number (888 *

Account Type |§,;ct—-

Membership Type |12.GOLFEQTP *|

Display Name CFesT MrCE )

R e

artaco e

Fill in the boxes below using the Member's information

Relationship [0-Self/ Pimary  * |
Title | ‘
First Name * o — |
Middle Name |_ - ‘
Last Name * hu |
o [ ]

w Display this user in the Directory

(only affects member viewing, not admin.)

Web Account Information

Usemame " IMT—]
|

Password * iuuun

Confirm Password * J!unuu

Mr. CE Test is now Inactive after updating the status in Office. His Website profile is updated as

follows:
M. CE Test (Add to Contacls ga)
ORisE | Secondarn
Membearship Type 99-RESG-EQT-S
Meambership Since November 11, 2016
First Name Mr. CE
Last Name Test

Please Note: The change in status updated his Membership Expires field and his account is no
longer active.
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Scenario 3

If the Primary Member is not deceased, but the Primary Member and Spouse need switched for
some reason, perform the same steps above with the exception of changing Member type or
status where not applicable. Additionally, update all the personal Member data for the original
Primary Member (Mr. CE Test) in the Spouse record.

Going forward, Mr. CE Test would login to the Website (if still active) using the 888A username
since he is now the Spouse record.

Please Note: Anytime Member numbers are changed or a Member is switched from a Primary
Member to a Spouse or vice versa, it would be a best practice to manually update the username
and password in the Website record once the Office changes have been made and synced.

The sync does not match Members based on their actual Member ID field, rather the unique
number the Office system auto assigns each Member. This unique Identifier is what the Sync is
based on. To locate this unique ID, look in the bottom left corner of the Member profile in Office.

(o] - Member Number - Last Mame First Mame Member Type Member Status
3141 B8BEA Tesk Mrs. CE 11-FULL-EQT-5 Secondary-Active
3140 8886 Test Mr. CE 11-FULL-EQT-P Primary-Active
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%) Manage Members ¢

Home [588] Mr. CE Test

% Physical Address I § ’ 1L Fyht 2 ’ Y,

%o Email Address First |Mr. CE Middle:
% Phone |
3 Email: | mree@clubessential.com v| (! Phone:

% Messages
4 % Financial Information
Tl AR Activity
%l Bank Accounts
%% Biling
%) Instaliment Billing HiElas
%) Credit Book Alk Mame: |
% Credit Cards
% aift Cards
%) wouchers Fropet Title:
'3@ Late Fees
) Minimums
% statements Reqular Title:
4 "y Other
& Attachrments
@ Custom Fields
"% Motes

Farmily Title:

Statement Mame; |

Dates

Approval Date: | {none)
BirthDate: | 5/8/1975 Age: 41

Join Date: | 111127016 $0.00 |

Wedding: | {none)

Renew Date: | (none)

[<J[<][<][<][<]]<]

Resignation Date: | {none)

I Members ID: 3140 | Loaded

In the Website profile, in Admin View =» Interface links, the same unique number will appear and
be used for the Office sync. When you update data such as Member number, type, or personal
data it is tied to this unique Member ID and not the Member number itself, and therefore
processes the data appropriately.
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M. CE Test (A dd 1o Contacts ga)

Memberahg Type

Memberahp Snce

M-FULL-EQT-P

November 11, 2016

ADD PHOTD

Interface Information
£rst Name Me CE Member System Achon
Mr CE Bl | Deimte
Last Name Test
Mr CE Office PayCloud Eot | Delete
Office AF1
RosterSync
Primary Emad Ascress mircefdciubessental com Mrs. CE Office PayCloud  Eal | Delete
Edit Interface Link a
Member Mr. CE Test
Syztem Type Office AP| RosterSync
User ID 3140 |
Password | |
Variable 1 | |
Variable 2 | |

| Save Link |
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