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C- Unification - Groups

Overview

The Unified Platform allows Clubs to manage their Member Groups seamlessly across the
(back) Office and Axis-Website, ensuring Club Administration has the tools they need for
managing and communicating to Groups, and Members can easily join Groups that are relevant

to them.
Use Case(s)

A Club may wish to establish several different types of Membership Groups to accomplish
various marketing and communication goals. Forinstance, a Club may wish to put all Members
who are on the Board in a specific fixed, or Static group, so they can email minutes, calendar
updates, etc. The club may also desire to establish Dynamic Groups, or Groups that fluctuate
Membership based on certain parameters given to it (for instance all Members who have
Birthdays for the current month). Additionally, the Club may also want the ability to set up
Special Interest or Other Groups, like a Wine Club, whereby Members may sign up (or opt-in) to
the Group(s) that are of interest to them via the Club’s Website . The Unified Suite provides the
Club with the ability to meet their goals.

Office

Groups and Group Creation

All Groups that will be shared between the Office and the Axis-Website need to be created in Office

to effectively sync with the Website.
There are three types of Groups that can be created:

1) Static - Regular - This group type contains a fixed group of Members, and is assigned by the
Administrator. Members do not have the option to add themselves or opt-in to this group.

2) Static - Opt-In - This group type contains a fixed group of Members. Additionally, Members
may join or opt-in to this group. Administrators may also assign Members to this Group.

3) Dynamic - This group type contains a variable set of Members, based on the parameters
associated with the group. Administrators set the parameters, and the system automatically
assigns membership based on the parameters. Depending on the parameters set, the

Membership of a Dynamic Group may change as criterion is met or not met.
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Create a Group

To create a new Group, first navigate to the following:

1) Click on “Membership”

2) Select, “Groups”

@' Clubessential Dffice: Clubsoft Acceptance Server

File  Accounts Payable  Events
Transackion Search:
Club Intelligence €«

Club Inteligence Dashboard

Accounts Payable Dashboard

e %

Employee Dashboard
General Ledger Dashboard
Membership Dashboard

Item Dashboard

Dining Dashboard N

G & B a @

Retail Dashboard

%y Classic Dining Dashboard

Then, click “New”.
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=
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Billing Schedules
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%) Billing Schedules
j g Cash Receipk Types

Change Reasons
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”&m Club Setting: -
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%) Accounting Club Display| @ “ustom Flelds
&, Accounts Payable Emals
% Accounts Receivable oo
& Employee %e) aift Card Types
il Guest Room Settings "’:j 5olF Fee Categories
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& Partner Products %) Group Types
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=) Playsr Types

File  Accounts Payable  Ewents  Employees  General Ledger  Guests  Guest Rooms — Membership  POS  System Help
Transaction Search: Q Go To Club Website @ Help Yideos  ©.) Support Request | (B Select Tt
Membership « %) Biling Schedules w2 General Ledger Transactions '3@ Areas ) Credit Book Ty
’ H
%} Manage Members ome
y [ =~ = .
L‘,é x v \@ '9' Search:
% Member Charges -
Tew Edit Delete  Export Refresh  Clear Filker  Active Help
w2 Member Payments Marmne . Description Member Group Type
$1,200 Annual Minimum %1,200 Annual Minimun Minimums
= Member Credit Book . . -
470 Grill Food Minimurm IMinimurns

For all Groups, provide a Name, an additional Description (if desired), and choose the Group Type

relevant to the New Group. Note the lookup feature may be utilized to assist with Group Type.
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Group Type: (None)
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Once Group Type Lookup Value screen launches, select appropriate Group Type. Note - the
Group Type is an internal reference, and does not automatically sync to the Web, simply because
it may be titled, “Web Group”.

| 85 Lookup Value - |l o | x
Search; | L & Quick Add

Mame : [:E

Mading

Mirsmums

Biling

Service Charge
Defait

Service Charge Group
Service Charge Groups

The following settings define the Type of Group.

Static Group (General) Options

To establish a Static Group (General), select the “Static” option, and then add Members to the Group

by clicking on the Member selection box.

this group online

Check Members to include in Group, and then, click, “Select.”

o5 Lookup Value .o ] 3

Search: E

\&2] Select Al || Unselect Al

Member Mum... ~ First Name Last Name Phone Emad
n 525 D Pedegana (206) 612... dpedegana@gmail.com
938 Trig (212)917... birig@gmail.com
939 Deveareaux
Jason House thouse @dubessentialcom
John Sottomante isootmante @sangabriel. com
James Patterson
James Patterson
David Myers (800) 487... dmyers@clubessential.com
V| osma Jennifer Myers . j-myers@scottrade.com

05788 Kassidy Myers

0578C Quin Myers

05780 Cord Myers

1007 Larry Andrews rwright @dubessential,com

1009 Wiliam Ivers 555-555-... givers@cubessential.com

1010 Andy Strittmatter 313-322-... ittmatter @dubessential. com )

acen P P - £ ran

3 of 3779 rows selected.
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Static Opt-In Group Options

To set up a Static (Opt-In Group), select the “Allow members to join this group online” option, and
select the “Static” option. Optionally, add Members if desired. Once synced, Members will be able to

join, or “Opt-in” to the group via the Website.

B

&y
MamDers

" mamber his group onlind

i1 " Drynamic

Select Members...

Memiber

Dynamic Group Options

To set up a Dynamic Group, select the “Dynamic” option. Confirm Dynamic Group setup by clicking,

”

“Yes.

. . . - .
tax for ALL transad
Are you sure?

1 meenliernt 9 Once converted to a dynamic member group, this member group cannot be converted badk. Continue?
QW to

s

Members

Then, specify parameters/criteria of the Group. Age, Gender, Birth Month, Member Status, Member
Type, Member Groups, Spouse, #Non-Spouse Dependents and their respective age ranges, years of

Membership, and Report Criteria may all be used to define how Membership within the Group will be

generated.
Members | Critena
Age: o
Gender: |Any = %
Birth Month:  |Any —

Member Statuses: & In C Notln

Active

Cash Only
Estate
Guest Room
Guests
Inactive
LOA
Resigned
Suspended

¥RVY A

Member Types: & In  Notln

A - Assisted Living

A - Independent Living
All Resort

Assodate
Assodiate-Sp

Banquet

Banguet - Member
Club Account

¥ 2V A
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Note: To utilize the “Report Criteria,” click, on the “Valid Reports” option to view which reports can

be utilized to define Membership.

Vald Reports

[ — The members returned from the following reports can be used a5 2 criteria in this dynamic membesr group:

% Transachons

0 Vales
Oelinguent Members
Event Reservations

[tem Sales

[tems Purchased By Members
Member Addresses
Member Birthdays
Member List

Member Minimum Activity
Member Payment Activity
Member Type O

Pall Resuits
Pregected Member Biling Anmual
Frojected Member Biling Marthiy
Rental Items

ey

Spouse: | Any vl

£ Non-Spouses Dependenis: Ay
ears of Membershig
Riepe teria: (% . t

If a new report is needed, navigate to Interactive Reports, create and save the report (to a

recognizable name).

Interactive Reports

el t wtad
Aebrcpain

O g el Tt

=B Brploys s o s Rap|
T a1y

44 4l D

[P LS )

Mg e

Mg i foe 2012 pecapacts
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Navigate back to the Group setup screen, and then choose the new report utilizing the Report
Lookup feature.

“TaTor AL - ==
o Lookup Value

[ — o[ x
_ Search: | ¥ qudiadd
Allgiw mem QI
| B Report Layout Type User
State 0 ﬁb\

s Only Interactive User =
prozreeey I Adm&Ga\erd\ Interactive Sharp, Steve
T || aguatc Sports Sharp, Steve

Balance Sheet Sharp, Steve
CateringfEnter tanment Sharp, Steve
Clubhouse Sharp, Steve
Deprecaton Sharp, Steve
Energy/Utiities Sharp, Steve
My Faciity Mantenanoe Sharp, Steve
Fitness Sharp, Steve
Fixed Charges Interactive Sharp, Stewve
Food & Beverags Interactive Sharp, Steve
Golf Course Maint. Interactive Sharp, Steve
Golf Operatons Interactive sharp, Steve
Grounds Maint. Interactive Sharp, Steve
Interest Interactive Sharp, Steve
Lodker Rooms Interactive Eharp, Steve
Membership -/ Interactive Sharp, Steve
T e _ op. e

Years of Membership:
Report Criteria: & In € NotlIn
{Miane)

Name: Dynamic group test-Males age 30-40

Descrintion:
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Sync Groups to Website

Once Groups have been established in Office, they will need to be set to Sync to the Website.
To set the Groups to Sync, navigate to the following:

1) Click on “System”
2) Select, “System Settings”

@3 Clubessential Office: Clubsoft Acceptance Server

File  Accounts Payable Events Employees  General Ledger  Guests  Guest Rooms — Me

Transaction Search: Q) o To Club website € Help videos

%% Address Categories
Club Inkelligence « %% Approve Inventory Adjustment Batch 8 Manage Tkems @ & A age Members
5 Areas
H: @
9 Club Inteligence Dashbaard ome 2%  Area Categories
3 Report Crverview O}
’ Accounts Payable Dashboard 2 % Area Groups
Display Mode: [ SearCh: '3@ Attachment Categories
a Emplayee Dashbaard -
[#- Accounting %y Change Log
Emnpl \
%2 General Ledger Dashboard : mployee %5 Charge Settlement Types
) Membership Dashboard '3@ Custom Fields Categories B
B o Q‘g Merchant Processing Takens 5
[ oLk T et

Next, click to expand the Web Site section, click on Clubessential, and then double-click on the
Cluburl link.

%) Manage Members | f'.J Groups %4 System Settings X
| 4
=y General Settings | Log
=
j Accaunting Integration Settings
%) Accounts Payable
%y Accounts Receivable Sync Frequency: 5

™ Hide Web Visbility Options

Endpoints

%% Web Site
£l ClubSoft Links
Sy Oniine Paymenidortal

a Clubessential

=

@iadd (Aedt B Deete

Ensure the “Push Member Groups”, and “Pull Member Groups” options are checked.

Endpont Settngs

Same: | Linzmown
RN tp o, erandie s, oo Valdate
Woermame: | APLAdimn
Password: | dublgli¥
F ewetsnpos W Push Memiser Inages
FF Acthites in pOS ™ Pull Member Imsges
= Caneng in POS r PLEN Emplovess

F Tee Times in POS r Pill Erfployees

[T Cusable synang this endpont
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Next, ensure the Group is added to the Groups to Sync List.

Click on the “Member Group” tab, and then click the Group selection box to choose Group and
add to the list.

Item Category IMeme'Tm-e | Resigned Member Status nployes Type | Resigned Employee Status -;Cu'.mmﬁeh}s ! Sync :-Log
Select Member Groups... 1

Name

Al Female Members

Bridge Club

F&8 Minmmum A-G
F&8 Assoc/Ir. Minimum
FA&8 Reg Minimum H-R
F&8 Reg Minimum 5-2
Hole In One

Men's Invitational
Past Presidents

Senior Golf

Tennis Members

Tuna Anglers Club

Designate Groups to Sync, and then click Select. A check mark next to the Group indicates the
Group will be synced.

o Lookup Value .0 ]3¢
search: | k4 @ Quick Add

| [ selectAl || Unselect Al
[ p— \;
| m Al Accounts |
Billng Members
F&8 Mnimum A-G
F8B Minimum- Soc/Tenn/Intes [
F58 Reg Mnimum H-R
F88 Reg Minimum S-
T3, Minimum
Past Presidents
Bag Storage
Hole In One
Trophy Fun 2
| Bridge Club
| Non-Member Service Charge D\\S
| | Reporting Group ALL MEMBERS MUST BE IN THIS GROUP
| Bag Storage Fee-Double

€
|

HONONNMNEOED

) cominnraik

12 of 30 rows selected. Cancel

Once selected, the Group will then display in the Group list, and will Sync to the Website.

Item Category | Member Type ' Resigned Member Status | Member Group | f

Select Member Groups... E

Name -
Al Female Members

Bridge Club

Dynamic group test-Males age 30-40

F&8 Minimum A-G

F&B Assoc/Ir. Minimum

F8 Reg Minimum H-R L
F&8 Reg Minimum 5-Z
Hole In One

Ladies 9 Holes

Men's Invitational
Past Presidents
Senior Golf

Tennis Members

-
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Once finished, click the Accept Changes (Green Checkmark) in the top left corner of the screen.

:  Unknown
:  hittp:/fweew.grandkeydub. com Vakdate
:  APLAdmin
:  cdub3gOif
M Events inPOS W push Members M Push Member Images
W Activites in POS ™ Pull Members [T Pull Member Images
I Dining inPOS W Push Member Groups ™ Push Employees
¥ Tee Times in POS M Pul Member Groups ™ pul Employees

[T Desable synang ths endpoint

Online Orders

' Enable Online Orders in POS
Automabcally send online orders to the kitchen |5 'I minutes before pickup.

Ttem Category | Member Type | Resigned Member Status | Member Group | Employee Type | Resigned Employee Status | Custom Fields | Sync | Log

Select Member Groups. .. E
Mame -l
Dynamic group test-Males age 30-40

(=1 T QPR W

Then, click the Save and Close icon on the System Settings Screen to save changes.

Note: This save must be done, or changes on the prior screen will be lost!

<9 5 ] %2 Groups %, System Settings X
LY Settngs
’6 Accouniing ave & S
= Integration Settings
& Accounts Payable
s Accounts Recervable Sync Frequency: 5
=
&y Employee
& CuetRoom Setings ™ tede Web visbikty Optons
¥ey Membership |
J Erdpoints
&, Point of Sale |
‘%fﬂb:;tsoﬂuh @oadd Aedt ) Delete
“’ Name | Clublxl

<y Online Payment Portal

:.'5, Clubessential

¢ Ei Partner Procucts
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Once changes have been saved, the Sync will automatically run every (5) minutes.
To force a Sync sooner than the auto-sync runs, go back into System, System Settings.

@3 Clubessential Office: Clubsoft Acceptance Server
File  Accounts Payable Events  Employees  General Ledger  Guests  Guest Rooms  Me Swstem || Help

Transaction Search: Q Go To Club Website @ Help Videos iy System Settings

% Address Categaries

Approve Inventory Adjustment Bakch § 9 Manage Items

.............................................. | kil A

Club Intelligence <«

5 Areas

ome |

? Club Inteligence Dashboard % Area Cakeqgories

Report Overyiem

{p Accounts Payable Dashboard 9 AreaGroups

Display Mode:  [3) Search:

-- Accounting

& Attachment Categories
a Emploves Dashboard

@, Change Log

[+ Empl
& General Ledger Dashboard H mplovee , Charge Settlemert Types
; [+ Guest )
‘%Q Membership Dashboard Guest Rooms &% Custom Fields Cateqaories
Inventary i .
D P Item % Merchant Processing Tokens
[ER NPT, et o e JR PR "l

Click to expand the Web Site section, click on Clubessential, and then double-click on the Cluburl link.

<) Manage Members f:J Groups %5 System Settings X
1 <
=y General Settings | Log

%) Accounting

Integration Settings
i‘; Accounts Payable
%o Accounts Receivable Sync Frequency: 5
w ™ rHide web visbility Options
Endpaints

4s) Web Site
% ClubSoft Links
&y Online Paymenpfortal
a Clubessential

.

@iadd Aedt @ Deete
Name | Clublrl

Click on the Sync tab. The times of the latest Member Group Push (from Office to the Website), and
Pull (from Website to Office), are listed. Click on the arrow next to the time to launch a Calendar with

the Clear button. (Note: Same process could be done for Pull Option).

Oniine Orders

W Enable Criire Orders in POS

Automabcally send oniine orders to the laitchen |5 *| minutes before pdup

ltem Category | Member Type | Resigned Member Status | Member Group Empioyes Type | Resgred Employes Status | Custom Fields
Sync

Last POS [tem Push: 712

Last Area Push: 7

Last Member Push: 7262016 4:39 PM . Run Pul o) 4,  Push Member
Last Member Type Push:  7/26/2016 4: 39 PM
Liast Member Status Push:  7/26/20 16 4: 39 PM
Last Member Group Push:  7/26,/20 16 4: 79 PM Pull:  7/26,/20 16 5:40 PM * RunpPul )
Lt Member Image Push:  7/26,/2016 4: 39 PM = RunPush Pul: *  RunPul (Moree] 4, Push Image
Last Employes Push: - Fun Push Pl - Run Pul More) «, Push Employes

Last Employes Type Push: - R Push
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Click, “Clear” to empty the date and time field.

Tuesday, July 26, 2016

Item Category | Member Type A
| : ly, 2016 A
e Sun Mon Tue Wed Thu Fri Sat
Last POS Item Push: 1 2
3 4 5 & 7 B g
s s 0 11 12 13 14 15 16
Last Famber Py 7 18 19 20 21 2 23
24 25/ %] 2 3 2 2

Last Member Status Push: a

Last Member Group Push: [}/26/2016 4:39 PM *  RunPush Pul: 7

Once date has been cleared, click the “Run Push” button to initiate the Sync from Office to the
Axis-Website.

Last Member Group Push: |

The Sync process could take a couple of minutes depending on the number of Groups set to Sync.

A Confirmation message will appear upon Sync completion. Click “OK" to continue.

Sync Complete x

'e Sync Complete! Click the Log tab to view the results.

Click the Log Tab to review the results of the Sync. Double-click on the line in the detailed grid for

more information on the Sync.

| em Category | Member Type | Resgned Member Status | Member Group | Employee Type | Resined Employee Status | Custom Fekds | Sync

| Results
Search: Leve! * | Show Count: 50 ﬁ « ¢ Refresh

Level Date jor) Enty -
i 7/26/2016 4:33 PM  (Unknown) Pushing Deleted Member Groups 1tem- [76] Wine and Dine

{ @ /2672016 £39PM  (Urknown) Pushing Changed Member Groups 1em- [77] All Female Members | |
@ 7/26/20164:34PM  (Unknown) Pushing Del@ed Bemir Groups 1 #em: [76] Wine and Dine
o 772672016 2232 PM E'Lﬂmwnlmﬂ‘wged OOC"O\.DS 1tem: [72] Tuna Anglers Club

\ @ 7/2572016231PM  (Unknown) Pushing Changed Member Groups 11 dems: [3] FAB Minimum AG, [B] FAB Reg Mirimum H-R, [9] FAB Reg Mini
@ 7/2672016221PM  (Unknown) Pushing Changed Member Groups 1tem: [72) Tuna Anglers Club

%@msmam (Urknown) Puling Changed Member Groups 1 tem: [72) Tuna Anglers Club
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Important Note: The only information that will be pulled from the Website back to Office, is the
Membership tied to Members who join/opt-in to a Static Opt-In Group from the Website. All other
Group data will be pushed from Office to the Website.

Endpoint Settings
Name: U'hmn
SFIVIEN ip: /v grandkeychub. com|
Username:  APLAdmin How To:
Password: dublgdf | Manage Groups
W EventsinPOS

Office Website
Create Shared Groups Here Do NOT create Shared Groups Here

2. Static (Opt-In) Group
i Select POS Item Ca /
3. Dynamic Group ‘only)

Axis-Website

View Groups in Website

As an Administrator (View Groups and Send Emails)

Once logged in to the Website as an Administrator, click the Admin Toolbar, and choose the Groups
option.

Recant Communications

CONTENT MGMT ONMUNICATION USER | PROFLES EVENTS REPORTNG CONFIGURATION SITE BUILD

INTEGRATIONS

HELP
RESERVATIONS

MOHELE APP
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The Groups tab will display all Groups in the system.

INBOX

[ == Ca I S

“"’“"“m

Inclusion Groups Exclusion Groups

All Groups Synced from Office will show “Office” in the Synced tab. The other Groups listed are
Website only Groups, and are not shared with the Office system. Remember that Office Groups
cannot be managed from the Website. All changes to the setup or Membership (other than

Members opting in to a Static Opt-In Group) must be made in Office.

Inclusion Groups Exclusion Groups

Additionally, Opt-In Groups are designed with a check in the “Opt In” column, like the Wine and Dine

Group below. For Groups shared with Office, this feature must also be managed from Office.
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To send an email to all Members of a Group, click on the Group name.

Notice the Group Name and Group Members are returned. Click “Send Group Email” to launch the

Email Composing screen.

INBOX

mn - hr‘IUlrd [}r”d”‘" [:'“” 2

Back To Static G

(C"D“'p MName Hale In One

Ceseroten

Group Type Office

640 total members included i this group are shown below

Aaron Duane r
Abbott Rusty r
Abrams Mandy r

Compose Email.

INBOX

Hecpe
Members
Staff
Stat 1
byect
Body HTML Plan Text Text Message
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As a Member (Opt-In to a Group)

When a Member enters the site, navigate to “My Profile” to view available Opt-In Groups.

MY BROFILE |

h—&—.

Member will land on “My Profile” tab.

DIRECTORY

s (R

.

Opt-In Groups will appear under the Member Profile Picture.

Account Select

Trpe

Memberihip Reguisr
Level

Member 3/30/2005
Since

Membership 12342050
Expires

Click chackboxes to have information diuplayed to other members n the Online
Member Dirwctory

Title Me ’ ﬁ
First Mame  Dusrs ﬂp”“ '

Plasse select any groups below from which you would ke to receve

Middle L4 nFarmation

Last Name  Aaron

Suffx o

) Select Al -
Displey Aaron, Duane
» NEW Interwst Group - Brdge B 6§

NEW Interest Group - Euchre B B8
- Do not shew me in the Online Member Directory # NEW Interest Group - Golf 88 B8

# Recurring Promotional Information -

B ======="T
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To opt-in to a Group, click the box next to the Group name (so that a checkmark appears in the
box), and click, “Update Opt In Groups.”

Opt-In Giuup:.

o -
Flasse select any groups below from whech you would bke to receve

abi- i p -

Upon next Sync, Member will be added to the Group within Office.
Reminder: This is the only data that is pulled back to Office.

Once synced, Member appears in Group in Office.

%) Manage Members "'-:j Groups X | &) System Settngs

Home | Wine and Dine X

e e % e

Description:

Group Type: Web Group A

r Tax Exempt (Checking this option will make all members in this group exempt from sales
tax for ALL transactions at the club.)

¥ Allow members to join this group online

* staic  Dynamic
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Common Questions and Concerns

Why aren’t the changes | made to a Group on the Website showing
up in Office?

Other than Membership Adds of Static Opt-In Groups, all Groups must be created and

administered from Office to ensure all changes sync appropriately with the Axis-Website.

Best Practices

Create and Administer all Shared Groups in Office to ensure proper syncing with the Website.
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