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Overview

Learn to delete and re-import batched in order to update information from Reserve into your

Office system.
Use Case(s)

e The billing member was changed on the event in Reserve and needs to be updated on
the batch in Office.
e Actual Attendance was greater than the Guaranteed Attendance so the total is higher and

needs to be updated in Office.
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Accessing the Tool

To begin, open the Office Accounting Suite. Under System click on System Settings.

File Accounts Payable Employees General Ledger Guests Membership POS | System | Help
Transaction Search: | | @ GoTo Club Website { @ System Settings [Be se
5% Address Categories
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& Club Inteligence Dashboard @5 Area Categories
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Next click Partner Products then Reserve Gateway. Lastly, click Transactions.
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&, Accounts Payable Settings Il\{ah:l:TypE | Revenue Centers | Transactions | Log I-Smc |
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:) Accounts Receivable Connection Settings

&2 Employee

iy Guest Room Settings Use Reserve Cloud: (]

" Membership Gateway Username |

Gateway Password: | EEETRELEEEEE |

&%, Partner Products (i | Use QA System: [
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& Lodaing Link
&}, Members First

& ReServe
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£y CSIVCard Receivable Settings

> ~£{, Services AR Account: |00210—00-0[J Accounts Receivable - Members [Qh
Cash Receipt Type: |Cash |Q§s
Cover Count Item: |[None} |Q‘
Address Synchronization Settings
Motification Type: |(Use Default Address Category) !C‘k

Advanced Options

Sync Frequency: || 5 | (i1 minutes)
Third Party Seed: | |
Logging Level: |Basic W |
Disabled: [

Connection Timeout; ||100 | {7 seconds)

Max Member Push: |30 |

Incude Site Name: [ | (when pushing members io reserve doud))
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Reimport Batches

Select the correct dates in the Date Range boxes and click Refresh.

ReServe Anywhere
| settings | Market Type | Revenue Centers | Transactions | Log | sync |
Date Range Events and Payments
Starting ' Filter: |G, 8 @
Imported Posted Type Event
Ending
|:| |:| Event Human Body Lecture Series
[u] [1 |Event |FoCUs
| Refresh | O 1 |Event Jaime and Kyle's Wedding and Reception
4 | 1 |Event Subway Development of CO
O 1 |Event Christina Baird & Sepe Zandi Wedding and Reception
—i T e o SESUERDT UPE R SR, SR RSN S SRS 1 S

Select (in blue) the event batches that need to be updated.

ReServe Anywhere

tevenue Centers | Transactions | Log | Syne |
Date Range Events and Payments

Starting " Filter: S, 8 @
Imported Posted Type Event
Ending Payment |Phair & Kelvin Wedding and Reception
Event Human Body Lecture Series
Event FOCUS
Refresh Jaime and Kyle's Wedding and Reception

Event Subway Development of CO

Event Christina Baird & Sepe Zandi Wedding and Reception
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Click the gray trash can to remove the current data in Office.

ReServe Anywhere

levenue Centers | Transactions l}‘\’* | mJ /
Events and Payments ‘

Starting ' Filter: .QG
Imported Posted Type Event

Ending Payment Phair & Kelvin Wedding and Reception
g/20/2016 [Elr Event Human Body Lecture Series

Event FOCUS

Refresh Jaime and Kyle's Wedding and Reception

Event Subway Development of CO

Event Christing Baird & Sepe Zandi Wedding and Reception
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Click Refresh on the left side of the screen.

ters | Transactions MJ

Date Range Events and Payments

Starting * Filter: AN T
Imported Posted Type Event
Ending Phair & Kelvin Wedding and Reception
Event Human Body Lecture Series
Event FOCUS
Refresh Jaime and Kyle's Wedding and Reception

Event Subway Development of CO

Event Christina Baird & Sepe Zandi Wedding and Reception
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| Transactions MJ

Date Range Events and Payments
Starting - Filter: LSRN T
Imported Posted Type Event
Ending yme Phair & Kelvin Wedding and Re eption
Ewvent Human Body Lecture Series
: Event FOCUS
| Refresh | Jaime and Kyle's Wedding and Reception

Event Subway Development of CO

Event Christina Baird & Sepe Zandi Wedding and Reception
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The new information will then import from Reserve to Office.
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