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Members Overview

Member’s Module allows for the control and maintenance of all membership contracts with
some of the following tasks:

¢ Updating of personal Information

e Cancellations

e Suspensions/time stops

e Upgrading/downgrading

¢ Change of payment details for direct debit payments

e View financial history

e View membership visits

e Perform bulk suspensions and bonus days application

e Perform price updates

e Apply internal messages, SMS and email individually or in bulk
e Direct access to Consult Module if purchased and installed
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Viewing Customer Contracts
Home screen> Members> Contracts> View Customer Contracts

This screen allows you to view all relevant details of a particular member (including their
confract and financial history).

To begin, you will need to search for a member as the View Customer Confracts screen will
appear blank.

Search for the member by either:

a) Typing their Customer ID or surname and hitting enter
b) Scan their card
c) Selecting the [...] button

Once you find a member the following can now be viewed. This screen includes status of the
membership contract (active/expired/suspended), start date and current expiry date.

i ¥ Membership Contracts \\ Customer Number - 39 -

CustomedD: 33 J +MNew | Mame: [JONES [IMDIaNA W Personal Details
[ ate Started Ewpiry Diate | Status Marketing Info

e & Dot 2015
irect Debit 26 Oct 2015 Create New
corzult.link

¢ CurrentOnly (" Include Histary

Contract ID=59 Active i
. # of Debit Periods Membership details...
Dale Started: [260CT 2015 D | Pyt 208 & oo Remairing 7 gch
: . Contract Payout anges ...
Current Expiry D ate: Direct Dehit: $ 0.00 Amourt: §: 20286 : :
TOTAL Bal $ oo AN Ovveride Expiry...
Suspension Limit (Days) |50 alance: : tirn Expiry Drabe:

Wisits ...
X
Suspension Day(s) Used: |0 Suspenzion...
Mext Papment D ate: |3g OcT 2015
Total Bonug Day(s) Added: |0
|Direct Debit Payment Financial...

Client Contribution: [0 % Client Name: |TEST CLIENT

Ref:

| Details:
Meszages...
Sales Person: |1 .| [5TAFF DEMD

Payrment Method |

Consultart: |1
onsultant: | [STAFF.DEMO Marksting

Cornment: -
* dbl click field
to matimize e
Lazt Updated 2EM0{2015 4:30:48 PR
Setup Letter | Letter | lszue Card | v 0K | X Cancel Refresh | |

Customer ID - The identification number specific to the member

]

e Date Started - The date the membership contract started

e Current Expiry Date - This is when the membership is due to expire. Memberships that
are direct debit and ongoing will not have an expiry date (unless they have a hard
expiry date). For more information on hard and soft expiry dates and setting these,
please see the Admin User Guide.

e Suspension Limit (Days) - This is the maximum number of days that the customer can
suspend their membership for

e Suspension Day(s) Used - How many suspension days have already been used for the

current suspension period
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e Total Bonus Day(s) Added - Indicates total of any bonus days that have been added
tfo the membership confract.
Note: this is only applicable to upfront membership contracts.

e Ref - Reference information that was entered upon the sale of the membership
contract

e Sales Person - Identifies the sales person linked to the sale of this membership
contract. This can be changed provided the user has appropriate access

e Consultant - The name of staff member who processed the sale of the membership
confract through POS

e Comments - Any relevant comments relating to the member

e Pay at POS: S - Will show any credit or money owing that needs to be taken via POS

e Direct Debit: $§ - Will show any credit or money owing that is to be collected through
direct debit

e Total Balances: $ - This is the total amount outstanding or in credit via both payment
methods

o # of Debit Periods Remaining - This is the number of remaining debit periods if you
have a minimum term set up against the direct debit Membership Type

e Contract Payout Amount - This is the amount remaining on a minimum term direct
debit membership contract. this will total the amount the member would need to pay
if leaving earlier than the minimum term required

e Min Expiry Date - This is the datfe that the member can cancel if a minimum term has
been set against the direct debit Membership Type

¢ Client Contribution - If a client/company is contributing to this member’'s membership
confract, this is the percentage that the client/company will be contributing towards
it
Note: this only applies to Corporate Membership Types.

¢ Client Name - The name of the client/company that the member is attached to for
their Corporate Membership. The cross [X] will remove this client from the membership
contract. Any discount or contribution which was being received will also be removed

e Next Payment Date - This is the date of the next scheduled direct debit run and if no
direct debit details have been provided, it will state “Unknown: Debit Type needs to
be defined”. If the member has an upfront membership this area will remain blank

e Detadils - Will inform you if this is a direct debit membership and this area will be blank
for an upfront membership

¢ [Personal Details] - Takes you to the Customer screen, where you can view and
modify the member’s personal details

¢ [Marketing Info] - Will bring you to the Customer Marketing screen, this will show you
any relevant marketing information that has been filled in for this member

¢ [Create New] - Will create a new membership contract for this member. You will be
taken to the New Membership Contract screen

e [Consult.link] - Will bring you o this member’s Consult screen if this has been activated
for your site. For more information please see the Consult User Guide

¢ [Membership details...] - Will show you the membership details for the current
membership confract

¢ [Changes...] - Displays a change log of all changes that have been made to this
membership contract

e [Override Expiry...] - This is where you can enter an expiry/cancellation date or modify
an existing expiry date

e [Visits...] - Will show you the visit history for the current membership contract
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e [Suspension...] - Allows you to add and cancel suspensions for this membership
contract

e [Bonus Days...] - This is where you can add bonus days to the membership contract,
this extends the length of the contract

¢ [Financial...] - Will show you financial information for this member, from payments
made, account adjustments and direct debit overrides

e [Messages] - Is where you can view or create new messages for this member

e [Payment Method] - This is where you enter or alter a member’s credit card or bank
details for direct debit memberships

¢ [Marketing] - Will take you to the Customer Contract Marketing screen. Here you can
view or record how the member joined

o [Setup Letter] - Allows you to set up a letter template for members. This letter is set up
in Admin Module. For more information please see the Admin User Guide.

o [Lefter] - Select the lefter button to produce a letter for this customer using the
template selected above

e [Issue Card] - Will allow you to print a Links card for the member. This is not a pre
printed card and must be previously setup in the Admin Module. For more information
regarding the setting up or Links cards, please see the Admin User Guide.

How to find a Member

1. Enter member’s surname or customer ID into the ‘CustomerlD; field. Alternatively, click
on the [...] button to activate the Search for People screen

5 Search for People | 28 |
Home Phone | Mobile Phone |'work Phone Address -
¢ i EBILL, BLINEY 0 gt AE 5TH Up
26 BLACK, CHARLIE 10/08/2000 0411123123 15MITH ST
151 BLACK, JACKIE
9 BOB. JOMES
107 BROWHM, BARMNEY 1/08/1992 12345
a9 BROWHM, BILL 34021998 04229359123 SMEWSOME 5T Down
50 BROWM, BOB 261141976 0411234345 S MEWSOME 5T
153 BROWM, FRED 1FRED 5T
A BROWHMN, JACK, 28/02/1965 0438765432 SMEWSOME 5T
75 BROWHM, JACKIE 440341989 0456789123 SMEWSOME 5T
g7 BROWHM, JO 140141988 0411111111 1BROWMN ST
42 BROWHMN, TRACEY BA03/2001 0412345689 12 EROWN 5T
g2 CHARLSTOM, MAREK. 3032000 1234567890 AMNEWS0M 5T
86 COMMA, MIKE 2/01/1908 0411222333 INWwWSOME STRE
a7 COMMA, SEB 1401 /2002 0411222333 AMEWS0M STRE
55 DaVIS, JOHN 2/02/1992 0458763476 IMEWSOM ST =
« | ol
Search for
Name {* Starting Search
" Containing Show Al
Phone |
Address | Select
Email Address ¢ |
[ &l [ Staff [% tember [~ Student Cancel
[ POS Customer [~ Prospects [ Wisit Pass [ Responsible Person

If using the Search for People screen use one of the five search options below fo find
your member:

e Starting - This is the start of their surname, either in full or part of

e Containing - This can be first name or a few letters within a name
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e Phone - This can be their home, work or mobile number or part of

e Address - This can be their whole address or part of

e Email Address - This can be their whole email address or part of
2. Once you have found the member, double click on their name to select

Members User Guide January 2017



=3 Links

MODULAR SOLUTIONS
Membership Maintenance
Personal Details
Members> Confracts> View Customer Contracts> Personal Details

The [Personal Details] button will open up the Customer screen and allow you to view and
edit the member’s personal and contact details along with allocating or removing pre
printed cards. This avoids having to open the Customer screen through the POS Module.

For more information and an overview of the Customer screen please see the POS User
Guide.

&5 Customer Setup - <New Entry=> -
Customer [D: |39
Personal ] Emergency/Health |ssues ] Dthersl Motes l Statusl Sales Histoly]
Personal Details Contact Details [default]
Last N :
astName:  |JONES Address: | IMEWSOM STREET
First M ame:
(¢ L=one ||ND|-"—‘«N¢’-‘« Suburt: |ASEEIT WALE
T MR - State:  |VIC Postcods: 3032
® Male Home Phone: |
O Female Wwork Phone: |
Dateof Bith:  [15SEP 1352 D | Mabile Phre: |
age g3 Home Fax: |
Conceszion D ate: ﬂ LI |
E-mail: i i i
Partrier Narme: | mai |suppDlt@hnksmodulalsoluhons.con‘l I ail
Ref - | E-mail 1: | M
I 22/1042015 11:56:50 AM Other 55 | \Weh Status 55 |
Ao coaranw caate Cards 3
s -cm- =T *
?_eettLtJepr Letter lssue card =.§ Apply = L‘,‘ . [I
M arketing Save Delete Clear Clone Cloge

Marketing Info
Members> Contracts> View Customer Confracts> Marketing Info

The [Marketing Info] button can be used for a number of items, from why the customer
joined, to how far they live from the centre and record any correspondence with the
member via the Tracking tab.

For more information and an overview of the Customer Marketing Details screen please refer
to the POS User Guide and the Members Retention section of this User Guide.
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8 Customer Marketing Details // Customer ID - 39 -

Customer |d: [38 Mame: [JONES |INDIANA G M

Info l Marketingl Dther] Extlas] Appointments | Guest F'assl Heferrall Tlacking] Childrenl

Beason for joining this centre

Reason: | Clear
Estimate distance living Direction living
from Centre [km]: ¥ ~

fram Centre:

Other Centre

tMembership Tppe: |

Year ’7

Membership Type 1: |

Year1:

Last Lpdated:
Custamer =L =1 +*
Distance = 9,
Graph Save Delete Clear Clone Close

Create New
Members> Contracts> View Customer Contracts> Create New

The [Create New] button allows you to create a new membership contfract from the
Members Module.

This is usually used by membership sales staff or management. This can be used to setup a
membership contract so when the member attends they then pay for the membership on first
attendance rather than at time of creation or if a member is upgrading/downgrading their
membership confract.

Note: Membership contracts should primarily be sold through POS. Only those staff authorised
fo should add ‘back of house’ memberships via the Members Module.

Creating a New Direct Debit Membership from the Members Module

1. Go to Members> Contracts> View Customer Contracts
2. Search for the member by either:
a. Typing their Customer ID or surname and hitting enter

Members User Guide January 2017 8
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b. Scan their card
c. Selecting the [...] button
d. Alternatively, you can add a new member by clicking on [+New]

CustornerD: || _I +New| E"""'E:I I I_

3. Once you have the customer’s details in the Membership Contracts screen, select
the [Create New] button and the New Membership Contract screen will appear
4, Select the [...] button next to ‘M’shp’

CustomerlD:  |106 BOND. JAMES Gender: IM

Term: I_ I— Details ... |

t Details

[E)Z::I;arted: [ o Edit Link. >>| I —I
Expiry: I_lﬁ
Consultart: | I Price: §(0.00
Iz I Contract Price: $ |0.00 Discourt: ID—°/°
Sell(Faman I _" Dizcount Reason:

Family »> |

—Joining Fee r Total Contract Price

Amount: § 10,00
Item Amaurt, § | Amount. §
[ Pay On Esit Contract: $ (0.00

I Amount: § 10,00

[~ Pay On Exit Contract: $ {0.00

S ion Fee

Amount: $ [0.00 Contract: $ (0.00

Pay M :$|D.DD
Discourt: ID 4 e

Discount Reason: I

Setup Letterl Letter | tarketing | PersonalDetaiIsl v 0K | X Cancel | Apply | Clear |

5. Search for the Membership Type you wish to allocate to this member and select the
membership by double clicking on it or clicking the [Select] button

Down

gl el

Show All
 Search by
e 4l Location: |\_091 LI ™ &l Products / Services Search
= Product
 Service | Code: I ‘
+ MemType . Stating
Drescription: & Cont full
= Wisit Pass ontaining
[ Inc Ineclive | Supplier  [<aLL SUPPLIERS> =] Select
Columns | | Cost §: ngualg ;l | ‘

Members User Guide January 2017 9
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6. As this membership type is direct debit you will have a warning that any pro rata will
be applied but if you also wish to collect the next payment you will need to sell this
membership through POS

7. Select [OK] to continue

j This membership type requires a next debit period payment. To apply

this the contract must be issued through POS.
The next period fee will not be applied to this contact if you continue,

8. The details of the selected membership will now auto fill the relevant fields in the New
Membership Contract screen

CustomerD: 108 Hame: I BOND, JAMES Gender: IM

r New Contract Details

M'zhp:  [M1007 _I H\story>>| Term: I IPerpetual Details ... |

Full dccess Direct D ebit — Payment

r Details IDD _I
Date Started: |28 OCT 25 ﬂ Edit Link »> |
I— Payment Method  + |

E xpiry:

Consultant [sTaFF DEMD Price: § [45.00 Client Contribution: |_z ﬂ
et Contract Price: $ |45.00 Dizcount: I—X

Sl [Fereere _" Dizcount Reazon:

Farnily > |

—Joining Fee — Total Contract Price ~Due Now

A b $ [99.00
IS‘I o4 moun Itern | Amaunt, $ I [tern I Armount, §

[~ Pay On Exit Contract: § {35.00 Frorata 12.856
Join Fee 93.00

I Arnount: $ |0.00 Total 111.86

™ Pay On Exit Contract; $ [0.00

5 ion Fee

a v ¢ [050 Contract: $ |0.50
mourt: § Pay Mow: $|11T.88

Discount: 000 %

Discount Feason: I

Setup Letterl Letter | Marketing | PersonaIDelaiIsl v 0K | X Cancel

9. Check you have selected the correct customer

10. Check you have selected the right membership type

11. Check the ‘Date Started’ is correct, enter in a ‘Ref’ if required and also a sales person
ID if relevant

12. Check the 'Joining fee' and 'Suspension fee’ and update as applicable

—Joining Fee

51004 .-’-‘«mu::unt: $ EEDD

[~ Pay On Exit Comtract: $ [33.00
I Amount; §|0.00
[~ Pay On Esit Contract: § |0.00

—Suszpenzion Fee
Armount: & (050 Contract: % |0.50

Dizcount: IEI. ali] 4

Digcount Reason: |

Members User Guide January 2017 10
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13. Check the ‘Contract Price’ and apply any discounts as relevant
Note: This is the member's ongoing debit amount. This is not the pro rata due for
foday. Do not $0.00 out unless this customer is never going to pay for this membership

contract.

Price: % |45.00
Contract Price: 3 45,00

Dizcount Reazon:

14. Enter in a payment method by selecting the [>>] button next to ‘Payment Method’ if
applicable. This is the bank or credit card details the regular direct debit payments

will be deducted from

= Direct Debit Information \\ BOND, JAMES - 106 =g - b4
() Links Credit Card () Links Bank Debit

Payment Methad J
riibution: % ﬂ

Discount: %z
Amount, §
12.86
99.00
111.86

Pay Mowr: $[111.86
Transfer Direct Debit Details
| oo | oo |
K| X el | ol |

15. If this membership is for a Corporate Membership Type select [>>] button next to
‘Client Conftribution’ and add the relevant client for this membership. Any discount

for this corporate group will be automatically applied

Members User Guide January 2017
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B T [ ey ) T |

E xpiry: I I Payment Method >>| ‘

Cansubart, [ [STAFFDEMD Price : ¢ [45.00 Cliert Contributior: | %

Client 14 | Mame | Contact | Address | Papable % | Dizcount %
1 TEST CLIEMT TEST CLIEMT 1] 20
3 TRIATHLON CLUB PaLUL 1 RUNNING LANE 50 10

@ ClientId

" Mame % Starting | L arch Choual

" Contact £ Containing

 Address

" Payable % Select LCancel

 Discount % I Include Blocked Accourts

16. Double click on the word ‘Prorata’ within the ‘Due Now’ section to check the pro
rata calculation or alter if required. To alter, type in a new amount into the ‘Prorata
amount’ field and enter a reason for change in the fields shown below

I Payment Methad il

Client Cortrbution: [ ﬂ FRORATA was calculated for the period from 26 OCT 2015 ~

to 23 OCT 2015 az part of the Membership Direct Debit
Dizcount; I % Payment: g g
Prarata Calculation: $45.00 5 (4 DAYS A4 DAYS DD

FERIOD )
-Due Now
Item | Amourt, § Prorata amount:
Prarata 1286 I 12.86
Jain Fee 93.00
Total 111.85 Reaszon for changing Prorata amount:

Pay Mow: $|111.86 X Cancel |

17. If your centre runsh a Retention Program select the program this member will go on
from the drop down menu

R etention Program

18. Once you have checked over the confract and made any changes as required
select [OK] to finalise the membership

Members User Guide January 2017 12
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108

‘ Customerl D:

Mame: |

EOMD, JAMES

Gender: IM—

—Mew Contract Details

M'shp:  |b1001

_l History »» | Term: I_IF'erpetuaI

Full Access Direct Debit

Details ... |

— Payment

r Details
D ate Starked:

[5ocTams o
E =piry: I

Edit Link > |

|DD

o

Conzultant: |1

|STAFF,DEMD

Price : $ (45.00

Ref: I

Contract Price: $ [45.00

Sales Person:

;"STAFF, DEMD
Farmily > |

I FPayment Method il

Clignt Cortribution: I k4 >>|
Discount: I ES

Digcount Reaszon:

r Total Contract Price r Due How

—dJoining Fee

|S1DD4

r Pay On Exit

—

[~ Pay On Exit

Amount: $|39.00

Item I Amount, § I Item

I Amaunt, § |

Cantract: § |99.DD

Armount; § (0,00
Contract: $ {0.00

Frorata
Join Fes
Total

—Suspension Fee
Amount: $10.50

Contract: § [0.50

Dizcount: ID_DD %

Dizcount Reason: I

12.86
53.00
111.86

Pay Maw: $|11‘I.88

Fietention Program : |<<NDNE>>

=

Setup Letter | Letter |

M arketing | PersonaIDetaiIsl v’ 0K

| X Cancel | Apply |

19. The new membership details now appear with the membership contract number

20. Any pro rata will be displayed to pay at POS and the ‘Next Payment Date’ will display
‘Due Now' if the member has joined after the cutoff point in the lead up time to the
next Direct Debit run and therefore cannot be included in that run

Personal Details
Marketing Infa
Create New

carsult link, |

| % Current Only

" Include Histary |

Contract ID=60 1

Date Started

Current Expiry Date:
Suspension Limit (Days]:
Suspension Day(zs) Used:
Total Bonus Day(s) Added:

Fef

ZOCT2005 D

e

Direct Dekit: $
TOTAL Balance: $

v
Pay at POS: § BRI

# of Debit Perinds
Fiemaining:

i
Contract Payout

Amount: §: by

Min Expiry Date: |25 JAN 2018

0.0
-111.86

Mest Payment D ate:

—

Drue Now

. Payment(s] need to be paid by POS.
Dretails:

Sales Perzon |1

.| [sTaFF DEMD

~¥iew &k Update

tembership details... |
Changes |
Override Expiry. |
Wisits ... |
Suspension... |
Bonus Days .. |
Financial... |
Meszages... |

Payment Method |

Conzultant |1

|STAFF DEMO

I arketing |

* bl click field

Comment
to magimize

~
w

Last Updated 2610/2015 5:20:10 PR

Setup Letter |

Letter |

Iszue Card |

¥ 0K | X Cancel |

Refresh |

Apply |

21. This payment will now need to be taken through POS

Members User Guide
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Creating a New Up Front Membership from the Membership Module

1. From the View Customer Confracts screen
2. Search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button
d. Alternatively, you can add a new member by clicking on [+New]

CustomerlD: || _I +New| ame:l I I_

3. Once you have the Customer’s details in the Membership Contracts screen, select
the [Create New] button and the New Membership Contract screen will appear

CustomerlD: 107 JOMES, PENMY Gender: IF

—Mew Contract Details

M'shp: Temn; I I Dietails ... |

— Payment

| ]

r Details

DateStated [ Edit Link >> |
E xpiry: I_Iﬁ
Conzultant; I I Price : $ (0.00
et I Contract Price: $ |0.00 Discount: ID—Z
Selas{Pama I _II Discount Reason:

Farnily > |

Amount: § 0,00
Contract: $|0.00

r Total Contract Price

—Joining Fee
|tem | Amount,$| | Amount, $ |

[ Pay On Exit

I Amount: $10.00

[ Pap On Exit Contract: $ (0,00

r5S ion Fee

Amount: § [0.00 Contract: $ (0,00
Pay Mow: $|D.DD
Discount: ID # Y

Discount Reason: I Fetention Program : I LI

Setup Letterl Letter | Marketing | PersonaIDetaiIsl ¥ 0K X Cancel | Apply

4. Select the [...] button next to ‘M’shp’
5. Search for the Membership Type you wish to allocate to this member and select the

membership by double clicking on it or clicking the [Select] button

Members User Guide January 2017 14
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41000 Lt 1
Full &ccess Direct Debit

1

AllPrice. 3| OnHand| Oty PerPack | Packs OnHand | Type |

[l

r Search by
o Location:  [Loct | T 4l Products / Services Search
" Product
 Semice ‘ Code: I ‘
* MemType . " Starting
Drezcription: & Containin full
 Wisit Pass a

I Inc. Inactive ‘ Supplier: [ <ALL SUPPLIERS>

Columns | ‘

Cost §: quuals ;I I

LDiown

Show all

Bl el

Select

i

6. The details of the selected membership will now auto fill the relevant fields in the New

Membership Contract screen

CustomerD;  [107 Name: |

JOHES, PENNY

Gender: IF_

—Mew Contract Details
M'shp:  [M1000

Full Azcess Adult 12 Months

- Details

DateStated: [B0OCTZ05 D |
E=piny: |25 OCT 2016

Edit Lirk > |

Consultant: |1 |STAFF,DEMD

Fief: I

Sales Persor: I

-
Farmily »» |

| History>>| Term: |12 Imonth Details ... |
_rl t

|UJPFF|DNT

Price : $|2000.00

Contract Price: $ |2000.00

O

Discount: I 4

Dizcount Reason:

—dJoining Fee
Amount: $10.00

r Total Contract Price

 Due Now

Itern | Arnount, § |

Item

I Amount, § |

[~ Pay On Exit Cantract: § [0.00

T

[~ Pay On Exit

Amount: $10.00
Contract: $ {0.00

Fee

~Suspensi
Amaunt; $|

Discount Feason: |

Contract: § I
Discount: I 4

2,000.00
2,000.00

Contract Fes
Total

Contract Fee
Total

2,000.00
2,000.00

Pay Mow: $ |2DUU.UU

Retention Program : I

5

Setup Letter | Letter |

Marketing | F‘ersonalDetaiIsl v 0K

X Cancel |

Apply

7. Check you have selected the correct customer

8. Check you have selected the right membership type

9. Check the ‘Date Started’ is correct, enterin a ‘Ref’ if required and also a sales person
ID if relevant

10. Check the ‘Joining Fee' and 'Suspension Fee' and update as applicable
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Joining Fee

Ii Armount; $ {0.00

[ Pay O Exi Contract: & (0.00
Ii Amount: $ |0.00
[~ Pap On Exit Cantract: § |0.00

11. Check the ‘Contract Price’ and apply any discounts as relevant

Contract Price: $ | 2000.00 Discount: 4

Dizcount Aeazon: |

12. Check ‘Due Now’ this will show you the contract fee and any joining fees adjust as

applicable
Due How
Item Amaount, §
Contract Fee 2.000.00
Total 2.000.00

Pay Mow: §|2000.00

13. If your centre runs a ‘Retention Program’ select the program this member will go on
from the dropdown box

Fietention Program ; | ﬂ

14. Once you have checked over the contract and made any changes as required
select [OK] to finalise the membership
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‘ CustomerD: 107 M arne: | JOMES, PEMMY Gender: IF

_Maw Contcact Natails

M'shp:  |M1000 _l History>>| T e |12 Imonth Dietails .. |

Full Access Adult 12 Months — Payment

—ID.P-BIIS' UPFRONT
D ate Started: |2E acT 2015 LI I Edit Link = | I —l

E =piry: |25 QOCT 26

Conszultant: |1 ISTAFF,DEMU Price : $ (2000.00
et Contract Price: § |2000.00 Dizcount: I

Sales Person: I Digcount Reason:
Farmily > |

Joining Fee — Total Contract Price — Due How
Amount: §10.00

Itern I Amount, § I Item I Amount, |
[ Pay On Esit Contract: § 0.00 Cortract Fee 2,000.00 Contract Fee 2,000.00

Total 2.000.00 Total 2.000.00
I Armount; § (0,00

[ Pay On Esit Contract: $ 0.00

I Suspension Fee

Amount: § I Contract: I
I A |2DDD 0o
Dizcount: i Pay How: §

Dizcount Reaszon: I Fietention Program :

Setup Letterl Letter | Marketing | Persanal Details || v Ok || X Cancel | Apply |

15. The new membership details now appear with the membership confract number and
any outstanding money

‘ Personal Details |
D ate Started I arketing Info |
S : - = Create Mew |

conzult.link |

|(:' CurrentOnly € IncIudeHistorg|

Contract ID=61 - ~View & Update

Act
Memberzhip details. .
Pay at POS: $| -2000.00 4|
Date Started: |2B gcT2mMs D
—I . ) Changes ... |
Current Expiry Date:  [25 OCT 2016 Bistiei: & e BB |
- TOTAL Balance: § 200000

Suspenzion Limit [Daps]: |42 Visits |
Suspenszion Day(z) Used: IU Suzpension... |

Mext Papment Date:  [Dye Now
Total Borws Day(s] Added: ID Bonus Daps ... |

Financial... |

Cetails: I
Messages... |
—I I Paprnent Methad |

Consulant: |1 |STAFF DEMO

Ref:

Sales Persor:

b ark eting |

“dbl click Fizld
b magimize

Comment: | -

W

Last Updated 26M0F2015 5:25:15 P

Setup Letter | Letter | lzsue Card | v 0K | X Cancel Refresh Apply |

16. This payment will need to be taken through POS
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Consult.link
Members> Contracts> View Customer Contracts> Consult.link

The Consult Module is a stand-alone application that works with the Links database. Consult is
an additional module that can be purchased if you don't already have it.

Consult is designed to capture data from the health consultation appointment process and
can then be used for individual comparisons; for example, you can track a member's weight
loss or alike. The data can also be reviewed holistically for a complete view of your centre’s
health club customer progress.

For more information and an overview of the Consult Module please see the Consult User
Guide.

Membership Details
Members> Contracts> View Customer Contracts> Membership Details

The Membership details will show you details for the current membership. If the Customer has
more than one confract you will need to ensure you select the membership that you wish to
view the details of before selecting the [Membership Details] button.

3 Contract Details \y BOND, JAMES - 106 - Contract No. 60 .

T Payrient & Join Fee T Suzpension

Memberzhip Code: |M1DD1 Diuration; | FERPETJAL
* Fired Expirg Date,

Dezcription; |Fu|| Accezz Diect Debit

Membership Categary:  |DD s Achivities: -

Date Started:  [26 OCT 2015 DiflFeds Depellimes: | 3%
Current Expiry:
Qriginal Expiry:

Location: |Loc'|

Date lszued: 26 Oct 20015 Staff Code:l

Cloze

General Tab
This tab displays the terms of the Customer's current contract

e Membership Code - Is the ‘Membership Code’ for the membership type

e Durdtion - The length of this membership, if it is upfront or perpetual

e Description - The name of the membership

¢ Membership Category - The category the membership falls under. By selecting [>>]
will display further details of the membership including payment mode and status. See
the ‘Admin User Guide' for further information on ‘Membership Categories’
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¢ Date Started - The date the contfract started

e Current Expiry - The current expiry date. Perpetual memberships do not have a set
expiry date

e Original Expiry - If this membership had an expiry date, i.e. a 6 month membership this
date will show here

¢ Locadtion - Will show the location where the membership was purchased (for
Multi/Location databases ONLY)

e Activities - Selecting the [>>] button will show any activities that have been allowed
for this membership. See the Admin User Guide for further information on activities

o Off Peak Days Times — Selecting the [>>] button will show if there are any time
restrictions for this membership. See the Admin User Guide for further information on
membership tfimes
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Payment & Join Fee Tab

This tab details the payment mode for the membership being viewed, the price at which it
was sold, the current price of the membership and if the Customer was charged a joining fee.

5 Contract Details \\ BOND, JAMES - 106 - Contract No. 60 -
General T T Suzpenszion
Payment
Tupe: (DD Price &t Sale: $| 4500 Current Price: $|  45.00

Caontract Price: $ | 4500 poer 2 week(s)

Discount: 0.00

Join Service

Codel:  |571004 Feel at Sale: §| 99.00 Contract Feel: $| 99.00
Codez: Fes? at Sale: § Contract Fee2: §

Cloze

e Type -Ifitis an upfront or direct debit membership type

e Price at Sale - The price this contract was sold at

e Current Price - Is the price of the membership currently

¢ Contract Price - This is the amount this Member is currently paying
e Discount - If this Member is receiving a discount

¢ Joining Service Code 1 -The Service Code for the joining fee

e Feel at sale - The price the joining fee was when sold

¢ Contract Feel - The joining fee that was paid when sold

¢ Joining Service Code 2 - The second Service Code for an additional joining fee
e Fee2 at sale - The second joining fee when sold

e Contract Fee2 - The second joining fee that was paid when sold
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Suspension Tab

This tab details the limit of suspensions applicable to the membership and any suspension
fee's applicable to the membership at the point of sale and/or now.

i Contract Details \\ BOND, JAMES - 106 - Contract No. 60 -
General T Fayment & Join Fee T
Suspension details
At Sale Suspenszion Fee
Limit at Gale:  [50 FlsER
Amount; 0.50
Fee Free Perod at Sale: |0 dayis] At Sale Curent
Contract .
Comtent Amount: § 050
Limit: |50 Contract Cumett
Fee Free Period: |5 dalz] Amount: $ 0.50
Digcount: 0.00 x
Suzpenzion Limit Follover Bules =

Cloze

e At sale - The number of days that the member is allowed to suspend during their
contfract and the number of days for free suspension allocated

¢ Current contract — The current membership types suspension limits, free suspension
days

e Suspension Fee — The cost per days of suspension at sale, the current cost of
suspension for this Membership Type and what the Member is currently paying now
and any discount amounts

Membership Changes
Members> Contracts> View Customer Contracts> Changes

You can view any changes that have been made to a customer’s membership contract. This
includes discounts, changing direct debit details and applying a suspension and/or
cancellation.

To view the reason for any changes made:

1. From the View Customer Contracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button
2. Select the [Changes] button
3. The Contract Changes screen will show the date and time of the change, a
description of the change as well as the Staff ID of the staff member that was
currently logged into Links at the time of change
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Entersd Drezcription [ ate Fram Date To|  Amount, § Cay(z] | Other Staff C
26 Oct 2015 05:35... Bank Card details change.: Card details we... 0.00

4. To view a reason for change double click on a change and the reason for the
confract change will appear

Card details were entered,

Overriding Expiry
Members> Contracts> View Customer Contracts> Override Expiry

Allows you to cancel a current direct debit member or change the current expiry date of an
upfront membership.

Cancelling a Direct Debit Membership:

1. From the View Customer Contracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button

2. Select the [Override Expiry] button
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Override Expiry Date \\, BOND, JAMES - 106 .

Contract Duration: FERPETUAL
Current Expirp Date:
QOvweride Expi Date: H Reset To Original
Reazon: | ﬂ

Cornment;

¥ Cancel

Note: In the example above, the contract is perpetual so no current expiry date exists.

3. Enter the date that the membership is to expire in the ‘Override Expiry Date’ box
Note: When entering this date remember to take info account any direct debit
process which may be about to occur.

4. Select areason for the cancellation from the drop down box

Enter any additional comments in the ‘Comment’ box

6. Select [OK] to return to the previous screen; the status will display as expired once the

expiry date has passed

o

Changing the Expiry Date of an Upfront Membership:

1. From the View Customer Contracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button

2. Select the [Override Expiry] button

Override Expiry Date \\ JOHMNSON, LISA - 31 |Z|

Contract Duration:  [12 MONTH
Current Expirp Date: |07 Feb 2017
QOverride Expiry D ate: ﬂ Rezet To Original
Reasan: | j

Commett:

v 0K X Cancel |

Enter the new date that the membership is fo expire in the ‘Override Expiry Date’ box
Select areason for the change of expiry date from the drop down box

Enter any additional comments in the ‘Comment’ box

Select [OK] to return to the previous screen; the status will display as expired once the

expiry date has passed

SRS S

Resetting an Expiry Date to the Original:

1. From the View Customer Contracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button
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2. Select the [Override Expiry] button

Override Expiry Date \\ BOND, JAMES - 106 [ %]

Contract Duration: PERPETLAL
Current Expiry Date: |07 Mow 2015

Owerride Expiry Date: ﬂ Fieset To Original

Reason: | j

Comment:

X Cancel |

3. Select the [Reset To Original] button and the original expiry date will be restored for

the membership

Note: If you are wanting to reset a direct debit membership and the last direct debit
has already been run you will not be able to reset to original you will need to sell them
a new contract. Please see the ‘Create New' section of this User Guide.

4. Select [OK] to confirm

Visits

Members> Contracts> View Customer Contracts> Visits

Allows you to view, add, remove and print all visits that the member has had recorded

against the selected membership contract.

Viewing Visits Made by a Member:

1. From the View Customer Contracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter

b. Scan their card
c. Selecting the [...] button
2. Select the [Visits] button

Membership Visits

JAMES, BOND

View Vizitz History

() Al the active period

Taotal visits for selected Period = 2

Date | Time | Entry Point | Location | Wisitor*
30410420, 093637 Gym
4114205 09:3552  RECEPTION BOMD JAMES

“Wisitor is a main contract holder if data is missing.

@Peicd  Fom: [40CT2m5  p| To [4NOVZDS D

Add Visit
Print

Cloze
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3. Selectif you wish to see all visits over the ‘active period’ or during a specific date
range. If selecting a specific period, enter the from and to dates and select the [View]
button

4. Any visits made during the selection will now be displayed

Recording a Manual Visit for a Member:

1. From the View Customer Confracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button
2. Select the [Visits] button
3. Select the [Add Visit] button
Membership Visits B

|JAMES, BOND

—Yiew Visits History
(@ Period From : |4 0OCT 215 il To |4 MO 2015 il Wiew |

) &ll the active period

r— Total visits for selected Period = 2

Date I Time | Entry Paoint | Lacation | Wigitor I -
0A0/20.. 033637 Gpm CBR:
4A11/2015 093552 RECEPTION BOMD.JAMES

Frint |

Close |

“ Yisitor is a main contract holder if data is missing.

4. Enter the date, time and entry point for the visit and select [OK]
Add Visit to the History B

— Enter Parameters

Date: [4NDVZ0TS D
Tirne: |a:45:05m«| =

RECEFPTION

Entry Paink;

v' OK | X Cancel |

Deleting a Visit for a Member:

1. From the View Customer Contracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button
2. Select the [Visits] button
3. Highlight the visit you wish to remove, and select the red cross which will appear on

the far right hand side of the line
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|J.&MES,BDND

—¥Yiew Vizits History
@® Peiind From: [40CT2015  p| Ta [snovaois | Yiew |

(1 &l the active period

— Total visits for selected Period = 3

Date | Time | Entry Point | Location | Wigibor Add Vit
00420, 093637 Gum —l

4/11/2015  09:35:52  RECEPTION BOMND JAMES :
4/11,/2M5 0%46:05  RECEPTION | x| | Print |
Cloze |

*Wizitor iz a main contract holder if data iz miszing.

4. Say '‘Yes' to the message to confirm the visit being deleted

The selected record would be permanently deleted from the Links
database,
Are you sure you want to continue?

|

Printing the Visit History for a Member:

1. From the View Customer Contracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button
2. Select the [Visits] bufton
3. Select if you wish to see all visits over the ‘active period’ or during a specific date
range. If selecting a specific period, enter the from and to dates and select the [View]
button
4. Any visits made during the selected dates will now appear
5. Select [Print] and a document preview will be created ready for you to print
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IJAMES,BDND

—Yiew Yizitz History

@® Period Flom: [40CT2015  b| Ta [4nOvZ0T5 o Wiew |

1 &l the active period

r Total wigitz For zelected Period = 2

Date | Timne | Eritry Paint | Location | Wigitar®
3010420, 093637 Gym
4/11/2015 093552 RECEPTION

Add Visit |

Cloze |

EOND JAMES

® Wigitor iz 4 main contract holder if data iz missing,

Suspension
Members> Contracts> View Customer Confracts> Suspension

Allows you to suspend a member’s membership contract and also return early from
suspension if required.

Applying a Suspension

1. From the View Customer Contracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button

2. Select the [Suspension] button

P tual Contract

Total Suzpension Day(z] Uzed:

Suspension Linit: IED
Fee Free Period: ID

Suzpenzion Day(s] Used: |D

Day(z] to Suzpend Left: ISD
Fee Free D aylz] Left: ID

Rollover Rules

Rollowver History

Suspension History

Fram | Tol Daysl Enteredl Sug:Fee,!Bl xFhacluction,!iil Status | Reazon

[~ Danot shaw the Cancelled Suspensions “Fee reduction for Perpetual Contracts Only

Add Susp

(3

on
Frem: [23NOVZ20is | o
To [7DEC 2015 o
Reasar: IHoIida_-,l LI |

Comment:

Going Overzeas

Days To Suspend: |15

Contract Suzp Fee: $ 050 sper day

Total Susp Fee : $ I?.Sl]

[~ 'Total Susp Fee' as a Flat Rate for every DD Period suspended,

Early Retum: I il

Apply | Clear |

Members User Guide
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Insert the dates ‘From’ and ‘To’ which you wish to add the suspension for. In the
example shown above, the member will be suspended for 15 days.

Note: The from and to dates are inclusive.

Select areason for the suspension from the drop down box

Enter any additional comments in the ‘Comment’ box

The ‘Summary’ section will detail the total number of days that will be suspended. If
the member is charged a suspension fee you will see a total fee amount and how
much it is per day

Note. Those with the right security access can override this fee in the ‘Total Susp Fee'’
box if required.

Select [Apply]

You will now see the suspension in the ‘Suspension History’, this will display in the
format that is relevant to the particular membership. That is, the membership for this
example is a direct debit membership on a monthly basis. The suspension falls over 2
direct debit periods so it automatically appears in the ‘Suspension History' as a split
recording. As a result 12 days of the first direct debit period, 3 days of the second
direct debit period are affected by the suspension

5 Suspension \\, BONDS, JAMES - 110 ﬂ

Perpetual Contract

Sugpension Limit: |50 Suspension Day(z) Used: |15 Total Suspension Dayls] Used:  [15

Fee Free Period: |0 Dray(s) to Suspend Left: |35 Rollover Bules ¥y
Fee Free Dayls| Left: |0 Rallover History >
Suspension History
Fram To | Days | Entered | SuspFee, § | *Reduction, $ | Status Reazon |
2341152015 4122205 12 E/11/2015 .00 16.00 Heliday; Gaing Overseas
51242015 7242018 3 E/A11/2015 1.50 387 Holiday; Going Overseas
[~ Do not show the Cancelled Suspensions *Fee reduction for Perpetual Contracts Only
Add Suspension
I ﬂ Daye To Sugpend:
Tao
o ﬂ Contract Susp Fee: § 0.50 fper day
Reesar | ﬂ J Total Susp Fee - %

E arly Return: ﬂ | Clear |

[ t:
ommen ‘ ™ 'Total Susp Fee' as a Flat Rate for every DD Period suspended.

Print... |I Financial... I Close |

9.

Links will calculate the reduction that will also occur for the next direct debit run.
Viewing the financial screen will display the pending processing results. In the screen
below the ‘Next DD Payment’ is reduced and the account lines highlighted below
show as future transactions in regards fo the suspension.
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5 Financial Details \\ BONDS, JAMES - 110%\ Contract Id=39 “
Payment Type A t Details | A t Adjustment: I DD Papment Overide I
Direct Debit Perpetual
Site Default: Direct Debit Riight Menu: Change Payment Method,
Show Charge Details, Show Payment
Balance Detailz. Show Transactions
Split
Pyl (FOEE 9 Dy Date | Description | Debit,§ | Credt.$ | Line Balance.$ | Pay tethod | Tranld | Status
Diirect Debit: § | -6.00 05 Dec 2015 Suspension Reduction [... 387 .87 -
Future DD: § o0 05 Dec 2015 Suzpenzion Fes(5/12/2... 1.50 -1.50 Diirect Debit
uture LILE : 23 Mov 2015 Suspension Reduction [... 16.00 16.00
23 Mov 2015 Suzpenzion Fes[23/11/... E.00 -6.00 Diirect Debit -
Change Default 76 Mow 2015 Membership Payment 1800 ir s
Hext | | BB Mov 2015 Membership Payment 3867 234
Payment 05 Mov 2015 Membership Contract F... 3867 0.00 -
Hext DD Payment: 06 Mo 2015 Membership Join Fee 15.00 0.00
05 DEC 2015
Direct Debit Payment
MNest Scheduled DD Period
05 DEC 2015 - 04 JAN
2016:
AMOUNT TO PAY = 27.63
Exceptions: Direct Debit
Balance brought fonward=
$12.37. Dehit Amount = . = it ;
$40.00 Date Legend Line Legend e TS, Total Debit: $| E1.17
— F e o Py — Chirge Total Credit: $ 354
— Fayment { Reduction | | === Outstanding Charge Changes... | .
— 2 djustment — P ayment Total Balance : § 12.37
— FubUre w— erPayment Direct Drebit Summary | Total Pending: $ I 0.00
Feallocate Accountsl Prices... | Suzpengion... | PFrint Account | Frint Scheduls | v 0K | X Cancel | ‘

10. During the suspension period the contract will now appear as suspended in the
Suspension History screen and as a suspended status on the Membership Contract
screen

Personal Details
Marketing Info
Create Hew

consultlink |

i

| CustomerD ISS _I +Mew Ma"“BIEDND

D escription

Membership Contracts \\ Customer Number - 99

o
Date Started

Expiry Date | Status
4 Ho 5 I e

. AMES

Nirect Debit

{* CurrentOnly (" Include History

r Contract ID=70

View & Update

| SusEendedl

Suspension Limit [Days): IEU

o # of Dehit Periods Membership details... |
DateStated  [aNDVZ01E D | PR § oo R B
Diect Detit § P Contract Payout 3714 Changes |
Current Expiry Date: I D=3 0Es : Amount: $: =
Owerride E=piry. |
TOTAL Balance: § 49.87 Min Expiry Date |3 FEB 2016

Wisits ... |
Suspension, |
Bonus Days |
Financial |

Suspenzion Day(s] Used: |31
Total Bonus Day(s] Added: IU

Mext Payment Date: |13 MOV 2015

Ref I Details: IDirect Debit Payment
Meszages, |
Sales Person
I —I I Payment Method I
Consultant: |1
snsuliant: | [STAFF.DEMD Marketing I
Cornmet N
* dbl elick field
to maximize e
Last Updated H112005 10:23:34 A1
Setup Letter | Letter | |ssue Card | v 0K X Cancel Refresh Apply |

Processing an Early Return

A confract can be reactivated from suspension in the event that a member returns early from
a period of absence:

From the View Customer Contracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button

2. Select the [Suspension] button

1.
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Perpetual Contract
Suspension Limit: IED Suspenzion D ay(s] Used: I‘I 5 Tatal Suspension Day(s) Used:

Fee Free Period: ID Dayls] to Suspend Left: |35 Rallover Rules

Fee Free Daylz] Left: ID Follover History

Suspension History

Fram | Tol Da_l,lsl Enteledl Sug:Fee,?I%l “Reduction... | Statug | Reazon
234172015 412/2015 12 E/1/2015 £.00 16.00 :
01F 7 3 E/11/2015

[~ Dornot show the Cancelled Suspensions
—Add Suspension

e I— _I Summary
. D Days To Suspend: ID
Taor I il

Contract Susp Fee: $| 0,50 /per day
Reason:

Total Susp Fee : $ I 0.00

[~ 'Total Susp Fee' as a Flat Rate for every DD Period suspended.

*Fee reduction for Perpetual Contracts Orly

Comment;

Early Return: Apply | Clear |

Print... | Financial... | Close |

3. Select the correct debit period to be affected and click on the red cross displayed to
right of the line

i To process an Early Return, please, click "Yes'.

Yes | MNo I

4. Select [Yes] to process an early return
5. Enter a date in the early return field
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(i} Suspension \\ BONDS, JAMES - 110 “

Perpetual Contract

Suspenzion Limit: |5U Suspenszion Day(s) Used: |15 T otal Suspension Day(s) Used: |‘|5
Fee Fies Periad: [0 Dayls] to Suspend Left:  [35 Rollaver Rules LI

Fee Free Day(s] Left ID Rollover History 124 |

Suzpension History

Fram | To | Dayz | Entered | SuspFee. § | “Heduction... | Status | Reason |
231125 41124205 12 BA1/2ME E.00 16.00 Holiday; Going Owerseas
512/2M5 72215 3 BA1/2MB 1.50 387 Holiday; Going Overseas

I~ Do not show the Cancelled Suspensions “Fee reduction for Perpetual Contracts Orly

—Early Return from 5uspensi -

HCL A~ DEC 2015 il Days TJ:J Suspend: ll]—

- I? DEC 2015 il Contract Susp Fee: $|w Jper day
fe=sun: IHDlida-"' LI _I Total Susp Fee: § W

Comment:

—

[T ‘Tatal Susp Fee' az a Flat Fate for every DD Period suspended.

E arly Fetum: |5 MNOW 205 | Apply | Clear |

Print... | Financial...l Cloze |

6. Select [Apply] to finalise the early return
7. The suspension limit and Financial Details screen will update accordingly

(m Financial Details \\ BONDS, JAMES - 1104\ Contract [d=39
Payment Tvpe A Details I A t Adjustment I DD Payment I]venidel
Direct Debit Perpetual
Site Default Direct Debit Right Menw: Change Payment Method,

Show Charge Details, Show Papment
Detailz Shaw Trarsactions

Balance
Split
[Pzt (R & i Date | Description | Debitg| Credit$| LineBalance$ |  Pay Method | Tranld | Statug
Direct Debit: § I -6.00 05 Dec 2015 REFUND: Suspension 387 ooo -
05 Dec 2015 REFUMD: Suspension 150
Futue DD: 000 W iE Der 2015 Suspension Reduction 287
05 Dec 2015 Suspension Fee(5/12/2 1.50 0.00
Change Default | | 533002015 Suspension Reduction | T6.00 1600
Next T | 23 Mo 2015 Suspension Fee23/114. E.00 -6.00 Direct Debit -
Payment 05 Mow 2015 Membership Payment 15.00 234

Next DD Papment: 08 Mow 2015 Membership Payment IBET 23
05 DEC 2015 06 Mow 2015 Membership Contract F... 3867 0.00 -
06 Mow 2015 Membership Join Fee 15.00 o.oo -

Diirect Debit Papment

Next Scheduled DD Period
05 DEC 205 - 04 .J4N

AMOUNT T0 PAY = 30.00
E xceptions: Direct Debit

B alance brought forward=
o e Date Legend Total Detit: [ 6504

— F e o Pay — Charge Total Credit: $ 75.04

s ayment { Reduction | | ™= Outstanding Chargs Changes... S
Total Balance : $ 10,00

— djustment — Fayment
s Future — e iP ayment Direct Diebit Summary Total Pending: § 0.00

Haal\ocataAchuntsl Prices... | Suzpension... | Print Account | PnntScheduIel v 0K | X Cancel |

Line Legend

8. The record will now be restored as acftive if the return date has passed or the record
will remain suspended but with a new suspension end period in place
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5

Suspension \\ BONDS, JAMES - 110

Suspension Limit; |5EI
Fee Free Period: ID

Suzpension D ay(z) Used: |1 2
Dap(z) to Suspend Left: |38
Fee Free Dap(s] Left: ID

I Perpetual Contract

Total Sugpengion Day(s] Used: I‘I 2

Rollover Rules > |
Ruallover History > |

Suszpension History

Frarm: I—il
O —

Fieasorn; I

=l |

From I TDI Da_l,lsl Enteredl SuspFee,$| “Heduction... I Statusz I Reazon I
231172015 4/M12/2015 12 BA11/2015 .00 16.00 Haoliday; Going Dverseas
541272015 72205 o BEA1/2005 1.50 387 Cancelled CAMCELLEDISUSP EMTE...
[~ Do not show the Cancelled Suspensions “Fee reduction for Perpetual Contracts Only
—Add Suspension
Summary

Days To Suspend: I

Contract Susp Fee: $| 050 Jper day
Total Susp Fee : § I

Comment: I

Early Fieturn: I ﬂ

[~ 'Total Susp Fee' as a Flat Rate for every DD Period suspended,

Aipply | Clear |

Frint... | Finaneial... Cloze

Viewing the Financial Details
Members> Contracts>View Customer Contracts> Financial

This screen can be accessed via the Suspension screen or the Membership Contract screen
and shows the history of all financial details displays, showing all credits and debits that have
occurred on the account.
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Account Details Tab

a8

Payment Tvpe
Direct Debit Perpetual

Site Default: Direct Debit

Financial Details \\ BOMNDS, JAMES - 1100\, Contract Id=39

Account Details lAccnunt Adjustments | DD Payment Override |

Right Menw: Change Payment Method,

Shaw Charge Details, Show Payment

Detailz, Shaw Transactions

FeetoPay —  Charge

Fayment { Reduction
Adjustment

Future

— Oygtztanding Charge
s— 5l mE N

s CyerFayment

Changes...
Direct Debit Summary

Balance
Split
eyl FOkE ¢ — Date D ecription | Dehit,§ | Credit,$ | Line Balahce,$ | Pay Method Tranld | Status
Direct Diebit: § | -6.00 05 Dec 2015 REFUND: Suspension ... 387 0.oo -
. 05 Dec 2015 REFUMND: Suspension ... 1.50
A L € 000 |1 05 Dec 2015 Suspension Reduction|... 367
05 0ec 2015 Suspenszion Fee(B/ 1272, 1.60 .00
Change Default | || 23 1oy 2015 Suspension Reduction [... 16.00 1600
Next 23MNow 2015 Suzpension Fee[23/171/7.. E.00 -£.00 Direct Dehit -
Papment 06 Maov 2015 Membership Payment 15.00 234
Mext DD Paymert: 0& Mow 2015 Membership Payrmesnt 3BET 234
05 DEC 2015 06 Mov 2015 Membership Contract F... JBE7 0.oo -
06 Mow 2015 Membership Join Fee 16.00 0.on
Direct Debit Payment
Mext Scheduled DD Period
05 DEC 2015 - 04 JAN
206
AMOUNT TO Pay' = 30.00
Ewceptions: Direct Debit
Balance brought forward=
$10.00. Debit Amount = . it K
$40.00, Pl o Line Legend _ Selection aptions.. - foubsb §] S04

Total Credit : § 75.04

Total Balance: § 10,00
Total Pending: $ 0.00

Reallocate sccounts

Prices...

| Print Account |

| v" OK | X Cancel |

Payment Type - This is the payment type for the membership

e Balance Split - This nominates the payment mode (POS or Direct Debit) you wish to use
in order to collect any monies owed to you from the member or pay any credits
recorded against the member. E.g. Money owed to the member could be credited
against the next direct debit run

¢ Next Payment - Shows the date of the next payment to be made and the mode of
payment. If there is any credit or exira fees they will also appear in this column

e Date Legend - This will correspond to any date on the transaction lines. E.g. Black = fee
to be paid; pink = adjustment made

e Line Legend - The transaction line (excluding the date) will be displayed in a colour
depending on the charge, whether it is a charge = black or payment = blue

¢ Selection Options - To alter the way in which the screen displays details. E.g. Limit the
date range displayed; POS splits or direct debit splits display only

¢ Changes - Shows any changes made to the account, detailing what the changes
were and whom it was made by

¢ Direct Debit Summary - Will show the summary of any direct debit payments, you
have the ability to filter dates as well as print this off

¢ Readllocate Accounts - Will reallocate all payments made to this contract to charges
on this contract

e Prices - Will take you to the Contract Prices screen where you can view and change
the contract price

e Suspension - Will fake you fo this customer’s Suspension screen, to make changes or
view suspensions
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e Print Account - Will print the member’s financial account, all debit s and credits

made. This will print what is currently showing as transactions, you can use the

[Selection options...] button to show only certain transactions

Account Details Options

Members> Contracts> View Customer Contracts> Financials> Selection Options...

You can select to view and print out financial details for a customer’s membership contfract.

This includes the following options:

e Date selection option
e Payment option

e Debits only

e Credifs only

e Adjustments

e Pending

e Orall of the above

1. From the View Customer Contracts screen search for the member by either:

a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button

2. Select [Financial] fo open the customer’s Financial Details screen

Next DD Payment: 06 Mow 2015 Membership Payment 867 234
05 DEC 2015 06 Mow 2015 Membership Contract F... 38.ET 0.00 -
06 Maw 2015 Membership Join Fee 15.00 000 -

Direct Debit Payment

Next Scheduled DD Period
05 DEC 2015 - 04 JAN
2016

AMOUNT TO PAY = 30.00
Erceptions: Direct Debit
Balance brought fonward=

i Financial Details \\, BONDS, JAMES - 110\\ Contract Id=39 “
Payment Type A Details | A Adi ] DD Payment Override I
Direct Debit Perpetual
Site Default: Direct Debit Right Menu: Change Payment Method,
Show Charge Details, Shovw Payment
Balance Detailz Show Transactions
plit
Papel FTS: 6 D Date Diescription ‘ Debit. & ‘ Credit$ | Ling Balance,§ ‘ Pay Method Tranld | Status
Direct Debit: § | -6.00 05 Dec 2015 REFUMD: Suspension ... 387 0. -
. 05 Dec 2015 REFUND: Suspension 1.50
Future DD: § 0.0o 05 Dec 2015 Suspension Reduction [, 387
05 Dec 2015 Suspension Fee(5/12/2.. 1.50 0.00
Ehange Defaull | 1 23 Moy 2015 Suspension Reduction [ 16.00 16.00
Next 23 Mov 2015 Suspension Fes[23/11/.. E.00 £.00 Direct Debit -
Payment 0B Mov 2015 Membership Papment 15.00 234

$10.00. Debit Amount =

$40.00. Date Legend Line Legend Total Debit: £ 504
—— FeemRy o Charge Total Credit: §[  75.04
— puyment § Reduction | | === Outstanding Charge Changes...
— 5 djlustmEnt — Fyment Total Balance : $ 10.00
— Future — et aymEnt Direct Dehit Summary Tatal Pending: $ I—D.DD
Reallocate Accounts| Prices... | | Print &ccount | | v 0K | X Cancal |

3. From the Account Details tab select [Selection options...]
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&3 Account Details Selection Options -

Show Account Details

" Far the period Frarm: ﬂ
To ﬂ

Al

Select Payments

[ Show Debits Only

e

Al [ Show Creditz Only
2 v Show Adjustments
('“

v Show Pending

v K X Cancel

4. Select the options you wish to filter by:

¢ Show Account Details
o For the period; when selected you can choose the from and to dates
o All; when selected will show all dates

e Select Payments
o All; when selected will show both POS and direct debit payments
o Pay at POS; shows only POS payments when selected
o Direct Debit; shows only direct debit payments when selected

e Select the Payment details to view

Show debits only

o Show credit only
o Show adjustments
o Show pending, all pending direct debit payments

Note: This is for LinksPay/Integrated Payments ONLY.
5. Select [OK] and the filters you have set will now be applicable for this customer. The
type of filter you have selected will show on the top left corner

5 Financial Details \\ BONDS, JAMES - 1100\ Contract 1d=39 H
Papment Type - Account Details lAccount Adjustments ] DD Payment Ovemide ]
Direct Debit Perpetual
Site Default: Direct Dehit IShow Debits Only / Do not show Adjustments I Right Menu; Change Payment Method,
Show Charge Details, Show Payment
Balance D etails, Show Tranzactions
Split
PEnd Ui © hn Date D escription | Debit.§ | Credit.$ | Line Balance.$ | Pay Method Tranld | Status
Direct Debit: § | -6.00 05 Dec 2015 REFUMD: Suzpenzion .. 387 0.o0 -
. 05 0ec 2015 Suspension Fee(B/12/2... 1.680 0.on
Future DD: § 000 |l 33 o 2015 Siuspension FeslZ34117 .00 00 Diect Debi
‘ 06 Mow 2015 Membership Contract F... IBE7 0.oo
Change Default | ||| o Moy 2015 Membership Join Fee 15.00 000

Viewing Contract Changes
Members> Contracts> View Customer Contracts> Financials> Changes...

To view any changes that have been made to this contract and by who, follow these
instructions:

1. From the View Customer Confracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
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b. Scan their card
c. Selecting the [...] button

2. Select the [Financial] button to open the customer’s Financial Details screen

3. Select the [Changes...] button

4. This will show any changes that have been made fo this confract, the date, any

amounts and the Staff ID of the staff member who performed the change
Contract Changes Y\ BONDS, JAMES - 110 n
Entered | Description | D ate From | Date To | Armount, § | D ay(s) | Other | Staff C
06 Mow 2015 10:2...  Bank Card details change.: Card details we... 0o 1] 1
06 Mov 2015 10:3..  SUSPEMSION: Going Overseas 23Mov 2015 04 Dec 2015 E.00 12 1
06 Mov 2015 04:0... SUSPEMSION cancelled: CAMCELLEDIS. .. 05 Dec 2015 07 Dec 2015 0o 1] 1
£ >
Direct Debit Summary

Members> Contracts> View Customer Contracts> Financials> Direct Debit Summary

This will show you a summary of the member’s direct debits, the direct debit period, when it

was run, the amount sent, the amount received and the status.

1.

2.
3.

Members User Guide

From the View Customer Contracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button
Select the [Financial] button to open the customer’s Financial Details screen
Select the [Direct Debit Summary] button
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Direct Debit Period | Run Date | AmtSent,$| .&theceived,$| Eutra Fees,$| Error | Status

= Mote: The additional fees are those incured from processing the debit run and includes foelorainicn 0.00
rejections, rejection fees, bank charges ete. Total Amount Received: § 0.aa

lrﬁelection Criteria for Run Date Total Additional Fees: $ 0.aa

Fram Date: |1 OCT 2015 LI To Date: |31 OCT 2015 il Pririt Cloze |

4. You can filter the dates for certain runs by selecting a ‘From’ and ‘To’ date and

clicking [Apply]
5. You can also print the Direct Debit Summary by selecting [Print]

Reallocating Accounts
Members> Contracts> View Customer Contracts> Financials> Reallocating Accounts

This allows you to reallocate Customer’s accounts, if a payment is not matching up to a debif
against the Customer’s account.

1. From the View Customer Contracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] butfton
2. Select the [Financial] button to open the customer’s Financial Details screen
3. Select the [Reallocate Accounts] button

This process will attempt to reallocate all payments to charges for this contract
and the changes made cannot be undene.

Are you sure you wish to continue?

4. Select [Yes] to continue and the reallocation will occur
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Overriding/Changing Contract Prices
Members> Contracts> View Customer Contracts> Financials> Prices

This screen displays information relating to the current contract applicable to the member. I
displays the membership fee applicable and the mode of payment relevant to the contract.
In addition, it also displays contract fees/suspension fees and any discounts which have been
applied to the membership. The Contract Prices screen also allows you to permanently
modify the customer’s direct debit confract amount. Follow the steps below to change a
member’s contract price:

1. From the View Customer Confracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button
2. Select the [Financial] button to open the customer’s Financial Details screen
3. Select the [Prices] button

03 Contract Prices \\ BOND, JAMES - 99 -
Payment Type |Direct Debit
Join Fee Memberzhip Fee
Contract Fes1: § [58.00 Current at S4LE: $ |40.00 per 2 week(s]
Contract Fee2: $|0.00 Current Contract

Amount: § 4000 pner 2 week(s)

Discount: |0 %

Suspension Fee Owvernide Contract Price
Current &t SALE: § W fper ey Enter Mew Cartract Price: § ’|—
Contract : $ W /per day Enter Mew Discount: I—Dr“/°
Discount: ’—D % Remove Discount |

Reason: ‘

Wiew Price Changes.. v 0K | X Cancel | Clear | |

Enter the new price or the percentage discount applicable
Enter a reason for the override

Select [Apply]

This will take effect from the next scheduled direct debit run

No o

To view any price changes made select [View Price Changes] button.
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Date Entered i Amount, $ Staff Code
15 11:43:... Contract Payment.

Printing Account History
Members> Contracts> View Customer Contracts> Financials> Print Account
You are able to print an account history for a Member.

1. From the View Customer Confracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button
2. Select the [Financial] button to open the customer’s Financial Details screen
3. Select the [Print Account] button

Show Account Details

Sl

" Custarmer Payments Only

X Cancel

4, Select if you wish to print ‘All’ account history which will include fees and payments or
‘Customer Payments Only’
5. Select [OK] and a tax invoice will be generated, ready for you to print

Accounts Adjustments Tab
Members> Contracts> View Customer Contracts> Financials> Account Adjustment tab

This records any financial adjustments required to be made to a membership, you can
decrease or increase the amount owing on a customer’s account. The balance of the
membership will display in the left hand summary preview pane. Any adjustments will show in
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the adjustment panel with the date, reason, amount and staff member that performed the

adjustment.

5 Financial Details \\ BONDS, JAMES - 110\ Contract Id=39

Pay t Type

Account Details | Account Adjustments | DD Payment Overide |

Direct Debit Perpetual

Exceptions: Direct Debit
B alance brought forward=

Site Default: Direct Debi [~ Mew Adjustment
 Decrease Adjustment  Increase Adjustment
IBalance  Intraduction
Split
Pap at POS: § 0.00
Direct Debit; $ -11.00 Decrease Adjustment will decrease the amount on the account. This is an adjustment,
Future DD: § o which will need to be matched against a charge.
Change Default
Next
Payment Increase Adjustment will increase the amount owed on the account.
Mext DD Payment:
05 DEC 2015
Direct Dekit Payment
Newt Scheduled DD Period Mote: ** Pending charges are not shown
05 DEC 2015 - 04.J4N ooy | cenr |
.iEf-IIDE:LINT 10 R&Y = 25.00 Date | Reason | Payment Methad | Amount, § | Staff Mame |
\ 0B Movw 2015 Adustment&dmin Fee Direct Debit H00 TRAIMERT

$5.00. Debit Amount =
$40.00.

Wiew Adjustmentz History |

“Dauble click on Feazon column ba view entire
Fieason description

Total Adjust For Penod:

-5.00

Reallocate sccounts |

Prices... | Sugzpenszian... | Frint ccount

Print Schedule

v Ok

| X Cancel |

To Decrease an Amount Owing on the Account

1. From the View Customer Confracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter

b. Scan their card
c. Selecting the [...] button

1. Select the [Financial] button to open the customer’s Financial Details screen

2. Click on the ‘Account Adjustment’ tab
3. Select ‘Decrease Adjustment’

~New Adjust

@ [Decrease Adius‘tmen‘t 7 Increasze Adjustment

r Decreaze Adjustment

Decrease amount owed on account by § Im

Reasor: I

 Outstanding Charg

|Date |Heason | Balanca,$| Payment Method | Pay ¢
p |27 apr 2015 |Dverpa_ument | 0 DD| |
| | Totals:| 0.00]
«| |

Mote: = Pending charges are not shown

Apply | Clear |

4. Enter the amount you wish to decrease the account by
5. Enter areason as to why this amount has been decreased

6. Select [Apply]
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Note: You will need to have the correct security seftings to be able to decrease the amount
owing.

To Increase an Amount Owing on the Account
Members> Contracts> View Customer Contracts> Financials> Account Adjustment tab

1. From the View Customer Confracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button
2. Select the [Financial] button to open the customer’s Financial Details screen
3. Click on the ‘Account Adjustment’ tab
4. Select ‘Increase Adjustment’

Mew Adjustment
" Decreaze Adjustment * |ncrease Adiug‘[‘men‘[‘
Inciease Adustment;

Increase amount owed on account by: $ (Y

Fapment Method
" Payat POS & Direct Debit

Reason: ‘

Date: [7arR015 |
Mote: = Pending charges are not shawn Anply Clear

Enter the amount to ‘Increase amount owed on account by’
Select how it is fo be paid either ‘POS’ or ‘Direct Debit’

Enter the reason for increasing the amount owed

Select the date for this to appear on the customer’s account
Select [Apply]

0 ® N O

Note: You will need to have the correct security settings to be able to decrease the amount
owing.

To Delete an Adjustment

1. From the View Customer Confracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button
2. Select the [Financial] button to open the customer’s Financial Details screen
3. Click on the ‘Account Adjustment’ tab
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5 Financial Details \\ BONDS, JAMES - 110\ Contract Id=39
Payment Type Account Details t Adjustments | DD Payment Override |
Direct Debit Perpetual .
Site Default: Direct Debit| [~ Mew Adjust
(= Decrease Adjustment { Increase Adjustment
Balance r Introduction
5 plit
Pay at POS: § 0.00
Direct Debit: § -11.00 Decrease Adjustment will decrease the amount on the account. This is an adjustment,
Futwe DD: § o which will need to be matched against a charge.
Change Default |
Next
Payment Increase Adjustment will increase the amount owed on the account.

Mext DD Payment:
05 DEC 2015

Direct Debit Payment

Mext Scheduled DD Periad Mote: ** Pending charges are not shown

05 DEC 2015 - 04 JAN

2016

AMOUNT TO PAY = 35.00
Exceptions: Direct Debit
Balance brought fonward=
$5.00. Debit Amount =
$40.00.

[Date
0E Mov 2015

Reason Payment Method

[Direct Debit

Adjustment:Admin Fee

Wiew Adjustments Histary |""D0uble click cn Rieason column to view entie Tatal Adjust For Period: -5.00
Fieazon description
Feallocate Accountsl Frices... | Suspenszion... | Frint &ccount | Frint Schedule v 0K | X Cancel |

4. Highlight the adjustment you wish to delete
5. Select the red cross on the far right hand side of the line

Delete Membership Adjustment

@*% The selected adjustments would be permanently deleted from the
W database.
Are you sure you want to continue?

es

6. Select [Yes] and the adjustment will be removed

Note: You will need to have the correct security settings to be able to delete adjustments.

Direct Debit Payment Override Tab

Members> Contracts> View Customer Contracts> Financials> DD Payment Override

This screen is used to override one or more direct debits without permanently changing the
contract amoutn. Previous direct debit overrides can be viewed and also removed.

Members User Guide

January 2017

42



=3 Links

MODULAR SOLUTIONS

0 Financial Details \\ BONDS, JAMES - 110\ Contract Id=39 H

Payment Type - Account Details ] Account Adjustments DD Payment Override l
Direct Debit Perpetual

Site Default: Direct Debit

Oweride Amaunt: $ (4200 Standard Fee: $ |40.00

Balance
Split
Pap at POS: § 0.00
. " . “Leawe blank bo override the
Ditect Dbt $ [ -11.00 Override valid Untl: |4 JAN 2017 D pyert OO Feriad aniy.
Future DD: § 0.0 [Erter Date or select
from the List of 5 JALLIII(_322D[;FE
Perspective DD Periods
Change Default END Dates | 04 SEP 2016
Mext 04 OCT 2016
Payment 04 NOV 2016
04 DEC 2016
Mewt DD Payment: ]
05 DEC 2015
Reason:  |Rejection Fee

Diirect Debit Payment

Mewt Scheduled DD Period
05 DEC 201% - 04 JAN
2016: Apply Feset Remove
AMOUNT TO PAY = 35.00
Exceptions: Direct Debit
Balatce brought fonward=
$5.00. Dehit Amaunt =
$40.00.

View DD 0wvemdes History

Reallacate dccounts Prices... Suzpensian... v Ok X Cancel

Applying a Direct Debit Override

1. From the View Customer Contracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button
2. Select the [Financial] button to open the customer’s Financial Details screen
Click on the ‘DD Payment Override’ tab
4. In '‘Override Amount’ enfer the amount you wish to override upcoming direct debit
runs for
5. In '‘Override Valid Until' enter or select the date of the last day of the last direct debit
run you wish the override to take effect. E.g. If wanting it to take effect for the next six
payments then the date would be the 4t January as this is the day before the third
debit run from today. If you wish the override to take effect only for the next DD then
leave this field blank
6. Inthe ‘Reason’ enter areason for the override, this will appear in reports
7. Select [Apply]

w

Viewing a Direct Debit Override

1. From the View Customer Contracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button
2. Select the [Financial] button to open the customer’s Financial Details screen
3. Click on the ‘DD Payment Override' tab
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4. The current override will appear, to view the history of previous overrides select the
[View DD Overrides History] button and the following will appear

05 Aug 2015 14:03 3000 Yalid until: 17 Sep 2015 Over. Amaunt: | Paving off Failed Payment &z werbal aore...

5. To view more information on an override double click on it and the following screen
with the override information will appear

Walid until: 17 Sep 2015 Ower. Amount: $30.00 Paging off |~
Failed Pavrment az werbal agreement

Removing a Direct Debit Override

1. From the View Customer Contracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button
2. Select the [Financial] button to open the customer’s Financial Details screen
Click on the ‘DD Payment Override' tab
4. The current override will appear, select the [Remove] button and this will clear the
direct debit override and at the next debit the normal debit amount will be taken

w

Messages
Members > Contracts> View Customer Contracts> Messages
This screen enables you to view any customer messages that have been generated and the

message details.
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Viewing Message History

1. From the View Customer Contracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button

2. Select the [Message] button

i View Messages for JOHNSON LISA .

Select Mezzages

® Peiod Fom: [5FEB205 D Te [5auGams b View

Al

[rate From Subject FRead

570872015 STAFF Meed to collact new debit detailz

Total Mezzages: 1
; ) Mew Mezzage Cloze
[ Include only meszages with the High Importance Level

3. Select the date range fo view your messages from the two opftions are:
e Period - Enterin the ‘From’ and 'To’ dates fo select messages that were
generated in a specific period
e All - Select all messages generated
4. Select the [View] button, you will then see all messages based on your selection
criteria
5. Click on the message from the list to view the full content

Creating a New Internal Message
Members > Contracts> View Customer Contracts> Messages

Internal messages are displayed as a ‘pop up’' when a customer scans in through POS. If the
customer is entering via an entry point, this will disable access and the customer will be
forced to areception desk so that the message can be actioned by a staff member.

1. From the View Customer Contracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
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c. Selecting the [...] button
2. Select the [Message] button
3. Select the [New Message] button

5 Create New Message -
To:
Customer: 43 WOHMSON, LISA
From:
Staff Code: |1 |STAFF
Subject:

| B

Attach I Message Impartance is HIGH. Meszage Expiry Date: ﬂ
[ Files Attached

£ *
Mazter Common Mzg Email Meszage oplions
Save Ag Lommon.. " Current Intermal Message Bl Clear
Delete From Commar... " Standard Email Meszage Close

4. Enter a 'Subject’ or using the drop down button select from common subjects
(inclusive of message) that have previously been saved

5. Selectif ‘Message Importance is HIGH' (this will bold the subject)

6. Enterin a ‘Message expiry date’ if this message will expire on a set date or leave
blank

7. Type in the message in the comment box or edit if you have selected a common
message

8. Select ‘Save As Common’ If you wish to make this a common message, if it is not
already and you use this message frequently

9. Select ‘Current Internal Message’

10. Select the [Create Message] button

Creating an SMS

Note: The functionality of the Create New SMS screen mirrors that of the Create Internal
Message screen.

1. From the View Customer Contracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button
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2. Select the [Message] button
3. Select the [New Message] button

—To:
Custarner: |31 |JE|HNSEIN, LIS,

— From:

Staff Code: |1 |5mFF

— Subject:

Attach | I Message Impartance is HIGH. Meszage Expiry Date:
[ Files Attached

<

— Master Common Mzg Email Meszage oplions Create Meszage

Save Az Comman.. " Curent Intemnal Meszage

Clear

Delete From Commar... " Standard Email Message

Cloze

4. Select the [SMS] button and the following will appear

To
’7 Cusztomer: IB? JOHMSON, LISA

— Common M ge D iption

 Text to be sent

0 characters entered [maximum 160 characters)

Send SMS |

Save Commaon SMS |
Clear |

Delete Common 5SS |

Cloze

5. Select your ‘Common Message’ from the drop down if relevant or otherwise type in
the content of the message

6. Select [Save Common SMS] if you wish to make this a common message, if not
already. This allows you to use the same message frequently
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7. Select the [Send SMS] button

To:
’7Customer: |8? |JDHNSDN,LISA

— Common Meszage Description

— Text to be sent

54 characters entered [maximum 160 characters]

Pleaze contact the team at ABC Leisure on 03 9399 3939

Save Common SM5

|

Clear
Delete Commaon S5 |

Clase

8. You willreceive a message stating the SMS has been sent successfully
Note: Do not select send SMS again otherwise the message will be sent twice.
Creating an Email
Members > Contracts> View Customer Contracts> Messages

1. From the View Customer Confracts screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button

2. Select the [Message] button

3. Select the [New Message] button

—To:
Customer: |49 |JDHNSDN, LIS,

— From:
Staff Code: |1 |STAFF

hiect

Aftach | ||_ Meszage Importance is HIGH. Message Expiry Date:
0 Files Attached

W

< ¥

— Master Common Msg Email Message opti Create Messags |
Save AsCommon... |  Cument Intemnal Message Emsl | Clear |

Delete From Caornmat... |  Standard Email Meszage
Cloze |

4. Enterin a 'Subject’ or using the drop down button select from common subjects
(inclusive of message) that have previously been saved
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5. Aftach any documents as applicable by selecting the [Attach] button and choosing
the file

6. Selectif ‘Message Importance is HIGH’

7. Type in the message in the comment box or edit if you have selected a common
message

8. Select [Save Common SMS] if you wish to make this a common message, if not
already and you use the same message frequently

9. Select ‘Current Internal Message’

10. Select the [Email] button

11. You will receive a message stating the email has been sent successfully

Payment Method
Members> Contracts> View Customer Contracts> Payment Method

This is where the member’s credit card or bank account details are entered depending on
the mode of payment to be made by the direct debit.

Bank Details

5 Direct Debit Information \\, BLACK, JACK - 19 = =

() Links Credit Card (® Links Bank Debit

Bank Mame: |ANZ

Branch Mame: |SYDNEY

Bank BSB No: [123123 =l

Account Mame: |JACK BLACK.

Account No: |1 2341234

Sent:

Transfer Direct Debit Details

Impart.. |

¥ 0K | X Cancel | Clear |

e Bank Name - This is the name of the bank that is used by the customer
e Branch name - The location of the store that the customer opened the account with,
this is attached to the BSB number
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Bank BSB No - This is the BSB number for the bank and is always é numbers. This can be
entered manually if known or searched for via the search icon to the right providing a
BSB database has been loaded. Please refer o Admin> Site> Site Setup for loading of
BSB numbers.

Account Name - This is the name on the account holder for the bank account details
provided

Account No - This is the account number, the length of this number can vary between
banks

Transfer Bank Account Details - This refers to transferring the details from another
contract or another customer. If the details have already been entered into another
customer’s record they can be searched for and imported into the current record on
display

Credit Card
5 Direct Debit Information \\ BLACK, JACK - 19 - O
(®) Links Credit Card () Links Bank Debit
=l |=| @
Card Mumber: |411‘I111111‘I1‘I111

Card Holder Mame:  [JACK BLACK,

Expiry:  |03/419 Sent:

[T Use address on file
Card Holder &ddress: |

Postcode:

Transfer Direct Debit Details

Import... |

v 0K | X Cancel Clear

Card Type - Select the card type

Card Number - This is the credit card number. This is 16 numbers in length for Visa and
MasterCard. The middle 8 numbers will be hashed out once saved e.g.

SS55#H ###H#H## #5555

Card Holder Name — The name that appears on the credit card

Expiry — The expiry date of the credit card

Transfer Bank Account Details - This refers to transferring the details from another
confract or another customer. If the details have already been entered into another
customer's record they can be searched for and imported into the current record on
display
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Importing CC/Bank Details from another Member

1. Select the [Import] button

Source

CustamerD: |43 J |.JDHNSDN,LIS£«

D | D escription | Date Startedl E wpiry Datel PayTupe |

Impart iz restricted to memberships from the current location only, . Cancel

2. Select the [...] button to search for the member you wish to import the financial
details from

Source

CustomerD:  [14 =] [FLYNNTODD

Dl escription [1ate Started

Import is restricted to memberships from the current location only. % Cancel

3. Only current contracts that have direct debit details will be displayed in this screen.
Select the relevant confract to tfransfer from
4. Select [OK] the direct debit details will appear encrypted select [OK] to save
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®) Links Credit Card () Links Bank Dehit

rCard Type

el = @

r Card Details
Card Humber: I4111ﬂﬂﬂﬂ##ﬂ#1111

Card Holder Mame: |test card

E wpiry: IIJSH | Sent:

Address Yenfication
[ Use address on file
Card Holder Address: I

Postcode: I

Import. ..

"Tlanshﬂ Direct Debit Details

v 0K | X Cancel

Pay at POS Memberships

Links has the ability to pay at POS for memberships which allows your customers to make their
scheduled payment via POS. This assists sites using LinksPay who need to allow over the
counter payments and not fo be included in the '‘Missing Debit Type’ report.

Note: You must be operating LinksPay for this function to work.

When setting up a new direct debit membership and entering in the direct debit information,
there will be an opftion called ‘Pay At POS’.

O Links Credit Card ) Links Bank Debit O Pay At POS
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Contract Marketing Details

Members> Contracts> View Customer Contracts> Marketing

Here you can record customer and confract marketing details. Customer’s marketing details
may refer to why they initially joined and contract marketing details may refer to why they

brought that particular contract.

B3 Customer Marketing “

Cusgtomer |d: |1 3 |BLAI:K, JACK,

Gender: IM_

Memb. Type: |MMD3

Sale Initiated from

- Salg& Staff o~ Fleu:_eptinn i I:Iwn__
Hzzist Azzist Decizion
tembership | Clear
b orvernent;
Comments:

Clear

Source: |Internet

Clear

Type: |

Clear

Promation: |N|:u Prarmation

A
elele 212

Clear

Mew Membership | First Membership
Reason:

-£m- == |
== U

Save Delete

Remaove
Clear Al

@ *| [

Clear Clone Cloze

¢ Sale Initiated from - This denotes who sold the contract and how it was sold

e Membership Movements - This denotes the movement from a previous contract

e Comments - Any comments on this sale

e Source - The source of marketing that enficed the customer to purchase the contract
e Type - The type of marketing used

e Promotion - The particular promotion that enficed the customer to purchase the

contract

¢ New Membership Reason - The customer’s reasons for purchasing this contract
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Visit History

Members> Visits> Memberships Visits

This screen displays the history of a member’s visits for a particular date range or for all of the
active period of the membership.

Viewing a Members Visit History

Membership Visits =
CustomerD: || J |
Contracts
IV Select only Active Contracts [ Select only Membership Contracts
[ [ Select only WisitPass Contracts
D | Type | Code StartDatel E xpiry Datel Status | Wigits Limit

Yiew Yisitz History

@ Peiiod From: [BJOL205  p| Too [5aUG 2015 o

(" Al the active penod

Visits

D ate | Time | Entry Paint | Location | igitor* add Visit
Frint

Close

° Visitor is a main contract holder if data is missing.

1. From the Membership Visits screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button
Select the contracts you wish to view, either:
a. Select only Active Confracts
b. Include the archived Confracts
c. Select only Membership Contracts
d. Select only VisitPass Contracts
3. Ifthere is more than one membership contract highlight the one you wish to see the
visits for
4. Select either the date ranges to view from either of the below options:
a. ‘Period’ and enter a from and to date and select [View]
b. ‘All the active period’
5. You can now add, remove visits or print the history. See below for further information.

N
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Manually Recording a Member’s Visit

1. From the Membership Visits screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button
2. Select the contracts you wish to view, either:
a. Select only Active Confracts
b. Include the archived Contracts
c. Select only Membership Contracts
d. Select only VisitPass Contracts
3. If there is more than one membership contract highlight the one you wish to see the
visits for
4. Select either the date ranges to view from either of the below options:
a. ‘Period’ and enter a from and to date and select [View]
b. ‘All the active period’
5. Select [Add Visit] button

Add Visit to the History B

Enter Parameters

Dats: [NOVZ01S D
Time: | 9:2245 M =

Entry Point; |F|ec:epliori j

v 0K | X Cancel ‘

Enter the date of the visit

Enter the time of the visit

Select the entry point from the drop down menu
Select [OK]

Y ® N

Deleting a Visit

1. From the Membership Visits screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button
2. Select the contracts you wish to view, either:
a. Select only Active Contracts
b. Include the archived Confracts
c. Select only Membership Contracts
d. Select only VisitPass Confracts
3. If there is more than one membership contract highlight the one you wish to see the
visits for
4. Select either the datfe ranges to view from either of the below opfions:
a. ‘Period’ and enter a from and to date and select [View]
b. ‘All the active period’
5. Highlight the visit you wish to remove
6. Select the red cross af far right hand side of the line

Members User Guide January 2017 55



=3 Links

MODULAR SOLUTIONS

Total visits for selected Peniod = 1

Drate

Time Entry Point Location Wigitor® ..
15/10/20... 18:58:28  RECEFTION BLACK JACK E eI

Prirt
Cloge

* Wisitor is amain contract holder if data is missing.

7.

You will see the following message

o l_\; database.

Memberships 28

The selected record would be permanently deleted from the Links

Are you sure you want to continue?

8.

Select [Yes] or [NO]

Printing Visit History

1.

From the Membership Visits screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button
Select the contracts you wish to view, either:
a. Select only Active Contracts
b. Include the archived Confracts
c. Select only Membership Contracts
d. Select only VisitPass Contracts
If there is more than one membership contfract highlight the one you wish to see the
visits for
Select either the date ranges to view from either of the below options:
a. ‘Period’ and enter a from and to date and select [View]
b. ‘All the active period’
If there is more than one membership contract highlight the one you wish to see the
visits for
Select the [Print] button and a word document will be created ready for you to print
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Changing/Editing the Start Date of a Membership Contract

Members> Contracts> View customer contracts

You can edit the start date of a membership if there has been a mistake made with the date

issued.
Note: This will not affect pro rata amounts charged or amounts paid.

1. Search for the customer you wish to make changes to
5 Membership Contracts \\\ Customer Number - 110

CustomerlD: 110 J + Mew Name:|BgNDs | |JAMES W Perzonal Details
ID | Description [ Date Started | Expiry Date | Status [ tarketing Info
& Giold Aquatic R Active
Create Hew
cohsult link.

Contract ID=39 3

Active Yiew & Update

. Membership details...
DateStated:  [GNOV 2015 [D] Fey oJ0S: 3] oo o
anges ...
4 Movemnber 2015 [3 ehit: § | -11.00 0 o B
verride Expiny...

Sur or Tue #ecThe Fri Sat fince: $ 5.00
Suzpension Limit [Days): T2 3 1 s Z Visite

Suspensich D ay(s] Used: 8 9 10 11 12 13 14 Suzpension...

15 16 17 18 19 20 21 | |DEDEE2D15
Total BonusiDay(s) Added: g

{* CumentOnly ( Include History

Currefit Expiry Date:

pury ™

=

22023 24 28 26 7 28

2430 1 2 3 4 8 . Direct Debit Payment
etail:

E 7 8 9 10 11 12 Meszages...

o

Financial...
Ref:

L

Sales Person:

Payment Method |

Conzultant: |‘I TRAINER, TRAIMER .
Marketing

Caomment:
* bl click. field
o magimize
Last Updated BHIRZ015 4:22:03 P
Setup Letter| Letter | lzsue Card | v OK | X Cancel | Fefresh | |

2. Select the new start date of the membership, the below pop up will appear once the
new date is selected

Memberships “

Changing the start date of this membership, will not effect any fees already paid
or due to be paid.

It will only adjust the expiry date of this contract, if cne has already been defined.
Should you wish to change upceming payments, then a DD override or
adjustment will need te be manually applied.

3. Click [OK] to apply the new start date will be applied

Note: The start date can only be edited if the Security Group for the staff member logged in
is able to modify accounts.

To give staff access to being able to change the dates an administrator will need to access
the Admin Module and amend the Security Groups.
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Corporate Memberships

Links allows you to setup corporate memberships which allow you to offer memberships at a
discounted rate. Payments can be setup to incorporate a full or partial payment of the fees

by the client. This can then be invoiced through Links.

Corporate memberships work in three ways:

1. Offer corporate discounts to selected companies. For example, anyone that works for

Coles is offered a 20% discount

2. Spilt the cost of the membership between the customer and the employer or charge
the employer the full amount. For example the total cost for a membership is $100 per
month, the customer pays half and the employer pays the other half

3. A combination of 1 and 2. For example, the total cost for a membership is $100 per
month, a customer is given 20% discount for working for Coles, leaving $80 to be paid.

The customer pays $40 and the employer pays $40

Note: Corporate Memberships only work for direct debit Membership Types.

Setting up a Client to Charge Corporate Memberships

POS> Customers> Invoice Accounts> Clients

To be able to set up a corporate membership you must ensure the check box is selected

under Client Setup as shown below.

i Client Setup
Cligrt 1d: (3 J Wiew Account IIYAIIO I

General l Primary Contact ] Accounts Contact | Manager Roles ] Comments | Membership Hules] Corporate Members

Name: |AQUA STARS

Address:  [WHITEHORSE ROAD

Suburb: |
State: Postcode:

Drefault Status: ~| Configure Clear
Company Group | Clear

b =Ll
b =l

Marketing Save

*

Clone

Clear

7

Delete

Close

1. Ensure 'Allow Corporate Memberships’ is selected

2. Select the Membership Rules tab. Here you will be able decide on what

discounts/payment splits will apply for this client
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5 Client Setup u

Client 1d:  |& Yiew Account | [® Ao Corporate Memberships

General| Primary Contact | Accounts Contact| Manager Roles | Comments  Membership Rules | Corporate Members

Amaunt Papable by Client: |50 % Corparate Discount: |20 X

Comments: ||

Statements lssued Date lssusd | From Ta Staff Member

- zen | *
- U
Marketing Save Delete Clear Clone Cloze

¢ Amount Payable by Client - This denotes the percentage payable by the client
e Corporate Discount - This denotes the percentage discount that will be applied
applied

For example; from the screen shot above the payment spilt is determined as 50% payable by
the customer and the other 50% payable by the employer. A corporate discount of 20% has
been applied to the customer.

Selling a Corporate Membership

Selling a corporate membership is the same process as selling a standard membership,
however, there is one exira step involved within the new membership screen. For more
information regarding selling standard direct debit memberships please see the POS User
Guide.

Under the ‘Payment’ heading a ‘Client Contribution’ field will now display.

Payment

oD J

FPayment Method s

Price; $ (40,00 | Client Contribution: AN I
Cortract Price: $ 140,00 Dizzount: %

Dizcount R eason: ‘

1. Select the [>>] button to view the clients that offer corporate memberships to apply
to the customer
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Client 1d | Mame | Contact | Address | Payable % | Discount |
3 ABC COLLEGE 101 COLLEGE DRIVE 50 20

2 ABC PRIMARY ALPHAEET STREET 50 20

g ALLA S £ JAHREN wHITEHORSE ROAD 50 20

4 ASCOT WaLE TRI CLUB FETER 50 MEW STREET 0 0

& Client Id Sy Show Al
Searc) o |
@ ' Starting

" Contact

 address " Conkaining
o Select Cancel

" Discount %

2. Select the required client for the corporate membership
3. Click [Select]

‘ CustomerdD: 111 M ame: I JOMES, LILLY Gender: IF

—Mew Contract Details

b'shp: IMMUS _l History>>| Term: I_lF'erpetuaI Dietails ... |

IGold Aaquatic L Pay

r Details IDD _l
D ate Started: IS MO 2015 LI Edit Link > |
I FPayment Method il

E xpiry: I
Conszultant: |1 ITHAINEH,THAINEH Price; $ (40.00 Client Contribution: I ﬂ

et I Contract Price: § |32.00 Digcount: IZD
Sl || |- | Discount Reason:  [0UA& STARS MEMBER DISCOUNT]

Farnily »» |

rJoining Fee r Total Contract Price r Due How

I A o §(15.00
sm meun Item | Amount,$| Item | Amount,$|

[~ Pay On Exit Contract: § I1 5.00 Frorata 2773
Join Fee 15.00

I Amount: § 10,00 Total 4273

[ Pay On Exit Contract: $ (0.00

—Suspension Fee

Amount: § [050 Contract: $ [0.50
Pay Mow: $|42.?3
Dizcount: ID_DD % Fre

Digcount Reason: I Retention Program : I ;I

Setup Letterl Letter | Marketing | PersonaIDetaiIsl v Ok | X Cancel | Apply |

4. You will be taken back to the New Membership Confract screen where if you have a
discount applied to your corporate memberships you will be asked to enter a

discount reason under the payment heading
5. Under the payment heading it will also now display the ‘Client Conftribution’

percentage
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Members Retention

Entering a Prospect
Members> Retention> Prospects

A prospect is a potential customer; you have the option to enter your prospects via this
screen. Links will generate a Prospect ID number (only the name and gender are required o
generate a new Prospect ID number) for a new prospect.

Note: Additional fields can be turned on as mandatory should your centre require. Please see
the Admin User Guide for more information. For ease of entry, a POS function button can also
be added to your POS Touchscreen layout. For a guide on how to do this, please see the POS
User Guide.

From this screen you are also able to search existing prospects that have already been
entered.

Frospect |0 || J Mew Prospect Status: hd

Personal Details lEontactDetaiIs ]Marketing ]Dther ] Appointments ] Guest Pazs ] Referral ITracking

Perzonal Details

Last Mame: |
First Mame: |
Tie | |
) Male
(") Female
Home Phone: |

t4obile Phone: |

E -mail: | b ail

Date of Birth; ﬂ
Age: ,7 Referred By: J

[~ Active Carot Enabled

Date Created: |

Prozpect Pragran : | ﬂ Lazt Updated: |

Print Card ?_etup Letter = [
etter

Save Delete Clear Clare Cloze
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Details of priority in tracking and any appointments made can then be produced via
Reporting > Marketing for follow up. See Customer Marketing Details above for further
information.

As the prospect’s status changes it can also be updated to ‘dead lead’ or whichever is most
applicable from the status’ available in the drop down list. When a prospect is sold a
membership it will automatically be changed to ‘joined’ provided the same customer ID has
been used.

Entering a Referral
Members> Confracts> View Customer Contracts

Once in the Members Contract screen search for the member who made the referral and
then click on the [Marketing Info] button to open the Customer Marketing screen.

Open the Referrals tab, it is here where you can enter and view referrals made by this
member. You may have a referral program where a member receives benefits for the
amount of referrals they make.

Note: The referrals feature is best used as part of the Retention Module. This module allows
you to produce a list of all referrals for follow up.

Info] Marketing] Other ] Extras] Appointments] Guest Pass  Referral l Tracking ] Children ]

Referral

Add New Referral

Lazt Mame First Marne Email Home Phone Mabile Phone

Camments:

Add New Refenal

Refermrals from JOANNA SMITH

[Cust# |Last Name | First Name |Email [Phone  [Mobile Phane [Status | Total Paid, §
[ [Kent [ Clarke | clarke@kent.com |99393393 0433933 399 |Referral [0

Apply Delete | |0.00

Fill in the details for the referral and select [Add New Referral] and they will now appear as a
referral for this member.

Members User Guide January 2017 62



/" @
UK
<x Links
e X In
" MODULAR SOLUTIONS

Referrals from JOANNA SMITH

|Eust # |Last Narme |First N armne |Email |F'h0ne |M0bile Phone |Status |T0ta| Paid, §
» | |Kert | Clarke: | clarke@k ent. com |33933333 0499 933 939 | Referral |0

Apply Delete | |0.00

Viewing Referrals
Members> Retention> Referrals

If you are using the Retention Module all referrals that have been added can be viewed
through this screen. For more information please see the Retention User Guide.

Note: This screen is only available to those Links clients who have purchased the Retention
Module.

Converting Referrals to Prospects
Members> Retention> Referrals

Any referral made by all members will display in the screen below. You have the option from
this screen to either convert the referral to a prospect or mark as a dead lead.

To convert the referral to a prospect:

1. Highlight the referral and click [Make Prospect]
2. After converting this referral to a prospect in Members > Retention > Referrals this will
create a customer ID for the referral
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— 1 Showdeadleads —T  Show converted prospects

Last Mame | First Mame I E mail I Home Phone I M obile Phone I Referred By I Caomments

Greeh Tirn timgreenEigree: 0433 333 333 Friend
0411 111 000 ANDR 5 Mewtothea.

— Details
Last Mame: IWesl

Email Ikatewest@west.com Comments:

Firzt Mame: IKale Hame Phone: |3333 3333 Mew to the area

Refemed By: I.&NDHEWS,.&DAMS M obile: |9411 111 000

Date Referred: [25,04/2015 104359 & = oenTion Update |

— Contact Log for West. Kate
Date | Time | Staff | Fieazan | hethod | Comment

Comment;
Mew Contact Frint Contact Log

3. Prospects can now be sold a membership using the customer ID from when the
referral was converted to a prospect

Prozpect ID: |‘|'|3 .| HNew F'mspectl Statuz IF'n:uspect VI

Persanal Details | Contact Details | Marketing I Other I Appointments I Guest Pass I Referal I Tracking

Personal Details

Last Marme: IWEST

First Marme: IK‘&‘TE

Converting Referrals to Dead Leads
Members> Retention> Referrals
1. Highlight the referral and select ‘Dead Lead’
Tracking Members Referrals
Members> Contracts> View Customer Contract

1. From the Membership Visits screen search for the member by either:
a. Typing their Customer ID or surname and hitting enter
b. Scan their card
c. Selecting the [...] button

1. Click the [Marketing Info] button and open the Referral tab

Members User Guide January 2017 64



MODULAR SOLUTIONS

“» Link
=g LINKS

2. Once the referral has been marked as a prospect the customer ID will be
automatically updated

3 Customer Marketing Details // Customer ID - 15 H

Custorner Id; |15 MName: |ANDHEWS |ADAMS G: |M

Infa Marketingl Dtherl E:-ttrasl Appointments | Guest Pass i Trackingl Childrenl

r Referral

rAdd New Refemal

Last Mame Firzt Hame Emnail Home Phane Mabile Phone

Add Mew Referal |

Comnments:

— Referrals from ADAMS AMDREWS

Cust 8 |Last Mame First Mame Ernail Phore Muabile Phaone Status | Total Paid, §
p 113 WEST KATE Prospec |0
et = katewestEwest com 3333 3333|0417 111 000 Referral (O
1 | 2|
Apply | Delete | I'J-E":|

Custarner .- * J
Distancs L= e

Graph

Save Delete Clear Clare Cloze

3. Additionally, any time that this referred customer spends money at your facility and
their customer ID is included in the transaction, this ‘Total Paid $' amount will update
with the value of their spend
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AT ®

r Transaction

Id: |235 Find By Id |
Till: T||_|_‘| vl Date: |1DNDV2D15 D | Mumber |2 vl_l

Tirne: |12:39 Ptd

rLines

Product

| Drescription

Unit Price, $ |

a |

Tatal, $ |

W00z

Flexi Membership

50.00

1

50.00

‘oid Total GST: § 455
Rounding: $ 0.00
Grand Total: $ 50.00

Pay Method

Return/Aefund

Print Feceipt

Customerd: I‘I 13

Contractld: |-'-11

Email Receipt

Custamer.  [WEST, KATE Yiew/Changes

Wiew Bookingz |

M ame:: I

Save Mame

4. When you view the member's Referral tab the ‘Total Paid $' is updated accordingly

Mame: [ANDREWS |ADaMS

Customer [d: |1 5

Info Marketingl Dtherl Extlasl Appointments | Guest Pass

—Add New Referral

Last Mame Mabile Phone

Home Phone

Add Mew Referal |

First Mame

Comments:

r Referrals from ADAMS ANDREWS

Cust # |Last Name First Mame Ermail Fhone Mobile Phone Status TotaIF’aid,q
113 WEST KATE Joined |50

Wwiest Kate katewestEwest. com 3333 3333|0411 117 000 Referal [0

Applyl Delete IEU-DD

Customer L=
=

Distance @ . **

Eiepho Delete Clear Clone
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=3 Links

Bulk Processes

Bulk Price Update

Members> Bulk Processes> Price Update

This provides for the bulk update of the price of individual perpetual membership types or all
perpetual membership types with no set expiry date, at the one time. The price that displays

in this field originates from the setup process in the Admin Module.

Once this process is run all prices for that particular membership are updated at the same

fime.

53 Bulk Price Update

The process would update the prices for the current Perpetual Contracts with Date Expiry not set (including currentiy
suspended] baszed on memberzhip type(s] selected. Contract discount would still apply for the new prices. Selecting
Save Report option would save the customers list as a MS Excel [or text] file.

Select Membership Type(z)

1. Select Category |DD ﬂ
2. Select Type
Code | Price, § | Last Updated | MNext DD Credit Mest DD Bank MNext Lp Bun | A
[ Moz 50.00 27 AFR 2015 05 Dec 2015 05 Mow 2015
[ MmMo3 40.00 06 WO 2075 05 Dec 2015 05 Mow 2015
[ MmMoa 15.00 29 AFR 2015 05 Dec 2015 05 Mow 2015
Mbd 05 22.00 27 AFR 2015 05 Dec 2015 05 Mow 2015
[ MmMoB 43.00 27 AFR 2015 05 Dec 2015 05 Mow 2015
[ MmMo7 85.00 10JUL 2075 05 Dec 2015 05 Mow 2015
I M1 40.00 17 UG 2015 05 Dec 2015 05 Mow 2015 v

Run Mode [T Save Report
@ Test File name: |
O Update Comment

1. Select the membership category from the ‘Select Category’ drop down menu

2. Select the membership type, either individually or tick ‘Select All’

3. Select the Run Mode, either ‘Test’ to complete a trial run or ‘Update’ to execute the

price change

4. To save areport ensure the ‘Save Report’ box is ticked and browse for a nominated

folder where the report will save as a Microsoft Excel file or Text file

5. Select [Run] and you will be informed once the update has been completed

successfully

Memberships “

:] Bulk Price Update test has been completed successfully!
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6. Select [OK] and you will be asked if you wish to bulk message those whose contracts
that were effected, select [Yes] or [NO]

Bulk Suspension Fee Update
Members> Bulk Processes> Suspension Fee Update

This provides for the bulk update of the suspension fees of individual perpetual membership
types or all perpetual membership types with no set expiry date, at the one tfime. The price
that displays in this field originates from the setup process in the Admin Module.

5 Suspension Fee Update ﬂ

The process would update the Suspenzion Fee for the curment Perpetual Contracts with Date Expiry not zet [including
currently suzpended] bazed on membership type(s] selected. Caontract Suspension Fee dizcount would still apply far
the new suzpenzion fees. Selecting 5ave Report ophion would zave the customers list az a M5 Excel [or text] file.

Select Membership Type(z]

1. Select Categary |DIF|EET DEEIT ﬂ

2. Select Type
b'shp 1d | Id'shp Tywpe | Suzp Code | SuszpFee, & | Lazt Updated | t'shp Dezcription
159 Mk14 51012 050 04 MO0 2015 All Access
G5 bR 03 51012 050 06 MO 2015 Gold Aquatic

>
Run Mode [ Sawe Report
(w Test File name: |
(") Update Comment

Fun | Cloze |

1. Select the membership category from the ‘Select Category’ drop down menu

2. Select the membership type, either individually or fick ‘Select All’

3. Select the Run Mode, either ‘Test’ to complete a trial run or ‘Update’ to execute the
price change

4. To save areport ensure the ‘Save Report’ box is ticked and browse for a nominated
folder where the report will save as a Microsoft Excel file or Text file

5. Select [Run] and you will be informed once the update has been completed
successfully

Members User Guide January 2017 68



=3 Links

MODULAR SOLUTIONS

Memberships n

:I Bulk Price Update test has been completed successfully!

6. Select [OK] and you will be asked if you wish to bulk message those whose contracts
were updated, select [Yes] or [NO]

Bulk Suspension
Members> Bulk Processes> Suspension

This allows for the bulk suspension of membership confracts for a particular membership type
or types. However it would not include those membership contracts for which ‘Last Direct
Debit Payment’ has been selected.

Expiry dates on upfront contracts will be amended to include the length of the suspension
period.

Bulk suspensions do NOT count toward the suspension limits (if applicable).

Suspension fees will not be applied as it is a bulk suspension generated by the business that is
enforced on multiple members.

5 Bulk Suspension “

The process would suspend all Membership Contracts bazed on membership typels] selected except contracts with
the DD Payment Type for which Last DD Paymentz have been made . Suspension fee would not be applied, Expiy
date would be updated for the Term Contracts, suspenzsion reduction applied for the Perpetual Contracts. Bulk.
Suzpension would not be counted toward the suspengion limit [if applicable). Selecting 5 ave Report option would
zave the customers list as MS Excel [or text] file.

Select Dates
Frorm: ﬂ To ﬂ

Select Membership Type(g]

1. elect Cotegy R

2 Select Type

Id | Code | LastUpdated| D escription

Run Mode

(@ Test File name:
) Update Comment

1. Enter the from and to dates that the suspension will run between
2. Select the membership category from the ‘Select Category’ drop down menu
3. Select the membership type, either individually or tick ‘Select All’
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4. Select the Run Mode, either 'Test’ to complete a frial run or ‘Update’ to exec
price change

ute the

5. To save areport ensure the ‘Save Report’ box is ficked and browse for a nominated

folder where the report will save as a Microsoft Excel file or Text file
6. Select [Run] and you will be informed once the update has been completed
successfully

7. Select [OK] and you will be asked if you wish to bulk message those whose contracts

were updated, select [Yes] or [NO]

Bulk Bonus Days
Members> Bulk Processes> Bonus Days

Allows for the addition of bonus days to membership contracts (excluding perpetual
contracts) based on the Membership Type selected.

03 Bulk Bonus Days ﬂ

The process would add Bonus Days to all current Contracts (including suspended) based on membership typels)
zelected [ the perpetual memberships are not included).  Selecting 5 ave Report option would zave the customers list
az a M5 Eucel [or text] file.

Enter number of Bonus Days

Murnber of D ay(z]:

Select Membership Type[s]

1. Select Category | ﬂ
2. Select Type
Id | Code | LastUpdated| Description
L4 >

Run Mode [~ Save Report
(@ Test File name: | J
O Update Comment
|
Run | Cloge |
1. Enter the ‘Number of Days' to be added to upfront membership types selected
2. Select the membership category from the ‘Select Category’ drop down menu
3. Select the membership type, either individually or tick ‘Select All’
4. Select the Run Mode, either ‘Test' to complete a trial run or ‘Update’ 1o exec

price change

ute the

5. To save areport ensure the ‘Save Report’ box is ficked and browse for a nominated

folder where the report will save as a Microsoft Excel file or Text file

6. Select [Run] and you will be informed once the update has been completed

successfully

7. Select [OK] and you will be asked if you wish to bulk message those whose contracts

were updated, select [Yes] or [NO]
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Bulk Process History

Members> Bulk Process> View History

This allows you to view any bulk processes that have been completed.

rSelect Dates

From:  [1 APR 2015 o]

[snovams o view |

— Bulk Updates

d | Dezcription

Datel Staff Co.. I Comment

Frice Update

Bonuz Days were added
Suspenzion

Bonusg Dayg were added
Frice Update

28 APR 2015
29 &PR 2015
28 APR 2015
30 APR 2015
29 4PR 2015

* double click o itenn to view details

By double clicking on a bulk update line it will allow you to view the contracts that have been

affected.

r Contracts

Mame | Customerldl MemCode |

Contrld I

ANDREWS ADAMS 15
BEST KIM 14
BLACK JACK, 13
BOMD JAMES 20
SMITHJOHN 3

MMO3
MMO3
MMO3
MMO3
MMO3

7

3
5
E
4

D p
|Price Update
ID ater 28 APR 201510:56

IS taff Code: 1

~ Select bership Typels]

Code | Description
br403 Gold Aquatic

Print | Preview ... | Setup Mail |

Export | Mezzage | il |

Tatal Contracts: &

Close |

Select the membership type individually or ‘Select All', then select ‘View Conftracts’. All
memberships that were affected by the update will appear; you then have the ability to
export, print, message or mail customers affected.
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