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The Menu Bar:
[image: ]

[image: ]The Toolbar:
[image: ]
[image: ]
- Login / Switch User
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- Move To First Record				- Move To Last Record
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- Previous Record					- Next Record 
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- New (Ctrl + N)					- Edit (Ctrl + E)
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- Delete (Ctrl + D)
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- Save	(Ctrl + S)					- Cancel (Ctrl + A)
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- Filter Records					-Refresh
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- Print								
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- Find Customer					- Multiple Cutomer Mode
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- Show Changes From Backup			- Scheduler
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How to create a new customer type
On the Menu Bar click on Extras. From the list click on Customization. 
A new window will appear. In the top left corner click on Golf and from the options available click on Customer types.
Under the Customer Type Heading, click anywhere in the box to highlight the area and click the New icon on the Toolbar. 
You will now be asked to enter a „Short Name“ and „Description“ for the Customer type. There is also a check box called „Is member type“ that should be clicked if the Customer Type is a golf member and has an handicap.
After entering this info, click Save . 
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1. On the Menu Bar click on Extras, Customization. On the new window in the top left click on Golf and from the options click on Customer types.
1. Under the Member Types heading in the middle of the screen, click anywhere in the box to highlight the area and click on New icon on the Toolbar.
1.  Enter the “Short Name” and “Description” and ensure that you the select the correct counter – “Members” and click on Save.
On the Left Panel click on Subscription and from the options available click on Items & Fees. Click on New . At the bottom of the page, enter the „Name“ and „Shortname“ fields. In the right hand corner, select the „VAT“ from the drop down box. Enter the „Price inc VAT“, select the correct Sales group (Subscription fees) and Warehouse (Subscriptions). Make sure the „Active“ checkbox is marked and if you want to be able to change the item description mark the check box „User can change description“ (Not recommended) Then click on Save.
Under Items & Fees click on Subs / Fees. Here you have to link all the contributions that apply to this member type – e.g. subscription fee, affiliation fee and any other standing fees. You should see the membership type you created earlier in the left hand column under the „Customer type / Customer subtype“ heading. Click on your membership type and then click anywhere in the box under the heading „Contributions“ to highlight the area. Click on New and from the drop down box select „Item Name“ and enter the „Quantity“ and click Save . 

*For the next step please see „How to create & assign member conditions“ in the Backoffice Manual*
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1. On the Left Panel click on Subscription and from the options available click on Sale groups. Click anywhere in the top box to highlight the area and click on New 
In the middle of the screen you will now be asked to enter a „Short name“ and „Name“ for the sales group. When done click on Save 
To edit  or delete , use the edit and delete icons on the Toolbar, Save after changes have been made or click Cancel to revert back to original. 
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1. On the left panel click on Subscription and from the options available click on Items / Fees. To create a new item or fee click on New 
Enter information as required at the bottom of the page – „Name“, „Short name“, „Description“, “Price inc VAT“, „Sales group“ and „Warehouse“ allocation.
Finally, click Save. 
To edit or delete, use the edit and delete icons at the top of the page and Save after changes have been made.
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1. On the left panel click on Subscription and under the options available click on Subs / Fees. In the left hand column under the „Customer type / Customer subtype“ heading select the customer type you want to assign subs / fees to.
1. You then assign all the subs / fees by clicking New , then selecting them under „Item name“ and finally saving them, one by one.
You can edit or delete any of the subs /fees by selecting the customer type, then selecting the corresponding sub / fee (also listed as Contribution), clicking the Edit or Delete icon and saving after changes have been made.
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1. On the main screen, click on New . The Add customer window appears. Capture as much customer information as possible, then click Next.
On the next window there are no mandatory fields so you can skip past this page if you have no information to capture.
In the Contacts window you can capture personal and / or business address info.
Skip past the next window – Banks – this function is not yet available in SA.
In the last window you have the option to add a picture for this member if you wish.
You then click Finish – this will take you back to the main page displaying all members, highlighting the recently added one.
You can edit  or delete  this member again by selecting him / her, then clicking on the edit or delete icon at the top of the page, and saving  after changes have been made.
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How to change a member’s member type 
1. Select the correct member and click Edit 
Select the correct membership type under drop down arrow and confirm selection.
Specify the reason for the change and date, click on „ok“ and Save  the changes.
Next you have to confirm that all subscriptions belonging to the old member type can be deactivated and new default subscriptions can be assigned. Make sure both check boxes are marked and click on „Perform“
Next you need to set the default due date on the subscriptions. Select the date, click on „Set for All“ and click Save.
You are also prompted to overwrite the individual fees from the old, irrelevant member type, click Yes. The correct member type will now reflect on the member’s information screen.
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1. On the Menu bar click on Edit and in the list select „Temporary Filter“
A new window appears. Insert a Name for your filter at the top (in our example we’ll name it Pensioners), then in the list below select the value/s you want to use for the filter. (in this case only one - Date of birth)
You will then see new information on the right hand side of the screen where you have to specify the range or value you want to include - in this case you want to filter all pensioners so you want to include members with a date of birth on or before 1951 so you select a Starting rage of (inclusive) 1900/01/01 (earliest date of birth any member is likely to have) and an Ending range of 1951/01/01.
Click on the Add button in the middle to add the condition of the filter. Save and OK. Now only members with a date of birth in this range will be displayed (which means they can be moved to the pensioners member type if that is what the purpose of the exercise was)

Please remember to clear your filter again afterwards by clicking on Edit on the Menu bar and in the list select Clear filter.
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1. On the main screen select the member. Click on Family grouping / Labels tab.
Then click on New . A new window appears. Here you can select the member you want to add as a family member. Use the Membership type options at the top and the options at the bottom to easily find the family member. Click on their name in the list and click ok.
Next select the member that will be the head of the family and click Head of family button.
Finally, click on Family payment so that both members display a Yes in the column Payment family wise – now only the head of the family will be invoiced. 
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1. On the main screen select the member. Click on the Accounts tab.
At the bottom left hand side next to calculate, click on the Instant invoice button.
You will then see the Accounts wizard listing different items and fees, select the item / fee you want to invoice for on the left and use the arrow to move the item / fee to the right. A new window for adding the invoice line appears. Check that the name, price and quantity is correct and click Add.
Then click Next, select the mode and sort order, check that the address label is correct, select the invoice date and reminder level and click Start. After the invoice is generated, click next. You will then see the amount of invoices generated as well as the details of the invoices.

Click Next. Here you can print or mail the invoice. When done, click on Finish.

You will now see the new invoice at the top of the page – it should display as an Open invoice.
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1. On the Menu bar click on Accounting and in the list of options select Subs / Fees and click on Load default fees for all.

On the pop-up window, next to a list of all the customer types, you can set the default date, click on the button SetForAll and click Save at the bottom.
To the confirmation questions „Customer debit for the article XXXXX already exists. Overwrite it?“ you answer Yes for all.
The loading process will then commence, it might take a minute or two – depending on the amount of existing customers. 

Throughout the process a window will indicate the members‘ fees being loaded, when the process is complete, the window will simply close.
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1. On the Menu bar click on Accounting and in the list of options select the Subscription fee wizard.
A new window appears. Here you can select what items / fees you want to generate an invoice for. Make your selection and click Next.
Select Individual, sort order by surname / first name (recommended) OR customer no, then click Next.
Then select Customer with and without Withdrawal and click Next.
On the following screen select the Due date, Invoice date and reminder level and click Next again.
You don’t have to make any changes to the next page, just click Next.
You will now see a screen representing the amount of invoices to be created, click on Start to begin this process.
Once all invoices have been created, click on Next. Here will be a list of all the invoices generated. Click Next again.
On the next screen you can either print all the invoices or email them to the members. When done, click Finish.
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How to mark an invoice as paid
1. Go to Customer’s Account and select the correct invoice 
Click Pay Invoice at the bottom of the page
Select the correct payment type and click Paid – the invoice will now be displayed as a Paid invoice
[bookmark: _Toc289261784][bookmark: _Toc289351500][bookmark: _Toc289435397][bookmark: _Toc290974333]How to export data
This function is very helpful to export information fields from Members straight into Excel.

1. On the Menu bar click on File and in the list of options click on Export data.

Then select all the fields you want to export (e.g. surname, first name, cell, email, DOB)
Next select the location where you want to export the file to (next to Export to) and click Export - the export process only takes a few seconds
You then open Excel, click Open document, select All Files (*.*) under file format and select the export document where you saved it
On the first window that pops up, you accept the default settings (Delimited file type), click Next,
Again you accept default setting (Delimiters Tab), Next,
Column data format General (default) and click Finish
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How to send a bulk email / sms
Please note – before you start this process you have to ensure that AlbOnline is logged in on your main server – otherwise your emails will not be sent.

1. On the Menu bar click Communication and from the list of options click on Bulk email.

You will then see a window displaying all the template emails that have been saved already - you now have the option to either re-send a template email if that is what you want to do or create another template.
To create another template, click New , give the email a subject, select the type (e.g. nullification email / invoice by email – these „types“ are set up in AlbAdmin) and type the email in the body of the window.
You can personalize the email by inserting the customers‘ first names and / or surnames or keep it general.
When you are satisfied that your email is professional, neat and tidy with your signature at the bottom, click Save.
[bookmark: _Toc289351557]You will then select the email you just created from the list and click Send – this will bring up an Email statistics screen indicating how many customers you selected to receive this email - how many of them have email addresses and how many do not – you can now click Send.
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