Membership Management
Quick Reference Guide

Published Date: November 15

Introduction

This Quick Reference Guide will explain the steps required to configure Membership Management within
the Spa & Activities module.

It is assumed that the reader is familiar with:
e The Maestro user Interface

e Posting Code creation

e Permanent Client creation

Setup and Configuration
In order to begin the setup process for Membership Management some of the System Options for the

Spa & Activities Module must be completed as they are mandatory fields. The System options relating to
Membership Management commence with the option “Member System on”

Club Management Maintenance| Setup | System Options
From the Setup menu, select System Options. ﬁ

If the Global Setup for the Spa & Activities Management module has already been configured then
proceed to — the next section. To make any changes please consult the Spa & Activities Management
QRG or contact Maestro Support at 905-940-1924

™ System Options [linda_] - Northwind Resort & Spa
File ‘Window Help
e -
o |
F[» Flag LJse Text Friry
AR Client Code 6 Spa And Activities Master
SvcPlg Brk Clnt 7 EPA PACKAGE BREAKDOWN
Posting Code SPA Spa Charges
Gratuity Pst Cd GRAT Gratuity
Hatel Sve Chg Clnt | 8 SPA HOTEL SERVICE CHARGE
Facility Inv v shutte Inv o Service Inv 2
Activity Inv Alternate Inv
Def. Guest Type HOTEL (For Alternate Inventory Rates)
(55t Pkg Rate Cat Source Business HTLRES
FD Res Cancel FRR FD Res Change ERR
i e - -
eliq trace on Dshbrd Remind To Assign Provider Force Turnaway
ember Systermn On : Create Mor Due Folio? o
Frystal Mor Flag v Consolidate Mbr Stmt I
ember Stmt Format 1
eceipt Code MR Default # Rooms 1205112
D Services Defalt rM4100 Default Time Interval 30
Carry Forward Aging ¥ Image Folder oY
Fge Payments Layout Folder 20y
Eoe Do M FFTFolder :
Age By Effective Date E  Generate EFT
Stmnt Hdr Date Cwviride EFT Posting Code EFT
Spa Ins Rept Opt lar Allow Cxl DyrnPkg Booking 2
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The following are the recommended configuration options where the property is ONLY using Club
Membership Management within the Spa & Activities module:

Basic Club System Options

Option

Description

Recommended Selection

FD Flag

Front Desk Flag

Key a ‘'Y’if property is
currently using Maestro’s
Front Desk module, otherwise
Key an ‘N’

Use Text Entry

To use Text boxes and word
wrapping in place of Line
numbers

uYn

A/R Client Code

Default A/R Account

Create a Spa & Activities
Master in AR — enter the
Client code or look-up to
locate it or F8 to look up

Svcpkg Brk Cint

Default Spa Service Package
Breakdown Account

Create a Spa Service Package
Breakdown Account as a
permanent client in AR. Enter
or F8 to look-up. This should
be a permanent account

Posting Code

Default Posting Code for Spa
Charges

F8 to select a default Spa
Posting Code

Gratuity Pst Cd

Default Gratuity Posting Code
for Spa

F8 to select a default Gratuity
Posting Code

Hotel Svc Chg Cint

Default Hotel Service Charge
Client Account

Create a Hotel Service Charge
Clientin AR where the Spa
Service Charge can be posted
to or F8 to look up. This
should be a permanent
account

Facility Inv Use Facilities Inventory “N” — Leave as is if already
filled in

Shuttle Inv Use Shuttle Inventory “N” — Leave as is if already
filled in

Service Inv Use Service Inventory “N” — Leave as is if already
filled in

Activity Inv Use Activity Inventory “N” — Leave as is if already

filled in

Alternate Inv

Use Alternate Inventory

“N” — Leave as is if already
filled in

Def Guest Type

Default Guest Type (used for
Alternate Inventory ONLY)

From the Setup menu in Spa
& Activities Maintenance
select Guest types and Key
“hotel” as the guest type and
“hotel guest” as the
description. Populate this
guest type in the Def Guest
type on the System options
screen

Guest pkg rate cat

Default package rate

Leave blank or leave as is if
already filled in

Source Business

Default Source of business

Leave blank or leave as is if
already filled in
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FD Res Cancel

Default cancel/turnaway
reason

From the Service menu in Spa
& Activities Maintenance
select the Turnaway/Cancel
Reason and enter “ERR” as

the reason code; in the
Reason type look-up and
select “C” cancel reason; enter
Clerk Error as the Description
and press enter until the
cursor is on the next line. In
the system options screen
select “ERR” here. Leave as
is if already filled in

FD Res Change

Default change reason

F8 to select the Cancel
Reason Code of ERR

Skip NA Service Posting

Skip Night Audit posting

Leave blank or leave as is if
already filled in

Force Svc Start
Delig trace on Dshbrd

Force Turnaway

Remind to Assign Provider

Force Service Start
Delinquent Trace on Dashbrd
Remind to Assign Provider
Force Turnaway

“N” or leave as is
“N” or leave as is
“N” or leave as is
“N” or leave as is

Default # Rooms (5/12)

Default # of Rooms and/or
Providers

Key a5oral2orleave asis

FD Services Default

Front Desk Services Default
Screen

F8 and select the default
screen to be viewed when
booking a spa booking from
Front Desk. OR Leave as is.

Default Time Interval

Default Time Interval on
Services by Day and Provider
Bookings screens

Key 15, 30, 45 or 60 or leave
asis.

Spa Ins Rcpt Opt

Spa Insurance Receipt
Options

F8 and select an option or
leave as is.

Allow Cxl DynPkg Booking

Allow Cancellation of Spa
Booking created through a
Dynamic Package

“N” or leave as is

Membership Management System Options

Option

Description

Configuration Option

Member System on

Allows the use of Membership
Management.

“Y"

Create Mbr Due Folio

Should a new folio for
Membership Dues should be
created every time member
dues are posted

Y orN

Crystal Mbr Flag

If set to Y this allows the
system to run the Crystal
Member Statement

Y orN

Consolidate Mbr Stmt

Key a ‘Y’ then all charges from
Spa are included in the
Member Statement.

Y orN

Member Stmt Format

Select the format of the
member statement.

Select 1
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NOTE: Currently for future
development

Receipt Code

System posting code used to
distribute payment as part of
the receipt creation process

F8 and select the posting
code.

NOTE: A different posting
code should be used in
Member Management than in
the AR module

payment charges or charge
codes posted as a negative
number) be aged

Carry Forward Aging Should aging be carried Y or N
forward based on transaction
date or Folio creation date
Age Payments Should payments be aged YorN
Age Discounts Should Discounts (i.e. late Y orN

Age by Effective date

Should aging be based on

E — Effective date or P — Print

date the Statement was last
run

effective (i.e. transaction) date Date
or Print date (i.e. based on the
Folio creation date)

Stmt Hdr Date Override Should aging be based on Y orN

Image Folder

Path where the Member
Images are located

i.e., C:\folder name

Layout Folder

Path where the Member Card
Layout is located

i.e., C:\folder name

EFT Folder

Path to the folder where EFT
CSV files are created

i.e. C:\folder name

Generate EFT

Refer to EFT QRG

There are 4 options:

Key an ‘N’to NOT generate
dues payments via EFT.
Key a ‘C’to generate dues
payments via credit cards on
file only.

Key an ‘F’to generate dues
payments using a CSV file.
Key a ‘Y’ to generate dues
payments via on file credit
cards and a CSV file.

EFT Posting code

Settlement posting code used
during folio recording of an
EFT payment

Leave blank if not required
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Club Management Member Setup

Please note that all the configuration options for Membership Management are accessed from the Setup
menu in Spa and Activities Maintenance and the Member Setup... option.

To begin configuring Member Management users should follow the
steps outlined below:

= Spa and Activity Management Maintenance

File  Activities

=l Alb Invent  Facilities  Service

System Options
Gueskt Types

From the Spa and Activity Maintenance Module, access Setup |
Member Setup

Penalty Policy Maintenance
EBlocking Reason

Trace Code Maintenance
Source OF Business
Time Slot Group Setup
Member Setup...
Third Party Reparts Defaults

™= Member Setup... [linda ] - Northwind Resort & Spa
File Record
[Py o

T e - e

Member Status Maintenance

Create the member status codes here that will link to the existing Client (Account) status codes already
setup globally. F6 to create a new Member Status and description and then F8 to link them to the
appropriate existing Client Status. See the examples below:

™ jMember Status Maintenance [linda ] - Northwind Resort & Sp

File Record Help

| ‘Create |

Mermber Stahus Description Client Status
e Active iy

E AUtopaymert Member e

|I— Inactive |I—

[X_ Blacklisted Member |I—

L L

— —

Member Types Maintenance

From here, F6 to create your Membership Types. By having different Membership Types, the user is able
to control Membership Dues, Minimum Spend and Discounting requirements.

NOTE: Member statements can also be run based on the member type

™ Member Types Maintenance [linda ] - Northwind Resort & Spa

File Record Help
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Installment Code Maintenance

Installments are the periods that you charge the Membership Dues i.e., Monthly, Quarterly etc.
Installments are linked to the Member types and there is no limit in the number that can be created. In
addition, multiple charges can be setup per Installment (see Member dues Maintenance)

™ Instaliment Code Maintenance [linda ] - Northwind Resort & |Z”E”_
File Record Help

| | |
[rmst.

Code Description
001

0oz February
003 arch

004 Aol

nos Ay

06 Jure

o7 July

oo Algust
00 Septermber
010 Cctober

NOTE: It is suggested for monthly installment codes that the Installment Code be
numerical with three digits as displayed above. In this way the installment codes will sort
from January to December.

Once the Installment codes
Member Setup... menu.

Member Dues Maintenance

have been created exit from this screen by pressing “F4” to return to the

From here, the user can create templates for Membership Dues. Only one member due can be attached
to a member type. Within each of these codes different schedules for Dues can be configured.
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In the due code field type in the alphanumeric code for this member due and then type a description in
the description field.

™! Member Dues Maint e [linda ] - Morthwind Resort & Spa

Code Description
CF Corporate Family
s Corporate Single
Fi Farmnily
GOLD 3
GOLF Golf Dues
F ichweek Family
= idwesk Single
55 Single

F5 (Drill Down) on the Code just created to access the Membership Dues Amounts screen

= Membership Dues Amounts [linda ] - Northwind Resort & Spa

Flle Record ‘Window Help

Member Due Code LD
Member Inst. Paosting
Year Tyvpe Code Lire Amount Code
poog
2009 GOLD 002
2009 GOLD 003
2009 GOLD 004
%ﬁ’ﬁ o3
I 009 GOLD 006
2009 GOLD 007
2009 GOLE 008
2009 GOLD 009
2009 GOLD 010
009 (5OLD 011
2000 E—) 01z
2009 GOLF 005
2009 GOLF 006
20089 GOLF 007

Dues need to be created for each period and cannot be reused.

1
2.
3

Start by typing in the year that these dues are for
F8 in the member type field and select or type in the member type that this due is associated with
Next, F8 to select the installment code that this due relates to.
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NOTE: The same installment code can be attached to multiple dues.

Maestro will auto-populate the line number field with 10 for the first instance of this due

The line number and posting code field allow the property additional flexibility to itemize dues. For
example dues for a Golf Club could be configured to show Green Fees and Club Access fees
separately.

As many line numbers and posting codes can be used as required and dues can be created as
far into the future as the property needs.
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NOTE: Prior to configuring the Membership due amounts, the posting codes required
should be created within Global Maintenance.

Once all the due amounts have been created for this Due code, F4 to return to the Member Dues
Maintenance screen. If additional due codes and due amounts are required these can also be created
otherwise press F4 to return to the Membership Setup... screen.

Member Group Maintenance

From here, the user can create Membership Groups. Membership Groups can be attached to Member
Profiles. These are for reporting purposes and allow member types to be broken down into sub-
categories.

NOTE: Currently Member Statements cannot be run by Member groups.

™= Member Group Maintenance [linda ] - Morthwind Resort & Spa

File Record Help
[Py 15

Member

Group Description

LIDCAL Local Property Owner
CIVWINER. Condo Cwner at NWC

F6 to enter the alphanumeric member group codes and the descriptions. Once complete F4 to return to
the Member Setup... menu

Minimum Code Maintenance

Minimum code Maintenance allows the property to specify the total amount that a member is required to
spend. The posting codes that count towards this minimum spend can also be defined.

NOTE: Multiple minimum codes can be created although only one minimum code can be
attached to a member profile.

™! Minimum Code Maintenance [linda ] - Northwind Resort & Spa
File Record Window Help

Mirirmum

Code Start Date End Date Amount

F&B 01/01/2009 12/31/2009 2,400,00
SOLF 01,/01/2009 12/31/2009 1,000.00

F6 to create the alphanumeric Minimum Code

Key the date range that this code is valid for

Key the total amount that should be spent within this date range

F5 or Drill down on the minimum code to define the valid posting codes that contribute towards
the minimum amount to be spent

5. Any posting codes not listed here will not contribute towards the minimum code amount.
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NOTE: The same posting code cannot be repeated.

*™ Minimum Due Posting Codes [linda ] - Morthwind Resort & Sp

File Record Window Help

B [
Minimum Code
Start Date

End Date

Posting Code

FaB
01/01/2009
12/31/2000

EEER
ERFT
CHAM
DINR
FOCD
LIO
LUNH
INE

Where multiple minimum codes are required or when building minimum codes for a different time period
the posting code list from one minimum code can be copied to another by pressing the copy button.

™ Select Minimum Code [linda ] - Northwind Resort & Spa

File Record

Select Bntry to Copy From

Code Start Date End Data

F&B 0140 2 J
GOLF 01/01/200 12/31/2009
STHD 01,/01/2009 12/31/2009

To select the Minimum code to COPY FROM, left click on the code or use the up or down arrow keys on

the keyboard to highlight the desired code then press enter to select.
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#=! Minimum Due Posting Codes [linda ] - Morthwind Resort & Sp

File PRecord “Window Help

Minimum Code
Start Date
End Date

Posting Code

STND
01/01/2009
12/31/2009

PEER
BRFT

CGOLF

Posting Code

[
I
-
=

=
=
)

The posting codes from the selected minimum code will be pasted into the new minimum code. When

the required minimum codes have been entered
back to the Member Setup menu

and other codes have been entered, press F4 to exit

Member Discount Type Maintenance

The following is still in development, but can be entered for reference purposes at this time.

Member discount types can be created to allow members to be eligible to receive discounts. Each
discount type can be configured with unique eligibility and threshold levels.

can be attached to each member profile.

NOTE: Multiple discount types can be created although only one member discount type

ount Type Maintenance [linda ] - Nerthwind Reso

File Record BI

Thresholds

]— | Elighiliy

Discolnt

Type

CCRP :

FAM D1/01/20 Y

ELDG 09/01/2009 12/31/2010 i5old Golf Discount
GLOS 09/01/2009 12/31/2010 (5old Spa Discount
e D1/01,/2000 12/31/2009 Single Member Discount

e F6 to begin creating the Discount Types and the date range for each type.

Thresholds allow the property to configure the discounts that are available based on the member type,

sales location and day of the week.
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e The discount percentage controls the discount granted
o The amount field defines the threshold or level to spend that is needed to qualify for the discount
¢ Highlight a specific discount type and go to Window | Thresholds to configure the Thresholds

®=! Member Type Threshold Settings [linda ] - Morthwind Resort

GLDS
09/01/2009
12/31/2010

Amount Disc 96

File Record Window Help

r“ 2 i B

| | |

Member Discount Code

Start Date

End Date

Mermber Weel
Type Outlet Day
GOLD 0 0N |
GOLD 2 TLUE
GOLD 2 ED
GOLD 2 THU
GOLD 2 FRI
GOLD 2 SAT
GOLD 2 SUN

Discount Thresholds can be copied from other discount types or from the same discount type but from a
different time period. This can be done by clicking on the copy button and selecting the Discount type to

copy.

e Once Thresholds are completed press F4 to return to the Member Discount Type Maintenance

screen

e Select Window | Eligibility to define the Member Type Eligibility for the discount, i.e. which

posting codes are affected

| | |
Member Discount Code
Start Date

End Date

Member Posting
Type Code
GOLD SBOY
GOLD SFAC
GOLD SAN
SOLD SMSGE
GOLD SPED
GOLD SRTL
SOLD S AN

GLOS
05/01/2009
12/31/2010
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NOTE: By clicking the copy button on this screen, member types and associated posting
codes can be copied from different eligibility periods or settings

Ml Select Discount Type [linda ] - Morthwind Resort & Spa
File Record Help

Select Enfry to Copy From

Type Start Date End Date

CORP - D1/01/2009 12/31/2009
FAM  D1/01/2009 12/31/2009
GLDG  09/01/2009 12/31/2010
Hos | B ) 0
SING — 01/01/2009 12/31/2009

Future Features
Turnstile Entry Maintenance

This option allows Maestro to scan a membership card bar code that will communicate with that club’s
turnstile / door / gate to open if the membership is valid.

The Open Sequence and other information will be accessed via the software used to open the turnstile /
door / gate.

™ Turnstile Entry Maintenance [linda ] - Northwind Resort &

i
m XTI L
Outlet Port Name Baud Parity Data Stop Open Gate Escape Seq
3 {Dpen Gate benn 5] F i H20 Open Sesame
I I T T .
v r..r...r 000000000000
I I I [ (. I

Member Card Layout Files

Key DGN files into the Layout File Name field. These files must exist in the Layout folder in order for the
membership card to be created/printed properly.

™! Member Card Layout Files [linda ] - Northwind Resort & Spa |z”§|[g|
Fle Record
oyl

Description
Gold Membership Card Layout
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If the files do not exist this entry will not be accepted and a dialog box will appear stating this file does not
exist.

Dialog

Card Layout File does not
exist

Use ESC to Exit window

Printer / Encode Setup

This option is used by the EPI Card Printer software to configure the Card Printer. If the EPI software is
not configured or licensed on the existing workstation, this screen will not open. Instead the following
message will appear.

N:\Exe\cmmno. exe

L : CoCreatelnstance of EPILicense failed
b )

Member Type Privileges Maintenance

This screen allows the user to setup some access privileges for each membership type. For example,
one membership type might have access to the tennis courts from 10am to 3pm only while another
membership type might have full 24 hour access.

Add the Member Types affected by the privileges maintenance to the Member Type Maintenance screen.
See next segment. A Facility Type must also be created prior to completing this screen.

o Membership Type Privileges [linda ] - NHorthwind Resort & S \;”EWX\
File Record ‘Window Hel
[y af

|
Membership Type
Building Code
Facility Type
Facility Code

Free Start Time
Free End Time
discount percent
clerk_code LIMDA,

Date Time Keved 09/18/2009 10:00am
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Member Type Maintenance

Create these member types to be used in the membership type privileges screen.

Member Tvpe GOLD

Description izold Maember Access

Min Mt Food 500.00
Min Mnth Bar 300.00
Pim Mt Ot 200,00
Annual Fee 3500.00
Serd r Fee 500,00

Membership Management
The Membership Profiles can be accessed from two different locations:

e Spa & Activities Management Menu | Member | Member Profile
e Front Desk Menu | Audit | Member Profile

Membership Profiles can be added or modified at either of these two locations. A Membership Profile
cannot be deleted once created. However, a member can be made Inactive if necessary.

If the Member already has a Client Profile, a Membership Profile is not required to be created as the
Client Profile can be linked to the Membership Profile using the same client code.

Creating Member Profiles

From the Spa and Activity Management Module, go to Member | Member Profile

| ™' Member Profile [linda ] - Northwind Resort & Spa =1l
File Record Window Help
[y Sl B
R AHE RS
e e
Member Client Code [ Account Status
Mernber Name ]
Member Status ]
Mermber Account MNurmber Credit Limit
Member Type Code Late Payments |
Mermber Group Daily Statements |
Discount Type Statement Copies |
Minimum Code | Involce Coples |
Charging Privileges | | Automatic Apply
Text
Current Balance
Join Date State Last Date
Expiry Date Last State Clrk
F & B Consumed
Outstanding

NOTE: Prior to creating new member profiles an F8 or look-up should be performed to
ensure that duplicate profiles are not created in the Maestro database.

1. On the Member Client code field press F8
2. On the Look-up screen enter one or more of the following:

PMS ke no other,
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ent Lookup [linda ] - Northwind Resort & Spa

File PRecord Window Help
. =

Client Code
Client Mame kellg|

Phione Mumber
Zip/Postal Code
Fol /Rec MNumber
AR Contact Mame
Account

R R

The client code number

Client name (company name or last name for an individual)
Phone number

Zip/postal code

Folio number

A/R contact name

Member Account Number

@~ooooTp

3. Alternatively press swipe card and swipe the member’s card or select the window menu and

manual card entry to type in the card number.

Maestro will display a list of potential matches.

NOTE: Maestro will display results based on existing members as identified by the
yellow field indicator Members in the upper left hand side of the screen.

"1 Client Lookup (by Name) [linda ] - Northwind Resort & Spa DEx

Fie Record Window Help

A

;EMEERS ACTIVE

FD
Cligrk Mame CliertCd CInkType R AR ik Tl 1
kel chrs | I I : EETE—
ells, Pat 971 212-333-0421 Schenectad:

In order to search through all non-member profiles go to Window | View All clients. If looking for specific
profile types such as companies and groups use this option on the menu. It is possible to display matches

based on:

™l Client Lookup (by Name) [linda ] - North

File Record N Help
Lookup Client F&
. Drildown F5

Wiew &l Clients

MEMEERS Wigw Individuals Cnly

Wiew Companies And Groups

F"ﬁ”t N;me Wigw Accounts Receivable Onlky
gells, Chris | Wiew Permanent Clients Only

ells, Pat
Wiew Cwners and Contacts Only

Wigw Members Only
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If the client profile is located left click on the client name or arrow down to highlight the client and press

enter to select. Otherwise press F4 to exit from the results if the client profile was not found

At this point the user can F6 to create a new Member Profile

i N [ Lo B
[
Mermber Client Code | 1129 Acoount Status ACTIVE
Member Name {Aristotle, Bottle
Member Status i ACTIVE
Member Account Number PI31415 Credit Limit | 999999906,999.00
Member Type Code GOLD Late Paymenrts L1
Member Group Daily Statements M
Discount Type GLDS Statement Copies |
Minimurm Code F&B Invoice Coples 1
Charging Privileges s Automatic Apply
Text
Current Balance 17048
Join Date 05012009 State Last Date
Expiry Date 12/31/2010 Last State Clrk
F & B Consumed 2350
Outstanding 2376.50
Option Description

Member Client Code

F8 or Look-up existing clientssfmembers or F6 to create new
members

Account Status

Defaults to Active. Change to Inactive by selecting Window |
Member Address | Window | Toggle Active/lnactive Status

Member Name

Client name. The client maintenance screen can be accessed
from Window | Member Address

Member Status

F8 to select Member Status. Created during Member Setup

Member Account Number

Alphanumeric Field to record the account number from a
legacy system.
NOTE: This field is currently not searchable

Member Type Code

F8 to select a member type

Member Group

F8 to select Member Group. Created during Member Setup

Discount Type

F8 to select a discount type that applies to this member

Minimum Code

F8 to select the minimum spend code for this member

Charging Privileges

F8 to select whether this member can charge back to their
Member profile or not

Text F5 or Drill-down to add text about this member

Join Date Key the date the member joined. F8 to access a calendar
NOTE: If the date is for the current year Maestro will pro-rate
the minimum spend

Expiry Date Key the membership expiration date. F8 to access a calendar

F&B Consumed

Populates based on how much the Member has spent if a
Minimum Code has been attached to this profile.

Outstanding

Populates how much is remaining to be spent on the
Member’s minimum spend

Credit Limit

F8 to select a Credit limit to extend to the member. Credit limits
are modified in the AR maintenance module (refer to the AR
user guide). A credit limit must be established before interface
charges can be posted to the Member's profile

Late Payments

F8 to select the appropriate late payment schedule to charge
interest on outstanding member balances.

NOTE: Late payments are setup in the AR Maintenance
Module (refer to the AR User Guide)

Daily Statements

Not currently in use
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Statement Copies

When running Member statements — enter the default number
of statements to be generated for this owner

Invoice Copies

When running member Statements with Invoices - enter the
default number of copies of folios to be generated for this
owner

Automatic Apply

Once receipts are received if set to Y the receipt will
automatically pay off the most aged debt on the member's

profile

Current Balance

F5 to access those charges

Displays the current amount owing on the Member’s Account.

Member Profile Window Menu

™= Member Profile [linda ] - Northwind

Invoice Management He Beoo
Accessed from the Member Profile | Window, this has the same ' | Member Address
functionality as in Maestro’s A/R module. Verber C Merabier Text
B P‘ Member Cards
Access to Folio Header Entry / View | Inwoice Management
Receipt Managerment
; . Member & Extended Profile Infa
e From the Member Profile screen, F8 to locate the Member Profile Member £ Credt Cards
account. '
e Once displayed, from the Current Balance field, F5 or right Click to go into Folio Header Entry/View
screen
OR

Go to Window | Invoice Management to go into the Folio Header Entry / View screen

™! Folio Header Entry/View [linda ] - Northwind Resort & Spa
File Record Window Help

Client Code 1125
Name {Aristotle, Bottle

Description
9 009 MEMBER DUES FOR | =
9 2009 MEMBER. DUES FOR

1014200

Manually Create a New Folio

e Press the Create icon or F6 to create an invoice header.
e The Folio number, source, description and date will automatically be defaulted.
e You may override the description as required.
e Press Enter past the following fields: T, I, O, Sett to the next line.
™! Eolio Header Entry/View [linda ] - Northwind Resort & Spa
File Record ‘Window Help
e e
Client Code 1125
MName JAristotle, Bottle
Folio No STl Description Tl St St Qutstanding
[13371 oM Bofi4/2000 [2009 MEMBER. DUES FOR NV k| op | 73.49
| 13372 [V D9/14/2009 2009 MEMBER. DUES FOR N ¥ K| op | 96.99
13435 o = 09 [NCIDENTAL CHARGES i3 B 52
I B D [ o o o o o 20000000
I T I e —
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Manually Post a charge / Post a Payment

e Folio Detail Entry/View screen will automatically be displayed,
e Press the Create icon or F6 to start posting.

™= Folio Detail Entry/View [linda ] - Northwind Resort & Spa & =ES)
Fille Record Window Info Help

PR T
@b S EES

Folio Mo L 13435 fincidental charges
Bll Src M

Sre 1d Posted Charges 157,50
Desc incidental charges Posted Payments 157.50
Text Folio Balance

Seq X Date Eff Post Prop Room Vaucher Charges Payments xt
1 19/17 /2009 WR (GREEN FEES 150.00
2 9/17/2009 WR GREEM FEES 7.50
9/17/2009 WR PAY GRNFEE 157.50
09/17/2009 I

o
a

T T T T 1T

GOLF
G5T

3
.
—
e
—
s
e
e
—
—
.
e

o System will default to today’s’ date under the Date Eff column.

e Press Enter to accept date displayed or enter a date when you want this posting to be reflected (only
authorized personnel will be allowed to enter a back posting transaction).

e Key avalid posting code or press F8 to display posting codes lookup, Click on the posting code you
wish to use, press Enter.

NOTE: Select a charge posting code to post a charge, i.e. GOLF for Golf Fees. Select
a settlement posting code to post a payment, i.e. CK for Check. A Charge posting code
will take the user to the Charge column to input the amount of the charge. A Settlement
posting code will take the user to the Payments column to input the amount of payment.

Key a reference number under the Voucher number if necessary but not mandatory
Key the amount under the Charge/Payments column and press Enter.
e |f the posting code entered is configured to automatically add the taxes, Maestro will display all
posting lines.
You can create an unlimited number of postings for this folio.
The Posted Charges and Posted Payments fields will increment as amounts are entered.
e After posting is completed, F4 twice to return to the Member Profile screen.

NOTE: Value of current balance field

Current Balance |  249.23

Receipt Management
Accessed from the Member Profile | Window, this has the same functionality as in Maestro’s A/R module.
There are two components in receipt management:

1. Receipt creation
2. Reconcile receipt(s) with outstanding folio(s)

ootz Vlaestro
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Receipt Creation

e From the Member Profile screen, once a member account record is displayed, select Window |

Receipt Management.

- Receipt EntryflLog [linda ] - Northwind Resort & Spa

File Record Wi W

Total Credits

Lf | | R

ot

Client Code 1125 Status
Client Mame [Aristotle, Bottle

Remaining Amt

Receipt Distribution

Text Ex

Description

I
I . B
i | |

F6 to create a receipt and a Receipt Creation screen will be displayed.

s Receipt Creation [linda ] - Northwind Resort & Spa

-

-
.

Client Code
Client MName
Folio Number

Date Effective
Posting Code

Cheque/Reference
Payer MName

Bark MName
Amount

Date Keyed

1125

Aristote, Bottle

08/17/2009
CASH

Aristotle, Bottle

CIBC

50.00]

DS/17/2009

Key the settlement posting code, or press F8 and select the correct settlement posting code.
Key a reference in the Check/Reference field for the receipt or leave it blank.

Maestro defaults the payer name or enter name if payer is different from the Member Profile.
Key the bank name or leave blank.

Key the amount of the receipt/payment and press Enter.

System will default today’s date or enter date in the future to handle post-dated payments.

NOTE: Post-dated checks will not be reported until Date Effective is reached. You may
also key in a past date if the payment was received prior to the date of entry. System will
automatically default the Date Keyed field and cannot be changed by the user.
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System will automatically display the previous screen.

ipt Entry/Log [linda ] - Northwind Resort & Spa

Fie Record Window Help
N . F

e
s
Client Code 1125 Status
Client Mame [Aristotle, Bottle
Receipt Distribution

Rec/Fal Total Credits Remaining Amt Description Text Ex
\ 13448 | 5000 | 50.00 RECEIPT [ fr

I B 2
r I .
I I I I n I

Reconciling Receipts with Outstanding Folios
There are two ways to reconcile receipts:

1. Manual, or
2. Automatic

Manual Reconcile — is used to manually reconcile payment to a specific invoice/folio. Or distribute

payment (full or partial) to pay multiple folios.

Automatic Reconcile - will automatically reconcile payment to the oldest invoice/folio of the Member

account. This method is widely used for credit card accounts.
1. Manual Reconciliation

e From the Receipt Entry/Log screen, select the outstanding receipt folio to reconcile.
e Click the Manual button, and Maestro will display the Receipt Application Selection screen.

M= Receipt Application Selection [linda ] - Northwind Resort [El=1ET
Fle Record Window Help

Lo ol
Receipt Client 1125 Rept Folio 13448 Text N
[Aristotie, Bottle Cheque/Ref
Remaining 50.00
Paying Invoice Of;
Irwvoice Cliert 1125 Irv Folio
[Aristotle, Bottle Amt to Pay
Folio Mo Srec Date Tx 1 0O Oustanding
13371 Ml YRR 2009 Mermber Dues for 008 b Il | 52.24)
13372 CM  [09/14/2009 2009 Member Dues for 009 N I ¥ 96,99
| | = \ | & o f
T i ] e —

Vlaestro

PMS ke no other,



If paying in full:

e Select the outstanding folio to reconcile
e Enter and input the amount to pay if different than what defaults

P! Receipt Application Selection [linda ] - Northwind Resort
Fil: Record Win

BN
B
Receipt Client 1125 Rept Folia 13443 Text N
{Aristotle, Battle Cheque/Ref
Remaining 50.00
Paying Invoice OFf:
[nvoice Client 1125 Inv Falio

Aristotle, Battle Amt to Pay

Folio Mo Src Date Description
3371 09/14/2009 2000 M-, wer Dues for 008
13372 M D9/14/2009 009 Member Dues for 009
[ I
T  — T T

e Select the Pay Invoice button

e Maestro will now return to the previous screen and the receipt folio is cleared from the outstanding
Receipt Entry/Log screen

- Receipt Entry/log [linda ] - Northwind Resort & Spa |ZHE\E|
File Record Window Help
o

Eo

Client Cade 1125 Status
Client Mame [Aristotle, Bottle
Receipt Distribution
Rec/Fal Total Credits Remaining Amt Description Text Ex
] ||
I . I . B
\ \ I I I~ I

e F4 back to the Member Profile screen

If paying partially:

From the Member Profile, Click on the outstanding folio to reconcile, then Enter or Double Click
Key the partial amount in the Amt to Pay field, and Enter

Maestro will debit amount from the invoice selected

F4 to return to previous screen. Receipt Entry /Log screen will show the remaining amount on the
receipt folio

e F4to return to Member Profile screen

2. Automatic Reconciliation

From the Receipt Entry/Log screen, select the receipt folio to reconcile.

Select the Automatic button

Maestro will clear the receipt folio entry

The amount will be automatically applied to the oldest outstanding invoice/folio for this Member
Profile account.

e F4 toreturn to the Member Profile screen.
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More Member Profile Window Options

Other than Invoice and Receipt Management, there are several other options to be aware of within the
Member Profile window menu.

Member Address

To edit, modify or add new information to the Member Profile demographics, from the Member Profile
select Window | Member Address

™ Client Maintenance [linda ] - Northwind Resort & Spa E‘\@”g'\

File Record Window Help
[y X ]
B il
Client Code 1125 Alert [ A ctive
Search Category INDIVIDUAL
Client Type VEMBER Owner Text B
Personal Title
First Marme Bottle
Middle Name
SURNANME WAristotle
Salutation
Title
Atterttion
Address 1 28 Greece Way Cpt Out N
Address 2 Zip/Postal Code MST 24
City [Toraonto StateProv N Country EA
Phone Number 205-454-1234 Phone Extension
Home Phene Fax Murmber
Internet Address
Email Address bari@hotmail com Opt Out i\_l
Parent Company
Bill To Client |
Account CorplD Language ’7

Make changes and then F4 to save and return to the Member Profile screen.

Toggle Member Active/lnactive

From within the Member profile the user can toggle the member status from Active to Inactive, Window |
Member Address | Window | Toggle Active/lnactive, you can select this option to make a Member Inactive

or reactivate them.

By making a Member inactive they will no longer have the ability to charge items back to their member
profile.

Tax Exemptions
To make the Member exempt from paying specific taxes go to Member Profile | Window | Member

Address | Window | Tax Exemptions. F8 to select the tax the member is exempt from and input a short
reason why.

™ Client Tax Exemptions [linda ] - Northwind Resort & Spa
File FRecord Window Help

Client Code 1125
Tax Code Folio Mo Description
GST | ICharitable Organization

—
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Credit Cards

From the Window menu in the Member Profile, you can add a credit card to the Member to be used for
EFT processing. Please refer to the EFT QRG for more information.

™ Credit Card Maintenance [linda ] - Northwind Resort & Spa
Fie Record Window Help

2] | m*lg'

Clert Code [ 1125 RRISTOTLE, BOTTLE

Bilng

Expiry. Is  Start To
Name On Crd Card Hum e

Use
Type  Cred Card Num M e fau) MM ¥¥YY  AVS(Biling) Address iling Zi Sett
5 5 [ 2013 Fr\stul\e Bottle 173 5 [ 2005 300 WOODBINE AVE Esnw

[ [ [ [

[ [ [ [

Member Cards

From the window menu in the Member profile screen select Member cards. This screen can be used to
associate a swipe card with the member profile. Once a card has been associated with a member it can
also be toggled inactive via the window menu. Card numbers can also be deleted by pressing the F7 key
on the highlighted card

™! lember Cards [linda ] - Northwind Resort & Spa

e
Client Code 1125

Card Number Layout File Name Image File Name En
| ]
|

To add a card press F6 to add a swipe card to the member.

NOTE: Multiple cards can be associated with one member profile. When entering a new
card at the swipe card screen select the window menu and manual entry to key in a card
number rather than swiping a card.

Extended Profile Info

This screen can be used to track other information about the member. For example, Locker number,
membership type, renewal date, special notes or instructions.

™ Member Information [linda ] - Horthwind Resort & Spa

File Record
a

Client Code 1125

PrsniCat |

Membership Type GOLD 50LE MEMBER ACCESS
Annual Fee 350000

Minimum Monthly Food S00.00

Mintmum Monthily Bar 300,00

Minimum Monthly Cthers | 200,00
Stat(Active/Cancell Hald) AC

Membersship start date 09/01/2009

Next Renewal 08/31/2010

Locker Assigned 332

Equipment Location BIMN 34

Special Mote
Emergency 1st Contact Id lARISTOTLE
Emergency 2nd contact 1d [ARISTOTLE
Clerk Code

Diate Time Keyed
Date Time Changed
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Membership Maintenance

= Spa and Activity Management Menu [linda ] - Northwind Reso
File Booking Inguiry Profile Reports  Search SEENEEE ServicePkg  Help

Memnber Profile

Posting Member Dues

Post Member Dues

To run the automatic post member dues program -
from the Spa and Activity Management Menu,
select Member | Post Member Dues

MNorthwind Hotel

Member Statement Feport
Meribership Reparting
Aging Repart

Member Admission

Expiting Credit Card Report
Member EFT Inquiry

™ post Member Dues [linda ] - Morthwind Hotel & Conf Center

File Recol i Help

| |

Start Date |

End Date |

Year

Member Diue Code (Blank = ALL)
Member Type Code (Blank = ALL)
Installment Code (Blank = ALL)
Client Code [(Blank = ALL)
Line MNumber (Blank = ALL)

Option Description

Start date Key the start date of the Member dues period

End date Key the end date of the member dues period

Year Key the year the Dues are for

Member Due code To run a particular member due key or F8 to select the desired
dues. Leave blank to run for all dues to post

Member Type code To run dues for a specific member type F8 or key the code.
Leave blank to run the dues for all member types

Installment Code Key or F8 the specific due installment to be posted. Leave
blank to run dues for all installments (not recommended)

Client code Key or F8 a specific client to run dues for just this member

Line number If there are multiple lines for each installment — enter the
specific line number that should only be processed or leave
blank for all

Member Dues can be run in two different ways.

1. Post Monthly Dues for the past dates: For example on September 1st: Start Date: August 1,
End Date: August 31. Installment code = 008 for August. Line = 10 if only one installment code
for the month.

2. Post Monthly Dues for the future dates: For example on September 1st: Start Date:
September 1, End Date: September 30. Installment code = 009 for September. Line = 10 if only
one installment code for the month.

Vlaestro
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For Bi-Monthly Member Dues Posting:

1. Post Bi-Monthly Dues for the past dates 15t half of the month: For example on August 16:
Start Date: August 1, End Date: August 15. Installment code = 008 for August. Line = 10 for the
month’s first installment code

2. Post Bi-Monthly Dues for the past dates 2" half of the month: For example on September 1.
Start Date: August 16, End Date: August 31. Installment code = 008 for August. Line = 20 for
the month’s second installment code

3. Post Bi-Monthly Dues for the future dates 1% half of the month. For example on August 31.
Start Date: September 1, End Date: September 15. Installment code = 009 for September. Line
= 10 for the month’s first installment code

4. Post Bi-Monthly Dues for the future dates 2" half of the month: For example on September
15. Start Date: September 16, End Date: September 30. Installment code = 009 for
September. Line = 20 for the month’s second installment code.

Member Statement

Statements for each member can be generated by accessing Member statement from the Member menu.

™ Member Statement Report [linda ] - Northwind Hotel & Conf

File Record indow Help

Cliert Code

Member Type Code

Account Name To Print From:
Account Name To Print To:
Minimum Amount To Print:
Maximum Amount To Print To:

Staternent Start Date: Clients:
Statement End Date: Amount: \
Statement Report Format Z
Suppress O Balances? N
Generate EFT YN

Carcel

Member statements can be run for the following criteria:

Option Description

Client Code F8 to locate a client code for a single member
to run a statement for

Member Type Code F8 or Key a particular member type to run

statements for all members associated with this
member type

Account name from and to To run statements for an alphabetical range of
members. To print all statements key an ‘A’in
the Name to Print From and a ‘Z’ in the Name
to Print to

Minimum/maximum amount to print Key a numerical range for all statements with a
balance in this range to print. Statement will
default to -999,999,999 — 999,999,999

Statement start/end date Key the statement period. Will default to last
month based on the current date.

Clients/Amount These fields will auto-populate with the number
of clients and the total amount selected

Statement format If using the Maestro statement — enter either 1

or 2 to display the desired statement. For
crystal statement users leave this field as “1”
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Suppress 0 Balances

If “Y” only print statements for clients with a
balance. If “N” print statements for all clients
regardless of whether the statement has a
balance

Generate EFT

Generate EFT with statement (Refer to EFT
QRG)

Member Aging Report

Aging can be reported for Members. The aging report is found in Member | Aging Report.

NOTE: The Aging options are established in Spa & Activities Maintenance | Setup |
System Options | Age Payments | Y/N and can be changed on the fly.

Reflect Aging As At
Client Mame From

Account Total From
Activity Dated Fram
Member Type Code

Include Blark Types
Include Zero Balance

Dretail or Summary

Account Sort Crder
Folio Sort Qrder

To

Tao

To

s Aging Report [linda | - Morthwind Hotel & Conf Center
File Res i

P
EEEE

09/21/2009
A
-9999099909999 99
999999999,999,99
09/21,/2000
Yoo
N (fMNAUUNapplied cash))
5 (D=Detail, S=5ummary)
Mo (N=Name, C=Client code)
1| (I=lrwoice Date, F=Folio Mumber)
G

The aging report can be run for the following criteria:

Option

Description

Reflect Aging As At

Key the date to base aging on

Client name from & to

F8to find an existing member or key a range of
members to run the aging report for, i.e. A-Z

Account total from & to

Key a numerical value to generate the aging
report based on members with a balance in this
range

Activity dates from & to

Key a date range during which the charges are
to be included

Member type code

Select a member type to run the aging report
for or leave blank for all

Include blank types

Include members that have a zero balance

Include Zero Balance

Y / N/ U (for Unapplied Cash)

Detail or Summary

Detail displays aging for each folio associated
with the member. Summary displays a total for
the member

Account sort order

Order the report by client code number or
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name, Cor N

Folio Sort order

Sort folios per member by Invoice date or Folio
number, | or F

E: print.Ibattell.txt - Notepad
File Edt Format View Help

03,/21,/2008 04:56pm CM7400

Printed As AL: 03/21/200%
G/L Froperty:

Include $0 Bal:No

Northwind Resort & Spa Fage 1

Summary Aging Report

Include BackDated: ves

client

Anstead, Terry
Aristotle, Bottle
partell, Miss Linda
Bob, Jim
Carefoote, Eelly
Crosbie, Mr Douglas
Curtis, Rayna
Fung, Hank
Halliday, Ooc
kells, chris

Kells, Pat

Kelly, Mark
Mckechnie, Stuart
Minten, Terry
Maya, Atoy
Renzulli, Anthony
Tikhomirowv, Dmitry

Hame Range From:

AMOLNT RANge From: -333333333333.33

Date Range From:
Member Type:

Client cd. Type

EH
1125

TO
To $998959595,995.99
To 08/21/2003

<lient total Current amount 20 day amount &0 day amount 90 day amount 120 day amount

2,843,
99

50 2,643.50
99,

Report Totals
% of Total

end of report

.23 23
783 2,349.85 2,219.72 120.132
1091 283,65 889.65
7az 2,020.33 2,7382.00 11z.02 116,30
201 853,00 415.80 483,28 £2.35
1037 1,877.40 1,877.40
Ted £20.40 102,95 156,25 270,20
a3 2,3285,71 2,985.70 223.01 167.00
37 576.35 576.95
221 2,985.70 2,985.70
1051 207.90 207.90
787 2,313.80 3,919.80
505 542,85 542.85
1023 41l7.30 417.30
109& 21lz.20 312,290
1038 122,20 122,20
25,042.57 23,314,885 621.42 387,10 433,25 z20.35
100.00 53.10 2.52 1.55 1.35 .88

Expired Membership Report

Accessible via Member | Membership Reporting, two reports can be accessed from this menu — The
Expiring Member report and Member Usage report. Once Membership reporting has been selected in the
report type field F8 and either the Expiring or Usage reports can be selected for running.

Report Type

EXPIRE

*= Member Report Type [linda ] - Horthwind Hotel & Conf Cente |._”EHE|
File Record Help

EXPIRE XPIR )
SAGE MEMBERSHIP LISAGE

The report can be run and the results filtered by the options on the screen depending on the desired
result. Note that this report can be used to forecast memberships which are due to expire or have

expired.
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Report Type

Member Group
Mermber StatLs

Join Start Date
Join End Date

Sort By

print.lbattell.txt - Notepad

File Edit Format View Help

Member Client Code
Member Account MNumber
Member Type Code

Expired Members Cnly

Birthdate Start Date
Birthdate End Date

Start Zip/Postal Code
End Zip/Postal Code

[

(Blank = ALL)
(Blark = ALL)
(Blank = ALL)
(Blank = ALL)
(Blank = ALL)

P5/21,/2005 04:45pm CM7200

Frinted as atr:

08/21,/2008

Member Client Cade:
Member Type Code:
Join Start Date:
Join End Date:
Expired Only: NO
Member Status:

Member
<lient #

Name

Anstead, Terry
kells, Chris
Halliday, DocC
Zrosbie, Mr Douglas

EBattell, Miss Linda
Mckechnie, Stuart
Carefoote, Kelly
Kells, Pat

Moya, AToy

Kelly, Mark

Bob, J1im
Tikhomirow, Dmitry
Renzulli, Anthomy
Curtis, Rayna
Aristotle, Bottle

end of report

Member Usage Report

Northwind Resort & Spa

Member Account Number:
Member Group:

Eirth Start Date:
Eirth End Date:

Sort Order:

ACcount
Number

4422442244224422

1234567890

FEE4EE2R

PIZ141E

Fage

Membership Expiry Report

MEMEERSHIF #

Member
Type

SINGLE
CORF
SINGLE
CORF
MIOWKS
CORPF

Member
Group
O'WNER.
O'WNER.
O'WNER.
O'WNER.

Jain
Date

01,/01/2008
08,/21/200%
02,/01,/2009
01,/01/2009
01012009
0E,/05,/2009
08,/12 /2009
0L/01/2008
06,/01,/200%
01,/01,/200%
01,/01/2009
01012009
01/01/2009
01/01/2008
01/01/2008
01,/01,/200%
08,/01,/2008

Expity
Date

12,/21/2008
08,/20,/2010
02,/28/2010
12,/31/2009
12312009
123172009
08/13 /2020
12/21/2008
12/21/2012
12/21/2009
12/31/2009
12312009
123172009
12/21 /2008
1272172008
12/21/2008
12/21/2010

Eirth
Date

Zip/Fostal

20210
MET 1Al
L3R S7r&
L3R 9¥7
anzin
L2RSYT
a0zl
20210
12245

anzin
L2R 1EQ
a0zl
20210
MET2r4

The member usage report can be run to show what members are actively using facilities based on the

information obtained via the swipe cards each member carries.

NOTE: Similar options are available for this report to be run and sorted when compared
with the membership expiration report.

Two additional options are included on the usage report which allows the entry of a date range to analyze
the members’ usage.
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Member Admission

The member entry screen records certain information about a member when they use their swipe card to
access service within one or multiple outlets. The information recorded is:

Date & time in
Card number
Member name
Membership type
Privilege —i.e. can the member charge items back to their member profile
The expiration date of the membership

The status of the member (active or inactive)

®= Member Admission [linda ] -

From the window menu select swipe card to record that a member is | File Record B
accessing services at a particular outlet. Also available is a manual § [#% [
entry from the member swipe card screen, Window | Swipe Member. Siwipe Member

Entry Log

iridow

An entry log is kept for all members which, can be accessed from the window menu. Select one or more
of the following criteria to view the member usage:

Outlet

Membership number
Member type

Start date

End date

Expiring Credit Card Report

Print this report to determine Member credit cards that are expired or approaching their expiry dates. This
report can then be used to contact the members if they have EFT payments automatically debiting their
credit cards via Maestro Club Membership.

™ Credit Card Expiry Report [linda ] - Morthwind Resort & Sp |ZHE|E‘

File PRecord

&
Help (F1)
Tom Date

To Date
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Member EFT Inquiry

This is a quick way to determine what charges have been posted via the clients credit cards via the EFT —
Electronic Funds Transfer option that Maestro provides.

P! Member EFT Inquiry [linda ] - Northwind Resort & Spa
File Record Window Help

Client Code |

From Date

To Date

Code Name Date Amount
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