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Recurring Payments Setup



Step 1 — Login to your club account and click begin selling.
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Step 2 — Next you can click Add to start from fresh or edit an existing package
setup.
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Step 3 - Fill out the package information as usual, title, season, selling
from/selling to and add the type you plan to use for the package.

Begin Selling
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Package Detals Installment Sefup Mermbership Types
P [ ——— [r——
Name | Vouth Rec Player 0 aType | None ~|@ 4 Youth Recreational Piayer | 4 13U Youth Competitive Piayer
Sescigton. | Optional short [r—— ® + 140U Youth Competitve Player | 4 15U Youth Competitive Payer
description - include
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Step 4 — You will notice Instalment setup on the package setup with 3 distinct
options.

e Firstis the Instalment interval type, weeks, months or years, | select
month.

e The next option is the instalment Interval, | select a value of 1.

e Finally, is number of instalments of which | selected 4.
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Name | Youth RecPlayer [ + Youth Recreational Player | 4 13U Youth Competitive Player
Oescripion | Optional short ® =+ 14U Youth Competitive Player | - 15U Youth Competitive Player
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Selfing From | 2020-12-21

+ Recurring payment cat with taxes | 4 Recurring payment cat without taxes
seling o | 2021003
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Package Details

Name | Youth Rec Player L]

4 Youth Recreational Player | 4 13U Youth Competite Player
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Finally, | add my value and the club deposit.
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 Youth Recreational Piayer | 4 13U Youth Competitive Player

+ 160 Youth Competitie Prayer
+ 18U Youth Competitive Athlete:
+ 12U Youth Competitive Player
+mzmmmmf + Level 1 (Local) Referee: I + Level 3 (Regiona) Referee.
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e You will see above then union fees are already in place and not counted
on the DD.

e The club adds their own fee (500 in this case) and | have listed the club
deposit as 100 meaning there is a total of 400 to be paid split into 4.

**Please note** The club deposit paid is not included on the number of instalments
configured. le: The 400 left to pay is covered over the 4 months of DD



Step 5 — Configure notifications

From the home page click on Email Notifications under Membership Setup.

1ip Membership
Setup

e © Member Approval Settings
© Membership Categories
© Membership Types
© Publish Packages
© Membership Scheduled
Tasks
Make sure to set season.
Member Registration Transfers Email Settings
Member Registration /
Recurring Payment Received Recurring Payment Failed Member Notification

Here under Recurring Payment Received you may configure an email to be
sent each time a recurring payment is successfully processed.

Member Registration Transfers Email Settings

Me Registration
Seasons:

Club Notification

Recurring Payment Received Recurring Payment Failed Member Notification
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Under Recurring Payment Failed you may configure an email when a payment
fails — it is highly recommended to setup this email as the system will not
manage what happens to a member when a payment fails
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Member Registration /
Seasons : ~

Club Notification Recurring Payment Received Recurring Payment Failed Member Notification
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