
 

 

HandicapMaster ®  Software  
 
 
 
 
 
 
 
 

Guide to Membership Option  
 
 
 
 
 
 
 
 

 

This file provides advice to Users of the  
Membership Option  in HandicapMaster ®  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Author:   Stephen Jack  
Last Update d:  12 March, 2008  
 
© HandicapMaster 200 8 



HandicapMaster ®  Software  
Guide to Membership Option  

  
 Page 2 

 

 Contents 

 

CONTENTS  ................................ ................................ ................................  2  

INTRODUCTION  ................................ ................................ ........................  5  

SUBSCRIPTIONS -  HOW DO I GET STARTED ? ................................ ............  5  

What is the next Step?  ................................ ................................ ..............  5 
1.  Methods of Payment  ................................ ................................ ......  6 
2.  Payment Categories  ................................ ................................ .......  6 

Define Payment Items  ................................ ................................ ...............  6 
Add Subscription Templates  ................................ ................................ .......  7 
How do I assign a Subscription Template to a Member?  ................................ .  8 
How do I assign a Subscription Template to many Members?  .........................  8 
How do I assign a default Method of Payment  ................................ ..............  9 

MEMBERSHIP GROUPS AN D CORPORATE MEMBERSH IP  ..........................  10  

How do I create a new Membership Group?  ................................ ................  10  
How do I assign one or more members to a group?  ................................ .....  10  

To assign an individual member to a group:  ................................ ............  11  
Assign one or more members to a group.  ................................ ................  11  

How do I remove members from a group?  ................................ .................  11  
To remove an individual member from a group  ................................ ........  11  
Remove all members from a Membership Group.  ................................ .....  12  

How do I delete a Membership Group?  ................................ ......................  12  

RAISING SUBSCRIPTION S ................................ ................................ ......  14  

HOW DO I RECOR D SUBSCRIPTION PAYME NTS?  ................................ ....  16  

HOW DO I PRODUCE OVE RDUE SUBSCRIPTION LE TTERS?  ......................  18  

SOME COMMON SUBSCRIP TION QUESTIONS  ................................ ..........  19  

How do I view a Memberôs Subscription? ................................ ...................  19  
How do I find overdue Membership Subscriptions and other Reports?  ............  19  
How do I reprint a Subscription Invoice?  ................................ ....................  19  
How do I see a historic list of a Memberôs Payments? ................................ ..  20  
How do I reprint a receipt for a Received Payment?  ................................ ....  20  
How do I refund a Subscription?  ................................ ...............................  20  
How do I refund part of a subscription?  ................................ .....................  21  
What do I  do if a Member has been invoiced, but has decided not to renew their 
Subscription?  ................................ ................................ .........................  21  
A Member who has been paying monthly has ceased membership what do I do? 21  
How do I deal with the death of a  Member?  ................................ ...............  21  
How do I give a Member an Honorary Membership?  ................................ ....  22  
Can I see an audit log of financial transactions?  ................................ .........  22  
Can I add a note to all receipts?  ................................ ...............................  22  

HOW DO I CORRECT POS SIBLE SUBSCRIPTION P ROBLEMS?  ..................  23  

How do I edit a Subscription Template?  ................................ .....................  23  
Incorrect subscription payment recorded, no transaction took place  ..............  23  
A member has had the wrong Subscription Template assigned to them, how do 
I fix this?  ................................ ................................ ...............................  23  



HandicapMaster ®  Software  
Guide to Membership Option  

  
 Page 3 

I have deleted a member how do I restore the member and their subscription? 24  
I have deleted  a group and all its members how do I restore the members?  ...  24  

WHAT ARE INVOICES AN D AD HOC PAYMENTS?  ................................ .....  25  

Invoices ï How do I get started?  ................................ ..............................  25  
Define Payment Items  ................................ ................................ .............  26  
Add Invoice Templates  ................................ ................................ ............  26  
Raising an Invoice  ................................ ................................ ..................  27  
How do I view an Invoice?  ................................ ................................ .......  27  
How do I record payments against Invoices raised?  ................................ ....  28  
Ad Hoc payments ï how do I record these?  ................................ ................  29  

SOME COMMON INVOICE AND AD HOC PAYMENT Q UESTIONS  ................  30  

How do I find Invoice related Reports?  ................................ ......................  31  
How do I reprint an Invoice?  ................................ ................................ ....  31  
How do I refund an Invoice?  ................................ ................................ ....  31  
How do I refund part of an Invoice?  ................................ ..........................  31  
What to do if a Member has been invoiced, but has decided not to pay?  ........  32  
A Member who has been paying monthly has ceased membership what do I do? 32  
How do I deal with the death of a Member?  ................................ ...............  32  
What Does ñMark as Bad Debtò an Invoice mean? ................................ .......  32  

HOW DO I CORRECT POS SIBLE INVOICE PROBLE MS? .............................  33  

How do I edit an Invoice Template?  ................................ ..........................  33  
Incorrect payment recorded, no transaction took place  ................................  33  
Incorrect invoice  ................................ ................................ .....................  33  

EXPORTING SUBSCRIPTI ONS, INVOICES AND PA YMENT DATA  ..............  34  

Format of the Export File  ................................ ................................ .........  34  
Header Records  ................................ ................................ ......................  34  

The Subscription Header Record  ................................ ............................  34  
The Invoice Header Record  ................................ ................................ ...  35  
The Payments Header Record  ................................ ................................  36  

TERMINOLOGY  ................................ ................................ .......................  38  

Ad hoc payments  ................................ ................................ .................  38  
Annual payment  ................................ ................................ ..................  38  
Bad Debt  ................................ ................................ ............................  38  
Cancel  ................................ ................................ ................................  38  
Corporate member  ................................ ................................ ...............  38  
Default Method of Payment  ................................ ................................ ...  38  
Days before a before a subscription or invoice becomes overdue  ................  38  
Due Date  ................................ ................................ ............................  39  
Invoice  ................................ ................................ ...............................  39  
Invoice template  ................................ ................................ ..................  39  
Member  ................................ ................................ ..............................  39  
Membership Group  ................................ ................................ ...............  39  
Membership Group Contact  ................................ ................................ ...  39  
Methods of Payment  ................................ ................................ .............  39  
Monthly payment  ................................ ................................ .................  39  
Payee  ................................ ................................ ................................ .  39  
Payment Categories  ................................ ................................ .............  39  
Payments  ................................ ................................ ...........................  39  
Payment Items  ................................ ................................ ....................  40  
Payment History  ................................ ................................ ..................  40  
Overdue Subscription (or Invoice)  ................................ ..........................  40  
Refund  ................................ ................................ ...............................  40  
Renewal letter  ................................ ................................ .....................  40  



HandicapMaster ®  Software  
Guide to Membership Option  

  
 Page 4 

Subscriptions  ................................ ................................ ......................  40  
Subscription payments  ................................ ................................ .........  40  
Subscription Template  ................................ ................................ ..........  40  
Void ................................ ................................ ................................ ...  40  

 
 



HandicapMaster ®  Software  
Guide to Membership Option  

  
 Page 5 

 

Introduction 

 
This document is a guide to the HandicapMaster Membership Option.  
The HandicapMaster Membership option will allow you to manage your 
membership Subscriptions and also to manage non subscription 
income a nd invoices, if you wish.  
 
This guide takes you through some of the common tasks you may 
want to perform.  
It initially describes the Subscription aspects of the Membership Option 
and then goes on to describe the non subscription items.  
 
At the end of this  document is a terminology section describing some 
of the terms used throughout this document.  
 
 

 

Subscriptions - How do I get started? 

 
To start using the membership option it is suggested that you 
configure some organization specific items. These include  such items 
like VAT number and the number of days after issue, before a 
subscription or invoice becomes overdue.  If you are raising 
subscriptions in advance you may wish to change this from the default 
of 30 days.  
 
To set these on the Accounting  menu clic k the Options  item and 
then fill in the details as appropriate for your organization.  
 
If your organization is registered for VAT then please tick the Use VAT  
and supply the appropriate details.  
 
If you wish HandicapMaster to automatically print receipts and 
invoices to the default printer then please tick the Automatically  
Print R eceipt for P ayment Transactions  and also the Prin t Raised 
Invoices Automatically.  

 

What is the next Step? 

 
To manage subscriptions for members, HandicapMaster makes use of 
the co ncept of a ñSubscription Templateò. 
Each Subscription Template consists of a list of ñPayment Itemsò. 
A Payment Item describes a billable item and its cost or charge.  
This flexible approach allows you to define different templates for 
different memberships . A Subscription Template can be assigned to 
one or more members.  
 
To create a Subscription Template you choose the items required from 
a list of Payment Items. Before the Payment Items are defined you 
may want to carry out the following steps to customise  the 
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HandicapMaster Membership Option to your organization 
requirements.  

1. Methods of Payment 

 
This defines how a payment is made, initial values defined are:  
 
Cash  
Cheque  
Direct Debit  
Standing Order  
 
If these are sufficient for the needs of your organiza tion then you may 
skip this step.  
 
If you wish to define more payment methods then on the Accounting  
menu click Configure  and then click Methods of Payment . You can 
then add new entries.  

2. Payment Categories 

 
Payment Categories allow you to group together  Payment Items that 
are used to create a Subscription Template.  
 
Some initial values are defined  
 
Annual Subscriptions  
Competitions  
Insurance  
Monthly Subscriptions  
 
If these are sufficient for the needs of your organization then you may 
skip this step  
 
If  you wish to define more payment categories then on the 
Accounting  menu click Configure  then click Payment Categories . 
You can then add new entries.  

Define Payment Items 

 
You now need to define the Payment Items that you will use to create 
the Subscription  Templates.  On the Accounting  menu click 
Configure  and then click Add New Payment Item .  
 
Payment Items consist of at least 3 elements  
 
Payment Category  
Description  
Default Amount  
 
An example may help.  
 
Initially you define a Locker Fee for members who are paying annually.  
 
Payment Category   Description   Default Amount  
Annual Subscriptions   Locker Fee   £36  
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Then you can define a second locker fee for people who pay their 
subscriptions monthly, and charge a different amount.  
 
Payment Category   Description   Default Amount  
Month Subscriptions   Locker Fee   £48  
 
By creating two Payment Items within different Payment Categories 
you can define an item with the same name but with different 
amounts, allowing you to charge different rates for annual and 
monthly paid subscriptions.  
 
When you come to define a Subscription Template you can select the 
appropriate Payment Item for that template.  
 
You may find it useful to define a number of these Payment Items 
before you add Subscription Templates.  
 
What about VAT?  
 
If you  are using VAT then you can prevent VAT being charged on 
certain items by ensuring that the ñAdd VATò box is not ticked.  
Note: This is NOT visible if you have NOT configured VAT as described 
in the ñSubscriptions -  How do I get started? ò section of this 
document.  
 

Add Subscription Templates 

 
You are now ready to create a Subscription Template.  
 
Once added a Subscription Template may be associated with one or 
more members.  
If at some future date the cost of a Payment Item is changed then this 
is reflected in the Subscription template and any subscriptions raised 
from this time onwards  will use the new value. Existing subscriptions 
are not changed.  
 
Typically if you review your subscription rates annually you would 
change the Payment Items once each year, be fore producing the 
subscription renewals.  
 
On the Accounting  menu click Subscriptions  then click Add 
Template .  This will display the Add  Subscription Template  window . 
 
Here you must provide the name for the template.  
You may add a description, but it is op tional.  
 
Next decide the Payment Schedule of the subscription. This may be 
a single Annual  payment,  12 Monthly  or 10 Months  payments.  
You can also decide the First Payment Due  date. This can be the 
date the Subscri ption Invoice is generated or an Other D at e  in the 
future, or even the past.  
 
A typical example of a future date may be that you are getting 
prepared for next years subscription run ahead of the subscription run. 
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In this case you would set up the template and then select a future 
date, e.g. 1 st  January next year.  
 
Then you need to add the various Payment Items you require to make 
up this Subscription Template, by clicking the Add  button. If you wish 
to create a new payment Item click the New  button on the Add 
Payment Item  window and create a new Pa yment Item.  
 
If you add a Payment Item in error, click on it to highlight it and then 
click on the D elete  button. If you wish to delete all the Payment Items 
then click on the Delete All  button.  
 
Once you have completed adding Payment Items click OK to sav e the 
Subscription T emplate.  
 
If you wish to change the Subscription Template at a later date, that is 
possible using the Edit Template  option.  
On the Accounting  menu click  Subscriptions  then click  Edit 
Template .  
 
You have now defined a Subscription templ ate.  
If you wish to define more please repeat the above steps.  
For example you may wish a sepa rate Subscription Template for 7  day 
members and 5 day members.  

How do I assign a Subscription Template to a Member? 

 
To assign a Subscription Template to a Membe r you may edit the 
memberôs details. To do this is to click on the Edit Member  icon 
within the tool bar in the HandicapMaster window. Then select the 
member from the list displayed.  
Now select the Subscriptions  tab . 
 
Here you will see near the bottom of th e tab the Subscription 
Template  list .  Please select one of the Subscription Templates you 
have defined above.  
 
Once you have done this click OK to save the selection.  
 
If at a future date a member changes their membership you can easily 
change their Subsc ription Template by following the above 
procedure and selecting the new required Subscription Template.  

How do I assign a Subscription Template to many Members? 

 
If you have a large number of members already defined within 
HandicapMaster it would take some  time to go through each member 
individually and edit their Subscription details as described above.  
In this case you may wish to assign  multiple members to a 
Subscription Template.  
On the Accounting  menu click  Subscriptions  and then click  Assign 
Template to Members .  
 
You then need to choose which Subscription Temp late you wish to 
assign to the members. To do this highlight the appropriate 
Subscription Template and click OK.  
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Note: If you wish a number of members to have no Subscription 
Template then select the ñNone ò Subscription Template in the list of 
Subscription Templates.  
 
You will be prompted ñAssign Template to All members with the same 
Membership Category ?ò 
 
Selecting No  will display  a list of members and their current 
Subscription Template, if any. You may then tick the box along side 
each member to choose those you wish to assign to the previously 
selected Subscription Template  and click OK.  
 
Selecting Yes  will display a list of membership categories. You may 
then tick the box along side each member ship category to choose the 
members in those membership categories that you wish to assign to 
the previously selected Subscription Template  and click OK.  
 
 
Note :  if you select members who are assigned a different template, 
you will be prompted to confirm that  you wish to continue to assign  
members to the new subscription template. If you select ñNoò then 
none  of the members will be assigned  to the new subscription 
template.  

 
Note: if you select m embership categories which contain  members 
who are assigned a different template, you will be prompted to confirm 
that  you wish to continue to assign members to the new subscription 
template. If you select ñNoò then none  of the members in the 
membership categories will be assigned to the new subscription 
template.  

 

How do I assign a default Method of Payment 

 
To assist with the recording of payments it is possible to select a 
default method of payment for a member.  
 
To assign a default method of payment to a Member you may edit the 
memberôs details. To do this is to click on the Edit Member  icon 
within the tool bar in the HandicapMaster window. Then select the 
member from the list displayed.  
Now select the Subscriptions  tab.  
 
Here you will see near the bottom of the tab the Default Method of 
Payment box.  Please sele ct one the appropriate Method of Payment 
to be used by default when recording payments for this member.  
 
Once you have done this click OK to save the selection.  
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Membership Groups and Corporate Membership 

 
In addition to managing members as individuals fo r subscriptions it is 
possible to place members in a Membership Group for subscription 
purposes. This grouping does not affect the handicapping aspects of 
members.  
Groups may have a member or non -member as the contact for 
correspondence.  
 
Possible uses of  groups are:  
 

¶ Group a number of family members together so that the 
renewal letter is sent to one individual.  

¶ Provide corporate membership where you wish to invoice a 
company for a number of members.  

¶ Place a junior member in a group with a non member conta ct 
(e.g. a parent) so the renewal letter is sent to the group contact 
(parent) rather than the junior member.  

 
Members in a group may each have different Subscription Templates. 
The renewal letter will be addressed  to the group contact reducing the 
number of letters you need to send.  

How do I create a new Membership Group? 

 
On the Players  menu click  Membership Groups  then click  New 
Group .  
This will display the Add  a New Membership Group window . 
Here you must provide the Group Name .  
You may optionally provi de a description of the group.  
 
It is recommended that you then assign a contact for the group. This 
is person to whom the subscription renewal letters will be sent.  If no 
contact is assigned then the renewal letter will be addressed to  each  
member in the group.  
 
If the group contact is an existing member then select the Member  
option  and then click on the Change  button and select the member 
from the list displayed.  
 
If the contact is not a member, e.g. a c ompany for corporate 
membership, o r a parent (who i s not a member) for a family group, 
then select the Other  item and then fill in the contact details.  
 
Click on OK to save the Membership Group  details . 

How do I assign one or more members to a group? 

 
You can assign a member to a Membership Group  in the fo llowing 
ways:  
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To assign an individual member to a group: 

 
Click on the Edit Member  icon within the tool bar in the 
HandicapMaster window. (Note: the short cut keys Control + E also 
perform s this action)  
Then select the member from the list displayed.  
You w ill see the Details  tab displayed. Near the bottom of this tab you 
will see the Membership Group field. Clicking on the down arrow at 
the right hand side of the field will display the list of groups available, 
and you may then select the group you wish to place the member 
within.   
 
Note: Before a member is assigned to a group the field will display as 
Not in a Group . This is also displayed as the only choice if no 
Membership Group s have been created yet. If this is the case please 
follow the above section ñHow do I create a new Membership 
Group? ò to create these groups.  
 
To remove a member from a group select Not in a group as their 
Group  

Assign one or more members to a group. 

 
Within the Tasks  tab click the Players  Places option and double click 
the Members hip Groups  in the main window. This will display a list 
of the Membership Group s that are available.  
To manage the members in a group double click on that group. This 
will display the current members of the group. To add more members 
right click and select  Add Member to Group , or press the Insert  key.  
You may now select the members that you wish to  add to the group by 
ticking the box to the left of the name of each user.  
 
When you click on OK the members will be added to the group and the 
list of members di splayed in the main HandicapMaster window will be 
updated.  
 
You can also perform the same actions from the Players  menu by 
clicking  Membership Groups and clicking  Manage Group Members , 
you then need to select the group to which you wish to add members.  
Thi s will display the current members of the group. To add more 
members right click and select Add Member to Group , or press the 
Insert  key.  

How do I remove members from a group? 

 
You can remove a member from a Membership Group  in the following 
ways:  

To remove an individual member from a group 

 
You may remove a member in the following 2 ways:  
 
1. Using the Edit Member option  
 
Either click on the Edit Member  icon within the tool bar in the 
HandicapMaster window, or from the Players  menu, select the Edit 
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Member  option. (Note: the short cut keys Control + E also perform 
this action)  
Then select the member from the list displayed.  
You will see the Details  tab displayed. Near the bottom you will see 
the Membership Group field. Clicking on the down arrow at the right  
hand side of the field will display the list of groups available, and you 
may then select the group to assign the member to.  
Select Not in a group  and the member is removed from their current 
group.  
 
Click on OK to save the details.  
 
2. Using the Players  Places  to manage groups  
 
Within the Tasks  tab click the Players  Places option and then in the 
main window double click the Membership Groups . This will display 
a list of the Membership Group s that are configured.  
Select one of these and double click to ma nge the members in this 
group.  
This will display the current members of the group. Select a member 
by clicking once to highlight. Then right click and select Remove  
Member from  Group , or press the Delete  key, then confirm the 
removal of the member from the  group.  
 
You can also perform the same actions from the Players  menu by 
clicking  Membership Groups and clicking Manage Group Members , 
you then need to select the group from  which you wish to delete 
members.  Then s elect a member by clicking once to highligh t , and 
then  right click and select Remove  Member from  Group , or press 
the Delete  key.  Then confirm the removal of the member from the 
group.  

Remove all members from a Membership Group. 

 
To remove all members from a group use the Players  Places  option 
and s elect Membership Groups . This will display a list of the 
Membership Group s that are configured.  
Select one of these and double click to mange the members in this 
group.  
This will display the current members of the group. To remove all the 
members right cli ck and select Remove ALL  Member s from  Group . 
You must then confirm the removal of all the members from the 
group.  
 
You can also perform the same actions from the Players  menu by 
clicking  Membership Groups and clicking Manage Group Members , 
you then need to  select the group from which to remove all members.  

How do I delete a Membership Group? 

 
From the Players  menu select Membership Groups  then select the 
Delete Group option . This will display the Delete a Membership 
Group window . 
Please select the group you  wish to delete and click OK.  
You must then confirm the deletion of the Membership Group.  
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If you confirm the deletion and there are still members assigned to the 
group you will be prompted do you wish to ñDelete the members in 
the group AS WELL as the Gro up? ò.  
 
WARNING : If you click Yes  to this then the members will be moved 
to the Past Members list.  
 
A typical scenario where you would click Yes  is for example when a 
corporate membership has expired and you do not need to retain the 
member details.  
 
If you  wish to  retain the member details, and remove the group then 
click No .  
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Raising Subscriptions 

 
On the Accounting  menu click  Subscriptions  then click  the Raise 
Subscription  option. This will start the Raise Subscription W izard  
which will guide you through  the process of raising subscriptions for 
members.  
 
You can also start the subscription wizard by selecting Accounting  
from the Places section. Then click on the Raise Subscriptioné in 
the Accounting Tasks.  
 
When you start the Raise Subscription W izard  you  will see an 
introductory screen. Click Next  >  to continue with the raising of 
subscriptions.  
 
There are 4 options to choose from on the Select method of Raising 
Renewals  page of the wizard  
 
¶ One or More Members  
¶ One or More Subscription Templates  
¶ Members as signed to Membership Groups  
¶ All Members  

 
Note: if a member is not assigned  a Subscription Template then they 
will NOT have a subscription raised.  
 
Once you have selected the required method of Raisin g  Renewals , 
you may have to make some additional selecti on for example  the 
specific members, or the Membership Groups, and so on.  
 
The Letters  page of the wizard allows you to select and edit the letter 
to be issued with the Subscription renewals. If you do not wish to 
generate letters but just wish to view a r eport consisting of 
Subscription invoices then just click Next to reach the end and then 
click Finish .  
 
If you do wish to create a Renewal Letter then click the Issue 
Renewal Letters with Subscriptions  box. This will display a list of 
existing letters. You  may then choose to use an existing letter, or 
create a new letter.  
 
The letter writing uses the existing HandicapMaster letter writing 
facilities, with the addition of some new subscription specific fields that 
can be inserted.  
The fields can be inserted from the Edit  menu and selecting the 
Insert Field  option, a quick short cut is to press and hold the Control 
key and then the F key to display the Insert Field  window.  
 
The subscription specific fields are:  
 
Subscription Details  
Subscription Payment Sched ule  
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After you have finished with the subscriptions renewal letter you are 
returned to the Subscr iption Wizard and if you click Next  >  you will be 
taken to the end and you may then click Finish  to generate the 
Subscriptions.  
 
Note depending on the number o f subscriptions being generated it 
may take a short time for the wizard to complete raising the 
subscriptions.  
 
In all cases the subscriptions renewals will be displayed on the main 
part of the HandicapMaster window to allow you to review the letters 
and/o r invoices.  
To print just click on the printer icon and wait for the resulting output.  
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How do I record Subscription Payments? 

 
Once you have issued your renewal letters to members you will want 
to ensure that payments are recorded to allow you to then i dentify any 
overdue subscriptions.  
 
There are a number of ways of doing this.  
 
1.  On the Accounting  Menu click  Subscriptions  then click  Payment 
Receivedé 
 
This will start the Subscriptions Payment W izard  which will guide 
you through the process of recordin g subscription payments  for 
members.  
 
When you start the Subscriptions Payment W izard  you will see an 
introductory screen. Click Next >  to continue with recording 
payments . 
 
There are 4 options to choose from on the Select manner  of 
recording payments  page  of the wizard  
 
¶ One or More Members  
¶ Members in One or More Membership Categories  
¶ Members assigned a default  Method of Payment  
¶ All Members  

 
Note: If a member is up to date with their subscription then no 
payment will be recorded  that member.  
 
Once you have selected the required m anner of recording 
payments , you may have to make some additional selection for 
example the specific members, or the Membership Categories , and so 
on.  
 
The Methods of Payment  page of the wizard is displayed if any of 
the selected mem bers do not have default method of payment 
assigned to them. This allows the selection of the method of payment 
to be recorded in the payments for those members. Click to highlight 
and select the required Method of Payment to be recorded in the 
payment for  those members without a default Method of Payment. 
Click Next to reach the Confirm  payments page.  
 
This will display a list of the payment details that are going to be 
recorded as paid. Please note depending on the number of outstanding 
payments it may ta ke a short time for the wizard to produce the list of 
payments.   
 
Tick the Print Receipts box if receipts are required to be printed.  
This box will be ticked if you have selected the Automatically  Print 
Receipt for P ayment Transactions  as described in the  ñHow do I 
get Started? ò section of this document. 
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Review the list of payments and un - tick any payments that should 
NOT be recorded as paid.  
Click Next to reach the Finish  page.  
 
Click Finish  to record the payments . 
 
Note depending on the number of paymen ts being processed it may 
take a short time for the wizard to complete the recording of payments 
and the printing of the receipts.  
 
2.  Another way is to use the Accounting  places option and to select 
Subscriptions in Current Year . This will display a list of the 
previously raised Subscriptions. Select one of these and then using a 
right click on the mouse you can select the Pay option from the popup 
menu.  
 
3.  If you know the member who is paying then click the Payment  
icon in the toolbar or using on the Acc ounting  menu click  Payments 
then click  Payment Received option.  Both of these  display a list of 
the members from which you select the member from whom the 
payment has been received.  
 
If the selected member has any outstanding Subscriptions or Invoices 
th ey will be listed and you can select the appropriate Subscription to 
be paid and then click Next  > .  
This will display the payments associated with this Subscription.  
This will be a single payment if the member is paying Annually  or 12 
payments if paying Monthly .  
Select the appropriate Payment Method  from the available list and 
then select the payment that has been paid.  
 
If a receipt is required tick the Receipt Required  box. This will be 
ticked if you have selected the Automatically  Print R eceipt for 
Pay ment Transactions  as described in the ñHow do I get Started? ò 
section of this document.  
 
You may record additional information in the Notes  section e.g. 
cheque number if required.  
 
Click the Finish  button to update the memberôs subscription details 
and pri nt a receipt (if ticked).  For members paying monthly this will 
update the membership expiry date to the due date of the next 
monthly payment. For Annual payments the membership expiry date 
will be one year from the due date of the subscription.  
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How do I produce overdue Subscription letters? 

 
On the Accounting  menu click Subscriptions  then click the Overdue  
Subscription  option. This will start the Overdue Subscription 
W izard  which will guide you through the process of raising 
subscriptions for members.  
 
When you start the Overdue Subscription W izard  you will see an 
introductory screen. Click Next >  to continue with producing the 
overdue subscription letters.  
 
There are 4 options to choose from on the Select method of 
managing Overdue  Renewals  page of the w izard  
 
¶ One or More Members  
¶ One or More Subscription Templates  
¶ Members assigned to Membership Groups  
¶ All Members  

 
Note: If a member is up to date with their subscription then no 
overdue letter is produced for that member.  
 
Once you have selected the require d method of managing Overdue  
Renewals , you may have to make some additional selection for 
example the specific members, or the Membership Groups, and so on.  
 
The Letters  page of the wizard allows you to select and edit the letter 
to be issued with the over due Subscription renewals. If you do not 
wish to generate letters but just wish to view a report consisting of 
Subscription invoices then just click Next to reach the end and then 
click Finish .  
 
If you do wish to create an overdue Renewal Letter then click  the 
Issue Letters with Overdue Subscriptions  box. This will display a 
list of existing letters. You may then choose to use an existing letter, 
or create a new letter.  
 
The letter writing uses the existing HandicapMaster letter writing 
facilities, with the  addition of some new subscription specific fields that 
can be inserted.  
The fields can be inserted from the Edit  menu and selecting the 
Insert Field  option, a quick short cut is to press and hold the Control 
key and then the F key to display the Insert Fi eld  window.  
 
The subscription specific fields are:  
 
Subscription Details  
Subscription Payment Schedule  
 
After you have finished with the subscriptions renewal letter you are 
returned to the Overdue Subscription Wizard and if you click Next >  
you will be t aken to the end and you may then click Finish  to 
generate the overdue Subscription letters.  
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Note depending on the number of overdue subscriptions being 
processed it may take a short time for the wizard to complete 
producing the overdue subscription letter s.  
 
In all cases the overdue subscriptions renewals will be displayed on 
the main part of the HandicapMaster window to allow you to review 
the letters and/or invoices.  
To print just click on the printer icon and wait for the resulting output.  
 

Some common Subscription questions 

 
This section describes some questions and answers you may have 
relating to Subscriptions . 

How do I view a Memberôs Subscription? 

You can view a subscription in the following ways:  
 
On the Accounting  Menu click  Subscriptions  then cl ick  View . A list 
of subscriptions will be displayed and you can select the appropriate 
subscription and then click OK. This will display the View a 
Subscription  Window. This displays the Payment Items that make up 
the subscription and the total amount of t he subscription.  
If you wish to view the payment details then click the View 
Payments  >>  button. This will display the payments associated with 
the Membersô Subscription and the status of the payments. 
 
You may also get a list of Subscriptions from the Acc ounting  Places 
by selecting All Subscriptions  or Subscriptions in Current Year . 
Then click on the appropriate subscription in the list to highlight it you 
may then right click with the mouse and select the View  option.  

How do I find overdue Membership Subscriptions and other 

Reports? 

A number of reports relating to membership and subscriptions have 
been added. These are available on  the Reports  Menu and then 
clicking  the  Accounting Reports  option . 
 
Click  the Overdue Subscriptions  to  take you through the Rep ort  
Selection  screen, Select who to include in the report and then click 
OK to view the Overdue Subscriptions  report.  
 
If you just require a list of names for those with overdue subscriptions 
then please select the Overdue Subscriptions  Summary  report.  

How do I reprint a Subscription Invoice? 

If a member requires a copy of a subscription invoice previously sent 
you can print a copy as follows.  
 
From the Accounting  Places select Subscriptions in Current Year .  
This will list all of the subscriptions you have raised since the 1 st  of 
January this year. You can select All Subscriptions  if you need a 
subscription raised before the start of the current year . 
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Search in the list for the memberôs name and then click on the 
subscription to highlight it.  
Right click wit h the mouse and a pop up menu will appear. Select the 
Print  option and a copy of the subscription invoice will be printed to 
your default printer.  
 
The status of the payments at the time of the print will be displayed. 
For example: a member is paying month ly and has paid a couple of 
payments these will show as paid and the remaining will be displayed 
as outstanding (or overdue if appropriate).  

How do I see a historic list of a Memberôs Payments? 

There is a report that allows you to do this . 
On the Reports  Menu click  Accounting Reports  then  click  Payment 
History . This will display a list of members. Select the member for 
whom you wish to view the payment history and click OK.  
This will then take you to the Report  Selection  screen with that 
member highlighted  in the Who to Include in report  section. Now 
decide  the date range over which you wish to view the payment 
history and then click OK. The payment details will then be displayed.  

How do I reprint a receipt for a Received Payment? 

When you record a payment you have the option to print a receipt at 
that time by ticking the Receipt Required box. After a payment has 
been recorded a receipt can be printed as follows.  
 
From the Accounting  Places select Payment  in Current Year .  This 
will list all of the subscripti ons you have raised since the 1 st  of January 
this year. You can select All Payments  if you need a payment 
recorded before the start of the current year.  
 
Highlight the appropriate payment and then right click with the mouse 
and a pop up menu will appear. S elect the Print Receipt  option and a 
copy of the receipt will be printed to your default printer.  

How do I refund a Subscription? 

If a Subscription has been paid in full or in part then you may refund 
it.  
 
From the Accounting  Places select Subscriptions i n Current Year . 
This will list all of the subscriptions you have raised since the 1 st  of 
January this year. You can select All Subscriptions  if you need a 
subscription raised before the start of the current year.  
Search in the list for the memberôs name and then click on the 
subscription to highlight it.  
Right click with the mouse and a pop up menu will appear. Select the 
Refund  option. A new window with the details of the Subscription and 
the refund amount are displayed.  
 
Please select the Payment M ethod  for the refund.  
 
If a receipt is required tick the Receipt Required  box. This will be 
ticked if you have selected the Automatically  Print R eceipt for 
Payment Transactions   as described in the ñHow do I get Started?ò 
section of this document.  
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You may wish t o add some information to the Notes  section  
Then click on OK to confirm the refund.  
 
If the reason for the refund is because the member was assigned  the 
wrong Subscription Template th en correct that using the Edit M ember  
facility and then raise a new subs cription using the Raise 
Subscription Wizard .  
 

How do I refund part of a subscription? 

In some cases you may need to refund part of a subscription, perhaps 
someone has paid for a locker, which they do not require.  
 
In this case you can perform a refund as above, but in the Amount to 
Refund  field you can change the amount to be refunded to be any 
value up to the total of the amount paid. Then click on OK to confirm 
the refund.  

What do I do if a Member has been invoiced, but has decided 

not to renew their Subscription? 

If a member has decided not to renew their subscription then you can 
cancel it.  
Note if they have already paid the TOTAL amount then the subscription  
cannot be cancelled. In this case if the organization rules permit then 
you may Refund the Subs cription.  
 
From the Accounting  Places select Subscriptions in Current Year .  
This will list all of the subscriptions you have raised since the 1 st  of 
January this year. You can select All Subscriptions  if you need a 
subscription raised before the start of t he current year . 
Search in the list for the memberôs name and then click on the 
subscription to highlight it.  
Right click with the mouse and a pop up menu will appear. Select the 
Cancel  option and confirm the cancellation.  
 
Now delete this member from Hand icapMaster.  From the Players  
menu select the Delete Member  option. This will prevent any  further 
subscriptions being raised . 

A Member who has been paying monthly has ceased 

membership what do I do? 

If a member who is paying monthly has ceased membership for 
example they have moved away. You may  cancel the outstanding 
monthly payments by cancelling the subscription as deta iled above.  

How do I deal with the death of a Member? 

In this unfortunate situation you can foll ow the same procedure as 
above to cancel further payments.  
To prevent any future subscriptions being raised delete this member 
from HandicapMaster, from the Players  menu select the Delete 
Member  option.  
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How do I give a Member an Honorary Membership? 

In this case it is assumed that you wish to p rovide one of the members 
with a subscription but at no charge to them.  
 
To do this, create a Payment Category  called ñHonorary 
Membershipò. 
Create a Payment Item called Annual Subscriptions, and assign it a 
value of £0.00.  
 
Then create a Subscription temp late called Honorary Membership and 
add the above Payment Item to the template.  
 
Edit this memberôs subscription details and assign this subscription 
Template to them.  
 
Note: When you run the Raise Subscription  Wizard  a renewal letter 
(if selected) and Sub scription invoice will be created for the member 
(if selected) but for a value of £0.00.  
You may wish to present this to the member as a reminder of their 
achievement of Honorary Membership!  

Can I see an audit log of financial transactions? 

If you wish to see what financial transactions have been performed 
you can view the Audit Log.  
 
This is available on  the Reports  Menu then click  Accounting Reports  
and click  Audit Log .  
 
The audit log will show you the date and time of a transaction and the 
type of action  performed, e.g. Invoice Raised, Payment Recorded, etc. 
It will also show the name of the user who performed that action. And 
the amount involved.  
 

Can I add a note to all receipts? 

 
It is possible to add text to all receipts that are printed.  
 
To set this  text on the Accounting  menu click the Options  item and 
in the Footnote to add to Receipts  box   enter the required text.  
 
Note: The receipt footnote text will be added to all receipts until you 
edit or delete the text.
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How do I correct possible Subscription Problems? 

 
This section explains how to resolve some common subscription 
problems that may occur.  

How do I edit a Subscription Template? 

If you wish to change a Subscription Template, this is possible using 
the Edit Template  option.  
On the Accounting  menu click  Subscriptions  then click  Edit 
Template .  

Incorrect subscription payment recorded, no transaction took 

place 

You have recorded a payment for a memberôs subscription fee in error, 
e.g. recorded a payment against the wrong member.  
 
In this case is y ou should void the payment that was recorded. This 
will return the subscription to its previous status, e.g. outstanding or 
overdue as appropriate.  
 
From the Accounting  Places select Payments  in Current Year .  This 
will list all payments this year. Find the  payment you have recorded in 
error and click on it to highlight it. Right click with the mouse and a 
pop up menu will appear. Select the Void  option and confirm the void 
action.  
 
The subscription that the payment was recorded against will have the 
payment  returned to an outstanding or overdue status.  
 
Note if you void the subscription rather than the payment then you will 
need to raise a new subscription.  

A member has had the wrong Subscription Template assigned 

to them, how do I fix this? 

There are 3 poss ible scenarios:  
 
1.  If no invoice has been raised then you just need to associate a 
different Subscription Template with the user. See the earlier section 
titled ñHow do I associate a Subscription Template with a 
Membe rò 
 
2.  If you have raised an subscript ion , but no payment has been made 
then you can void the subscription, and then associate the member 
with a new Subscription Template and then raise a new subscription 
for that single member.  
 
3.  If the subscription has been totally or partly paid then you must 
refund the subscription before associating a different template with the 
member and template and then raise a new subscription for that single 
member.  
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For scenarios 2 and 3 to raise a new subscription for a single member  
from  the Accounting  menu cli ck  Subscriptions  then click  Raise 
Subscription . This wil l start the Raise Subscription Wizard  
On the Select method of Raising Renewals  page of the wizard,  
choose the  
 
 One or More Members option  
 
and then select the appropriate member from the list displa yed and 
then continue with the wizard.  

I have deleted a member how do I restore the member and 

their subscription? 

If you delete a member and they have a subscription that is not fully 
paid then that  subscription will be cancelled.  
 
When a member is delete d they are placed in the past members list. It 
is possible to undelete them from this list as follows:  
 
From the Players  menu select the Undelete  item. This will display a 
list of past members, select the member whom you wish to undelete 
and then click OK.  
 
You must now raise a new subscription for this member using the 
Raise Subscription Wizard, as their previous subscription will have 
been cancelled . 
 
ON the Accounting  menu click Subscriptions  then click Raise 
Subscription . This will start the Raise Subsc ription Wizard  
On the Select method of Raising Renewals  page of the wizard,  
choose the  
 
 One or More Members option  
 
and then select the appropriate member from the list displayed and 
then continue with the wizard.  

I have deleted a group and all its members how do I restore 

the members? 

When you delete a Membership Group  you are offered the option to 
delete ALL members in the group. If you confirm this, then those 
members will be placed in the Past Members list. Any unpaid 
subscriptions will be cancelled.  
 
It is possible to undelete the members as follows:  
 
From the Players  menu select the Undelete  item. This will display a 
list of past members, select the member whom you wish to undelete 
and then click OK.  
 
Note that the group is NOT restored, so you will have to add a new 
group and place the undeleted members in this new group.  
In addition you will need to raise a new subscription for this member, 
or new group using the Raise Subscription Wizard, as their previous 
subscriptions will have been cancelled.  
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What are Invoices and Ad hoc payments? 

 
You may have noticed on the Accounting  menu that there is an 
Invoices  option.  
This option allows you to manage income from members that is not 
related to Subscriptions.  
 
If you only wish to manage Subscriptions withi n the HandicapMaster 
Membership Option then you can ignore the following sections. You 
may find the terminology section at the end of this document helpful 
as it covers both Subscriptions and Invoices.  
 
You can also record non subscription income received from members. 
This does not require you to have raised an invoice in advance.  
 
This type of ad hoc payment recording may be useful for recording 
items such as competition fees etc.  
Please note that you have to record payments against a member.  
 
The Invoice s option uses the same concept of a template as the 
Subscriptions. So using the Invoices option should require little 
additional  time to become familiar to use if you are using the 
Subscriptions facility.  

Invoices ï How do I get started? 

The Invoices use t he same idea of a template that is used for the 
subscriptions. So if you have already set up Subscription Templates 
much of the initial configuration will have been done and the use of 
templates will be familiar. In this case you may skip the rest of this 
section.  
 
If you have not configured Subscription templates within 
HandicapMaster then please configure your organization details as 
detailed in section  ñSubscriptions -  How do I get started? ò 
 
Once this is done you need to define Methods of payment as in section  
ñ1.  Methods of Payment ò 
 
Then  define some payment categories for the ad hoc payments and 
invoices as detailed in section  ñ2.  Payment Categories ò 
 
For example you wish categories such as  
 
Green Fees  
etc.  
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Define Payment Items 

You will need to defi ne some extra Pa yment Items to be used for the 
ad hoc payments and Invoices. These would not normally be used on 
the Subscription templates.  On the Accounting  menu click Configure  
and then click Add New Payment Item .  
 
Payment Items consist of at least 3 el ements  
 
Description  
Payment Category  
Default Amount  
 
An example may help  
 
Initially you define a Competition Fee for Adult members.  
 
Payment Category   Description   Default Amount  
Captainôs Competition  Memberôs fee  £36  
 
Then you can define a fee for Junio r Members.  
 
Payment Category   Description   Default Amount  
Captainôs Competition  Junior Memberôs fee  £12  
 
When you come to record an ad hoc payment, or create an Invoice 
Template you can then select the appropriate Payment Category and 
then the desired Pa yment Item.  
 
You should define a number of these Payment Items before you can 
add your Invoice Templates, or record an ad hoc payment. However 
you can create new Payment Items at the time of recording a 
payment.  
 
What about VAT?  
 
If you are using VAT then you can prevent VAT being charged on 
certain items by ensuring that the ñAdd VATò box is not ticked.  
Note: This is NOT visible if you have NOT configured VAT as described 
in the ñSubscriptions -  How do I get started? ò section of this 
document.  

Add Invoice Templates 

You are now ready to create an Invoice template.  
 
Once added an Invoice Template may be used when raising an invoice 
against a member. If at some future date the cost of a Payment Item 
is changed then this is reflected in the Invoice Template a nd any 
Invoices raised form this time onwards  will use the new value. 
Existing Invoices are not changed.  
 
On the Accounting  menu click  Invoices  then click  Add Template .  
This will display the Add  Invoice  Template  window  
Here you must provide the name for th e template.  
You may add a description, but it is optional.  
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Next decide the Payment Schedule of the subscription. This may be 
a single Annual  payment, 12 Monthly  or 10  Months  payments.  
You can also decide the First Payment Due  date. This can be the 
date th e Invoice is generated or an Other Date  in the future, or even 
the past.  
 
Then you need to add the various Payment Items you require to make 
up this Invoice, by clicking the Add  button. If you wish to add an 
additional payment Item click the New  button on the Add Payment 
Item  window and create a new Payment Item.  
 
If you add a Payment Item in error, click on it to highlight it and then 
click on the D elete  button. If you wish to delete all the Payment Items 
then click on the Delete All  button.  
 
Once you have  completed adding Payment Items click OK to save the 
template.  
 
If you wish to change the Invoice Template at a later date, that is 
possible using the Edit Template  option.  
From the Accounting  menu select Invoices  then select the Edit 
Template  
 
You have now defined an Invoice Template.  
If you wish to define more please repeat the above steps.  

Raising an Invoice 

On the Accounting  menu click  Invoices  then click  Raise Invoice . 
This will display a list of the members. Select from the list the member 
for whom the Invoice is to be raised.  
 
You then will see the Raise an Invoice  window displayed  
 
Enter a suitable Name and D escription . 
Then select the invoice Template  that contains the items you wish to 
invoice the member for. This will display the Payment Items t hat are 
within that template.  
To add additional payment items ONLY to this invoice then you may 
click on the Add button. If you wish to remove an item then highlight 
it by clicking on it and then select the Delete  button.  
 
If a print of the invoice is requ ired tick the Print Invoice  box. This will 
be ticked if you have selected the Prin t Raised Invoices 
Automatically  as described in the ñHow do I get Started?ò section of 
this document.  
If you do not want a printout but you have set the option to do so then 
just un - tick the Print Invoice box and no printout will be produced  
  
When you are finished select OK. The invoice will now be created  

How do I view an Invoice? 

You can view an Invoice in the following ways:  
 
On the Accounting  Menu click  Invoices  then clic k View . A list of 
Invoices will be displayed and you can select the appropriate once and 
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then click OK. This will display the View a n Invoice window. This 
displays the Payment Items that make up the invoice and the total 
amount of the invoice. If you wish to view the payment details then 
click the View Payments button. This will display the payments 
associated with the Invoice and the status of the payments.  
 
You may also get a list of Invoices from the Accounting  Places by 
selecting All Invoices  or Invoice s in Current Year . Then if you click 
on the appropriate Invoice in the list to highlight it you may then right 
click with the mouse and select the View  option.  

How do I record payments against Invoices raised? 

Once you have sent your Invoice to a member yo u will want to ensure 
that payments are recorded to allow you to then identify any overdue 
invoices.  
 
There are a number of ways of doing this.  
 
1.  On the Accounting  Menu click  Invoices  then click  Payment 
Receivedé 
 
This will start the Invoices Payment W iz ard  which will guide you 
through the process of recording invoice payments for members.  
 
When you start the Invoices Payment W izard  you will see an 
introductory screen. Click Next >  to continue with recording 
payments.  
 
There are 4 options to choose from o n the Select method of 
recording payments  page of the wizard  
 
¶ One or More Members  
¶ Members in One or More Membership Categories  
¶ Members assigned a default Method of Payment  
¶ All Members  

 
Note: If a member is up to date with their invoices  then no payment 
wil l be recorded that member.  
 
Once you have selected the required m anner of recording 
payments , you may have to make some additional selection for 
example the specific members, or the Membership Categories, and so 
on.  
 
The Methods of Payment  page of the wiza rd is displayed if any of 
the selected members do not have default method of payment 
assigned to them. This allows the selection of the method of payment 
to be recorded in the payments for those members. Click to highlight 
and select the required Method of  Payment to be recorded in the 
payment for those members without a default Method of Payment. 
Click Next to reach the Confirm  payments page.  
 
This will display a list of the payment details that are going to be 
recorded as paid. Please note depending on th e number of outstanding 
payments it may take a short time for the wizard to produce the list of 
payments.   
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Tick the Print Receipts box if receipts are required to be printed.  
This box will be ticked if you have selected the Automatically  Print 
Receipt fo r P ayment Transactions  as described in the ñHow do I 
get Started? ò section of this document. 
 
Review the list of payments and un - tick any payments that should 
NOT be recorded as paid.  
Click Next to reach the Finish  page.  
 
Click Finish  to record the payment s.  
 
Note depending on the number of payments being processed it may 
take a short time for the wizard to complete the recording of payments 
and the printing of the receipts.  
 
2.  Another way is to use the Accounting  places option and to select 
Invoices in Cu rrent Year  or  All Invoices . This will display a list of 
the previously raised Invoices. Select one of these and then using a 
right click on the mouse you can select the Pay option from the popup 
menu.  
 
3.  If you know the member who is paying then click the  Payment icon 
in the toolbar or on  the Accounting  menu click  Payments  click  
Payment Received option .  Both of these wil l display a list of the 
members.  Select from the list the member from whom the payment 
has been received.  
 
If the selected member has any  outstanding Invoices (or 
Subscriptions) they will be listed and you can select the appropriate 
Invoice to be paid and then click Next > .  
This will display the payments associated with this invoice.  
This will be a single payment if the member is paying Ann ually , or 12 
payments if paying Monthly .  
 
When the Pay an Invoice  window is displayed using any of the 3 
above methods :  
 
Select the appropriate Payment Method  from the available list and 
then select the payment that has been paid.  
 
If a receipt is requir ed tick the Receipt Required  box. This will be 
ticked if you have selected the Automatically  Print R eceipt for 
Payment Transactions  as described in the ñHow do I get Started?ò 
section of this document.  
You may record additional information in the Notes  section e.g. 
cheque number if required.  
 
When you have finished click the Finish  button. This will update the 
memberôs payment details and print a receipt (if ticked).   

Ad Hoc payments ï how do I record these? 

If you wish to record payments for items that ha ve not been invoiced 
this is possible. This is known as an ad hoc payment.  
 
Note: that even though this is an ad hoc payment you do need to 
select a suitable Payment Item to allow you to create the payment 
record.  
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These payments can be recorded as follow s:  
 
Select the Payment  icon in the toolbar or on  the Accounting  menu 
click  Payments then click  Payment Received .  This  will display a list 
of the members. Select from the list the member from whom the 
payment has been received.  
 
If the selected member has any outstanding Invoices (or 
Subscriptions) they will be listed.  
In this case select the Ad Hoc Payment  option and click Next  > .  This 
will take you to the Add a New Payment Record  window.  
 
Note: If the member has no invoices or subscriptions then you will  be 
taken directly to the Add a New Payment Record  window.  
 
The Add a New Payment Record  window allows you to record the 
payment received from the member.  
 
Select the Date  of payment  that the payment was received this is 
defaulted to Todayôs date. 
 
Now sel ect how the Payment Method  used to make the payment  
 
You can enter a description of the transaction e.g. Donation to 
Benevolent Fund, this is optional  
 
If a receipt is required tick the Receipt Required  box. This will be 
ticked if you have selected the Aut omatically  Print R eceipt for 
Payment Transactions  as described in the ñHow do I get Started?ò 
section of this document.  
 
The Notes  section can be used to record details such as a cheque 
number etc.  
 
You now need to add the items that are being paid, by cli cking on the 
Add Item  button and selecting the appropriate items. If you wish to 
add an additional payment Item click the New  button on the Add 
Payment Item  window and create a new Payment Item.  
 
 
You need to select the Payment Category . This will then fil l in the 
Description  with the first payment of this category, please select the 
appropriate Description  by clicking on the appropriate item.  
If required you may edit the value of the Item at this stage for this 
payment if required. Repeat this for all the items being paid  
 
Once you have added the Payment Items required click on the Finish 
Button and the payment is recorded and a receipt printed (if ticked).   

Some common Invoice and ad hoc payment questions 

 
This section describes some questions and answers  you may have 
relating to Invoices  and ad hoc payments.  
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How do I find Invoice related Reports? 

A number of reports relating to membership and subscriptions have 
been added. These are available on  the Reports  Menu and then click  
the  Accounting Reports  optio n. 
For example clicking  the Overdue Invoices  options will take you 
through the Report  Selection  screen . Select who to include in the 
report and then click OK to view the Overdue Invoices  report.  

How do I reprint an Invoice? 

If a member requires a copy of a n invoice previously raised you can 
print a copy in the following ways:  
 
On the Accounting  Menu click  Invoices  then click  Print . A list of 
Invoices will be displayed and you can select the appropriate once and 
then click OK. This will print the invoice on the default printer.  
 
You may also get a list of Invoices from the Accounting  Places by 
selecting All Invoices  or Invoices in Current Year . Then if you click 
on the appropriate Invoice in the list to highlight it you may then right 
click with the mouse an d select the Print  option.  
 
Note The status of the payments at the time of the print will be 
displayed. For example: a member is paying monthly and has paid a 
couple of payments these will show as paid and the remaining will be 
displayed as outstanding (or  overdue if appropriate).  

How do I refund an Invoice? 

If an Invoice has been paid in full or in part then you may refund it.  
 
From the Accounting  Places selec t  All Invoices  or Invoices in 
Current Year . This will list all of the Invoices you have raised.  
Search in the list for the memberôs name and then click on the Invoice 
to highlight it.  
Right click with the mouse and a pop up menu will appear. Select the 
Refund  option  
A new window with the details of the Invoice and the refund amount 
are displayed.  
Please select the Payment M ethod  for the refund.  
 
If a receipt is required tick the Receipt Required  box. This will be 
ticked if you have selected the Automatically  Print R eceipt for 
Payment Transactions   as described in the ñHow do I get Started?ò 
section of this document.  
 
You may wish to add some information to the Notes  section  
Then click on OK to confirm the refund.  

How do I refund part of an Invoice? 

In some cases you may need to refund part of an Invoice.  
In this case you can perform a refund as above, b ut in the Amount to 
Refund  field change the amount to be refunded to be any value up to 
the total of the amount paid.  
Then click on OK to confirm the refund.  
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What to do if a Member has been invoiced, but has decided 

not to pay? 

If a member has decided not to pay the  invoice then you can cancel 
the invoice.  
 
From the Accounting  Places select All Invoices  or Invoices in 
Current Year .  This will list all of the Invoices you have raised.  
Search in the list for the memberôs name and then click on the Invoice 
to h ighlight it.  
Right click with the mouse and a pop up menu will appear. Select the 
Cancel  option and confirm the cancellation.  

A Member who has been paying monthly has ceased 

membership what do I do? 

If a member who is paying an Invoice monthly has ceased 
m embership e.g. they have moved away. You can cancel the 
outstanding monthly payments by cancelling the Invoice as detailed 
above . 

How do I deal with the death of a Member? 

In this unfortunate situation you can follow the same procedure as 
above.  
To preven t any future Invoices being raised delete this member from 
HandicapMaster, from the Players  menu select the Delete Member  
option,  

What Does ñMark as Bad Debtò an Invoice mean? 

In some cases you may have raised an invoice, but due to 
circumstances it will not be paid in full. Perhaps you have invoiced a 
corporate member and they are unable to pay. You may need for 
accounting reasons to keep that invoice in your system, but you can 
mark it as Bad Debt to indicate it will not be paid. This may be useful 
to al low you to reclaim VAT already paid on that invoice.  
 
From the Accounting  Places select All Invoices  or Invoices in 
Current Year .  This will list all of the Invoices you have raised.  
Search in the list for the memberôs name and then click on the Invoice 
to highlight it.  
Right click with the mouse and a pop up menu will appear. Select the 
Mark As Bad Debt  option and confirm the action.  
 
Note that if at a later date you do receive money for this invoice you 
can record this payment and the Invoice wi ll then cha nge its status 
from B ad Debt to Paid.  
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How do I correct possible Invoice Problems? 

 
This section explains how to resolve some common invoice problems 
that may occur.  

How do I edit an Invoice Template? 

If you wish to change an Invoice template, this is pos sible using the 
Edit Template  option. On the Accounting  menu click  Invoices  then 
click  Edit Template .  

Incorrect payment recorded, no transaction took place 

You have recorded a payment for a memberôs invoice in error, e.g. 
recorded a payment against the wro ng member.  
 
In this case is you should void the payment that was recorded. This 
will return the invoice to its previous status, e.g. outstanding or 
overdue as appropriate.  
 
From the Accounting  Places select Payments  in Current Year .  This 
will list all paym ents this year. Find the payment you have recorded in 
error and click on it to highlight it. Right click with the mouse and a 
pop up menu will appear. Select the Void  option and confirm the void 
action.  
 
The invoice that the payment was recorded against wi ll have the 
payment returned to an outstanding or overdue status.  
 
Note if you void the invoice rather than the payment then you will 
need to raise a new invoice.  

Incorrect invoice 

If you have raised an invoice in error e.g. you raised the invoice 
against the wrong member made, then the Invoice may be voided. 
This is provided NO actual payment has been taken.  




