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Step 1 - Login to your club account and head to Begin Selling

4HOME  pHOP MY ACcOUNT

¥ et (o s v b o e Sl

¢ your payment mathods is not f e (GBAM-007)

hetve

120 Youtn Compattve Player
13U Youth Competiive Player
120 Youtn Compattve Player
15U Youtn Competieve Player
160 Youtn Competitve Pl
170 Youtn Competieve Player
18U Youtn Competitve Atizts
Coaen

Couen Reersstional

Recurring payment cetuith e

QeeeeeeeceRee

Recurring payment cet ithout tares

e
6e0s
s
s
s
s
s
s
s
un
6025
00

Tt 12 | page 1t

i
H
i

]

222020000000

rows perpage

Step 2 — Next you can click Add to start from fresh or edit an existing package
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Membership Type:

4 Youth Recreational Player | 4 13U Youth Competitive Player
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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.
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Step 4 — You will notice Instalment setup on the package setup with 3 distinct
options.

e First is 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

e Try and keep the full payment range to 6 months if possible.
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So, this means, once a month for 4 months the member will be debited.

Begin Selling

Add New Membership Package

Finally, I add my value and the club deposit.

You will see above then union fees (Association fees) are already in place and
not counted on the DD

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. The 400 left to pay is covered over the 4 months of
Direct Debit.



Reviewing Ongoing Payments
All recurring payments will be viewable in the standard Payout Report for Clubs

Payout Reporting

View Payouts

Payout Date

29/11/2021 00:00

Payout Breakdown

Amount

Payment d club Registration Date Fee Paid Transfer ID Member Name Membership Category status

531617 24/11/2021 09:13 PI_3)2K92D0T7XerTd3yXEIKEX Adult Seniors Full Season (BQ) available
430396 241172021 13:10 Pi_3JZKBtDOIT7Xerrddv5CjgQ6 Adult Seniors Full Season (BQ) available
539198 23/11/202117:12 pi_3lyxfTDoiT7Xerrd4AUGImG7 Adult Seniors Full Season (BQ) available
506192 23/11/2021 06:38 3jyxfMDOIT7Xerrd46N27pK1 Little League Majors (BQ) available
490482 22/11/2021 20:48 oi_3)ybBrDoiT7Xerrd0sqwya7 Adult Seniors Full Season (8Q) available
490450 22/11/202120:34 3lybBnDoiT7Xerrd wnXrzmB Adult Seniors Full Season (BQ) available
511325 21/11/2021 16:40 3JyEiRDoIT7XerrdOMyNEVYp Little League Minors (BQ) available
534885 19/11/2021 16:55 pi_3JxsFFDoIT7Xerrd4MillKdr Adult Seniors Full Season (BQ) available
534628 19112021 10:39 30.77 pi 3jxsFBDOIT7Xerrd2ZWXSKUF6 U18(BQ) available
534552 19/11/2021 08:46 Pi_3JxsF8DOIT7Xerrd1YbPaAQ Adult Seniors Full Season (BQ) available
533039 18/11/2021 09:30 Pi_3JxsF1DoiT7Xerrd2hCthOMw Adult Seniors Full Season (BQ) available
503260 20/11/2021 14:39 1 3IYxsEMDOIT7Xerrd2dVAVT2] Little League Minors (BQ) available
498043 18/11/202122:08 38.05 pi_3|xVIBDOIT7Xerrd4IkBSq8L Adult Seniors Full Season (BQ) available

Payment breakdown per player is also able to be reviewed, via the Members “View

Payment” page:

Recurring Payments

Paymant ID Date status. Card No Amount Service Foes Total Actions
Pa0999 1311072021 09:13 Payment Received mastercard *+* 9949 3805 118 3923
P41000 201072021 08:13 Payment Received mastercard *+ 9949 3805 118 39.23
P41001 2741072021 03:13 Payment Received mastercard +++ 9949 3805 118 1923
P41002 031172021 0:13 Payment Received mastercard *+* 9949 3805 118 39.23
P41003 1071172021 09:13 Payment Receivad mastercard *** 9949 3805 118 3923
P41004 171172021 09:13 Payment Received mastercard ++* 9949 3805 118 3923
P41005 2411172021 03:13 Payment Received mastarcard +++ 9949 3805 118 3923
P41006 01412/2021 09:13 Recurring mastercard +++ 9949 3805 118 3923
P41007 08/12/2021 03:13 Recurring mastercard *+* 9949 3805 118 39.23
P41008 15/12/2021 09:13 Recurring mastercard *** 9949 3805 118 3923
P41009 2211272021 05:13 Recurring mastercard # 9949 3805 118 3923
P41010 29/12/2021 0:13 Racurring mastercard *+* 9949 3805 118 3923

Configure Automated Notifications

To configure automated notifications for successful and failed payments, this is setup in the email
notifications section. So to create them, if you navigate to “Email Notifications” then complete the
s as per below, and save it, the notifications will be setup.

page section
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Club Notification
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Recurring Payment Received
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Reporting and Managing Payments

Under Membership section, navigate to Recurring Payments

# HOME ? HELP & MY ACCOUNT & PRIVACY POLICY

Members/Team Sheets Club Details

2 Team Sheets © Edit Profile
Membership Membership Setup
© View Members © Payment Methods
2 Payments Received © Email Notifications
2 Recurring Payments © Membership Types
2 Transfers/Dual Membership © Discount Codes
© Begin selling
Events Settings
2 Events © Manage User Accounts
2 Orders © Registration Setup

3 Events Purchased
3 Attended

From here you will see a list of all past and future recurring payments

Recurring Payments

View Recurring Payments m

v Searchffilter options v

User Email & Payment ID & Payment Date & Payment Status & Payment Amount & Nitions
Nij 707188 01/09/2022 Payment Received am @90
Ni 707188 15/09/2022 Recurring 21m ®
Ni 707188 29/09/2022 Recurring 21m -3
Ni 707188 13/10/2022 Recurring FARG] ®
N 707188 27/10/2022 Recurring 21 ®
Ni 707188 10/11/2022 Recurring am °®
Ni 707188 241172022 Recurring 2am ®
Ni 707188 08/12/2022 Recurring EAR ] °®
Ni 707188 22/12/2022 Recurring 21m ®
Ni 707337 01/09/2022 Payment Received 222 ®9
Ni 707337 15/09/2022 Recurring 22 @
Ni 707337 29/09/2022 Recurring 222 3
Ni 707337 13/10/2022 Recurring 22 @
Nif 707337 2711072022 Recurring 2222 @
Ni 707337 10/11/2022 Recurring 22 o
Ni 707337 241172022 Recurring 222 o




To pull a report on all recurring payments, navigate to System Report > Recurring Payments
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From here you can customise the report you want by utilising the filters available
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Managing Unsuccessful Payments

You will be able to view any unsuccessful payments within your Recurring Payments page, or System
Report as well as being notified by the automated email notification.

The member also receives a notification to let them know of the failed payment. The member can
take the action within their portal to rectify the payment, using the below steps:

Login to Sportlomo portal, and from the main dashboard, select the menu icon at the top left, then
select Payments & Membership

lomo
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Select View Details of the relevant member

Membership Registrations

View Registrations

Registration Date Type : Ne

Status : Payment Received
18w

Total : 290

B3 Print Receip

1 View Details

August, 22

Lo Type : New Registration
1 8 th Status : Payment Received Membership Category : Aussie T-Ball U8 (BQ)
Total : 175 i View Details 8 Print Receipt

August, 22



The member then simply needs to scroll down to the bottom of the page where the recurring
payments are listed

TOTAL 0.00 0.00 0.00 0.00
All Stars Paid Out Aussie T-Ball UB (BQ) 290.00 0.00 0.00 168.88 100.00
TOTAL 290.00 0.00 0.00 100.00
Sub total 175.00
Provider Fees 634
Total To Pay 181.34
ecurring Payments
Payment ID Date Status Card No Amount Service Fees Total Actians

Payment Received visa *** 1731 21m 0.86 2255
visa *** 1731 2m 0.86 2255
visa 173 21 0.86 2255

10/11

24/11/2022 07:38

08/12/2022 07:38

/2022 07:38

In the status it will say payment failed of vant payment
The member selects the card icon at the end of the row to go through the make payment process

This payment will then display as successful in Club Dashboard.



