Adding Payment Options and Changes of Billing

If a member has new billing, We can only accept hard copies of checking information for billing (i.e. voided check, direct deposit request form, letter from the bank providing
the routing/ account number, etc.).
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[ Make this the member's default ABC Billing paymant option

¥ Maka this the mamber's default Card on Fille paymant option

¥ Make this the mamber's default Club Account paymant aptian
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Inputting the Alternate Payment Method

To enter a member’s aftemate form of payment into DataTrak
1 LGOK Up the members accoun
2. Click on the Bdling tab on top of ihe mamber's profile

3 Click "And a New Paymen! Oplian’ If ihe member does nol have a credit card on file

4 Enter the member's credit card information

5 Unchedk the box next to ake this the member's default ABC Biling payment opton

G Check the bos next 1o Take this the member's default Card on Flée payment option’ if the member wanits 10 use i for future retal or
beverage purchases. This will populate the Card on File payment method waith this credit card infarrmaton

T Check the box nexd to ‘Wake this the member's default ARemate ABC Biling payment option’ o the member would like fo use ths card for
altermate biling. Thes will populate the Alermate ABC Biling payment méthod with this credt card mformation. Chck OF,

This will automatically populate an electronic file maintenance form, where the member will need to sign on the
electronic Verifone to authorize this payment option.



How the Allernate Fayment Method Waorks

When signing members up, & is wery Enportant to cofiect an Aflernate Payment Method for inelr account. This will help us relieve the stress of a
MEMaer NAVING 1o pIEsant INeil Card when They want 10 purchase Bems of pay INew overdus halance

HOW It Works:
« Afler a member s 3 davs past due on INeir payment. Alternate Bilkng wil kck in
+ Tne member's drafl will atlempt on the cradi card we have on Mie for Aernate Biling every Tuesday and Thursday fofowing the 3 day grace

penad
« [f the draft tails on Alternate Biing and the acoount remams in & Mode, the account will remain on the path to RFC

*IF you are updating a CC that only has a new

Partrent Mihos e expiration date with the same card number, do not “add a
* Farst flama: - new payment option.” Click the type of card (MC, Visa,
' Llac bk | Amex, Discover) on the existing card, then you will be able
* Ena to swipe the new card with new expiration. If you add as a
- S _ new payment option, you Wl!l :;e told that the card already

K exists.
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