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Agenda %¢ GirowthZone

 Review of Membership Type Setup

* Managing Memberships
* Approving Membership Applications
* Adding
* Upgrading
* Downgrading
*  Dropping Memberships



Membership Types %¢ GrowthZone

Initial Considerations in setting up your membership types:

" |ndividual vs. Business
= Term

= Renewal Options

= Pricing

= Directory Listing

Name Term/Length (Months) Owned By Membership Category @ Is Active Benefit Credits
Small Business Membership 2021 12 Organization v Corporate v v 0

Renewal Options

Renewal Pricing End Type Renewal Type Grace Period Days Renew Everyone On

Do not recalculate pric Automatically Expires Invoice N 30 January 1st ~
Automation
New Membership Project Renewal Project Add to List

-- Select a New Membership Project -- -- Select a Renewal Project -- v -- Select an Add to List - v




Manage On-line Application Submission %¢ GrrowthZone

Adding an online membership application to your website will make it easy for

people to join your association, but importantly make it easy for your staff to
activate a new member

KB: Approving Membership On-line Applications

MemberShips Application e SmelttEd Applications m
20 A4

“Search ‘ Pending Approva
Contact Name Membership Date Submitted Status Invoice Balance Application Approved by Actions
ol ; Corporate Package 2020 - 500001 : Earth Association Membership
Daniel's Delicatessen ~75000 2/8/2021 Pending Approva 820 $628.90 Application >



https://helpdesk.growthzone.com/kb/article/1173-view-approve-applications-pending-approval/

Manage On-line Application Submission %¢GirowthZone
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Staff members who wish to receive an email when an application is submitted
should subscribe to the “Membership Application Submitted” email

KB: Subscribe to Automated Staff Notifications

Application Completed for Mason Insurance

@ Cheri's Sandboxes -- INTERNAL <info@growthzoneapp.com>

To Cheri Petterson

® Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message
Mason Insurance has applied for a Large Corporate 2021 ($31.25) to Cheri's Sandboxes -- INTERNAL

To view and/or approve the membership click here or copy this address to your browser https://growthzoneapp.com/a#/Contactinfo/8371318/Profile

Payment Type: Invoice

Payment Amount: 31.25

Individual Information

Name Benny Mason

Email Address mason@mailinator.com

Organization Information

Name Mason Insurance



https://helpdesk.growthzone.com/kb/article/947-subscribe-to-automated-staff-notifications/

Manage On-line Application Submission %¢ GirowthZone
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v' Approve Application: The applicant’s membership will be activated

v" Decline and Keep Contact Info: This option will add the contact to your database as a

non-member. Use this option in cases where, perhaps, the applicant has chosen the
wrong membership type

v" Delete: This option will delete the contact and the membership from your database

Edit Membership Application - Daniel's Delicatessen

View Application

Data Submitted from Membership Application

Name Business

Email

Cancel Delete and Keep Contact Info Approve Application
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Add a Membership to a Contact

Memberships may be added to contacts by completion of the membership
application form, or you can manually add a membership through the back office

-
Andrea Yatker .#
[Non-Member] [Account Nl;{{){)g}j Add Tags
Profile More Info More Info InDevelopment Communication Billing $225.00 Web Content Tasks Engagement Files \
Contact Info ©  Memberships @ 5
rk ratker@mailnator com None t y :
e Ay ‘ Actions
Businesses ©  Chapters Add Membership
Poire None to d /
Details
Lists/Committees s Related Individuals Business/Individual Membership Type Level Chapter Frequency
Training List 2020 1/3 Parent Name Child Name Andrea Yatker Select a Membership Type v Select a Level v Select a Chapter v Annually W
P —— S—— A0/ SRSty Courtesy Sales Rep Join Reason Referred By Contact
Select a Sales Rep v Select a Join Reason v
CP Non Members 0/5/2020 :
CP Non Membe 10/5/2020 Professional
Members without Info Hub Accounts 10/19/2020 None t : Faes
Item Description Price Hide Term (Mo.) Tax Amount Frequency per Bill Disc  per Bill Amt
Invoice Options
Print Email Billing Address Billing Email Contact
v Select a Billing Address ~ Select a Billing Email v Select a Contact v
Invoice Terms Invoice Message
Due on Receipt v
Dates
Membership Start Date Next Bill Date Expiration Date
2/10/2021 2/10/2021 = 21 021

Advanced Options Cancel




Add a Membership to a Contact %¢GirowthZone

KB: Add a Membership to a Contact

Add Membership

Details

Business/Individual Membership Type Level Chapter Frequency

Andrea Yatker Select a Membership Type hY Select a Leve| A Select a Chapter ~ Annually W

Courtesy Sales Rep Join Reason Referred By Contact

Select a Sales Rep £ Select a Join Reason W

Fees

Item Description Price Hide Term (Mo.) Tax Amount Frequency per Bill Disc  per Bill Amt

Invoice Options

Print Email Billing Address Billing Email Contact

v Select a Billing Address v Select a Billing Emai 4 Select a Contact ~

Invoice Terms Invoice Message

Due on Receipt ~

Dates

Membership Start Date Next Bill Date Expiration Date

10/2021 2 2

2/10/202 2/10

Advanced Options Cancel



https://helpdesk.growthzone.com/kb/article/103-add-a-membership-to-a-contact/

Add a Membership to a Contact %¢ GirowthZone

After adding the Membership:

* Accept payment for the invoice OR deliver the invoice
 Validate that the Scheduled Billing is setup appropriately
 (Optional) Verify that Directory is assigned to the member
* (Optional) Add to Lists/Committees
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Accept payment for the invoice OR deliver the invoice from the member’s billing tab

Andrea Yatker #

Add Tags

mm i

o e

Summary

Balance Tax Set Name

Available Credits

Billing Notes

From Date Subject

No

Scheduled Billing

Description Membership B8ill Contact Frequency Amount

£ Dip naividual Membersnip - 1- 100 Annually $1,200.00
ersnip d 20 navidual Membershig Annually 225

Stored Payment Profiles
Profile Name

Billing History

Type s Reference Number

Detail

822 os

Discount

Transaction Date

Is Tax Exempt

Notes

Payment Profile Start Date
2/10/202

107202

Type

Amount

Next Bill Date End Date

Balance

Actions

[Actions~)

KN Enter Check

== Enter Credit Card

KN Enter Cash

& create Write Off
Downl

& Send
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Add a Membership to a Contact

Verify Scheduled Billing: This should reflect the appropriate Membership Type and
Next Bill Date

Andrea Yatker #

Summary

Balance Available Credits Tax Set Name Is Tax Exempt

s $0.00 Not set No
Billing Notes ©

From Date Subject Notes

Scheduled Billing

Descripti

n Membership 8ill Contact Amount Discount Payment Profile Start Date Next Bill Date End Date

dembersnip - 1 00 o 2/10/202 0/202

18l Membe I A Jally 225 $0.0¢ 2/10/20 0/20:
Stored Payment Profiles [+]

Profile Name Type

Billing History

Type s Reference Number :  Detail Transaction Date :  Amount : Balance s Actions

§1,425.00 |Actionsw |

&N Enter Check
== Enter Credit Card
& Enter Cash

&l create Write Off

& send

11
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If applicable, verify that the member has been assigned to a Member Directory

If you have assigned a directory to the membership type, the directory should automatically be
assigned. If not, and applicable, assighn member to a directory

KB: Add a Directory Listing to a Member

ociation Edition

Andrea Yatker ¢
[Active] [Account Number] | Add Tags

Type

¥ Quick Actions

170f510 >
m ACtiVity Bi"i"g ALl Webopten? Engagement

Name Availability Actions

| © Add Directory Ligting |

12


https://helpdesk.growthzone.com/kb/article/1087-add-a-directory-listing-to-a-member/

Manage contact membership relationships %¢ GrrowthZone

When adding a business membership, all staff members associated to that business will
inherit the membership from the business

Furry Friends '
[Active] [Account Number] | Hot Prospect x |Add Tags \

Profile m More Info InDevelopment Individuals Billing $1,260.00 Web Content Engagement

Contact Info Memberships 4
Homepage http://www.furry.com Platinum Membership Active 2 years Exp: 03/20 Actions~
Physical and Mailing 21748 S Raider Court Crosby MN 56441 United States

Chapters LH
Work furry@mailinator.com / None to display
Q= _ .

Contacts 4 Child Businesses [+
Marsha Furry Active Organization City Type Actions
Ered Furry Active None to display

Mara Furry Active

Parent Businesses (4]

13
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You can manually adjust which staff members inherit the membership, by selecting the

related contacts option
KB: Related Contacts

Edit Related Contacts

Contact Name
Fred Furry

Marsha Furry

Mara Furry

14


https://helpdesk.growthzone.com/kb/article/1211-view-organization-membership-related-contacts/

Manage Contact Membership Relationships %¢ GrowthZone

In a Parent/Child relationship, you have the option to allow the child business to inherit the
membership from the parent

Pre-requisite: The relationship type setup must be of type Location.
KB: Contact Relationship Types

Memberships 4]
Platinum Membership Active 2 years Exp: 03/20 Actions~

Chapters 4]

Child Businesses L+
Organization City Type Actions
The Garage Branch

Parent Businesses L+

Organization City Type Actions

15


https://helpdesk.growthzone.com/kb/article/1085-contact-relationship-types/

Membership Changes %¢ GrrowthZone

KB: Manage Membership Changes

= Manage a contacts membership from their Profile tab

Jones Accounting ¢

prOﬂIe lndiVidua|s Bl"ing 82'625.00

Contact Info [+ Memberships OI
Mailing 21748 S Raider Court Crosby MN Platinum Membership Active today m
Main 218-445-9999 © Upgrade Membership

Communication © Downgrade Membership |

Contacts (4] 4/17/2017 2:16 PM New comer call ® Drop Membership

¢ Adjust Membership
Kaileen Jones User - View Only in Info Hub 4/17/2017 1:50 PM Membership Upgraded

i Related Contacts
Peter Jones User - View Only in Info Hub 4/17/2017 1:32 PM Membership Application Su fii Delete Membership

16


https://helpdesk.growthzone.com/kb/article/1873-manage-membership-change/

Adjust Membership

2.« GrowthZone

Adjusting a membership allows
you to change:

* Pricing
* Frequency
* Invoice Options

* Next Bill Date/Expiration
Date

KB: Adjust Membership

Edit Membership

Details

||||||||||||||

rrrrrr

DDDDD

Membership

Price

Chapter

17


https://helpdesk.growthzone.com/kb/article/113-adjust-a-contact-s-membership/
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KB: Upgrade a Membership

Edit Membership

Details

Change Membership Type Level
Type Individual Membershij 1-100
pgrade

Fees

Item Description

Membership dues 2020 | Membership dues 2020

Bronze Membership ~ | | Bronze Membership

Invoice Options

Print Email Billing Address

Invoice Terms

Due on Receipt ~
Dates
Change Date i) Next Bill Date i)
2/10/2021 2/10/2022

v -- Select a Billing Address --

Chapter Frequency Staff
v — Select a Chapter - Annually v Cheri Petterson v
Price Hide Term (Mo.) Tax Amount Frequency per Bill Disc  per Bill Amt
225 12 $0.00 $225.00 Annuall 0.00 (0) $225.00
1200 12 $0.00 $1,200.00 Annuall 0.00 (0). $1,200.00
Billing Email Contact
v -- Select a Billing Email - ~ -- Select a Contact - v

Invoice Message

Expiration Date
2/9/2022

18


https://helpdesk.growthzone.com/kb/article/110-upgrade-a-membership/
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KB: Downgrade a Membership

Edit Membership

Details

Change Membership Type Level
Type Individual Membership v 1-100
L jrad

Fees

Item Description

Membership dues 2020 “ | |Membership dues 2020

Bronze Membership v |Bronze Membership

Invoice Options

Print Email Billing Address

Invoice Terms

Due on Receipt v
Dates
Change Date i Next Bill Date i)
2/10/2021 2/10/2022

v -- Select a Billing Address --

Chapter Frequency Staff
v — Select a Chapter - v Annually v Cheri Petterson
Price Hide Term (Mo.) Tax Amount Frequency per Bill Disc
225 12 $0.00 $225.00 Annuall 0.00 (0)
1200 12 $0.00 $1,200.00 Annuall 0.00 (0)
Billing Email Contact
v -- Select a Billing Email - v -- Select a Contact --

Invoice Message

Expiration Date
2/9/2022

per Bill Amt
$225.00

$1,200.00
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https://helpdesk.growthzone.com/kb/article/111-downgrade-a-membership/
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KB: Drop a Membership

Drop or Delete Membership

Membership Membership Owner Action End Date
Individual Membership - 1 - Andrea Yatke Drop v 2/10/2021
Reason Access Level

-- Select a Reason -- v User- None v
Notes
Remove All Directory Listings Remove From Lists/Committees

Open Invoices will be

Invoices to Write Off

O Invoice Number & Contact Name & Purchase Date & Amount $ Balance ¢

O 822 Andrea Yatker 2/10/2021 $1,425.00 $1,425.00

20


https://helpdesk.growthzone.com/kb/article/112-drop-a-membership/
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Review Membership Details

Click on the Contact’s Membership on the profile tab to display details and
history of Membership Activity

Furry Friends ¢

Frofiie SIS Biing 1260.59 m

Contact Info © Memberships ©
Homepage http://www.furry.com Platinum Membership Active 2 years Exp: 03/20 Actionsw
Physical and Mailing 21748 S Raider Court Crosby MN 56441 United States

Chapters

None to display

©

Work furry@mailinator.com

N

Membership Activity

This section shows the activity/history that has occurred with this membership. The first Activity Type recorded is called "New". An additional Activity Type entry will display each time an Upgrade,
Downgrade, Adjust, Reactivate, Drop, or Renewal occurs. Each Activity Item has it's own start, expiration and end date.

Membership Type Activity Type Last Invoice # Balance Start Date Expiration Date End Date Actions
Platinum Membership New 279 $0.00 2/7/2019 6/30/2019 Actionsw
Platinum Membership Renewal 336 $600.00 7/1/2020 3/1/2020 Actions~
Platinum Membership Renewal 518 $650.00 11/1/2020 10/31/2021 Actionsw
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