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Easy Club Manager by SKC Consulting

Overview

Are you having a hard time organizing the finance of your club? Are you loosing track
of your members' contributions? Easy Club Manager is perfect for managing financial
transactions between members of clubs, church groups, social communities and simple
strata management. Forget about learning the complex accounting systems - this is a
simple yet effective program to do the necessary things.

Club Manager captures and stores information of each member and their transactions
with your club. Members can be assigned to different Membership Categories, which
can be created as required. All of these information can then be displayed on many
different Reports of different formats. In particular, reports can be produced in HTML
format and therefore can be published easily and timely on club websites or intranets.
Everything will become crystal-clear to your members.

1. Main Menu

B Main Switchboard

Rl [ L e

': Manage Member Details

vy
| I Manage Membership Categories

HI Manage Transaction Types
K}I Create/Edit Vouchers
ﬁl Reports
Hi Help
o N
E__ Exit Application

For queries or changes please contact:
gycheng@hotmail.com
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2. Manage Member Details

B Manage Personnel

R T L e e L

Member ID | |
First Name Il | ! .|add Person
Last Name | | -
! |update Details
Category | |
Email | | I Delete Person
D [ Lasthame [ FirstName [ Category [Ermailaddress -
20 Andersen Steve Masters-Men Steve.Andersen@hotmail.com =
2 Arnott Rafer Masters-Men Rafer.Arnott@hotmail.com T
23 Chan Will Masters-Men Will.Chan@yahoo.com
17 Clark Linda Masters-Women | Phil.Clrrk@gmail.com
4 Dollisson Michelle Masters-Wamen  Michele.Dolissan@hotrmail. corn
6 Harrington Leanne Masters-Waomen | Steve.Harrington@hotmail.com
18 Hendersnn Menhan Mastars-Women  Brvan.Henderson@vahon. com v
F ™| Back to Main u' Export Name List to Excel
ﬂ' e ‘

2A. Add a Member

To add a member, fill in First Name, Last Name, Member Category, and Email
(optional).
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H| Manage Personnel

P Y ey

Member ID [ |
First Name |1as0n | :E,,lAdd Person
Last Name iMorrison |
n;l Update Details
Category Masters-Men ;l
- —

Email jason@aapt.net] | _*:l [N
D [ LastName [ Firsthame [ Category [Emailaddress ~
20 Andarsen Steve Masters-Man Steve.Andersen@hotmail.com
2 Arnott Rafer Masters-Men Rafer.Arnott@hotmail.com b
23 Chan wil Masters-Men wil.Chan@yahoo.com
17 Clark Linda Masters-Women | Phil.Cark@gmail.com
4 Dollisson Michelle Masters-Women | Michelle.Dolisson@hotmail.com
6 Harrington Leanne Masters-Women | Steve.Harrington@hotmail.com
18 Henderson Meahan bt

F ™| Back to Main u Export Name List to Excel

b - E .d'

Click Add Person, and a message confirms that the new member has been added.

Jason Marrision has been added.

New member has been added and is shown in the Members List. A Member ID is
automatically assigned to the new member by the program.
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[ e ':fr [ ST et g 1 R i S L l@ﬁ%“” B

Member 1D |
First Name | [ﬁlw Person
Last Name |
n;l Update Details
Category ;l
Email | I__l Delete Person
D [LastName [ FirstName [ Category | Ermailaddress ~
21 McDonald Mark Masters-Men Mark.McDonald@yahoo.com
22 McGrady John Masters-Men John.McGrady@hotrnail.com
8 McKinnan John Masters-Men John.McKinnan@yahoo.com
24 Miller Karen i iller@hotooail com =
I 29 Maorrison Jason Masters-Men jason@aapt.net I
ic [orchemae MCHasl AaGTars-TMean MICHael.MarcrHen e@yanoo. corm
7 Ohare Roh Masters-Man Roh OHare@vwahoo com b

F ™| Back to Main

u' Export Name List to Excel
|

2B. Update Member Details

To update details of a member, firstly select the member from the Members List.

Details of that member are shown automatically in the text boxes.
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B .-—mrr1mmqﬁuﬁnunwwwmw--w e "wwmmg“_‘

Member ID |17 |
. fae
First Name Linda | Ew Person
Last Name !CIark |
: | H Update Details
Category |Masters-Women _-_l
= T :1 lete Person
Email !PhiI.CIark@gmaiI.com | | D
D [LastMame [ FirstMame [ category [Ermmiladdress ~
20 Andersen Steve Masters-Men Steve.Andersen@hotmail.com =
2 Arnott Rafer Masters-Men Rafer.Arnott@hotrmail.com -
23 Chan will Masters-Men Will.Chan@yahoo.com
17 Clark Linda -\ Phil.Clark@gmail.com
4 Dollissan Michelle Masters-women | Michelle.Dolisson@hotrmail.com
6 Harrington Leanne Masters-Women | Steve.Harrington@hotmail.com
18 Handersnn Meahan Masters-Womean | Brvan.Henderspn@wahon.com ¥

F ™| Back to Main

u’ Export Name List to Excel
il

B

Change any of the member's details as required.

B Manage Personnel

[ ...-[ﬂrr 11W%lﬁlwwwmwmqwmw 'erm.lmws—uﬁm.

Linda

Member ID 117 |
| |
First Name !Llnda | :EPIMII Person
Last Name |Clark | B
! n__al Update Details
Category | Masters-Women .;i
I —
Email |Linda.Clark@gmail.com| | L-JDEIEte Person
| |
D [LastName [ FirstName [ cateqgory [Ernailaddress ~
20 Andersen Stave Masters-Men Steve.Andersen@hotrmail.com
x Arnott Rafer Masters-Men Rafer.Arnott@hotrmail.com B
Chan Wil Masters-Men Will. Chan@yahoo.com

Phil.Clark@an
Michelle.Dollisson@hotrmail.com

Dollisson Michelle Masters-Wormen
] Harrington Leanne Masters-Women  Steve.Harrington@hotrmail.com
18 Hendarsnn Menhan Masters-Wnmen Bryan.Henderson@vahoo.com ¥

F ™ Back to Main

[

u Export Name List to Excel
s ‘
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Click Update Details, and a message pops up asking the user to confirm the changes.
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Change Linda Clark's details?

Click Yes to confirm the changes, and a message confirms changes have been made
successfully.

Details have been updated successfully.

Updated details of that member is immediately shown in the Members List.

| Manage Personnel

B e e I g e '“mﬂmm?"‘“'ﬁm

Member ID | |
First Name | | :‘l_flw Person
Last Name - ]
| | Update Details
Category | ‘:j S
5 . =
Email | | ¥ Delete Person
D [ LastName [ Firsthame [ category [Ermailaddress A
20 Andersen Steve Masters-Men Steve.Andersen@hotmail.com =
2 Arnott Rafer Masters-Men Rafer.Armott@hotmail.com b

23 Chan Wil

Masters-Men VWILLRaNydnoo. Com
Masters-Womer | Linda.Cl

Dollisson Michelle Masters-Wome
6 Harrington Leanne Masters-Women | Steve.Harrington@hotmail.com
18 Henderson Meahan bt
F ™| Back to Main U Export Name List to Excel
(. |

Delete a Member

A member can only be deleted if his/her balance is $0 (i.e., he/she does not owe
anything to the club and the club does not owe anything to the member). If user
attempts to delete a member and the balance of the member being deleted is not $0,
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an error message will pop up:

Cannot delete: the account balance is not 0

To delete a member, select the member from the Members List.

B Manage Personnel

R 1 e e 'wmfﬂmmﬂ"‘_“ﬂiﬁ

Member ID |29 |
First Name ;Jason | :I;‘!A"” Person
Last Name EMorrison | - e
! d _;! Update Details
Category |Masters-Men ;j
I — |
Email |jason@aapt.net | T R
]
D [LastName [FirstName [ Category [Ermmiladdress ~
22 McGrady John Masters-Men John.McGrady@hotrmail.com -
8 McKinnan John Masters-Men John.McKinnan@yahoo.com =
24 Miller Karen Masters-Women | Mike.Miler@hotmail.com
9 Marrison Masters-Men jason@aapt.net
14 Northside Michael Masters-Man Michael.Morthside@yahoo.com
7 Ohare Roh Masters-Man Rob.OHare@yahoo.com
25 Oleal Gary Mastars-Man marvaneal@esn.com b

F '-l Back to Main ul Export Name List to Excel
L‘ . ‘

Click Delete Person, and a message pops up asking the user to confirm to delete.

K to delete Jason Morrison?

Click Yes to confirm to delete, and a message confirms that the member has been
removed successfully.
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Microsoft Access

3

Jason Marrison has been deleted,

Export Members List to Excel
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Members List can be exported to Excel. This is useful for integration with your other
club software, and also as an alternative method of entering vouchers (please refer to
the Create a Voucher section).

To export Members List to Excel, click on the Export Name List to Excel button. A file
browser window will come up, asking user to select a location to save the Excel file to.

Find File (Select/Enter a File Name And Click The Save Button)

My Documents
My Compiter
My Network

Flaces

@ru'h::unthh,‘I timeline. xls

@PDC Profit Caloulation. xls

2 shortcut to Contracts Register
Eshurtcut to Maintenance Invoices v5.xls
Eshartcut to Systems Invoices v4f

Savern: [ S o] e ek B
N IjﬂMy Documents @'ﬁmeline.}ds
I_@ i My Computer eV
My Recert S JMy Network Places
5 Ducuments _ |C3130seph AUS Balance Sheet Decds
F["- |=iProject Accounting
@FRPl Mov0e Australia.xls
Desltop i-:ﬁH
i FEL
) [

@Test.xls
File pame: | LJ v
Save as type: IE::cel Files (*2ds) _1] Cancel

Enter a name for the Excel file and click Save.
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Find File (Select/Enter a File Name And Click The Save Button)

Savein: |@' Diesktop —-.:J - 0 eF B
_.E. Ij_'_]My Documents @'ﬁmeline.}ds
) 'j My Computer égu

My Recert SdMy Netwark Places
Ducuments _ |C3130seph AUS Balance Sheet Decds

@ [CiProject Accounting
: #FRP1 Nov0s Australia. xis
Desltop S2H
= HEL

I

Monthly timeline.xds

D ent

M Dcunet @PDC Profit Calculation. xls

: 3 2 shortcut to Contracts Register

Eshurtcut to Maintenance Invoices v5.xls
My Crisgniter Eshartcut to Systems Invoices v4f

@Test.xls
My Network  File name: |Club Members 2006 _.:J Dt
Flaces
Save as type: IE::cel Files {*2ds) _1] Cancel

A message confirms the successful export.

Microsoft Access |z|

y Excel file exported successfully!

Open the Excel file from the location in which it has been saved. The Excel file now has
details of each member. The Amount column (column E) is used as an alternative
method to create vouchers.
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Fle Edit View Insert Format Tools Data Window Help -8 X
Tahoma w0 - B 7 U /=== B % % 5 %% 75
hEEaY SRY +2R-B< @ = -2l 3 4 wo%
MEEd Ve o cHEBE AR R L
B37 - e
A S
Amount
Member Income (+ve)
pg 1D Firstame Lastame EmailAddress Disbursement (-ve) Category
201 Jimrmy Taylor Jimmy.Taylor@yahoo.com Masters-Men
3 [2 Rafer Arnott Rafer.Arnott@hotmail.com Masters-Men
4 |3 Kerry Johnson Kerry.Johnson@hotmail.com Masters-Men
5 |4 Michelle Dollisson Michelle. Dollisson@hotmail.com Masters-Women
6 |5 Rob Jurry Rob.Jurry@hotmail.com Masters-Men
76 Leanne Harrington Steve.Harrington@hotmail.com Masters-Women
8 |7 Rob Ohare Rob.OHare@yahoo.com Masters-Men
9 8 John McKinnan John.McKinnan@yahoo.com Masters-Men
| Bill Johnson Bill.Johnson@yahoo.com Masters-Men
E John Visy John.Visy@yahoo.com Masters-Men
Peter Lamton Peter.Lamton@yahoo.com Masters-Men
Torg Ursula Torg.Ursula@yahoo.com Masters-Men
John Van John.van@yahoo.com Masters-Men
Michael Northside Michael.Northside@yahoo.com Masters-Men
John Stuart John.Stuart@hotmail.com Masters-Men
James Jordan James.Jordan@hotmail.com Masters-Men
Linda Clark Linda. Clark@gmail.com Masters-Women
Meghan Henderson Bryan.Henderson@yahoo.com Masters-Women
Mark Williamson Mark.Williamson@yahoo.com Masters-Men
Steve Andersen Steve.Andersen@hotmail.com Masters-Men
Mark McDonald Mark.McDonald@yahoo.com Masters-Men
John McGrady John.McGrady@hotmail.com Masters-Men
will Chan Wwill.Chan@yahoo.com Masters-Men .
Karen Miller Mike.Miller@hotmail.com Masters-Women
[ -
|47ﬁ4 7:: o \Nanr;(:r'st,( S Sheggﬁj narunneal@ean rom 14l Mastars-Man v
Ready MNUM

Manage Membership Categories

This window lets user setup and delete membership categories.

B Manage Membership Type

Membership Category

Meambership_Category

Masters-Men
Masters-Women

F ™| Back te Main
-

=
il % Add Category

=
i .| Delete Category
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3A. Add a Membership Category

To add a membership category, enter a name for the new category into the text box.

B Manage Membership Type

[ -'"ﬁ:{rr T R e W U e R e 'wmrmm-!mi$g-:--ﬂr::t_§_§.

Membership Category |Juniors-Men |
1

Membership_Category —
Masters-Men i .:‘.l Add Category
Masters-Women

L
i _.| Delete Category

F ™ Back to Main

Click Add Category, and a message confirms that the new category has been added.

Microsoft Access rg|

Junior4Men has been added.

The membership category is added, and is included in the Membership Categories List.
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B Manage Membership Type
[ --"ﬁtfrr 11@ O L e e L P g e 'wm'mm‘mm%” =N

Membership Category | Juniors-Men |

(ETTErsip Catequry

[Juniors—Men EE Add Category
[TaeCereTaen
Masters-Women Ll Delte

F ™ Back to Main
l

3B. Delete a Membership Category

Membership categories can only be deleted if it contains no members. Therefore, before you
delete any membership category, all members in that category must be transferred to another
category.

To delete, select the membership category from the Membership Categories list.
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B Manage Membership Type

B T e e 1/ e

=
i 1| Add Category

o
Masters-Women Ll Delete Category

V- Back to Main

Click Delete Category, and a message pops up to confirm that the category has been
deleted.

Membership categary Junior-Men has been deleted successfully.

4. Manage Transaction Types

This program provides the flexibility to allow users to setup transactions and assigning them to
a transaction type (e.g. whether its an income or disbursement).
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B Manage Transaction Types

§ "'ﬁ*ff"“ﬁ'ﬁﬂ?ﬂﬁﬂﬂm“mwﬂwﬁm‘w e, o 'ﬂmrm!mgsfl-wﬂﬁ

Add a Transaction Type

Transaction Mame |RegatG Fees

Transaction Type i5.|:||_||'5err|er| ;I

TransactionName [PLType | .

Bank Charges Disbursement |..|:'3 Add Transaction Name
Levy Received Income

Openning Balance (from old a« Income :|__1 Delete Transaction Name
Regatta Fees Disbursement

QI Back to Main

4A. Add a Transaction Type

To add a transaction type, enter a name for the new Transaction into the text box.

Then select whether it is an Income or Disbursement from the Transaction Type drop-down list.
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B Manage Transaction Types

B ol et | L

Add a Transaction Type

Transaction Name |Rental Costs

Transaction Type iDisbursement _.!
TransactionMame [PLType

Bank Charges Disbursement

Levy Received Income

Openning Balance (from old a¢ Income

Regatta Fees Dishursement

F ™| Back to Main

B Add Transaction Name

=
E_I Delete Transaction Name

Page 15 of 33

Click Add Transaction Type, and a message pops up to confirm that the transaction type
has been added.

Transaction Rental Costs has been added.

4B. Delete a Transaction Type

To delete a transaction type, select the transaction type from the Transaction Types list.
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EI Manage Transaction Types

--Eq-'grf 1jﬁ’ymfggwnuwwmwmw ey < T 'wmr%m&?u —nlm.

Add a Transaction Type

Transaction Name |Rental Costs

Transaction Type '5I§bursement ;j

TransactionMame [PLType - ‘I_ﬁ‘l oo <2 N
Levy Received Income £

Openning Balance (from old ac Income -

Regatta Fees Disbursement i a| Delete Transaction Name
i Rental Costs Disbursement

F ™ Back to Main

Click Delete Transaction Name, and a message pops up to confirm that the transaction
name has been deleted.

Transaction name Rental Costs has been deleted successfully.

5. Vouchers

Transactions between the club and its members are recorded by the program as vouchers.

Vouchers can be either Income (to the club) or Disbursement (from the club). A voucher can be
created for 1 or more members.
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H New Voucher &3] Load Voucher
Voucher ID: . |

Voucher Date: |
Transaction Type: -

Description Line 1: |

Description Line 2:

Total Amount: | Unapplied Amount:
Import Details:
Firstleme LazstName Category Amount -
Steve Andersen Masters-Men :: | |
Rafer Arnott Masters-Men —| Flease select a Persan
Will Chan Masters-Men
Michelle Dollisson Masters-Women

Meghan Henderson Masters—Women |
Eerry Johnaon

Masters-Men

Rob Jurry Masters-Men Hl Apply Amount
Al T T = T R i T —
£

>
E| Back to Main hﬁ|| Save Voucher

5A. Creating a Voucher

Click New Voucher, and a Voucher ID will be assigned. Voucher Date is set to the current date
by default, but can be over-written if required.
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B Vouchers
| S ?sr E1L L e i L e e ma’m!‘?‘!}ﬂlﬁ;.” )

New Voucher ﬁl Load Voucher
Voucher ID: ’:

Voucher Date: 20/12/2006 |
Transaction Type: -

Description Line 1: | |

Description Line 2: |

Total Amount: | | Unapplied Amount:
Import Details:
FirstName LastName Category Amount Y
Steve 2ndersen Mesters-Men ;
Rafer Arnott Masters-Men —| Please select a parsan
Will Chen Masters-Men
Michelle Dollisson Masters—Women
Meghan Henderson Mesters—-Women
Eerry Johnaon Masters-Men
Rob Jurry Mastera-Men 3 -éjj Apply Amount
Wl = el Wl T = T Bl i s ] Bl i —
2 ] >

E| Back to Main || Save Voucher

Complete voucher details by selecting a Transaction Type, Descriptions (optional) and Total
Amount of the voucher.
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B8 Vouchers

P

H New Voucher

Voucher ID:
Voucher Date:
Transaction Type:
Description Line 1:

Description Line 2:

&3] Load Voucher
P |
20/12/2006 |
Levy Received -
Members' Contribution |
November 2006

Total Amount: $850.00 | Unapplied Amount:
Import Details:
Firstleme LazstName Category Amount -
{Steve Andersen Masters-Men =
Rafer Arnott Masters-Men —| Please select a Persan
Will Chan Masters-Men
Michelle Dollisson Masters-Women
Meghan Henderson Masters—Women |
Ferry Johnson Masters-Men R
Rob Jurry Masters-Men b ﬂl Apply Amount
A e W T = T A Tl e s Tl —
£

E| Back to Main

>
hﬁ|| Save Voucher
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Select the member from the Members List and enter the member's amount into the text box.
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B3 Vouchers

R L et e

Lﬂj Mew Voucher ﬁ Load Voucher

Voucher ID: |5 |
Voucher Date: 20/12/2006 |
Transaction Type: Levy Received LI
Description Line 1: |Members' Contribution |
Description Line 2: |N0\fember 2006 |
Total Amount: I$-85[].Ut] Unapplied Amount: | £850.00
Impaort Details:
FirstName LastName Category Amount s
Meghan Henderson Masters-Women - ]
FEETY JOANSon HESTEYS—Hen < Appl'_.r amount to:
i d Rob Jurry
B, clona asters-Men :
John McEinnan Masters-Men | $320_M
Rob Chare Masters-Men —
Gary CHeal Masters-Men o | A Amount
Tl L= Tl i Tl : d pprv
<) (i

*
:;| Back to Main Save Voucher

Click Apply Amount, and the amount will be immediately shown next to the member's name.
The Unapplied Amount figure also gets updated according.
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B Vouchers

P T~ S A I e

H New Voucher ﬂ] Load Voucher

Voucher ID: 5
Voucher Date: 20/12/2006

Transaction Type: Levy Received _v__l

Description Line 1: iMembers' Contribution

Description Line 2: MNovember 2006
Total Amount: $850.00 | Unapplied Amount:

Import Details:
4pply amount to:
Rallfer Arnott Masters-Men Rob JUFFY
Will Chan Masters-Men
Michelle Dollisson Masters-Women |
Meghan Henderson Masters-Women
Eerry Johnson Mzsters-Men Apply Amount
P T 1 A Mo e remm S| Lo
3| b3

/] z |
e I Back to Main h’= Save Voucher

Repeat the previous 2 steps to apply amounts to other members in the same voucher until the
Unapplied Amount is $0.
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B Vouchers

I : 'ﬁ‘{rr13@5@“@?&“‘”"’"‘:‘?’%%@&”‘%” T ’ﬂm{m!ﬁg Ll:ﬁv,r'—i

:|_£| New Voucher

Voucher ID:
Voucher Data:
Transaction Type:
Description Line 1:

Description Line 2:

&l Load Voucher

[5
|20/12/2006 |

|Lewr Received -

i Members' Contribution

Movermnber 2006

:;| Back to Main

>
H' Save Voucher

Total Amount: $£850.00 | Unapplied Amount: |

Import Details:
FirstName LeastName Category Amount Y
Rob Jurry Mzsters-Men 3Z20.00 ?
Meghan Henderson Mzsters-Women Z250.00 = App|‘_|r amount to:
Michelle Dollisson Masters-Women Z200.00 TOI’q Ursula
Ferry Johnson Masters-Men 80.00 )
Steve Andersen Mesters-Men |
Refer Arnott Masters-Men =
Will Chan Masters-Men 3 SJ Apply Amount
M Maliaea1A Mo Ao —
1|

Page 22 of 33

Click Save Voucher, and a message will pop up to confirm that voucher has been saved
successfully.

Voucher 3 has been saved successfully.

Import Voucher Details

This function is useful when a voucher includes a lot of members at once. Before importing
voucher details, firstly click New Voucher, and complete the voucher header section, i.e.,
Voucher Date, Transaction Type, Descriptions (optional), and Total Amount.
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E New Voucher

Voucher ID:
Voucher Date:
Transaction Type:
Description Line 1:

Description Ling 2:

E!J Load Voucher
s |
17/12/2006 |

Bank Charges -

|Elank Charges

|December 2006

E| Back to Main

>
hﬁ|| Save Voucher

Total Amount: r$300.00 | Unapplied Amount:

Impart Details:
Firstlame LzstHame Category Amount s
Rafer Arnott Masters-Men =|
Will Chan Masters-Men & Apply amount to:
Michelle Dollisson Masters-Women gill Johnson
Rob Jurry Masters-Men
Rob Chare Masters—Men |
Gary ONeal Masters-Men g
John Visy Masters-Men ﬂl Apply Amount
T i morim T ol R i T —
& I |

Page 23 of 33

Open the exported Excel file (refer to Section 2D) and complete column E with the members'
allocated amounts. Save the Excel file.
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ub Members 2006.xls

Fle Edit View Insert Format Tools Data Window Help -8 X
Tahoma -0 - B IU (AT = RS- A -
B-_ 3 i 2 .
DeEeaa LY iBR-BC o- wz-2lili YTHEEY FRacEESHIAR R,
E47 - fe
A B D |
Member
i 1D Firstame Lastame EmailAddress
2 1 Jimmy Taylor Jimmy. Taylor@yahoo.com asters-Men
32 Rafer Arnott Rafer.Arnott@hotmail.com 5 25.00 Masters-Men
4 3 Kerry Johnson Kerry.Johnsen@hotmail.com 5 20.00 Masters-Men
5 |4 Michelle Dollisson Michelle.Dollisson@hotmail.com 5 15.00 Masters-Women
6 |5 Rob Jurry Rob.Jurry@hotmail.com $ 25.00 |Masters-Men
76 Leanne Harrington Steve.Harrington@hotmail.com asters-Women
8|7 Rob Ohare Rob.OHare@yahoo.com asters-Men
9 8 John McKinnan John.McKinnan@yahoo.com 5 20.00 Masters-Men
10 9 Bill Johnson Bill.Johnson@yahoo.com asters-Men
11 |10 John Visy John.Visy@yahoo.com 5 15.00 |Masters-Men
12 11 Peter Lamton Peter.Lamton@yahoo.com asters-Men
13 |12 Torg Ursula Torg.Ursula@yahoo.com $ 15.00 |Masters-Men
14 |13 John Van John.Van@yahoo.com asters-Men
15 |14 Michael Northside Michael.Northside@yahoo.com asters-Men
16 |15 John Stuart John.Stuart@hotmail.com 3 22,00 Masters-Men
17 |16 James Jordan James.Jordan@hotmail.com asters-Men
18 |17 Linda Clark Phil.Clark@gmail.com asters-Women
19 |18 Meghan Henderson Bryan.Henderson@yahoo.com 5 23.00 Masters-Women
20 19 Mark Williamson Mark.williamson@yahoo.com % 42.00 Masters-Men
21 |20 Steve Andersen Steve.Andersen@hotmail.com 5 24.00 Masters-Men
22 |21 Mark McDonald Mark.McDonald@yahoo.com $ 12.00 Masters-Men
23 |22 John McGrady John.McGrady@hotmail.com asters-Men
24 |23 will Chan Will.Chan@yahoo.com asters-Men
25 |24 Karen Miller Mike.Miller@hotmail.com asters-Women
26 |25 Gary ONeal garyoneal@eeg.com $ 42.00 Masters-Men
27 | |
28
29 -
M 4 » M\ Name List { Sheet? { Sheet3 / |4] [
Ready NUM

Click on the J button, browse and locate the Excel file.

Find File (Select/Enter a File Name And Click The Save Button)

&

Savein: |@' Desktop I'i"'l@E '

@Club Members 2006c.xs

o) HFRP 1 Nov0s Australia. s
HEH

- Ay Documents @Shurh:ut to Maintenance Invoices v5.xls
bﬁ i My Computer Eshortcut to Systems Invoices vaf
My Recert 8 JMy Network Places T Test. s
Mo |- Joseph ALS Balance Sheet Decds @Tlmeline.}ds
?r IZ)Project Accounting BV
- 3 Club Members 2006.xls
Desktop #7Club Members 2006b.xds

My Documents L
— LEM
ﬁ_g @Monmly timeline. xls
My Computer @PDC Profit Calculation. xls
B ]shortcut to Contracts Register
.
My Networkk  File pame: |Club Members 2006 xs ﬂ Save
Places
Save as type: |Ex1:e-| Files (*ds) L] Cancel

The allocated amounts will be shown next to the members and the Unapplied Amount should be
$0. Changes can still be made here to any of the details.
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M Mew Voucher

WVoucher ID:
Voucher Date:
Transaction Type:
Description Line 1:

Description Line 2:

5‘:3 Load Voucher

4

il?jlzfz[][]ﬁ

|Bank Charges

-]

Bank Charges

December 2006

Total Amount: r$300.00 || Unapplied Amount:

Import Details: C:\Documents and Settings\gcheng'Desktop\Club Members 2006.xls ;'|
FirstHame |LastName |Categury ount ~
Gary OMeal Masters-Men 42.00 T |
Mark Willismson Masters-Men 4z.00 APPY amount to:
Rafer Arnott Masters-Men 25_00 Bill Johnson
Rob Jurry Masters-Men 25_00 ]
Stewve Andersen Masters-Men 24_00 |- |
Meghan Henderson Masters-Women Z3.00
John Stuart Masters-Men ZZ .00 Hl Appl‘v Amount
[ — Tt A e e M an an 2
£ ::-|] >

EI Back to Main

h=|| Save Voucher

Once all details are confirmed to be correct, click Save Voucher. A message will pop up to
confirm the voucher has been saved.

Voucher 4 has been saved successfully.

5C. Edit Existing Voucher
A voucher that has been entered into the program can be edited at a later date if required.

Click Load Voucher, and a window will pop up allowing you to choose the voucher you wish to
edit.
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B Load Youcher

VoucherID |Transacti|:rnl-1ame |Pn11|:runt.s

1 Cpenning Balance (fro 2564.56
2 Bank Charges -2.00
3 Levy Receiwved 850.00
4 Bank Charges -300.00

F ™ Back to Voucher Window
A

EI Load Voucher

Select the voucher and click Load Voucher. Voucher is now loaded and any changes can be
made before clicking Save Voucher to save the updates.

B Vouchers
P ¥ By e e T

L—.J Mew Voucher

Voucher ID:
Voucher Date:
Transaction Type:
Description Line 1:

Description Line 2:

E_J Load Voucher

|4 |

7/12/2006

Bank Charges

|

|Bank Charges

December 2006

Total Amount: $300.00 | Unapplied Amount:
Import Details:

FirstName LastName Category Amount s
Cary CHeal Masters-Men 42 .00 T
Mark Williemson Masters-Men 4z _00 - Apply amount to:
Rafer Arnott Masters-Men 25.00 gill Johnson
Rob Jurry Masters-Men 25.00 B )
Steve Indersen Masters-Men 24 _00 | |
Heghan Henderson Masters-Women 23.00
John Stuart Masters-Men 22.00 3 QJ Apply Amount
e Takhrmaan Mo armro=ban an NN —
2 m >

L — Back t I

. 0 Main |= Save Voucher
6. Reports
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There are 3 main reports that can be produced by the program. The program gives the options
to allow the user to choose to report for either all members, a member category, or an
individual member.

= Reports

Report Year: | _v!

Report Type: | ;I @I Run Reports

Report Group: | ;I

HTML Folder: :| _l %l HTML Reports
Email Subject: _
@l Email Members

Email Message:

Q' Back to Main

To display a report, follow these steps:

i Choose a Report Year;
ii. Choose a Report Type;
iii. Choose a Report Group;
iv. If All Members is chosen as Report Group, click Run Reports to display the Report;
If Member Category is chosen as Report Group, choose a Category from the last drop-
down list then click Run Reports;

If Individual is chosen as Report Group, choose a Person from the last drop-down list then
click Run Reports.

Creating HTML Reports

This program can generate reports in HTML formats to allow clubs to share information on their
websites with their members.

To generate HTML reports, firstly select a Report Year.
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B Reports

R 1o e b e et L

Report Year:

Report Type: | ;I Ejl Run Reports

Report Group: | ;I

HTML Folder: .!u ﬁl HTML Reports
Ermail Subject: @l Emall Members

Email Message:

'-l Back to Mai
u 0 Main

Click on the Mbutton to choose a location to save the HTML files into.

Browse for Folder

Please select a folder to save the HTML reports.,

= @ Desktop .
& @ My Documents N
= i My Computer

. =< Local Disk (C:)
- [[3) 71528474c2ec42dTcdfa
{7 ACCESS_databases
#-|-5) BBasics1
] Club Reports
&) del
&[5 Documents and Settings
&) drivers
{3 etax2006
M. F= 28R 5|

L Ok ,] [ Cancel

Click HTML Reports, and a message will confirm that HTML files have been created successfully.
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Microsoft Access [EI

HTML reports have been created.

Open Windows Explorer and go to the location in which the HTML files have been saved. There
are a number of HTML files created, of which 3 of them are viewable reports.

@ Club Reports E]E]
;,:

File Edit WView Favorites Tools Help

@Bad( = \‘_/': l?: /._\J Search ‘H:' Folders

Address |@ C:\Club Reports b | £
Folders x Name Size  Date Modified
[B Desktop | &]Accounts.htmi 1KB  17/12/2006 10:
=) My Documents ~ | @] Accounts_Left.himl 2KB  17/12/2006 10:
= 4§ My Computer €] Accounts_Report.html 9KB 17/12/2006 10:
(=] % Local Disk (C:) @Summary_Report.himl 6KB 17/12/2006 10:
) 71528474c2ec42d7cdfo &]Transactions.html 1KB  17/12/2006 10:
[C3) ACCESS_databases @T'aﬂsaCﬁ‘m_LE&-h‘m' 4KB  17/12/2006 10:
) BBasics1 &]|Transactions_Repart.html 41KB  17/12/2006 10:
29 club Reports
123 dell

|C5) Documents and Settings
I3 drivers
I25) etax2006
T i386
@ instmp
[C5) Max Asset
[5) My Downloads
I5) Personal
IC5) Program Files
I3 wINDOWS 4
s DVD-RW Drive (D:)
i DVD Drive (F:)
[E2] :z dynamicsreports on 'ap-ctrix' (H:)
# ic balances$ on '129.135.250. 148" (I:)
[+ x Corporate Finance on 'Au-sydmail {L:)
z Contracts on 'Au-sydmail' (M:)
=

e B I - VPSR O TS | . PO TR

v < | »
7 objects (Disk free space: 55.5 GB) 59.9 KB :} My Computer

i. Accounts Balances - Accounts.html

This report displays member's account balances. The menu on the left allows you to choose to
display the report in different ways.
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Accounts Report - Microsoft Internet Explorer

File Edit View Favorites Toole Help
@ Back ~ () lﬂ lg _h /_\J Search “\:t( Favorites @E
Address |@ C:\Club Reports\Accounts. himl V| Go Links
-
Please select a report: Accounts Balances 2006 F
L All Members
Category:
Last Name First Name Member Category Balance
a Masters-Men Andersen Steve Masters-Men $64.06
» Masters-Women Arnott Rafer Masters-Men $169.72
Chan will Masters-Men $423.84
Clark Linda Masters-Warmen $128.62
Dolisson Michele Masters-Women $(15.00) L
Harrington Leanne Masters-Women 5181.12
Henderson Meghzan Masters-Wormen £93.12
Johnson Bill Masters-Men $54.48
Johnson Kerry Masters-Men $174.12
Jordan James Masters-Men $377.62
Jurry Rob Masters-Men $(25.00)
Lamton Peter Masters-Men $176.62
McDonald Mark Masters-Men $(5.90)
McGrady John Masters-Men $71.84
McKinnan John Masters-Men $(3.38)
Miller Karen Masters-Wormen £73.84
Northside Michael Masters-Men $129.62
Ohare Rob Masters-Men $319.00
ONeal Gary Masters-Men ${42.00)
Stuart John Masters-Men $13.12
Tavlar Timre Masters-Men 431 94 bt
@ j My Computer
ii. Monthly Summary - Summary_Report.html

This report displays the balances of each transaction type by month. The grand total figure at
the bottom right shows the net financial position of the club.

Club Reports\Summary_Report.html - Microsoft Internet Explorer

File Edit View Favorites Tools Help |','
D= - @ [ @ @ P Syraone: @ (2- 5 B - JE B

#déress |§] €:\Club Reports\Summary_ReporLhtl v Beo ks
Summary Report 2006

Prior
vr Jan Feb Mar Apr| May Jun Jul| Aug Sep Oct Nov Dec Total

Income

Levy Received $0.00  $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00  $0.00  $850.00  $850.00
Openning

Balance (fromold  $0.00 $0.00 $0.00 $2,564.56 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00  $0.00 $0.00  $2,564.56
accounts)

Income $0.00 $0.00 $0.00 $2,564.56 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $850.00 $3,414.56
Disbursement

Bank Charges $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $(2.00) $(300.00) $(302.00)
Disbursement  $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $(2.00) $(300.00) $(302.00)
Total $0.00 $0.00 $0.00 $2,564.56 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $(2.00) $550.00 $3,112.56
@ Done :} My Computer
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iii. Transactions Report - Transactions.html

This report displays the transactions between the club and its members. Clicking on an option in

the left menu allows you to see transactions for either All Members, a particular Member

Category, or an individual only.

2} Transactions Report - Microsoft Internet Explorer

Fle Edit W¥iew Favorites Tools Help -
" ~ e W~
€} L= ] Iﬂ IELI _l\J P ) search . Favorites f\t T i *ﬁ? = ﬂ ':fi
almritEsl =
Address | C:\Club Reports\Transactions.html " — v BJGo Links
- R
Please select a report: Transactions Report 2006
All Members All Members
Category: N =
Voucher |Voucher "I;;anl::actlun 1;‘3[)|Lsactmn eriat 1 Destnntion 2
= Masters-Men T $0.00
nin: nce .
= Masters-Women pening o -
penning
1 1/3/2006  Balance (fom  Income i?ggﬁ?‘ $2,564.56  5$2,564.56
old accounts)
Indwiduals: 2 19/11/2006 Bank Charges  Disbursement $(2.00)  $2,562.56
= Steve Andersen 3 17/12/2006 Levy Received  Income E";;;i;ftm Noverber 2006 $850.00 $3,412.56
20
u Rafer Amott (2) 4 17/12/2006 Bank Charges Disbursement  Bank Charges December 2006 $(300.00)  $3,112.56
= Wil Chan (23) Closing Balance $3,112.56
= Linda Clark (17
= Michelle Dollisson
{4) Category : Masters-Men
= Leanne
Harrington (6) i i S Zo
. ke Voucher |Voucher "I;;anl::actmn 1;5;)|1esactlon Description 1 | Description 2
Henderson (18] Opening Balance $0.00
= Bil Johnson (9 Openning I
= Kerry Johnson (3) 1 1/3/2006 Balance (from Income A $2,064.86  $2,064.86
= James Jordan old accounts)
(18) 2 19/11/2006 Bank Charges Dishursement $(2.00) $2,062.86
Rob Jurry (5
= fob Jumy (5) 3 17/12/2006 Levy Received  Income Momhersy Novernber 2006 $850.00  $2,912.86
» Peter Lamton Contribution
{11 4 17/12/2006 Bank Charges Dishursement  Bank Charges December 2006  %(262.00)  $2,650.86
= Mark McDonald -
e Closing Balance $2,650.86
21
= John McGrady
(22
= John MdGwEn Category : Masters-Women
8)
= Waran Milar (7417 ¥ B
?éj Done _\2 My Computer

Emailing Members

This program can send emails out to all members via Microsoft Outlook to notify them that

reports are ready.

Firstly, complete the Email Subject and Email Message text boxes.
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B Reports

R T e et

Report Year: | _v!

Report Type: | _‘] Ej' Run Reports

Report Group: | _'I

HTML Folder: 1 ,! ﬁ| HTML Reports

Email Subject: December reports are ready @| Email Meml
Email Message: Please visit the club website to see your account balance.

;I Back to Main

A message will pop up seeking confirmation that the email should be sent out to all the
members.

This email will be sent to 25 redpients, please confirm ok to proceed.

Before the message is sent, Microsoft Outlook will display the following message asking you to
confirm the email is good to be sent out. Click Yes.

Microsoft Office Outlook

A program is trying to automatically send e-mail on your
behalf.
Do you want to allow this?
If this is unexpected, it may be a virus and you should
choose o™

[-----------------------------------4

[ Yes J E No ;] [ Help J
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Below message confirms that the email has been sent successfully.

Emails have been sent successfully to 25 recpients.

You can see a copy of the email from your Microsoft Outlook Sent Items folder.

E¥ December reports are ready - Message (Plain Text) |: §|g|

! Fle Edt View Insert Format Tools Actions Help

bicisend | | ¢ B A AR L U= = == s
To... ‘Jimmy. Taylor @yahoo.com'; Rafer. Arnott@hotmail.com'; 'Kerry. Johnson@hotmail com'; ~

‘Michelle. Dollisson @hotmail.com'; ‘Rob. Jurry @hotmail. com'; 'Steve.Harrington @hotmail. com'; =

‘Rob.OHare @yahoo.com'; 'John.Mdkinnan@yahoo.com'; 'Bill. Johnson@yahoo. com';

“John. Visy @yahoo.com'; Peter.Lamton@yahoo.com'; Torg. Ursula@yahoo.com'; John.Van@yshoo.com’;

[ Bec...

[ ce. ]I |
| |
|

Subiject: December repaorts are ready |

Please visit the club website to see your account balance.

For questions, changes or other development projects, please contact us at:

gycheng@hotmail.com
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