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Member Billing - Step-by-Step
This document explains how to prepare and perform your first billing using the new online Billing module.

First you must verify that the online Member Information matches your current billing information (Either the FSPC or the Peg board system). Verify that every member is in the new system, the degree, member type and address is correct. Use the Member Management module to correct any differences.

Prepare a list of the Member Classes and the dues amount for that class:

- Regular Members

- Deacons


- Etc.

Next prepare a list of outstanding balances for the members. 

Now we can setup the Member Billing software.

1. Getting into Member Billing

a. Log onto your K of C account 
b. Go To “Member Billing” 
i. Note: This screen is used by the Supreme Council for announcements and enhancements

1. Ordering for new Membership Cards

2. Webinars scheduled

c. Click On “Proceed” 
2. Setting up the Council or Assembly Billing Information

Moved from #3 – since it is the screen they come to first

a. Left Side: Click On “Billing Information”
b. Select the Billing Frequency from the drop down box (this will be defaulted to “Annual”) 

c. Select the Billing Schedule from the drop down box (this will be defaulted to “Calendar – Jan to Dec”)

d. Select the Currency Indicator from the drop down box.

e. Select the Billing/Remittance Address (most of the time this should be the “Use FS Address” option.

f. Click On the “Save” button.

3. Setting up the Council or Assembly billing classes:

a. Left Side: Click On “Class List”
b. Next to the “Regular” class is a data entry box update this box with your dues amount for a Regular member. Click On the “Update” button to save the dues amount.
c. The Honorary members are set to $10.00 and Honorary Life members are set to $0 this is based on the Supreme Bylaws.
d. If your council has Council Defined Classes such as “Student” or “Deacon” These can be added using the “Add Class” data entry box and “Add Amount” data entry box then pressing the “Add” button.
i. Note: 0.00 is a valid amount, in case they do not want to charge for a “class”

4. Setting up member billing information (we need to setup members that have Council Defined Classes)

a. Left Side: Click On “Member Information”
b. Enter Last Name or Member # and press the “Search” button.

i. Also highlight the Find a Member Feature by Last Name on the top

c. Click On the member’s name.

d. Left Side: Click On “Billing Information”

e. Select the “Sub Class” from the drop down box. Click On the member’s Council defined class (Student, Deacon, etc)

i. Highlight the Disability indicator – Yes will not be assessed. If No, and the member is actually supposed to be on Disability, check Do Not Assess, and contact Membership Records.

ii. Do Not Assess – highlight. Also, if Disability is Yes and HL members – FS’s do not need to also click Do Not Assess (one thought he had to).

iii. Do Not Print Bill feature – just highlight that member is still assessed.

f. Repeat for each member in the council with a Council defined class

i. I see the A* used ion PowerPoint for search – note when on Billing Information screen or Member Ledger screen that the Prev & Next allow one to scroll between members listed in the Search Results

ii. When on member’s Ledger or Billing Information – also note that Emblem of the Order appears if member is in good standing with the council; and 4th Degree logo appears is member is a4th Degree member in good standing. No logos mean he is a prior / deceased member.

5. Now we can add the back dues amounts to members

a. Left Side: CLICK ON “Member Information”
b. Enter Last Name or Member # and press the “Search” button.

c. Click On the member’s name.

d. Click On “Adjustment”
e. Select Charge option

f. Leave Adjustment Type as “Dues Assessment”

g. Enter the past dues amount in the “Adjustment Amount” data entry field.

h. Enter “Past dues” in the “Description” data entry field.

i. Reason for Adjustment – optional, but drop down list is populated with the Events / Reason for Assessment

i. Go to council Billing Information, Click On Account List, and then Event / Assessment

ii. Reason for Adjustment will appear on Billing notice (description will not)

j. Click On the “Save Adjustment” Button
k. Repeat for each member in the council with a past due amount.

6. Now we can add Assess the annual dues for the members

a. Left Side: Click On “Council Ledger”
b. Click On “Assessments”

c. Select the “Billing Period” from the drop down box (Jan 01, 2009 – Dec 31, 2009” for next year).
i. Highlight that if not changed, they will assess for 2008 (if still in 2008 – Jan. this will default to 2009)

d. Enter the As of Date (“12-15-2008”) or after
e. Click On the “Assess Dues”

f. Left Side: Click On “Pending Assessments”
i. Highlight that if they are unsure if they changed the date or amount looks odd, delete and re-enter

g. Click On the “Process Assessments” Button

i. Process can be done individually by assessment or batched with and when all Special / Miscellaneous Assessments are entered

7. This year we have a Special Assessment for the Culture Of Life Fund

a. Left Side: Click On “Council Ledger”
b. Click On “Assessments”

c. Click On “Assess Other”.
d. Enter the “Date to Apply” as “12-15-2008” to match the billing “As of Date”

e. Leave the Charge to: as “All Billable”.
f. Leave the type as Special.

g. Leave the Assessment Indicator as Voluntary.

i. Explain Voluntary & Valid Thru date … Forgive process after that date generates a credit transaction for those that have not paid the Voluntary Assessment.

h. Enter the Amount: as “3”
i. Enter the Description as “Culture Of Life Fund”

j. Enter the Valid thru Date as “12-31-2009”

k. Click On the “Add Reason for Assessment” link on the bottom of the screen
l. In the “Add Event” date entry box enter “Culture Of Life Fund “ 

m. Click On “Add” button

n. Press back button on the web browser.

o. Press F5 to refresh the screen.

p. Press “Assess other” button.

q. Left Side: Click On “Pending Assessments”

r. Click On the “Process Assessments” Button

8. Print bills
a. Top of screen: Click On “Print Center-MB”

b. Top of screen: Click On “Billing”
c. Click On the “1. First Notice”
d. If you want enter a message 
(Please Fill out and return the enclosed Fraternal Survey) 
to be printed on all of the bills in the “Addendum Message” box.
e. Click On “Run Report” button

f. The Bills will be formatted as PDF document.

g. Press open button.

h. Adobe Acrobat Reader will open with the Bills to print.

i. No longer need special paper

ii. Fold on dotted line so members know to cut and sent back

iii. Note: Address will appear in window for #10 window envelopes.

9. Enter Payments

a. Top of screen: Click On “Member Billing”
b. Left of screen: Click On “Council Ledger”
c. Left of screen: Click On  “Receipts”
d. Left of screen: Click On “Dues Collection Tool”
e. Click On the first letter of the member’s last name.

f. Enter the amount and the check number is applicable.

i. Highlight the Check box feature in Paid column automatically enters amount)

g. Click On “Save” button

h. Repeat for each member

10. Post Payments

a. Left of screen: Click On “Pending Receipts”
b. Click On “Process Receipts” button

11.  Print the report to transfer the dues to the treasurer
a. Top of screen: Click On “Print Center-MB”

b. Click On the “Report of Receipts” Report

c. Enter today’s date in the “Show from” date entry box and the “to:” date entry box.

d. Click On “Run Report” button

e. Print the report twice (One for your records and one for the treasurer).
12. Print Cards
a. Top of screen: Click On “Print Center-MB”

b. Click On the “5. Membership Cards”
c. Select the member type: “All Members”.
d. Click On “Print Cards” button

e. The Membership Cards will be formatted as PDF document.

f. Press open button.
g. Adobe Acrobat Reader will open with the Membership Cards to print.
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