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Introduction 

Club House handles various types of membership, including allowing both the club and the users 

(members) to log in and bundle the memberships. This allows a family groups to have a variety of 

memberships assigned to them i.e Mum = Social/Dad = Player/Child 1 = Mini/Child 2 = Youth. These 

are individual memberships that are bundled together and once bundled/assigned based on product 

rules then discounts may apply, this is obviously dependant on the club and whether the 

memberships are set up this way.  

 

1. Setting up schemes correctly 

For bundled memberships to be applied correctly you need to ensure that they are set up as 

individual memberships.  

 

Therefore to allow the bundling of memberships all schemes should be created as individual. To see 

how to create membership schemes, please see the guide for creating membership schemes.  

 
 

The other important addition to creating memberships is Product Rules. Product rules allow the 

organisation to set certain parameters to the schemes restricting who can and cant be assigned that 

membership scheme and applying discounts. i.e. Applying a product rule that only allows a scheme 

to be purchased by someone over the age of 18 means that the system will complete a check against 

the date of birth to ensure that no one under 18 purchases the scheme. This is particularly useful if 

the organisation are planning on allowing members to log in and purchase their own memberships, 

as the system will not allow membership to be purchased if they are not applicable, in fact the 

system will check the individuals information before and only display the schemes that are 

applicable to that specific individual.  

 

To apply a Product Rule at the bottom of the membership scheme details, there is a tab called 

Product Rules, any existing rules will be listed. To create new, select Add.  
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Selecting Add displays a list of values that can be applied as product rules 

 

 
 

These rules include: 

 

 Age Must be greater than – An age is applied and a check is added to ensure the person is 

above the set age 

 Age must be less than – As above, but the individuals must be below the age listed 

 Discount for – Multi buy discount, if X number of schemes are purchased there is a discount 

of X 

 Discount for additional members – If additional members are added, if X are added then 

apply a discount of X 

 Gender must be – Male/Female 

 Link to –  

 Must have active Membership – Only available if they are an existing member 

 Must have role – Select which roles the membership can be purchased by 

 Visible to – Which individuals can see the membership to purchase 

 

2. Applying Schemes to Members (administrator inside Club House) 

 

To apply bundled schemes to individuals at the organisation and directly in Club House (by the 

administrator), firstly it would be worthwhile checking that all the relationships at the club are in 

place to ensure that these individuals appear when attempting to bundle the memberships together.  

 

Typically the administrator will apply memberships from new or lapsed individual at the club. 
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From the grid, select the individual you wish to assign the membership t, followed by Buy 

Membership 

 

 
 

The screen will load memberships that are applicable to that individual i.e. you can only buy a 

membership for an over 18 member if you are over 18. This is dependent on the rules that the club 

have assigned to the schemes. Select the applicable membership scheme, followed by Add to Order 

 

 
 

The Review Membership Screen appears, if the process is complete i.e. no further memberships 

need to be added, select Review Order to pay for the membership 

Alternatively if other memberships need to be purchased i.e. a sibling or child membership, select 

Add Member 

 

 
 

Selecting Add Member will display a list of individuals that are already linked to this record by 

relationship (a child, wife, and partner)  
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2.1 Adding additional Members 

Selecting Add Member will display a list of individuals that are already linked to this record by 

relationship (a child, wife, and partner)  

 

Adding Memberships to existing relationships 

If the membership is to be purchased for an existing individual that is linked by relationship, select 

the tick box next to the name, followed by Buy Membership, this will then loop back to the 

membership tile screen mentioned above where a membership type can be selected for the 

individual (note if a relationship does not exist then the member will either have to ask the club to 

add the relationship or new person created) 

 

 
 

Adding Memberships to New Individuals 

 

If the existing relationships are not in place then it is possible to Add a new Adult or Youth.  

 
 

 

Once selected, the member should enter the personl and contact details for the new member, 

followed by Next 
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Once entered, the relationship list refreshes, displaying the new contact that has just been created. 

Select the tick box next to the individuals name that requires a membership to be assigned, followed 

by Buy Membership  

 

 
 

Select the applicable scheme, followed by Add to Order 

 
 

If Products have been set up to purchase when assigning memberships, then a product screen will 

be presented where it is possible to bundle porducts into the membership purchase process (see 

Product set up guide for more information) 

 

If required, select a Product  

 

 
 

Once added, the page will redirect to display the individuals that have been bundled together into 

the membership purchase, in this case there are now two. From here it would be possible to add 

additional members (either existing or new) by selecting add member and following the process 

demonstrated above.  
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Alternatively, select Review Order to pay 

 

 
 

3. Paying for the Orders or Requesting Payment 

 

Reviewing the order will list all the outstanding orders (for memberships, in this case 2). Dependant 

on how the club have set up the memberships, the administrator can choose to Pay Now (if 

someone has paid Cash or Cheque) alternatively they can select Pay Later. Pay Later will trigger a 

message asking if the administrator would like to send a request payment email  
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Selecting Yes, creates an email template with a link contained in the email. Once happy, select Send 

 

 
 

Once the email has been received the member can select the link and purchase the membership 
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The member can select a payment method and Pay Now 

 

 
 

Once Pay Now has been selected, dependant on the payment method selected, you will either be 

directed to a credit card screen or direct debit mandate screen 

 

 

 

 

 

 

 

 

 

 

 

 

Once the payment details have been entered and the payment has been successful, then an email 

will be triggered containing a receipt. 

 

It is also important to note, that until the payment is made, the individual(s) will remain in the 

Everyone list ONLY with an outstanding balance, as soon as this is paid the balance is removed and 

their status is updated to Active and they can be found in the membership list 

 

 
 

They will also be listed as an outstanding order in finance  
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Selecting the figure will list the individuals and the amount they owe 

 
 

4. Applying Schemes to Members (allowing members to sign in and purchase)  

 

4.1 Sending out an email  

It is likely that the members are going to need to be reminded about the new membership and also 

that they can now pay online. In order to achieve this, it is best to send an email from Club House. It 

is also likely that they don’t know their log in details to the system either.  

 

From the People grids, select the groups of individuals to email, tick them and select email  
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A blank email template is generated where content can be added to inform the members of the 

process and how to log in 

 
 

The members will receive the email and hopefully follow the instructions to log in 

 

4.2 Logging In 

 

Individual/Member receives an email from Club Admin (Membership Sec). Via the link you should 

reset your password (the email contains your username, this will be needed to reset)Alternatively 

the individual already knows their log in details, if this is the case then log in.  

 

 
 

In the footer there are directions on how to log in 
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Selecting the link will open a webpage with a login screen, select Forgot Password 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A new page will load, asking you to enter their username (this is contained in the footer of the 

email), select Reset, to trigger an email 

 

 

 

 

 

 

 

 

 

 

 

 

 

A password reset email is sent, select the Reset Password link 
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The reset password link will redirect to a password reset page, from here a new password can be 

entered. Once entered, select Change Password 
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Once Change Password has been selected, the system will log the member in (as long as the 

password meets the criteria)  

 

5. Purchasing the Membership 

From here, the individual should choose to “Buy a Membership” 

 

 
 

The screen will load memberships that are applicable to that individual i.e. you can only buy a 

membership for an over 18 member if you are over 18. This is dependant on the rules that the club 

have assigned to the schemes. Select the applicable membership scheme, followed by Add to Order 

 

 
 

The member can choose to add a product to purchase with the membership 
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The Review Membership Screen appears, if the process is complete i.e. no further memberships 

need to be added, select Review Order to pay for the membership 

Alternatively if other memberships need to be purchased i.e. a sibling or child membership, select 

Add Member 

 

 
 

Selecting Add Member will display a list of individuals that are already linked to this record by 

relationship (a child, wife, and partner)  

 

6. Adding additional Members 

 

Adding Memberships to existing relationships 

If the membership is to be purchased for an existing individual that is linked by relationship, select 

the tick box next to the name, followed by Buy Membership, this will then loop back to the 

membership tile screen mentioned above  where a membership type can be selected (note if a 

relationship does not exist then the member will either have to ask the club to add the relationship  

 

 
 

Adding Memberships to New Individuals 

 

If the existing relationships are not in place then it is possible to Add a new Adult or Youth.  
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Once selected, the member should enter the personal and contact details for the new member, 

followed by Next 

 

 
 

Once entered, the relationship list refreshes, displaying the new contact that has just been created. 

Select the tick box next to the individuals name that requires a membership to be assigned, followed 

by Buy Membership  

 

 
 

Select the applicable scheme, followed by Add to Order 
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Once added, the page will redirect to display the individuals that have been bundled together into 

the membership purchase, in this case there are now two. From here it would be possible to add 

additional members (either existing or new) by selecting add member and following the process 

demonstrated above.  

 

Alternatively, select Review Order to pay 

 

 
 

7. Paying for the Orders 

 

Reviewing the order will list all the outstanding orders (for memberships, in this case 2). Dependant 

on how the club have set up the memberships, the user can select how to pay, followed by Pay Now 
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Once Pay Now has been selected, dependant on the payment method selected, you will either be 

directed to a credit card screen or direct debit mandate screen 

 

 

 

 

 

 

 

 

 

 

 

 

Once the payment details have been entered and the payment has been successful, then an email 

will be triggered containing a receipt.   


