& TrailBlazer

Organize.Leverage. Succeed. How to Setup Different Payment Schedules for Events or Memberships
(Ex: Monthly, Quarterly, or Bi-Weekly)

Author: Kristenson, Joel
Last Updated: 2016-10-19

Overview

This article walks through the steps to setup alternate payment options for an event and/or membership portal. By default the only option turned
on is to pay in full, but you can offer your patrons and members the option to pay weekly, bi-weekly, monthly, quarterly, etc.

Here’s an example of what your payment options could look like:
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%600.00 Standard Dues - 35,000,000 - Above

$650.00 Premium Dues - $6,000,000 - Above

Product Information

DESCRIPTION PRICE QUANTITY
Monthy Magazine subscription %19.95 E|
0

p t Opti .
ayment Options Example payment options

visa @B =5 EE8 P.O. <« for an event or for a
@ Pay entire membership now (One-time) membership porl:aL
Pay membership in 4 guarterly payments
(Quarterhy)

Pay membership in 12 monthly payments (Monthly)
Order and Register

Description

Standard Member Benefits:

« 50% off any AAN hosted professional development workshop, webinar, seminar or
conference

« Access to benefits that include discounts on products, services and employee benefits.
Most of these benefits are applicable to everyone in your organization.

= Access to our online Professional Knowledge and Tools Center

« 4 Job Postings in our online Jobs Board
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« Tip: Read these articles or watch these videos to learn how to setup your events. Read this article to learn how to sell/track memberships.

Steps

1) Navigate to the Events list.
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o5 Settings  Help

Application Menu €

E| = &

Tazks

fs Dashboard

[ % Organization

4 § calendar/Tasks
@ Daily Calendar

1 EH Events I *—
3 Event Participants
@ Event Venues
G} Reminders

[ % Canwvassing

[» % Contact

i+ % Communications

[ 5 Financial

[ % System Manager

2) Search for and open the event/membership portal you want to enable alternate payments for. In my example | used a membership ‘event’
called “Become a Member”.
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1. Search for and open the event or membership ‘event’ that you want to create alternate payment
options for.

<g» Search [ Reset | 9F Mew ™| EH ¥ @ File ~ Edit ~ | (g Evenisl

"
7 Generl (s saL
‘g] 1] Events Active i
) Today & | pan
This Week i Start Date: [{ custom, according to dates below> vl
[] This Month H » B<> B
This Year 2 E
Last 10 Days >~ End Date: [{custum, according to dates below> vl
LL:tﬁDays = | [V1019/2006 v <> B
[l t lavs b
Last 90 Days - Event tracks contributions
Event is published to web

@Sort @Format ~ 3 Wrap DE Export &Print @Pivot .
Events [ 3 records found |

Track Close
Event Start End . . . Open A Summary ] .
o Event Name Date Date City State  Public E-I‘;jig:;b_ Pledges Contributions Count 1I'«lltlfﬂg;:;‘stratlon
28 azing Trails - The King's Trai isko :
28 Elazing Trails - The Ki Trail 5/15/2020 5/25/2020 | Abisk 00 13,117.00 |7 5/8/2020
Online Store - Trail Blazer Apparel 14/2014 12/31/2020 | Golden Valley 6/1/2014
& 58 Become a Member 1/1/2016 6/6/2079 | Golden Valley [MN 00 417,936.89 |952 3/7/2016
El 3 3 3 00 431,053.89 | 989

2. Click on the name of the event or membership portal to open the record card.

3) Navigate to the Financial > Setup > Setup.
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4) Select the radio button called ‘All purchasable items and donations will be eligible for installment payments’ and then navigate to the
Recurrence tab.
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File = Edit - X i '@‘u’iew Directory '@‘u’iew Page Become a Member [58]
Event Published Event Description
Event Name: Become a Member ‘iu % ) bﬁ &
Calendar Category: [[none} "] <p=<b><span style="font-size: 15px; color: #7EAT43">5tandard Member =«

Enable assignment of contributions and expenses Benefits: < fspan= < /b= <br /= <br />

Public Event (Publish to web site) B:#3226: 50% off any workshop, webinar, seminar or conference<br /> <br

s

Start Time: '

I 1/ 1/2016 11:51 AM B~ G#5226; 50% off any online purchase.<br /> <br />

End Time: 6/ 6/2079 12:00 AM E~-
G#E226; Access to benefits that incude discounts on products, services

7] Close Registration |24 (TiTE v| Beinne | Event _and employee_ be_neﬂts. Mast of these benefits are applicable to everyone

S in your organization. <br /= <br />
Close Time: | 3/ 7/2016 11:51 AM | =
|SaJ&s|Swnmary|GalJa’y|5E‘tUﬂ |User | 1

acy Settings

|
| Address | Contact | Products I Promos I Web Customization | Logo / Banner | Email Responsd]| Financial |

Setup | Recumence

Remove This Event From
[] Receipts from this event are ELI

jon Guery Results {Deduct from Donations)

or exclusion from donation query results.

Financial
Mote: Fundraizing Goal is used for
event "Maoney Bomb Tickers™

3. Navigate to the '‘Recurrence’ tab.

Fundraising Goal: .00

Allowed payment type for event

wiarning: Take caution when configuring this feature. Mixing donations WITH
tickets/products when recurring payments are enabled for example: weekly,
monthly, annually etc. will result in unwanted LARGE credit card payments. The
intention of this option is to allow an entire arder of tickets/products to be divided
into manthly payments. An example of this would be for registration or
memberships, paid over a period of time.

(@ All purchasable items and donations will be eligible for instalment payments.

") {System Default) No installment paymerts are allowed on this event.
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5) Under the Recurrence tab click the [+ New] button.

| Sales | Summary | Gallery | Setup | User

Address | Contact | Froducts | Promos | Web Customization | Logo / Banner | Email Response | Financial | Legacy Settings |

Eve * Recurrence Types [0 records found]

Create a new record. — Mumber
.ll [ h Description Default Sequence Payments

6) Check the boxes for the options you want to enable and then click [OK]
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Select Recumence Types

Single
nleekly
Biweekly
Maonthly
Quarterly

2
@ ok | |[DcCancel |

« Tip: after adding the options you can open them back up and further modify the description. For instance you can change the default for
‘Monthly’ to read something like ‘Monthly (12 Payments Per year’. Here’s an example:
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Event

Bvent Name: Become a Member

Calendar Category: [{nune}

)

Enahle assignment of cantributions and expenses
Public Event (Publish to web site)

Start Time: 1/ 1/2016 11:51 AM

@v

End Time: 6/ 6/2079 12:00 AM

[] Close Registration Before Event

@v

File > Edit + | 3¢ | «) | & View Directory @ View Page | Become a Member [58]
Published Event Description

I ey

<p*<b*<span style="font-size: 18px; color #TEAT43"> Standard Member
Benefits:</span=</b><br/=<br /=

GER226; 50% off any workshop, webinar, seminar or conference<br /=<br

S
GER226; 50% off any online purchase.<br /=<br />

GER226; Access to benefits that include discounts on products, services
and employee benefits. Most of these benefits are applicable to everyone

-

:

Close Time: | 3/ 7/2016 11:51 AM

in your organization.<br /= <br />

| Sales | Summary | Gallery | Setup | User |

| Address | Contact | Froducts | Promos | Web Customization | Logo / Banner | Email Response | Financial | Legacy Settings |

Recumence

m -
Bl MNew |Refr5h | EEuport &Prmt |

ent Re BMCe pes [6 records fo d

i Description Description Default Sequence ;'I:Frz:f‘rts
1 Single [Pay in Full 1% Single 100 1

2 Weekly (52 Payments Per Year] Weekly 200 52

3 Biweekly (26 Payments Per Year] Biweekly 300 26

4 Monthly (12 Payments Per Year} Monthly 400 12

5 Quarterly (4 Payments Per Year] Cuarterly 500 4

OWLEDGE BASE www.trailblz.com/kb 10
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7) Once you're finished customizing the names and add/removing payment options click [Save] and then click [View Page].
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File » Edit - | 3¢ | @ | & View Directony @ View Page |Become a Member [58]
Event Published Event Description
Event Name: Become a Member % B3 = | I
Calendar Category: ['II‘IGI‘IEI <p><b><span style="font-size: 13px; color: #TEAT43>5tandard Member =«

Enable sssi of ibufions and s Benefits:</span=</b=<br/=<br />

Public Event (Publish to web site) Bu#8226: 50% off any workshop, webinar, seminar or conference<br /= <br
I

Start Time: 1/ 1/2016 11:51 AM
End Time: 6/ 6/207912:00 AM

Bu#8226: 50% off any online purchase.<br /> <br />

E#EE226; Access to benefits that include discounts on products, services
and employee benefits. Most of these benefits are applicable to everyone

istrati Before Event
Close Registration in your arganization,<br /> <br />
Close Time: | 3/ 7/2016 11:51 AM B~ |

[Saes [ summay Gl S5 [0 |
| Address | Contact | Products | Promos | Web Customization | Logo / Banner | Email Response | Financial | Legacy Settings |
Secrorce
B New | [ Refresh | %} Export % Print |

Event Recurrence Types [6 records found]

_— _ MNumber
Description Description Default Sequence Payments

Single One Time Donation 100 1
Weekly Weekly
EBiweekly Biweekly
Monthly Monthly
Quarterly Quarterly
Annually Annually

=

1T | n |1 | | ra
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8) Your new options will now display on the event/membership page. My example is below.
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&TaiiBlazer

|

|

Membership

@® No Membership
$75.00 Individual Member (1 Year)

$100.00 Single Membership Plus (+) (1 Year)
$175.00 Company Membership (1 Year)
$300.00 Group Membership (Covers 4 People) (1 Year)

$5000.00 Lifetime Membership (Indv) (NO END DATE)

$10000.00 Lifetime Membership (Company) (NO END DATE)

NI gt e RN
Product Information
" DESCRIPTION PRICE
Test Product Free
S e T

Payment Options

VISA Q@O "% g P.O.

Example of how the
payment options look
after saving the new

@® Single (Pay in Full)
Weekly (52 Payments Per Year)
Biweekly (26 Payments Per Year)
Monthly (12 Payments Per Year)
Quarterly (4 Payments Per Year)

| Annuzlv (12 Pavments Per Year) |

Share: BEE e

& TrailBlazer

Organize.Leverage. Succeed.

QUANTITY

options in the event record.
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That concludes the steps. Continue reading to look through an example of what a checkout will look like for your patrons/membership as well as
how the data looks after it’s collected into the backend database.

Img 1 of 4 — Selecting What To Buy And Clicking [Order]

KNOWLEDGE BASE www.trailblz.com/kb 15
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Example: checking out using an ‘alternate’' payment options (paying in installments).

S.T';c;'iIBlazer

Membership

No Membership
@ $75.00 Individual Member (1 Year)
$100.00 Single Membership Plus (+) (1 Year)
$175.00 Company Membership (1 Year)
$300.00 Group Membership (Covers 4 People) (1 Year)
$5000.00 Lifetime Membership (Indv) (NO END DATE)

$10000.00 Lifetime Membership (Company) (NO END DATE)

Product Information

0 ' DESCRIPTION
Monthly Magazine Subscription (12 months)

Payment Options

VisA| @ | v ==

Single (Pay in Full}

P.O.

Weekly (52 Payments Per Year)

Biweekly (26 Payments Per Year)
R @ Monthly (12 Payments Per Year)
e Quarterly (4 Payments Per Year)
Annually (12 Payments Per Year)

Description

Share:

BHEE - o

PRICE QUANTITY

$150.00
o [f]

”""“'him uu\wmuml]mmnmu i

"';';'iﬁnn|uunmnnuummm i

ikt i}iiu'uiiilimnuml il

”ll” |, st i

w
!
i Ty l
il IIHI‘IHIIlIllIIIIIIIIIIIIIUII Illll i

N T

it Hlllllllllllllllllll IIIIlIlI!lIIlI

T

[ IIIHII i

(1w

I
1)
I
]
I
I

|
|
i
il
1]

Illlllllllllllllllllll IlIIIIIIIIIII”II
I

il

|

i um mm
i'"“ il ml IlllIIl Il]ll i ||| u]

I
i
Y
|
il

i
i
n
ul!l
i
]
I'
it

|
|
'
1
1
!
|
]
|
2
il

|
i |||m| um mn uu |
i umh mm mn m |

u |lmu;| n’ Ll

i m’nnu mul m

j
il
5}}

16


http://www.trailblz.com/kb

& TroilBlazer

Organize.Leverage. Succeed. How to Setup Different Payment Schedules for Events or Memberships
(Ex: Monthly, Quarterly, or Bi-Weekly)

Img 2 of 4 — Top-Half Of Checkout Page (Tip Displays About Installment Payments)
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This will display

when a patron/member
chooses to pay

in installments.

The money will
automatically
be deducted.

& lici/Blazer s

Trail Blazer World Headquarters
620 Mendelssohn Avenue North
Suite 186 Golden Valley, MM 55427

Order Summary

DESCRIPTION PRICE
INDIVIDUAL MEMBER (1 YEAR) $75.00

&  vour credit card will be charged $6.25 in 12 monthly payments.

Have you registered for a Demo Nongrofit - Joelevent before? click here to login.

Registration Information
Buyer Information
* First Name | 7]
*Last Name  grictenson
Phone | (g66) 909-8700

¥ Email jkristenson@traiblz.com

o Yes, I want to receve future email updates.

* Employer  Traj Blazer

* Occupation Dishwasher

* Job Title | professional Dishwasher

TOTAL DUE $75.00

flinJ E Y+ JESIE

&\ TrailBlaze

Organize. Leverage. Succeed.

Where

QTY TOTAL

Map Satellite
1 $75.00 )

8th Ave N
¢
=
@”"
[c}r‘c
-l
Go Map data 22016 Google

Trail Blazer World Headquary
620 Mendelssohn Avenue
Suite 186

Golden Valley, MN 55427

Add to my Calendar

Organizer

Trail Blazer Campai
(‘ 866-909-8700 1
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Img 3 of 4 — Bottom-Half Of Checkout Page (Selecting Credit Card As Payment Method)
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share: @GS G+l o

Payment Options \

Disclaimer

_ For the security conscious - You may notice this page does not display the padlock or https in the
address bar. However, the portion of the page above that captures your name and credit card
information is connected by secure server to our database provider (Trail Elazer). Their server 15
securing your credit card transaction. Depending on your browser, you can verify this by right
mouse dicking on the white space inside the the gray borders near your name and address, From the
menu select Properties. This will display the URL: https:/fwww. trailblz.info [DemoMonProfit
Jcontribute.aspx and a button that allows you to display Trail Blazer's secure certificate information,

Billing Information
* Address 19110 Golden Valley Rd.
Apt. 10
*Cty | Golden Valley
*State | Minnesota E|

*Zip Code  55427-4350

Payment Information
visA| @8 ™

Payment Type | yga E|

Name on Card  _Joe/ Kristenson

Card Number | 1334567890
Expiration | E| 5018 E| CW | 15a

20

. ¥
Please enterthe - f
code you see here

‘CRTCZ] I [
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Img 4 of 4 — Backend Database View Of Purchase (Amount Paid / Amount Open)

Event
Event Name: Become a Member
Calendar Category: [ [none) i ]

Enable assignment of contributions and expenses
Public Event (Publish to web site)

Start Time: 1/ 1/2016 11:51 AM

End Time: 6/ 6/2079 12:00 AM kg

Close Registration |24 Hours  ~ | Before Event

Close Time: | 3/ 7/2016 11:51 AM |

' File = Edit ~ | 3 | & & View Directory @1 View Page | Become a Member [58]
Published Event Description

LREE ¥y

=3

<pr<b><span style="font-size: 18px; color: #£TEAT43"> Standard Member  »
Benefits:</span></b=<br /> <br />

EE5226; 50% off any workshop, webinar, seminar or conference<br /> <br

E&E5226; 50% off any online purchase.<br /> <br />

This will reflect how much as actually been paid so
far and these counts will update automatically when
= the next payments come in.
/

&#8226; Access to benefits that include discounts on products, services
and employee benefits. Most of these benefits are applicable to everyone
in your organization.<br /> <br />

Sales |Smma'y|Gﬂery|SetLp IUser |

e

Orders | Order Lines | Tickets

yd

B New | [ Refresh | [ Sort B Format = 53 Wrap Dﬁ Export &Print ) Pivot |

DU Bres B [atm D e | SN amount pamemipe pmount Aot 2one e comment
56 10/19/2016 | 12796 Eristenson Joel Anders Completed 75.00 | VISA | 6.25 68,75 |— Testing for the KB on paying for events or memberships in ‘Installments’.

53 6/22/2016 | 14908 Almy-Testa Jocelyn COpen 75.00 | Invoice Me e

52 6/9/2016 | 148458 Mishiuchi Victaria Open 75.00 | Purchase Order .00 75.00

51 5/13/2016 | 14845 Frye Darothy COpen 75.00 | Will Be Mailing in a... .00 75.00

50 5/11/2016 | 14843 Nagui Al Open 75.00 | Will Be Mailing in a... 00 75.00

49 4/21/2016 | 14830 Yashinsky Stacy COpen 75.00 | Will Be Mailing in a... .00 75.00

42 4/1/2016 | 14824 Clark Meaghan Open 75.00 | Paid Over the Phon... 00 75.00

39 3/16/2016 | 14520 Hughes Kary COpen 175.00 | Paid Over the Phon... 00 175.00 Excited to be a member!!

33 3/10/2016 | 12542 Trail Blazer C... Open 175.00 | Purchase Order 00 175.00 Testing for a new kb on membership management, company purchasing a members...

31 3/10/2016 | 12796 Kristensaon Joel Anders Open 75.00 | Paid Over the Phon... .00 75.00 Testing for a new KB on membership management w/special email receipt specific to...
IE‘ 10 | | | 950.00 | | 6.25 | 943.75 |

KNOWLEDGE BASE www.trailblz.com/kb 21
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The related resources below link to a wide variety of articles and videos related to the event/membership system. If you need help with any of
this, don’t hesitate to contact our live support.

999

Trail Blazer

- YouTube Channel
- Knowledge Base Articles
- 3rd Party Resources

KNOWLEDGE BASE www.trailblz.com/kb 22
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Related Resources

Webpage: List of Merchant Gateways that Integrate with Trail Blazer

Article: Events 2014 — Part |

Article: Events 2014 — Part |l

Article: How to Add a New ‘Event’ to the Drop-Down List for Entering Contributions

Article: How to Print or Re-Print Event Tickets and Event Order Receipts from your Database

Article: How to Create Custom Email Responders for Specific Events — New 2016 Feature Upgrade

Article: Membership Management — Creating & Selling Memberships Online & Manually — Tracking Renewals, Sending Out YE ‘Statements’ &

Renewal E-Mails, and More (Nonprofit Only)

Article: Purchase Orders — Manually Enter an Order for Tickets, Products, or Memberships within an Event, and Record the Related Contribution

Record
Article: Manually Assigning Tickets to Specific Event Attendees (Ticket Holders) after the Original Purchase Order has been Created

Article: Add a Background Image to an Event

Article: How to Style your Event Pages — 4 Example Mock Events — Sample CSS Code with Descriptions

Article: Display your Logo as a Redirect Link for an Event

Article: Events 2013 | Coupon promo code error messages

Video Playlist: Events
Video: Events 2013
Video: Events — Remove Person from Event

Video: Events — pay for an event online

KNOWLEDGE BASE www.trailblz.com/kb 23
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http://www.trailblz.com/kb/?action=view&kb=256&cat=14
http://www.trailblz.com/kb/?action=view&kb=318&cat=14
http://www.trailblz.com/kb/?action=view&kb=301&cat=14
http://www.trailblz.com/kb/?action=view&kb=327&cat=14
http://www.trailblz.com/kb/?action=view&kb=315&cat=1
http://www.trailblz.com/kb/?action=view&kb=315&cat=1
http://www.trailblz.com/kb/?action=view&kb=244&cat=1
http://www.trailblz.com/kb/?action=view&kb=244&cat=1
http://www.trailblz.com/kb/?action=view&kb=317&cat=14
http://www.trailblz.com/kb/?action=view&kb=250&cat=14
http://www.trailblz.com/kb/?action=view&kb=297&cat=14
http://www.trailblz.com/kb/?action=view&kb=245&cat=14
http://www.trailblz.com/kb/?action=view&kb=209&cat=14
https://www.youtube.com/watch?v=5FVnO1WJQc8&list=PLgwwHL9t2abRXDWFeVhIvdAlOlvA_h-X5
https://www.youtube.com/watch?v=5FVnO1WJQc8&list=PLgwwHL9t2abRXDWFeVhIvdAlOlvA_h-X5
https://www.youtube.com/watch?v=-1Zy2YkbQak
https://www.youtube.com/watch?v=De9dkY7S8xE
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Video: Filtered Contribution Columns in Format

Trail Blazer Live Support

© Phone: 1-866-909-8700

® Email: support@trailblz.com

Bl Facebook: https://www.facebook.com/pages/Trail-Blazer-Software/64872951180
B2 Twitter: https://twitter.com/trailblazersoft

* As a policy we require that you have taken our intro training class before calling or emailing our live support team.
Click here to view our calendar for upcoming classes and events. Feel free to sign up other members on your team for the same training.

* After registering you’ll receive a confirmation email with the instructions for how to log into the GoToMeeting session where we host our live
interactive trainings.

* This service is included in your contract.
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