Newsletter for December 2007 from
Club Data Corporation

This newsletter is sent to Club Office users to:

« Remind you that there is a new software update for Club Office
on the Clubdata.Com website. There is no SQLPos update this
month.

o Provide helpful hints or information that you may find of value.

Software Updates:

Club Office software is being updated continuously, either to add new
features or report formats or to correct situations that has been
identified. It is our intention that all users on support will take the
time to update their software once a month, normally after month end,
so that everyone is on the "latest and greatest" version of code and
can take advantage of the latest features. In the download area on
the Club Data web site, download the file that includes SQLPos (or
does not include SQLPos) as appropriate for your club.

For December, 2007, there are only minor changes in Club Office that
will be largely un-noticed and there are no changes in SQLPos. There
is also a small change or 2 in the Events Manager.

What is important and is included in the 07.11.30a update however,
is:

e The updated PRINTW2 module is included for users who wish to
print their own 2007 W2 forms. The new module produces the
resulting data file that you transmit to the government in the
proper format for 2007 -- the feds change the format of
something inside the file every year.

After the 1° of the year, there will be tax table updates for payroll that
you should be planning to put in after your 2007 payroll processing
has been completed and before you start to process any 2008 payroll.

The instructions for updating the software start on page 4 at the end
of this newsletter.
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Preparation for Year End Payroll Processing:
As you prepare for your year end employee payroll processing, please
remember that the Federal and most State governments will reject
some or all tax documents that are either incorrect or inaccurate. We
suggest that you take the time now, prior to the end of the year, to
review all employee records to insure that:

e The social security number is correct.

e That the two position state code is correct (ie MN rather than MM

for the state of Minnesota, etc)
e That the employee addresses are correct.

Year End Tax Forms and Tax Form Processing:

A letter was sent to all clubs reminding you that we have W-2’s and 1099’s
available. We still have a few forms that have not been reserved. Should
you need either W-2's or 1099’s, please let us know as soon as possible.

If you would like Club Data to print your year end tax forms, please
contact Dave and let him know so he can place you on his schedule.

W-2's and 1099 Processing:

For those of you that are having us process your year end W-2's and
1099's, please send us your A/P and Payroll backup files after you have
processed your final A/P and Payroll runs for the year. You could send
just the A/P and the Payroll backups or you could send the entire data
base depending on what is easier for you.

% Club Office Pro - The ABC Club
Log Out BEEEES Info  Help

Backup/Restare

Swnc Clock wit k

Printer Setup

Mernofdail

Regenerate RPTwx

Change Password

Monitor

Spinners/Misc.

Employee Accounts
Manager Payable
Membership 8| Accounts |§ SOLPos
] Manager |8 Receivable |5 POS
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Year End Processing Activities:

As you plan for your year end processing, you may wish to review the
Year End Processing Activities document starting on page 5.

Holiday hours:

Our office will be closed on December 24", December 25", December
31%, and January 1st, 2008. Emergency support is available, of
course.

From the team at Club Data, have a tremendous holiday season.

Bill Hallberg
Club Data Sales and Support
952-941-0855

Please share this newsletter with all of your colleagues.
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Instructions for downloading updates from the Club Data
website:
1. In ClubData.Com, go to Customer Login and then go to Software
Updates. If you don’t remember your login information, call
Club Data.
2. Click on Club Office Professional

Club Data Customer Support

Quality software systems and exceplional customer service

Home Software Updates and Patches

Please click on a picture or link below to go to that respective download area.

Help/Procedures

Club Office Professional

FAQ

3. Result:

Club Data Customer Support

Quality software systems and exceptional customer service

Horme Club Office Updates & Patches
Software Updates Current Updates
Prior updates
Help/Procedures Supplemental Modules
How to Install a Club Office Update
FAg

Miscellaneous
Current U pdates (be sure to scroll down the list for any new items!)

updatecdco.exe - july 31, zoos LRI BT

Links INSTALL THIS RELEASE IF YOU DO NOT HAYE SQLPOS POINT OF SALE. This release
constitutes a complete release of all software modules, report templates and help files. After
. 1 installation, when you try to start Club Office, you'll be taken to the database update utility, Run
Main Web Site it and then start Club Office afterward.

updatecdcoplus.exe - July 31, 2006

INSTALL THIS RELEASE IF YOU DO HAYE SQLPOS POINT OF SALE. This is for users who have
SQLPos Point of Sale installed on their systems and it includes both the normal Club Office update
and SQLPos Point of Sale update in one installer package. Your SQLPos serial number is required
for installation. After installation and running the database update, you can distribute the
software update to the remote workstations via the SQLPos Control Panel,

Farms 2 Supplies

e For December, 2007, there is no “updatecdcoplus.exe so
just click on the updatecdco.exe Download Now button.
e Follow the instructions to update Club Office.
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Year End Processing Activities - 2007
There are certain processes that should be run at the end of the year
to insure that YTD reports run in the following year are meaningful,
that data bases are reset properly, and to allow for ongoing processing
as needed

Areas where year end processes need to be addressed are in:
e Accounts Payable

Accounts Receivable

Payroll

Inventory

General Ledger

Accounts Payable: If you print 1099s, the 2007 1099-MISC is the
same as 2006 and the software can print them for all vendors or
selective vendors who have hit the $600+ barrier.

1. Process 1099’s:

e Go into the Vendor module,

e Click FILE and choose EQY Functions.

e Select Recalculate Yearly Vendor Totals, using the FROM/TO
dates appropriate to the year in question. This will recalculate
vendor payments based on checks issued.

e Print 1099s.

2. Use the "End of Year Zero" Function to reset all vendors’ YTD
Purchases to zero

Printer setu iy
adiust PrintDMarg\ns Cancel Previous MNext Hodify Delete Save | Exit I
Lookup by vendor number T Tax D 416563439 Unpaid Invoices
+ Lookup by vendar name =
Ehange:avendarnunber Beseres and Green LTD 1099 Type r 1093-MISC Faid Invaices
ECY Functions Recalculate Yearly Vendor Totals G/ Acct  |gosn Show Split Detail
ks Adjust 1099 Forms printing
i Federal 1099-MISC VTD Purchases | 1) Checks
: Federal 1099-INT
City 5oyt Federal L099-0IY Current balance ] Mates
Sote iy I
Telephone  |B51-GE5-5048
Fav  |G1-665-5060 Tems  [30
Contact  [Howard Kalina Our account # (42205
Select an action button along the top of the screen.

When: This is to be done after the final checks have been written and
before the first checks for the New Year.
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Accounts Receivable: There is nothing to do in A/R other than to
make sure that December 2007's A/R has been finished. You probably
don't want the December journal entries to show up in 2008 business!
A/R is ongoing and runs month-to-month so there isn't a year-end
function for it.

Payroll: Make sure all employees have been paid whatever they're
supposed to have been paid, including bonuses, etc. so it all falls into
2007.

Important: If it's already January, 2008 and you need to issue a
bonus or something for 2007 payroll, you need to physically change
the computer's date to 12/31/2007 so that the check date is issued
into the correct year since the feds consider the "issue date" as the
determining factor for whether an employee's earnings apply to one
year or the next.

Otherwise, make sure the last payroll has been "finished" with
resulting journal entries. Then the normal payroll finish stuff happens
(W2s, etc., generating the data file to upload to the feds, and finally
the payroll year-end zero process that zeros employee totals getting
ready for the next year.)

i Admin @ Key Payroll -- TOMMY ANDERSON -- Job: BAR AND SERVERS
File REV LGS Reparts  Info  Help

L. Prink service charge workshest lear \Workspace Feconcile Payroll Checks | Reizsue Payioll Check | E it ]

| 2. Print warksheet For entering payrall

3., Print payroll entries audit report opees Jobs for this employee

First name Status - Job code Pay rate

4, Trial Process - caloulate payroll
5, Print payroll summary

Tommy T4afarking »
6. Print payroll register
7. Print deductions summary Kyle 1wérking am $10.00
. Print labor distribution - suramary Donald Tarking 201 $23.00 |
9. Print labor distribution - detailed
ek okt RINT CHECK Sonny 14forking

-

|11, Finish Payral

Quarkerlky Functions 3 Tax Reports L3 m

‘ear End Functions 4 m Cuarter 1 ,7
B ICESA Quarterly Diskettereation Quarter 2

Bar and Servers Al e*File Payroll Export Quarter 3 e
Payrate | 15.00 Holiday 0T | Quarter 4 Ermnp Purch.

Total payrall issued this session: Beda | Persanal Mote oK |

Payroll Workspace
Payliate Emp # | Job code | Pay rate ‘ FegHrs 0/T Hrs Hal Hrs | “Yac Hrs I Sick Hrs l Gross]
Type the number of regular hours worked, and press ENTER
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S0 W N LR N e

Reports i
Print service charge worksheet
Print worksheet for entering payroll
Print payroll entries audit report
Trial Process - calculate payroll
Print payroll summary

Print payroll register

Print deductions summary

. Print labor distribution - summary
Frint: labor distribution - detailed

1. Finish Payral

Quarterly Functions

Bar and Servers

4 Admin @ Key Payroll - TOMMY ANDERSON -- Job: BAR AND SERVERS
Help

ear Workspace Reconcile Payroll Checks | Reizsus Paprall Check | Exit |
oyees Jobz for thiz employes
First name Status = Job code Pay rate
Eyle T4wfarking am $10.00
[ronald T4forking 2m $23.00
bl Sonny T-wiorking =

W-2

I

‘ear End Payroll Summary Repart
Farms W2 Diskette

Wacation hrs Decl. Tips I

i— Meals i—
i_ War Deduc i_

Pay rate i 15.00 Other pay Emp Purch. i
Total payroll issued this session: I Fedo | Perzonal Note OF |
Payroll ‘Workspace
I Payliate | Ermp # l Job code l Fay rate | FegHrz [ 04T Hrs l Huol Hrs ] Wac Hrs ] Sick Hrs l Grnssl

Type the number of reqular hours worked. and press ENTER .

roll

Clear Workspace

dmin @ Key Payroll -- TOMMY ANDERSON -- Job: BAR AND SERVERS

Reconcile Payrall Checks | Reizsue Paproll Check | Exit ]

Employess Jobs for this employes
| Employee #| Last name Firet name Job code Pay rate
2| Kendiick Eyle 14forking am $10.00
3| Rogers Donald 1-wiarking 2m k $23.00
4| Merkle Sonny T-wfarking =

Date  [20081220
Employes & 1

Bar and Servers

Pay rate 15.00

Fegular hrs 140—
Regular 0/T i_
Haoliday his i—
Holiday 0./T i_

Total payrall issued this session:

Payroll Workspac

Finish Year-End? 4

2

The year-end process zeros all values and prepares the
syskem for the coming vear. The process is permanent; the
OMLY un-do available is via restaring From a backup,

EBefore continuing, be sure that any reports/formsfetc.
have been printed For the current year,

Papliate Emp # l

Job code l Pay rate

l Reg Hrs l 0.7 Hrs ] Hal Hrs l ‘ac Hrs ] Sick Hrs ] Grossl

Type the number of regular hours worked. and press ENTER
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Inventory: Depending on your inventory control processes, you may
want to take one of several steps to either update your inventory on
hand quantities and / or update the quantities and pass the correct
numbers to the general ledger.

Refresh the Inventory Quantities. This is a periodic process primarily
for SQLPos users to take the sales transactions and decrement
inventory and pass applicable sales data to the General Ledger.

Once inventory has been updated, you may want to take a physical
inventory and make adjustments to Club Office as necessary.

Note: If inventory has been expensed at receipt time, just knowing
the inventory quantities in stock compared to the expected quantities
may just be an exercise in inventory awareness.

i = Admin @ Inventory
Fle Reports Info Help
Lookup Add Single ke | Add Multi ltems | Previous | Mest LCancel Save Delete Exit |

L e e e |1850 Al #: |155g
Inventory dept code....ccccooe. [Men UPC: [+1950¢ Oty & Storeroom & IU—
Description............. ~ |Stripe Clima rterlock Palo butter fwht ity @ Stareroom B ID—
Order urit [pRG).. e I]T Oty (3 Mens Locker ID—
CurtentFrevious/Avg cost....... [2600 | on ] [ty & Womens Locker ﬁ
Total value onhand................... lgg— (g cost = gty af hand) [ty (3 Primary Sales ]g—
Wendor # [5 Jevendor not found: Total Oty on hand IU—
Wendors SKU. oo ’m— Optimurm gty on hand.. ID—
Retail price............ . w_ Alternate retail price.... W Minimum gty on hand.. ID—
EREIISEE e W Over/[understack)........ ]7
Service charge % [Ex .15 =15%) W Reaorder quantity....... ]g—
Sales tax % [Ex (65 = £.5%) W Suggested order ]—
G/L Acct - Inventon................... m_ Oty o order.............. ID—
G/L Acct Cost of Goods............ m_
G/L Acct Sales Discounts........... W Fiefresh Inventon) Quantities |
Show in SOLPos [O=no. 1=yes] ’1— L%

When: This is normally done prior to year end so year end /new year
financials reflect the proper inventory and / or expenses.
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The Inventory Journal Posting Report identifies transactions and
amounts that have been passed to the G/L. If inventory has been
expensed, these transactions should be deleted.

Inventory Journal Posting Report Report date: 20061220 Page 1
The ABC Club
Group G/L foct Type Amourt Status  Reason User Per  Chis#d and
20061220 @15:01:56 %
1065 000 Suspense Account (Clear wiJE) A 3.00 N ITY-Cogs-3 Admin 1
1056.000 Suspense Account (Clear w/ilE) A (2000 N ITY-Cogs2 Admin 1
10465.000 Suspense Account (Clear w/JE) A 13.90 N IT-Disc-3 Admin 1"
3042.000 hsc Food 1 (12000 N ITY-Disc-3 Admin 1
10465.000 Suspense Account (Clear w/JE) A 899 N IT-Digc- 104 Admin 1"
2040.000 The Timbers Dining 1 2.90) N ITY-Dige- 104 Admin 1
10465.000 Suspense Account (Clear w/JE) A 149 N IT-Digc-200 Admin 1"
2040 000 The Timbers Dining I (15 N ITY-Disc-200 Admin 1
10465.000 Suspense Account (Clear w/JE) A 25.00 N IT-Cogs-201 Admin 1"
1055.000 Suspense Account (Clear wiJE) A (25000 N ITY-Cogs-201 Admiin 1
10465.000 Suspense Account (Clear w/JE) A 1.00 N IT-Digc-fi11 Admin 1"
2044000 Mizc NIA Bewerage 1 .00y N ITY-Dige-G11 Admin 1
1055.000 Suspense Account (Clear w/JE) A 200 ] ITY-Disc-612 Admin 1"
3044000 hzc NAA Bewerage 1 (2.00) N IT-Dise-612 Admin 1
10465.000 Suspense Account (Clear w/JE) A 4.00 N ITY-Cogs-825 Admin 1"
1055.000 Suspense Account (Clear whJE) A 4003 N ITY-Cogs-825 Admiin 1
1055.000 Suspense Account (Clear w/JE) A £.00 N ITY-Disc-839 Admin 1"
3046 000 hizc ALC Bewerage 1 (fi 00} N ITY-Disc-534 Admin 11
1055.000 Suspense Account (Clear w/JE) A 60.00 ] ITY-Cogs-1130 Admin 1"
1055.000 Suspense Account (Clear wh.)E) A B0.00) N ITY-Cogs-1130 Admiin 1
1065.000 Suspense Account (Clear w/JE) A 39.00 ] ITY-Cogs-1440 Admin 1"
1055.000 Suspense Account (Clear wiJE) A (29000 N ITY-Cogs-1440 Admin 1
0.000 (153000 N ITY-Digc-7000 Admin 1
2400 000 Prize honey Payahle L 163 .00 H ITY-Dise-T000 Admin 11

A cycle count taken at year end to record stock status quantities might
create inventory financial transactions that you may want to keep or
delete.

General Ledger - If all journal entries (or all you expect, anyway) are
done and it's January, make sure your G/L period is set to period 12.
Repost the journal and print all of your reports. Then:
e Make sure nobody is in the system at all
e Make a backup of the whole system, and finally,
e Click the EQY button toward the top-right of the G/L module. It
will ask a few simple questions and then it'll be off and doing its
stuff.

Finishing the year is quite quick (only a moment or two, really) and
when it's done, you'll be in period 1 of the next fiscal year with only
balance sheet items having a balances forward and income while
expense accounts are set to zero. Once in period 1, you can repost
period 1 to get up to speed and show numbers for period 1.

Income and expense items will be zeroed and will be placed into a
balance forward retained earnings account as defined in the “"G/L Acct
Prior Year’s Surplus” field on the G/L configuration screen. (below)

If you are not ready to close the year, the system will allow you to
keep the old year and the current year open simultaneously. It will
take you into period 13, 14, or 15, as the calendar date moves on.
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You can close periods 12, 13 or 14 (but not 15) without closing the
year. When ready to close the year, change the G/L period back to
period 12 and proceed to close the year.

*" Config G/IL
File B&lsi<ge Info Help
G Ledger Config (
Inquire only access level g Fiscal Year starting month ,1—/ Exit
Update/Edit access level [D_ urrent accounting period ﬁ§—
EOM Close access level ,‘g; GAL Acct: Prior year's surplus W " Disallow Prior Period Journal Ertiies

ECY Close access level  [p G/L Acct Cunent year's profit — [2327 Current G/L Status [2006-Open

General Leduyer Sccount Setup Grid
Acct # | Account Mame Tvpe Ll Col | Group Balfwd | Statement Description =
» 1005.000 | Cash-undeposited & il 1 1030 $0.00 | Thank Yo
1010.000 | Bank Checking A 1 1 1030 $25851 54 | Thank You
1020.000 | Petty Cash A 1 1 1030 4127 40
1030.000 | Total Cash A 2 2 $2997594
1040.000 | Other Cash A il 1 1099 $0.00
1045.000 | Credit Cards A 1 1 $0.00
1050.000 | Receivables A 1 1 $24 07994
1095.000 | Suspenze Accourt (Clear w/JE) A 3 1 §347 25
1060.000 | Bonds A 1 1 $0.00
1070.000 | Savings Acct & 1 1 $0.00
1080.000 | Certificates A 1 1 ($3,706.82)
1090000 | Total Other Cash A 2 2 F20720 o
b odify 1 Add Acct ] 0K ] Delete ]

Type a number between 1-12

Serious Note: When you are in periods after 12 (ie period 13), be
very certain to place all batches into the period that you intend. For
example, in A/P, if you place the batch in period 1, it will be in
period 1 of the “old” year. If you put itin period 13, it will be in
period 1 of the new year. Be very careful when assigning
periods when you have not closed out the year.

Also, close your year as soon as possible to avoid complications.
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Backup? Did we ever say backup? Backups are really important at this
time of the year. Before you do any year-end stuff for any of the
modules, you should make a full backup of the whole system. This
gives you something to go back to in case you need it (nobody ever
has, to my knowledge, but it's sure nice to have). Year-end processes
are permanent and there is no "undo" button. The only way back is to
restore from a backup.

Backups cannot be made when users are in the system!
Backup Methods:
e Copy the entire CDCO folder and the entire CDCONODE folder
and place on a CD or other storage device.
e Go into the pyramid / utilities / backup.

« Club Office Pro - The ABC Club EEE
Log Quk BAEITTEES Info  Help

B JRestare

Sync Clock wik k

Frinker Setup

Mernotail

Fegenerate RPT:xx

Change Passward bd Asset

Maonitar anager

SpinnersMisc, r - -

=
Employee Payroll Accounts ’
Manager M anager Payable

# Membership Account: | SOLPos General
M anager Receivable POS Ledger

TF __ ,_;-_-D'ﬁice
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Backup/Restore 06.11.30a - Using drive: E
G Info Help

Mormal

Restore DATA and PHOTOS

Custom Restare

Backup DATA ONLY Restore DATA ONLY

Backup PHOTOS ONLY Restore PHOTOS OMLY

Backup PAYROLL ONLY Restore PAYROLL ONLY

Backup A/P ONLY Restore AP OMLY

Backup AR ONLY Restore AR ONLY
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