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RecTrac 3.1 Golf Memberships - Overview
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Step 1: From the Tee Sheet, click on the ‘Touch’ tab. 

Step 2: Click on the navigation button that is for your pass memberships. This button might say 
‘Memberships’ or ‘Punch Cards’, or something else similar. 

RecTrac 3.1 Selling a Golf Membership

Navy golf courses generally sell memberships. Memberships come in many different flavors. Some 
examples:

- Annual play
- Monthly play
- Annual play with a cart
- 10 punch play card
- 10 punch cart card
- Weekday only membership

Memberships can be used to track golf play as well as carts. Punch cards are sold and renewed just 
like a normal membership. 
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Step 3: Click on the button for the membership you want to sell. The ‘Global Sales Lookup’ screen 
will appear. 

- If the customer already has an account in the system, enter in their last name into the ‘Lookup’ 
box and hit enter/click search. Then highlight and select their account. 

- If the customer does not have an account, click ‘Add’ in the bottom left and fill out the required 
fields to add their customer account into the system. 

Note: If the customer account has multiple family members, you will be prompted to select which 
family member is buying the membership. 

RecTrac 3.1 Selling a Golf Membership cont. 
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Step 3: If this is an annual membership 
the ‘Membership details screen will 
appear. Click continue.  Otherwise, the 
membership will appear in the 
shopping cart. Finish the transaction by 
taking a payment. A sample receipt is 
shown below. 

RecTrac 3.1 Selling a Golf Membership cont. 
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Step 1: Follow the steps as if you are selling the customer a membership. Once you select the 
membership they already have, the following message will display. Click yes to continue. 

RecTrac 3.1 Renewing a Golf Membership

For Annual Memberships: the following screen will display. Accept the default dates and click 
continue. The date will be extended out based on the kind of membership that is being purchased. 

Note: You can select a different membership type to renew into if needed. Example: customer had 
a monthly membership and now wants to change to an annual. 
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RecTrac 3.1 Renewing a Golf Membership cont. 

For Punch Card Memberships: the following screen will display. The only difference from an 
annual membership is the ‘Punch Visits Sold’ box. This is the amount of punches that will be 
ADDED to the current memberships

In either case, click ‘Continue’ to move the renewal to the shopping cart. 

Step 2: With the renewal in the shopping cart, finish the transaction by taking a payment. A sample 
receipt for a punch card renewal is shown below. 
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Step 1: Check the member in through the tee sheet normally. If the above criteria is met for their 
membership, the following window will display:

RecTrac 3.1 “Auto-renewing” a Golf Membership

When checking in a member through the tee sheet, the system will check their membership dates 
or punches remaining and alert you to renew the membership. The alert is based on:

- 7 days until a “time” based membership (annual, monthly etc) will expire. 

- 3 punches remaining on a punch card. 

Continue – proceed with the normal check in process. 

Cancel – cancel the check in process. 

Auto Pass Renewal Continue – Pressing this button will continue the check in process AND 
automatically renew their membership/punch card. 

Step 2: Finish the transaction normally. Notice the 
membership renewal in the cart. 


