Instructions to Add/Change Recurring Payments (autopay) in DACdb

Note: You can see your existing Recurring Payments at the bottom of the page in Step 3. Click the pencilicon to edit and
follow instructions below.
If you have questions re this process, please contact Lorraine Dorsa (Treasurer) or Ed Dalton (Webmaster)

Step 1: Log on to DACdb and Click on MyData
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Step 2: Select $ Finance Center, then Select Operating (Club) or Foundation
Note — you will have do the following steps twice — once for the Club, the other for the Foundation. You do not have to
enter your credit card/bank information the second time, instead click the down arrow by the Payment box and select
your previously entered credit card/bank instead)
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Step 3: Click on blue “Click Here to Pay On-Line” box or yellow “Add New Recurring Payments” button

Your view may vary depending on whether or not you have or had a recurring payments in the past.

Yout cannot modfity an existing Recurring Payment; you must first delete it, then add a new one.
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Thank you for starting the recurring process with DACdb. Based on user feedback, we know this is not the desired user experience, so we are developing an entirely
new interface. Please bear with us as we endeavor to release the new user experience on or about May 15, 2025.
Recurring Scheduled Payments: Operating Ponte Vedra Beach - 2715 [TM] 4 Ao Hew Recuming Payment

Step 4: Complete form as follows, then Click red Schedule Recurring Payments button
Amount 0.00 DACdb reads “0.00” as meaning your outstanding balance
Period Mthly  Select Mthly and Start Date = the 5" of the next month
Start Date xx/05/202x  Your accountis charged on the 5th of each month if you have a balance; if not, no charge



Step 5: Click to confirm you agree to be charged your full balance

Step 6: Enter your card/ACH information & Click the blue Store button, then the blue Continue button

If you do not see this screen, please check your pop-up blockers/system security
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Payment method ending in 2008 will be used for future payments.
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Step 7: Click Close this Page box
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PAYMENT METHOD ACCEPTED

Your Payment Method details have been securely stored with our payment
processor and your recurring has been DACdb does not
store your Payment Method details.

You can manage your recurring transactions under MyData -» Finance Center

Account: Operating Ponte Vedra Beach - 2715

Close this page

Step 8: Click red Activate button
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store you payment method to activate you account. DACAb never stores your credit card or banking information.
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@ Schedule Recurring Payments for: @ Account Balance

* Name on Account:  orraine Dorsa I

QEEE)

* Amount: 0.00

If the Amount entered here is $0.00, the full amount of the outstanding balance (up to $500.00) will be submitted for payment. Other amounts must
be at least $10.00.

* Period: Select your recurring interval by selecting a month-based interval from the drop-down below.
(Monthly) - Once a Month v

1f you select “Immediate Payment” above, the payment will be run early in the morming of the next day if a balance is due. No action is taken if your
balance is zero,

Payment Method:  (acTivaTION PENDING)

Success!



