
 

 

Using the new Auto Prorate Feature in MMS 

 

In order to make the implementation easier of the new law change to have all members’ dues expire on May 31st, 

several changes have been made to MMS.  This introduction to those features will be broken down into 2 parts.   

1. Aeries and Auxiliaries that currently collect dues using the Follows Anniversary (Annual) dues type. 

(Click here to jump to the Duration (Everyone Expires Same Day) dues type.) 

The Follows Anniversary or Annual dues type means that each member has a different expiration date based upon his or 

her anniversary of joining.  These clubs have not had to use any type of proration in the past, because every new 

member paid for a full year at the start.  Because these clubs will be changing to a once a year expiration date (May 

31st), members will have to pay a prorated amount to get their expiration date “in sync”. 

There is no need to change any member’s expiration date until their current dues have expired.  The Auto Prorate 

feature makes it easy to take the proper amount for dues for the partial year between their expiration date and May 

31st.  This means that the conversion of all members to having the May 31st expiration date will happen gradually over 

the next year.  (Or more for members that have paid up for multiple years.) 

If a member currently has a May 31st expiration date, nothing special needs to be done.  Collect their dues as you 

normally would. 

For an example of someone whose expiration date is not May 31st, we will be showing John Jones (fictitious).  His 

Member screen looks like this: 



 

You can see that his dues expire on 1/31/2016.  In order for him to sync with the May 31st date, he needs to pay 4 

months’ worth of dues.  To do this, follow these steps: 

a. Press the Auto Prorate Button, the screen changes to: 

 
b. Press the down arrow on the Dues type drop down to get: 

 



c. Choose one of the Dues types.  In this example we will choose the first DUES - $35.00.  This changes the screen 

to:  

d. You can see that a handy chart appears.  It shows exactly what dues will be charged for each month.  Since this 

member expires in January, we look at the Jan line.  You can either collect 4 months’ worth of dues to make 

them paid until 5/31/2016 or collect 16 months’ worth of dues to may them paid until 5/31/2017.  You then 

enter that number of months into the # Months box. In our example, we’ll enter 4 months: 

 
e. As you see, the Amount is automatically calculated.  It takes 1/12 of the total due ($35/12 = 2.91666) and 

multiplies it by the number of months (4) to get 11.666666.  All amounts are rounded such that any fraction of a 

cent is rounded to the next cent. 

f. You can now enter a memo, or you can wait until after you enter the Expiration.  We enter 5/31/2016 to get:  

 
g. The system automatically will place this in the Memo field, IF nothing else is there.  It is a convenient double-

check on the number of months.  It explicitly shows that this payment covers 1/31/2016 until 5/31/2016, which 

is exactly what we want. 

h. Press the Add Payment button to save the payment and the screen goes back to: 

 
i. You see that the new payment is now the active payment and you can print a dues receipt for it. 

j. The  can be clicked to display this document as a help. 



As you are aware, a Dues payment can be broken down into different funds.  These payments are broken up in a 

proportional manner.  For this example, the Payment Setup screen for this payment type looks like: 

 

Our example 4 month payment places $6.67 into the General Fund and $5.00 into the Benefit Fund.  Each value is 4/12 

of each Funds’ portion. 



The preceding instructions are for getting a member in sync with the May 31st date.  Auto Prorate will primarily be used 

when adding new or re-enrolled members.  As such, they are entered on the Batch Entry screen: 

 

The steps are exactly the same as for the Member screen.  I will list them again without screen caps: 

a. Press the Auto Prorate button. 

b. Press the down arrow on the Dues type drop down. 

c. Choose a dues type.  The helpful Auto Prorate Dues Amounts chart appears. 

d. Determine, based upon when the dues are received, how many months the dues need to cover.  For Instance, if 

a new member is joining in August, you would choose either 9 or 21 months to make their Expiration Date be 

5/31/2016 or 5/31/2017. 

e. Amount is calculated.  

f. Enter Expiration date.   

g. The system will automatically place a memo such as “Dues from 8/31/2015 to 5/31/2016”. 

h. Press the Add Payment button, and you are done. 

 

 

 

  



2. Aeries and Auxiliaries that currently collect dues using the Duration (Everyone Expires Same Day) 

Dues type. 

If you have been using the Duration (Everyone Expires Same Day) dues type, you are familiar with prorating dues.  MMS 

has a system for prorating dues in place, and if you are happy using it, you may still use it going forward.  

Auto Prorate is an alternative to the existing Proration system.  IT DOES NOT REPLACE IT. 

However, you may find that Auto Prorate is easier to understand, and you are welcome to use it instead of the existing 

way. 

Your job, whether using existing Proration or Auto Prorate is to make sure that when members’ dues expire, they paid 

dues that expire on May 31st. If your club’s expiration date is not already May 31st, members will have to pay a prorated 

amount to get their expiration date “in sync”. 

There is no need to change any member’s expiration date until their current dues have expired.  The Auto Prorate 

feature makes it easy to take the proper amount for dues for the partial year between their expiration date and May 

31st.  This means that the conversion of all members to having the May 31st expiration date will happen the next time 

that your dues are due. 

If a club currently has May 31st as their expiration date, nothing special needs to be done.  Collect their dues as you 

normally would. 

As an example, we will be using a current member, John Jones (fictitious).  His club’s expiration date is 1/31/2015.  His 

Member screen looks like this: 

 

You can see that his dues expire on 1/31/2016.  In order for him to sync with the May 31st date, he needs to pay 4 

months’ worth of dues.  To do this, follow these steps: 



k. Press the Auto Prorate Button, the screen changes to: 

 
l. Press the down arrow on the Dues type drop down to get: 

 
m. Choose one of the Dues types.  In this example we will choose the first DUES - $35.00.  This changes the screen 

to:  

n. You can see that a handy chart appears.  It shows exactly what dues will be charged for each month.  Since this 

member expires in January, we look at the Jan line.  You can either collect 4 months’ worth of dues to make 

them paid until 5/31/2016 or collect 16 months’ worth of dues to may them paid until 5/31/2017.  You then 

enter that number of months into the # Months box. In our example, we’ll enter 4 months: 

 
o. As you see, the Amount is automatically calculated.  It takes 1/12 of the total due ($35/12 = 2.91666) and 

multiplies it by the number of months (4) to get 11.666666.  All amounts are rounded such that any fraction of a 

cent is rounded to the next cent. 



p. You can now enter a memo, or you can wait until after you enter the Expiration.  We enter 5/31/2016 to get:  

 
q. The system automatically will place this in the Memo field, IF nothing else is there.  It is a convenient double-

check on the number of months.  It explicitly shows that this payment covers 1/31/2016 until 5/31/2016, which 

is exactly what we want. 

r. Press the Add Payment button to save the payment and the screen goes back to: 

 
s. You see that the new payment is now the active payment and you can print a dues receipt for it. 

t. The  can be clicked to display this document as a help. 

As you are aware, a Dues payment can be broken down into different funds.  These payments are broken up in a 

proportional manner.  For this example, the Payment Setup screen for this payment type looks like: 

 



Which means that in the existing Proration, each month needs to be $3.00 ($1.72 + 1.28).  The Auto Prorate function 

ignores the Prorated Amounts column.  Choosing 4 months of Auto Prorate would be $11.67, NOT $12.00 and would be 

divided into $6.67 for the General Fund and $5.00 for the Benefit Fund. Each value is 4/12 of each Funds’ portion. 

 

The preceding instructions are for getting a member in sync with the May 31st date.  Auto Prorate will primarily be used 

when adding new or re-enrolled members.  As such, they are entered on the Batch Entry screen: 

 

The steps are exactly the same as for the Member screen.  I will list them again without screen caps: 

i. Press the Auto Prorate button. 

j. Press the down arrow on the Dues type drop down. 

k. Choose a dues type.  The helpful Auto Prorate Dues Amounts chart appears. 

l. Determine, based upon when the dues are received, how many months the dues need to cover.  For Instance, if 

a new member is joining in August, you would choose either 9 or 21 months to make their Expiration Date be 

5/31/2016 or 5/31/2017. 

m. Amount is calculated.  

n. Enter Expiration date.   

o. The system will automatically place a memo such as “Dues from 8/31/2015 to 5/31/2016”. 

p. Press the Add Payment button, and you are done. 

 

Again, you have already been using the existing Proration for new members.  If you are happy with that, please continue 

to use it.  Auto Prorate is just an attempt to make Proration easier. 


