Procedure for dropping and reinstating memberships when using BillHighway
During the reconciliation process between the Locals, GrowthZone, BillHighway and NAHB it has come to light that many of the “Error Code: -1 - Invalid Renewed Member Subscription Inv Id” or the new “Payment Failure - The membership you are attempting to pay for maybe expired or contains invalid membership numbers in the association record. Please contact [Tenant Name] for further assistance.” are due to a procedural error. This document will outline the instructions for dropping and reinstating expired memberships.
When using BillHighway the membership grace period is 30 days past due and then the membership needs to be dropped. If it is not dropped and the member attempts to pay the invoice, they (or you) will receive the error(s) above. Below please find the instructions to help decrease the instances of this error.
- On or near the first of each month, run the Collections Details Report using the following criteria.
· Invoice Date Between – This should be the date range of the expiration month you’re going to drop. I set for the full month so that expiration/next bill dates can be updated.
· Good/Service Type – Set this to Membership Dues
· Only Show Past Due – Check this box Your report should look something like this: https://www.screencast.com/t/v5DvmJyXv
- The contact name column is a hyperlink to the contact record, start at the top and open the contact record. Verify that the member is over their 30-day grace period if it is, drop membership. 
· Memberships > Actions > Drop Membership: https://www.screencast.com/t/WCnlzSAjf
· You will presented with an Edit Drop Membership screen: https://www.screencast.com/t/LW244wCAYuKI
· Select a Reason, enter a Notes (required), Write Off invoices that you will not be collecting
· Change user Access Level to the desired level
- Member decides to renew after the grace period has passed and membership has been dropped.
· Contacts > Contact Record > Memberships > Actions > Re-Activate Membership: https://www.screencast.com/t/MBbBNxzneef
· Review all of the information is correct, and it is the correct membership type and next bill date (cannot be in the past): https://www.screencast.com/t/lKMqgZC8Pss
· Click into the re-activated membership and remove the MSN and MSIID since these will both change now, they will be updated via BillHighway processing: https://www.screencast.com/t/aLx6lrPneJR
