
 
 

Reactivating a membership that has lapsed: 

This is a 2 step process – and it is imperative that both steps are completed – 

just ‘reactivating’ a previous lapsed membership is not enough!! 

• Step 1 In Membership Management look up the customer in question, 

once you have their details up select ‘Reactivate’ as below and follow 

the wizard prompt: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Next  

3. Finish  

1. Reactivate  



 
 

• Step 2 Once you have completed the wizard to ‘Reactivate’ you then go 

to ‘Upgrade’ in Memebership Management – follow the wizard to select 

the appropriate membership, be it PAYG, Single All Sites  

• If it is to restart a previous lapsed Direct Debit you MUST, ‘create new’ 

and reenter the Bank Account details – if you don’t, it may reactivate the 

membership but not collect monies in the first or ongoing collections. 

 

  

 

Once 

this has 

been 

competed – and as a final check go into ‘Forward Billing’ in Membership 

Management and check that there is forward billing.  If you have followed all 

these steps and there is no forward billing you may need to delete the 

termanitation date under the ‘Agreement’ tab – see below: 

 

 

 

 

 



 
 

 

**There should be no termination date in against an active member.** 

 

 

 

 

 

  


