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Chapter 1 – Introduction

Welcome to ClubExpress, the most powerful tool on the Internet for managing
hobby and enthusiast clubs, sports and leisure clubs, social clubs, homeowner
and condo associations, fraternities and alumni clubs, community service clubs,
and professional and trade associations of all kinds.

ClubExpress was designed to allow you to move the administration of your club
or association entirely online. ClubExpress handles your membership database,
signups and renewals, committees, documents, photos, videos, discussion
forums, event calendar and registration, merchandise sales, surveys, and
financial management using the Internet. And if your club or association has
chapters, districts and regions, ClubExpress supports subgroup administrators,
reports and functionality throughout the system.

Every club or association signing up for ClubExpress gets a public website with
content for visitors promoting the organization and its activities. Members log in
to see members-only content, including a complete membership directory and
profile. Other functions such as discussion forums are also reserved for
members-only. When administrators log in, they have access to additional
screens and functions for managing the organization, including financial tracking,
website configuration, event management, data export and other tasks.

In the coming months, we will be adding many more features based on the
feedback we receive from our customers. So if there’s a particular feature you
need, just let us know; the more clubs and associations that request it, the
quicker it moves up the priority list.

THIS MANUAL

This manual is a complete reference to ClubExpress, designed for club or
association administrators. It includes everything that administrators need to
configure their website and manage the organization. Some sections of the
manual are also relevant for members and module coordinators, but there is a
separate manual available for these users.

Some functionality within ClubExpress applies only to clubs that have chapters,
districts or regions, subgroups within the main club or association. If your club
does not have these subgroups, this functionality will be completely hidden. If
functionality applies to subgroups, it is described with the icon to the left.

Within ClubExpress, every screen also includes a link to an online help system
that includes all of the material in this manual.

And if anything is not clear, you are always welcome to call us toll-free at 1-866-
HLP-CLUB (866-457-2582) and we will gladly explain what you need to know.
Your ClubExpress subscription includes unlimited support.
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Chapter 2 – Understanding the ClubExpress Model

INTRODUCTION

This chapter explains how Clu
association with its own website, member login and database, renewals,
discussion forums and other features.

THE CLUBEXPRESS

Figure 2.1 – The ClubExpress Platform

As shown in Figure 2.1, Club
servers in the data center provided by a commercial
company. This company provides multiple hi
to ensure redundant paths for your data and to provi
They also provide and maintain firewalls to protect your data.

Within the platform is a sophisticated database that is used to store everything
associated with your club or association, including member information, the
content of your website, financial transactions and even the photos used on
various pages.

Users access the platform, and the website for a club or association hosted on
that platform by opening an Internet browser and surfing to the site.
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Users access the platform, and the website for a club or association hosted on
that platform by opening an Internet browser and surfing to the site.
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CLUBEXPRESS.COM AND

Figure 2.2 – ClubExpress.com

ClubExpress.com describes our product and service to prospective customers. It
is also built using the ClubExpress platform.

Figure 2.3 – Signing Up

When a club or association wants to sign up for ClubExpress
online, creating its own
described in chapters 4 and 5, an administrator steps through a short wizard to
create the account and is then presented with a Check List of additional tasks
that must be completed before the website and membership database can be
turned on.
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COM AND SIGNING UP

ClubExpress.com

ClubExpress.com describes our product and service to prospective customers. It
is also built using the ClubExpress platform.

Signing Up

When a club or association wants to sign up for ClubExpress, it does so entirely
online, creating its own account that is then entered into the database. As
described in chapters 4 and 5, an administrator steps through a short wizard to
create the account and is then presented with a Check List of additional tasks
that must be completed before the website and membership database can be
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ClubExpress.com describes our product and service to prospective customers. It

, it does so entirely
is then entered into the database. As

described in chapters 4 and 5, an administrator steps through a short wizard to
create the account and is then presented with a Check List of additional tasks
that must be completed before the website and membership database can be
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INITIAL WEBSITE

Figure 2.4 – Initial Website

Once a club or association is signed up, ClubExpress automatically creates a
initial website in the platform, with a def
customized.

Figure 2.5 – Non-member Content

The public side of the website includes content that the club or association
creates for non-members, including, for example, the benefits of signing up as a
member, membership information, a list of member interests, a calendar of
events, etc. This content can include any number of custom pages as part of
your website.
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Initial Website

Once a club or association is signed up, ClubExpress automatically creates a
initial website in the platform, with a default home page that can be extensively

member Content

The public side of the website includes content that the club or association
members, including, for example, the benefits of signing up as a

bership information, a list of member interests, a calendar of
events, etc. This content can include any number of custom pages as part of
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The public side of the website includes content that the club or association
members, including, for example, the benefits of signing up as a

bership information, a list of member interests, a calendar of
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MEMBER SIGNUP

Figure 2.6 – Member Signup

One of the features in ClubExpress
up entirely online. Members provide their basic contact information, establish a
user account and password
membership type from options that you define, and pay for thei
credit card or by printing an invoice and mailing a check. They are then entered
in the membership database. You can also enable an option to require new
members to be approved by the board before they are enabled.

LOGIN

Figure 2.7 – Login
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Member Signup

One of the features in ClubExpress is a wizard that allows new members to sign
up entirely online. Members provide their basic contact information, establish a
user account and password, answer club-specific questions
membership type from options that you define, and pay for their membership by
credit card or by printing an invoice and mailing a check. They are then entered
in the membership database. You can also enable an option to require new
members to be approved by the board before they are enabled.

Page 16

is a wizard that allows new members to sign
up entirely online. Members provide their basic contact information, establish a

specific questions, select a
r membership by

credit card or by printing an invoice and mailing a check. They are then entered
in the membership database. You can also enable an option to require new
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ClubExpress provides each member with his or her own login, including a user
name and password. A “Forgot My Password” option allows members to retrieve
a lost password.

Figure 2.8 – Member Access Level

When members log in, the system automaticall
Ordinary members have access to members
that you designate for members only.
public and you can even define different menus based on a member type.

ClubExpress includes more than
of the common activities that clubs and associations perform, including
committee tracking, online discussion forums, documents, surveys/polls, member
interests, blogs, event calendar a
which modules to enable, how each module will be configured, who will have
access to that module, and where the module will be placed on the visitor and
member-only menus.

ClubExpress also allows clubs and a
web pages, to control whether each page can be accessed by any site visitor or
by members-only, and to access that page via a menu choice or an internal link
from another page.

In addition, ClubExpress supports c
special administrative rights over a specific module or page, adding and updating
content within that module or page only. Finally, the system recognizes a
category of users called administrators who have complete co
configuration of the site. For more information on the various user types, see
Chapter 6.
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ClubExpress provides each member with his or her own login, including a user
name and password. A “Forgot My Password” option allows members to retrieve

Member Access Level

When members log in, the system automatically detects their access level.
Ordinary members have access to members-only features and special content
that you designate for members only. Members see a different menu than the
public and you can even define different menus based on a member type.

xpress includes more than sixteen purpose-built modules to handle many
of the common activities that clubs and associations perform, including
committee tracking, online discussion forums, documents, surveys/polls, member

event calendar and registration, etc. Each organization decides
which modules to enable, how each module will be configured, who will have
access to that module, and where the module will be placed on the visitor and

only menus.

ClubExpress also allows clubs and associations to create any number of custom
web pages, to control whether each page can be accessed by any site visitor or

only, and to access that page via a menu choice or an internal link
from another page.

In addition, ClubExpress supports coordinators that you designate who have
special administrative rights over a specific module or page, adding and updating
content within that module or page only. Finally, the system recognizes a
category of users called administrators who have complete co
configuration of the site. For more information on the various user types, see
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ClubExpress provides each member with his or her own login, including a user
name and password. A “Forgot My Password” option allows members to retrieve

y detects their access level.
only features and special content

Members see a different menu than the
public and you can even define different menus based on a member type.

built modules to handle many
of the common activities that clubs and associations perform, including
committee tracking, online discussion forums, documents, surveys/polls, member

nd registration, etc. Each organization decides
which modules to enable, how each module will be configured, who will have
access to that module, and where the module will be placed on the visitor and

ssociations to create any number of custom
web pages, to control whether each page can be accessed by any site visitor or

only, and to access that page via a menu choice or an internal link

oordinators that you designate who have
special administrative rights over a specific module or page, adding and updating
content within that module or page only. Finally, the system recognizes a
category of users called administrators who have complete control over the
configuration of the site. For more information on the various user types, see
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RENEWALS

Figure 2.9 – Renewals

ClubExpress can handle membership renewals for you. You have control over
the renewal schedule, when and how renew
regular mail) and when members are “expired” from the organization.
ClubExpress can also handle fully automated renewals and payments.

FUNDS HANDLING

Figure 2.10 – Funds Handling
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Renewals

ClubExpress can handle membership renewals for you. You have control over
the renewal schedule, when and how renewal notices are sent out (by email or
regular mail) and when members are “expired” from the organization.
ClubExpress can also handle fully automated renewals and payments.

Funds Handling
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ClubExpress can handle membership renewals for you. You have control over
al notices are sent out (by email or

regular mail) and when members are “expired” from the organization.
ClubExpress can also handle fully automated renewals and payments.
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ClubExpress collects member signup and renewal fees, event registrations,
donations, and (in future) E-commerce purchases online, using a credit card
processing system that we make available to every club and association.

When transactions clear through our credit card processor they are deposited
automatically in our bank account. Three times a month (on the 10th, 20th and last
day of the month), the system generates an automated transfer (ACH) of these
funds from our bank account to your bank account. A complete accounting of the
source of these funds is provided online, allowing you to match the transactions
on your bank statement to the underlying member transactions.

ClubExpress can also distribute funds for you across multiple bank accounts. For
example, if your organization has chapters, districts and/or regions that also
collect dues, the system can be configured to divide these dues up automatically.

(For larger clubs and associations, ClubExpress can also support your own credit
card account with deposits directly into your bank account, as long as the back-
end payment gateway is Authorize.Net. Please contact us if you are interested in
this option.)

At the end of each month, we use the same automated bank transfer facility to
withdraw our monthly fee from your bank account. A complete accounting of all
bank deposits and withdrawals is also provided online.
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Chapter 3 – Screen Orientation

INTRODUCTION

This chapter describes the various components of a ClubExpress screen. Figure
3.1 below shows a typical s

Figure 3.1 – ClubExpress screen

PAGE HEADER

Every page within an organization’s website has a standard header. This header
usually runs the full width of the page (although this is not required.) It can be any
height although it is usually advisable to keep the header no more than 125
pixels in height so that it doesn’t dominate the page. The
pixels though this may

ClubExpress includes a customized Page Header Designer, described on page
185. This designer will be slightly different based on the template and theme
chosen for your club or association. It generally provides a number of pre
layouts with text and graphics in v
layout option that allows a web designer to build a layout from scratch.

Effective page headers are often a single cropped photo, or a collage of photos,
with the club’s name and logo digitally placed across the
with a graphic artist to create the perfect image to insert in the header.

Member
Login &
Profile

Menu

Content
Box
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Screen Orientation

This chapter describes the various components of a ClubExpress screen. Figure
3.1 below shows a typical screen, with the major components highlighted.

ClubExpress screen

Every page within an organization’s website has a standard header. This header
usually runs the full width of the page (although this is not required.) It can be any
height although it is usually advisable to keep the header no more than 125

height so that it doesn’t dominate the page. The minimum
pixels though this may vary from template to template.

ClubExpress includes a customized Page Header Designer, described on page
. This designer will be slightly different based on the template and theme

chosen for your club or association. It generally provides a number of pre
layouts with text and graphics in various positions. It also includes a custom
layout option that allows a web designer to build a layout from scratch.

Effective page headers are often a single cropped photo, or a collage of photos,
with the club’s name and logo digitally placed across the photo. Other clubs work
with a graphic artist to create the perfect image to insert in the header.
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This chapter describes the various components of a ClubExpress screen. Figure
creen, with the major components highlighted.

Every page within an organization’s website has a standard header. This header
usually runs the full width of the page (although this is not required.) It can be any
height although it is usually advisable to keep the header no more than 125-150

minimum width is 750

ClubExpress includes a customized Page Header Designer, described on page
. This designer will be slightly different based on the template and theme

chosen for your club or association. It generally provides a number of pre-defined
arious positions. It also includes a custom

layout option that allows a web designer to build a layout from scratch.

Effective page headers are often a single cropped photo, or a collage of photos,
photo. Other clubs work

with a graphic artist to create the perfect image to insert in the header.

Page Footer

Content Panel

Page Header
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ADD ME TO YOUR MAILING LIST

Clubs and associations have the option of enabling an Add me to your Mailing
List prompt on the public side of their websites. Clicking this link displays the
following popup form:

Figure 3.2 – Add me to your Mailing List

Users enter their basic contact information and how they heard about your club
or association. They may optionally self-select themselves into one or more
mailing list categories that you have defined and flagged to be visible. When they
click Save, their information is added to the non-member database and they are
assigned to the categories they have checked. The default category is
“Interested Persons”.
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SIGNING UP – STEP

To sign up for ClubExpress, go to our website

At the top of the screen, click the “Sign Up Now” link. Take a moment to read the
page shown; when you are ready, click the large button in the middle of the
screen:

You will see the following screen:

Figure 4.1 – Club Registration Step 1

This screen prompts for the basic information about your club or association,
including its official name, year of founding and purpose, contact information and
tax status.
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TEP 1

To sign up for ClubExpress, go to our website http://www.clubexpress.com

At the top of the screen, click the “Sign Up Now” link. Take a moment to read the
page shown; when you are ready, click the large button in the middle of the

You will see the following screen:

Registration Step 1 – Basic Club Information

This screen prompts for the basic information about your club or association,
including its official name, year of founding and purpose, contact information and
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tp://www.clubexpress.com.

At the top of the screen, click the “Sign Up Now” link. Take a moment to read the
page shown; when you are ready, click the large button in the middle of the

This screen prompts for the basic information about your club or association,
including its official name, year of founding and purpose, contact information and
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SIGNING UP – STEP

Clicking the Continue to Step 2

Figure 4.2 – Club Registration Step 2

This screen sets up the first member
club or association needs at least one administrator and, initially, you’re it. Enter
your contact information, username and password.

Usernames should contain letters and numbers only and should be between 5
and 15 characters long; the username is n
be of a similar length and may contain any characters, including punctuation
symbols. Passwords are case
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TEP 2

Continue to Step 2 button displays the following screen:

Club Registration Step 2 – Administrator Contact Information

This screen sets up the first member/administrator account in the system.
club or association needs at least one administrator and, initially, you’re it. Enter
your contact information, username and password.

Usernames should contain letters and numbers only and should be between 5
and 15 characters long; the username is not case-sensitive. Passwords should
be of a similar length and may contain any characters, including punctuation
symbols. Passwords are case-sensitive.
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button displays the following screen:

Administrator Contact Information

account in the system. Each
club or association needs at least one administrator and, initially, you’re it. Enter

Usernames should contain letters and numbers only and should be between 5
sensitive. Passwords should

be of a similar length and may contain any characters, including punctuation
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SIGNING UP – STEP

Clicking the Continue to Step 3

Figure 4.3 – Club Registration Step 3

This screen lists the
review it carefully. In order to proceed, you must scroll to the bottom of the page
and check the “I agree on behalf of <y
any questions about this agreement or your rights and responsibilities, please
call our toll-free customer support number and we will be happy to answer them
for you.

Click the Complete Sign

At this point, your account is created and a blank website is defined. An email is
also sent to the email address you specified, confirming your account and login
details.

The next step is to login in with the user name and password that you specified in
Step 2. Enter this information and click the
to the Club Setup Check List, which is described in the next chapter.
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TEP 3

Continue to Step 3 button displays the following screen:

Club Registration Step 3 – Subscription Agreement

This screen lists the agreement that governs your use of ClubExpress. Please
review it carefully. In order to proceed, you must scroll to the bottom of the page

I agree on behalf of <your club name>” checkbox. If you have
any questions about this agreement or your rights and responsibilities, please

free customer support number and we will be happy to answer them

Complete Sign-Up button to complete the sign up process.

At this point, your account is created and a blank website is defined. An email is
also sent to the email address you specified, confirming your account and login

The next step is to login in with the user name and password that you specified in
Step 2. Enter this information and click the Login button. You will then be taken
to the Club Setup Check List, which is described in the next chapter.
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sign up process.

At this point, your account is created and a blank website is defined. An email is
also sent to the email address you specified, confirming your account and login

The next step is to login in with the user name and password that you specified in
button. You will then be taken

to the Club Setup Check List, which is described in the next chapter.



ClubExpress User & Administrator Manual – Version 4.7

Copyright 2004-2011 – Gembrook Systems, LLC – All Rights Reserved Page 30

Chapter 5 – Club Setup Check List

INTRODUCTION

When you login after having created your account, but before your website is
switched live, you are taken to the following screen:

Figure 5.1 – Club Setup Check List

The first few items are complete and marked with green checkmarks. The next
item is flagged with a red arrow while other items have a grey X. You can select
items in any order.
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Below the Setup Check List you will find a link to this Administrator Manual. By all
means download it and have it available for reference. We know it’s huge but you
don’t need to read it all; if something doesn’t make sense, you can usually find it
quickly in the manual and read just a few pages. We also suggest that you NOT
print it since we do update it regularly as new features are added.

Your organization’s website cannot be made visible to the public and your
members until all items on this list have been checked off. These represent the
minimum tasks that you need to perform to create a working website.

Once your website is live, this Check List screen is no longer shown. Instead,
each item is accessed from the Control Panel and can be updated at any time.
Here is a list of the remaining items and the section in this manual where each is
discussed.

Create member types Page 115
Specify renewal/expiration settings Page 125
Specify membership options Page 128
Enter bank account Page 227
Select template and theme (look & feel) Page 183
Common Content - create page header Page 185
Activate and configure built-in modules Page 188
Configure website menus Page 199
Create home page Page 280

Bank Information

Note that the Bank Account screen has two versions. When you initially select
the screen, you are prompted for information on your organization’s bank
account, including the bank name, routing number and account number. Once
this information is entered, the system generates two small test transactions to
verify that the information is correct. Your bank account will receive a deposit and
a withdrawal of a randomly-generated token amount under $1.00. We don’t tell
you the amount. Instead, you must contact your bank online or by phone to get
the amount from them. Then, select this option a second time where you will be
prompted to enter the transaction amount. Clicking the Verify button checks the
amount you entered against the system amount and, if they match, the bank
account is activated. This is how we know that the data you entered is correct.

If your bank information ever changes, you can access this screen from the
Control Panel. New test transactions will be generated to verify the changed
information.

ClubExpress allows you to enter multiple bank accounts and to distribute
membership fees, additional charges and event registrations into different
accounts automatically (as long as we are handling these funds for you.) Using
the Check List, you will be specifying just the primary or default account, but you
can add other bank accounts later from the Control Panel.
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GOING LIVE

When all items on the Check List are showing a green checkmark, a Finished
button will appear at the bottom of the page. Click this button to tell ClubExpress
that you have finished with the Check List; it will disappear.

Then, select Control Panel. At the bottom of the page is a button titled Activate
Your Website. Click this button to make your site accessible using the
subdomain format described above. For example:

http://ChicagoCorvettes.clubexpress.com

(Note that “www.” is not required when this format is used.)

This feature allows you to keep your current website active using your main
domain name, while you fully build-out your new ClubExpress site. Even after the
Check List is complete, there are many tasks that still need to be performed, (for
example, uploading documents and photos, defining committees, building
custom pages and adding upcoming events to your calendar.)

(When you activate the website, we will automatically charge the one-time setup
fee which is required as part of your sign up. If you took advantage of Trial mode
and then entered your bank information, the setup fee is charged when we take
you out of Trial mode and into Active mode.)

From this point forward, visitors will see the home page and can log in to see
member’s-only content. Administrators, once they have logged in, will see a
special Control Panel choice at the end of the member’s version of the menu.

At any time, you can take the website offline by going back to the Control Panel
and clicking the same button, which now reads Take Club Website Offline. This
option is used when you want to make major changes to a site and then present
the new look and feel once everything is ready. However, when the website is
offline, users who go the site will be taken to the login page and only
administrators can login; the website is completely unavailable to the public and
to members who are not administrators.

REMAINING TASKS

Once your website is live, there are a few additional tasks before you can be fully
launched. These are not done until your website is active and the setup fee has
been paid.)

Loading the Membership Database

The ClubExpress support team can load your existing membership database into
your new website. Having us do this is recommended for all but the smallest
clubs and for new clubs just getting launched.
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We accept databases in many common formats, including MS Excel and Access,
Paradox, dBase and CSV (Comma Separated Values, with one member per line,
commas between fields, and double-quotes around text elements.) If you are
currently using another format, please contact our support department to discuss.

When you send the database to us, there are a number of data and formatting
requirements that must be followed. These can be found in Appendix A of this
manual. Also, once you have sent us the database, please don’t add or remove
members through the website until the database has been loaded.

Processing and loading the database takes 3-5 business days. The members are
loaded with a special status called “Bulk Loaded”, which allows you to review and
correct the data. Bulk Loaded members are not notified about the new website
and cannot log in.

Loading the Non-Member Database

If your club or association has a “non-member” database of additional contacts,
this information can also be loaded into the non-member database built-into your
ClubExpress website. See Appendix A also for specifications.

Switching your Internet Domain Name

If your club or association already owns an Internet domain name
(ChicagoCorvettes.org, for example), you will need to inform your domain
registrar of the new name servers. This is done by logging into your domain
account at your registrar (not your ClubExpress account), selecting the domain
and entering the following information in the appropriate position:

Primary NameServer: a.dns.clubexpress.com
Secondary NameServer: b.dns.clubexpress.com

Once you save your changes, it takes about 24 hours for this information to fully
propagate around the Internet.

Please let us know when you do this, since we also need to make a couple
of manual changes within ClubExpress so that our servers recognize this
new information.

Also be sure to tell us if you have email accounts associated with this domain
and you will keep those accounts at your current email provider. The changes we
need to make are slightly different if we’re not also handling email for you.

Note that the email forwarding and forum listserver features in ClubExpress can
only be activated using domain names where we are handling email for those
domains. The system will not allow you to create email forwarding accounts or
forum listservers using domain names where another provider handles email. If
you want to use forum listservers in this situation, you may need to obtain
another domain name specifically for this purpose.
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When you set up your own merchant account, you can use any merchant
processor, but the payment gateway must be Authorize.Net, the gateway that
ClubExpress has been written to work with. Configuring your own merchant
account within ClubExpress takes 5 minutes, after which you should run a small
test transaction through the system.

ClubExpress can help you set up a merchant account through a partnership with
our merchant processor. Contact us for more information.

For more information on configuring your own merchant account, see Appendix
D of this administrator manual.

Launching the Website to your Members

After all the above tasks are done, after you have finished defining modules and
uploading photos and documents, and when you are ready to notify your
members about the new website, let us know. We run a process in our office that
does three things:

1. Generates a temporary username and password for each member.

2. Changes their membership status from Bulk Loaded to Active or Expired,
based on the expiration_date you provided to us.

3. Sends a welcome email to each member with an email address. This
message, which can be customized for each club, includes the temporary
username and password, allowing members to log into the new site to
update their password and other profile information.

For members without an email address, we will send you a file in CSV format,
suitable for loading into Excel doing a Word mail merge with the same
information as in the email.

Don’t forget that this is just the beginning. Websites are living and breathing
entities; they need to be maintained and updated, adding new event reports and
photos, uploading documents, keeping the committee lists and contact lists
current, and especially refreshing the home page. When people see a stale
website, they stop coming. But if they see a vibrant up-to-date site, they keep
coming back and are more likely to join and become actively involved in the
club’s activities. Active websites also have higher page ranks and more
prominence in search engine result pages; prospective members and event
attendees are more likely to find your club or association with an active website.
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that someone can access the site if the original administrator becomes
unavailable. After that, administrators can be added or removed as necessary to
allow for changing membership and roles within the club or association.

The system requires at least one administrator.

THE “SUPER”-ADMINISTRATOR

At ClubExpress, we have “super”-administrator rights on all clubs and
associations. We can log into any website as an administrator to help with
support tasks and troubleshooting, and to review sites for compliance with the
Subscription Agreement and Terms of Use.
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Chapter 7 – Logging In

INTRODUCTION

Every primary and secondary member has his or her own account in
ClubExpress. When a website is first displayed, the Login link allows members to
login into their accounts with a user name and password and to access member-
only features. Members who forget their password enter their email address and
first name into a special dialog, allowing the system to generate a temporary
username and password.

LOGGING IN

Clicking the Login link displays the following screen:

Figure 7.1 – Login Page

Enter your user name and password and click the Login button. Click Cancel to
return to the home page.

If you check the Remember Me option, the system will store a cookie on your
computer that allows you to login without having to enter your user name and
password each time. This cookie is secure; it does not contain your actual user
name and password. But you should only select this option on a computer that
you control, so that others cannot log in as if they were you.

To cancel the Remember Me option, once you have logged in, click the Profile –
Username/Password link. Re-enter your password, then uncheck the option and
save.
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RETRIEVING A LOST

If you forget your username
Username/Password

Figure 7.2 – Retrieving a Lost Username and Password

The system will prompt you to enter your email address and, optionally, your first
name. When you click
membership database. If one matching record is found, the username and a new
temporary password is generated and sent to the email address on file. You will
need to retrieve this infor
give you the chance to change it.

If no match was found, or if multiple matches were found, the system cannot
generate a new temporary password. If this happens, or if your email address is
no longer valid, call a club or association officer or ClubExpress toll
457-2582 to have your password reset manually.
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OST USERNAME/PASSWORD

If you forget your username and/or password, click the
Username/Password button. The following popup window is displayed:

Retrieving a Lost Username and Password

The system will prompt you to enter your email address and, optionally, your first
you click OK, the system will search for this information in the club’s

membership database. If one matching record is found, the username and a new
temporary password is generated and sent to the email address on file. You will
need to retrieve this information before you can log in, and the system will then
give you the chance to change it.

If no match was found, or if multiple matches were found, the system cannot
generate a new temporary password. If this happens, or if your email address is

valid, call a club or association officer or ClubExpress toll
2582 to have your password reset manually.
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and/or password, click the Forgot My
button. The following popup window is displayed:

The system will prompt you to enter your email address and, optionally, your first
, the system will search for this information in the club’s

membership database. If one matching record is found, the username and a new
temporary password is generated and sent to the email address on file. You will

mation before you can log in, and the system will then

If no match was found, or if multiple matches were found, the system cannot
generate a new temporary password. If this happens, or if your email address is

valid, call a club or association officer or ClubExpress toll-free on (866)
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Figure 8.1 – Member Profile

At the top of the screen is a Membership Summary panel, showing your
membership type and status, club join date, expiration date and date of last
renewal. If it’s time to renew, a red Renew link will be displayed; if you have a
payment pending, a red Payment Due link will be displayed; and if you’re a Trial
member, a red Upgrade Membership link will be displayed. Each of these links
can be clicked to launch the appropriate wizard or screen.

Figure 8.1a – Member Profile with Automated Renewal and Payment

If your member type is configured for automated renewal and payment using a
stored credit card, you will see a special panel at the top of the Profile allowing
you to resign your membership and stop the charges. Click the Cancel My
Membership button and confirm this action.







ClubExpress User & Administrator Manual

Copyright 2004-2011 – Gembrook Systems

Figure 8.2 – Renewal

Select a membership type and click
secondary and/or tertiary members, or if your association supports chapters, you
will next be able to update this information, since it may affect the membership
fee you are charged. If additional charges are defined, you will also have the
opportunity to add them to your current total. You might also be asked to affirm
the club’s Joining Agreement. The next screen is the payment summary, giving
you an opportunity to review the information entered. From this screen, you can
proceed to the payment screen to complete the renewal.

Payment

Click the Finish and Proceed to Payment
following will be shown:
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Renewal

Select a membership type and click Next. If your membership includes additional
secondary and/or tertiary members, or if your association supports chapters, you
will next be able to update this information, since it may affect the membership
fee you are charged. If additional charges are defined, you will also have the
opportunity to add them to your current total. You might also be asked to affirm

ning Agreement. The next screen is the payment summary, giving
you an opportunity to review the information entered. From this screen, you can
proceed to the payment screen to complete the renewal.

Finish and Proceed to Payment button. A screen similar to the
following will be shown:
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. If your membership includes additional
secondary and/or tertiary members, or if your association supports chapters, you
will next be able to update this information, since it may affect the membership
fee you are charged. If additional charges are defined, you will also have the
opportunity to add them to your current total. You might also be asked to affirm

ning Agreement. The next screen is the payment summary, giving
you an opportunity to review the information entered. From this screen, you can

screen similar to the
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Figure 8.3 – Pending Payments

This screen shows one or more payments pending, including the detail for each.
Each payment is checked by default, but you can uncheck individual payments to
change the total selected for payment.

Partial Payments

Some event registrations allow a partial payment to be
icon beside the transaction amount, click it to modify the amount. You will see a
recommended payment amount. The system will also enf
payment amount that is set for each event.

Type the partial payment amount and press
also click the undo icon

Payment Method

There are generally two payment optio

1. Pay online by credit card. With this option, you are presented with a credit
card payment screen, including the option to store the card in the system.
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Pending Payments

This screen shows one or more payments pending, including the detail for each.
Each payment is checked by default, but you can uncheck individual payments to

selected for payment.

Partial Payments

Some event registrations allow a partial payment to be made. If you see a pencil
beside the transaction amount, click it to modify the amount. You will see a

recommended payment amount. The system will also enforce a minimum
payment amount that is set for each event.

Type the partial payment amount and press [Tab] or click off the field. Yo
also click the undo icon to revert to the original amount owed.

Payment Method

There are generally two payment options:

Pay online by credit card. With this option, you are presented with a credit
card payment screen, including the option to store the card in the system.
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This screen shows one or more payments pending, including the detail for each.
Each payment is checked by default, but you can uncheck individual payments to

made. If you see a pencil
beside the transaction amount, click it to modify the amount. You will see a

orce a minimum

or click off the field. You can

Pay online by credit card. With this option, you are presented with a credit
card payment screen, including the option to store the card in the system.
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You must explicitly authorize ClubExpress to charge your card. Click the
Submit button to process your transaction, after which a summary screen
is presented.

2. Print an invoice and mail a check. An invoice is displayed in a popup
screen together with the Print dialog allowing you to print the invoice.
When you are done, click the Done button on the main screen to exit the
Renewal wizard.

Note however that your club or association may have chosen to disable checks
or credit cards, so one of these options may not be present.

Note also that member types that require automated renewal payments do not
include the option to store your credit card in the system. It will always be stored.

Finally, note that administrators see additional options for handling the payment.

If you choose to pay by check, or if you select credit card but the transaction
does not complete, your payment is flagged as Pending and can be “revived” at
any time. If you have pending payments, you will see a Payments link when you
log in as well as on the Profile screen. Clicking it takes you to the above screen
where you can print another invoice or choose to pay by a different credit card.
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CONTACT INFORMATION

Click Contact Information
work information, and email address. You will see a screen similar to the
following:

Figure 8.4 – Contact Information

ClubExpress provides two versions of this screen, one for clubs where members
generally join as individuals and one for associations where members generally
join through their work or business. Behind the scenes, each form collects the
same basic information.

Required fields are indicated with a red dot. The Nickname, Spouse Name,
Secondary Address and Work Information fields are optional and may not be
visible if your club or association is choosing not to collect this information.

You may also see an option to re
newsletter from the website, thereby saving the club some money.

Click Save or Cancel
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NFORMATION

Contact Information to modify your name, address(s), phone number(s)
work information, and email address. You will see a screen similar to the

Contact Information

provides two versions of this screen, one for clubs where members
generally join as individuals and one for associations where members generally
join through their work or business. Behind the scenes, each form collects the
same basic information.

ed fields are indicated with a red dot. The Nickname, Spouse Name,
Secondary Address and Work Information fields are optional and may not be
visible if your club or association is choosing not to collect this information.

You may also see an option to receive a printed newsletter or to download the
newsletter from the website, thereby saving the club some money.

Cancel to close this screen and return to the Member Profile.
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to modify your name, address(s), phone number(s)
work information, and email address. You will see a screen similar to the

provides two versions of this screen, one for clubs where members
generally join as individuals and one for associations where members generally
join through their work or business. Behind the scenes, each form collects the

ed fields are indicated with a red dot. The Nickname, Spouse Name,
Secondary Address and Work Information fields are optional and may not be
visible if your club or association is choosing not to collect this information.

ceive a printed newsletter or to download the
newsletter from the website, thereby saving the club some money.

to close this screen and return to the Member Profile.
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ADDITIONAL MEMBER DATA

Every club or association collects member information that is unique to the
organization. This information helps to create a more vibrant club that is in tune
with its member’s needs. In some cases, this information is required by
government regulation, or by the organization’s insurance carrier. Within
ClubExpress, this is done using Additional Member Data.

Your club or association may have defined additional questions that you
answered as part of your membership application or here in your profile. If this
option is present, selecting it displays a screen similar to the one below:

Figure 8.5 – Additional Member Data

The answers to questions can take many forms, including Yes/No, a number or
date, a selection from a list or a text response. Each question will have an
answer “field” beside it which is appropriate for the question. Required questions
are shown with a red dot. Some questions may be editable by administrators
only.

Click Save or Cancel to return to the Member Profile screen.
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Figure 8.6b – Membership Directory (bottom part)

Biography

The biography field allows you to enter personal or biographical information
about yourself. This will help other club or association members get to know you
better, including your background, interests
entered using the advanced content editor built into ClubExpress. This editor
provides full control over fonts, colors and formatting. It allows you to enter links
and images and is virtually unlimited in length. For mor
content editor, see
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Membership Directory (bottom part)

The biography field allows you to enter personal or biographical information
about yourself. This will help other club or association members get to know you
better, including your background, interests and expertise. This information is
entered using the advanced content editor built into ClubExpress. This editor
provides full control over fonts, colors and formatting. It allows you to enter links
and images and is virtually unlimited in length. For more information on using this
content editor, see Chapter 16 – Content Editor.
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The biography field allows you to enter personal or biographical information
about yourself. This will help other club or association members get to know you

and expertise. This information is
entered using the advanced content editor built into ClubExpress. This editor
provides full control over fonts, colors and formatting. It allows you to enter links

e information on using this
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Photo

You may upload a photo to be included in your Member Directory entry. For
screen resolutions, we recommend that the photo be no more than 80 x 80
pixels.

To upload a photo, click Browse and select the JPEG or GIF file from your hard
disk. Then click Upload Photo. The photo will appear on the left side. If a high-
resolution photo was uploaded an indicator bar will be displayed. To remove an
existing photo, click Delete Photo. Click Save to save your changes and return
to the Profile screen, or Cancel to return without saving.

For clubs that want to produce a printed membership directory, we can activate a
special option that allows members to upload a hi-res photo, and allows the club
to download these hi-res photos in a ZIP file, with the individual filenames within
the ZIP indicating the member’s name and number.
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CHAPTERS / ADDITIONAL

This option will appear if yo
secondary and/or tertiary memberships
your club or association allows you (or your secondary and/or tertiary members)
to join chapters. You will see a screen si

Chapters Only

If your club or association supports chapters but your membership does not
support secondary and/or tertiary members, you will see a screen similar to the
following:

Figure 8.7 – Joining Chapter(s)

Some clubs allow
to sign up for multiple chapters. The
to your membership. You will see a screen similar to the following:

Figure 8.8 – Add Chapter
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DDITIONAL MEMBERS

This option will appear if you picked a membership type that includes additional
secondary and/or tertiary memberships under your account. It will also appear if
your club or association allows you (or your secondary and/or tertiary members)
to join chapters. You will see a screen similar to the following

If your club or association supports chapters but your membership does not
support secondary and/or tertiary members, you will see a screen similar to the

Joining Chapter(s)

Some clubs allow members to join only one chapter while others allow members
to sign up for multiple chapters. The Add Chapter link is used to add a chapter
to your membership. You will see a screen similar to the following:

Add Chapter
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includes additional
your account. It will also appear if

your club or association allows you (or your secondary and/or tertiary members)

If your club or association supports chapters but your membership does not
support secondary and/or tertiary members, you will see a screen similar to the

members to join only one chapter while others allow members
link is used to add a chapter

to your membership. You will see a screen similar to the following:
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Click Select a Chap
level. Click Save
dialog without saving.

Secondary/Tertiary Members Only

If your membership type supports secondary and/or tertiary memb
chapters, you will see a screen similar to the following.

Figure 8.9 – Secondary and/or Tertiary Members

The first section below your name is for secondary members. It will use the
keyword defined by your club or association for a secondary
log into the website. The second section below your name is for tertiary members
and it will also use the keyword defined by your club or association.

The Add link is used to add a secondary and/or tertiary member. If this link is not
present, your membership does not support additional memberships of this type.
Clicking the link displays one of two screens:

Your club or association may decide to only collect a minimum of information on
secondary and/or tertiary members, including name, da
email address. This option is more suited to clubs where members join through
their personal lives and where tertiary members may be children.
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Click Select a Chapter and navigate the hierarchy to a chapter at the lowest
to add this chapter to your membership or Cancel

dialog without saving.

Secondary/Tertiary Members Only

If your membership type supports secondary and/or tertiary memb
chapters, you will see a screen similar to the following.

Secondary and/or Tertiary Members

The first section below your name is for secondary members. It will use the
keyword defined by your club or association for a secondary member who can
log into the website. The second section below your name is for tertiary members
and it will also use the keyword defined by your club or association.

link is used to add a secondary and/or tertiary member. If this link is not
ent, your membership does not support additional memberships of this type.

Clicking the link displays one of two screens:

Your club or association may decide to only collect a minimum of information on
secondary and/or tertiary members, including name, date-of-birth, gender and
email address. This option is more suited to clubs where members join through
their personal lives and where tertiary members may be children.
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ter and navigate the hierarchy to a chapter at the lowest
Cancel to close the

If your membership type supports secondary and/or tertiary members but not

The first section below your name is for secondary members. It will use the
member who can

log into the website. The second section below your name is for tertiary members
and it will also use the keyword defined by your club or association.

link is used to add a secondary and/or tertiary member. If this link is not
ent, your membership does not support additional memberships of this type.

Your club or association may decide to only collect a minimum of information on
birth, gender and

email address. This option is more suited to clubs where members join through
their personal lives and where tertiary members may be children.
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Figure 8.10 – Add Secondary and/or Tertiary Member

Alternatively, your club or association may decide to collect more complete
information on secondary and/or tertiary members. This option is more suited to
associations where members join through their business or professional lives.

Figure 8.11 – Add Secondary and/or
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Add Secondary and/or Tertiary Member – Simple Version

your club or association may decide to collect more complete
information on secondary and/or tertiary members. This option is more suited to
associations where members join through their business or professional lives.

Add Secondary and/or Tertiary Member – Full Version
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Simple Version

your club or association may decide to collect more complete
information on secondary and/or tertiary members. This option is more suited to
associations where members join through their business or professional lives.
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Click Save to save this new member, or
saving. After a secondary member is added, the system will show you the
username and password assigned to that member. When the secondary member
logs in, he or she can change this information.

Chapters and Secondary/Tertiary Members

If your club or association supports chapters AND your membership allows
secondary and/or tertiary members, this screen may prompt for both types of
information, as shown i

Figure 8.12 – Add Chapter(s) and Secondary/Tertiary Members

First enter the secondary and/or tertiary members. Then for each member
including you, you can add or remove chapters.
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to save this new member, or Cancel to close the dialog without
saving. After a secondary member is added, the system will show you the
username and password assigned to that member. When the secondary member

in, he or she can change this information.

Chapters and Secondary/Tertiary Members

If your club or association supports chapters AND your membership allows
secondary and/or tertiary members, this screen may prompt for both types of
information, as shown in the following example:

Add Chapter(s) and Secondary/Tertiary Members

First enter the secondary and/or tertiary members. Then for each member
, you can add or remove chapters.
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to close the dialog without
saving. After a secondary member is added, the system will show you the
username and password assigned to that member. When the secondary member

If your club or association supports chapters AND your membership allows
secondary and/or tertiary members, this screen may prompt for both types of

First enter the secondary and/or tertiary members. Then for each member
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USER NAME / PASSWORD

Click User Name / Pass
following screen:

Figure 8.13 – User Name

Because your password is encrypted by the system using a one
(so that no-one, not even a ClubExpress
there is no way to retrieve the
screen without making a change, your original password is retained. But if you
want to change your user name, your password
does not change.

Your User Name is made up of letters and numbers, and must be unique within
your club. It is not case

Passwords should be between 5 and 10 characters long and may include any
characters. The password is c
your password with anyone else.

Check the Remember me on this computer
enter your user name and password each time. When you click Member Login,
you will be logged in autom
and password each time you log in. You should not use this option if more than
one person uses this computer to login to this website, otherwise the other
person will not be able to login under his or he

Click Save or Cancel
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ASSWORD

User Name / Password to update your login information. You will see the

User Name and Password

Because your password is encrypted by the system using a one
one, not even a ClubExpress customer support agent, can read it),

there is no way to retrieve the current password. If you press Cancel
screen without making a change, your original password is retained. But if you
want to change your user name, your password must be re-entered, even if it

Your User Name is made up of letters and numbers, and must be unique within
your club. It is not case-sensitive.

Passwords should be between 5 and 10 characters long and may include any
characters. The password is case-sensitive. It is important that you not share
your password with anyone else.

Remember me on this computer option so that you don’t have to
enter your user name and password each time. When you click Member Login,
you will be logged in automatically. Uncheck this option to require a user name
and password each time you log in. You should not use this option if more than
one person uses this computer to login to this website, otherwise the other
person will not be able to login under his or her account.

Cancel to close this screen and return to the Member Profile.
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to update your login information. You will see the

Because your password is encrypted by the system using a one-way algorithm
customer support agent, can read it),

Cancel to close this
screen without making a change, your original password is retained. But if you

entered, even if it

Your User Name is made up of letters and numbers, and must be unique within

Passwords should be between 5 and 10 characters long and may include any
sensitive. It is important that you not share

option so that you don’t have to
enter your user name and password each time. When you click Member Login,

atically. Uncheck this option to require a user name
and password each time you log in. You should not use this option if more than
one person uses this computer to login to this website, otherwise the other

to close this screen and return to the Member Profile.
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INTERESTS

If your organization has enabled the Interests module, this choice will be shown
on the menu. It allows you to register your affiliation or expertise in va
or association programs or topics of interest to members. When you click the
Interests choice, you will see a screen similar to the following:

Figure 8.14 – Interests

Interests are organized into categories. Each interest has a checkbox and
current interests will be checked.
interests as you wish
can be checked within each category
Uncheck All link at the end of the list.

When you have finished, click
screen.

Administrators can also configure this screen to be included as part of the
Member Signup Wizard. Go to Control Panel
check the appropriate boxes.
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If your organization has enabled the Interests module, this choice will be shown
on the menu. It allows you to register your affiliation or expertise in va
or association programs or topics of interest to members. When you click the

choice, you will see a screen similar to the following:

Interests

Interests are organized into categories. Each interest has a checkbox and
current interests will be checked. In general, you can check or uncheck as many
interests as you wish but clubs also have the option to limit how many interests
can be checked within each category. To clear the slate and start over, click the

link at the end of the list.

When you have finished, click Save or Cancel to return to the Member Profile

can also configure this screen to be included as part of the
Member Signup Wizard. Go to Control Panel – Membership Wizar
check the appropriate boxes.
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If your organization has enabled the Interests module, this choice will be shown
on the menu. It allows you to register your affiliation or expertise in various club
or association programs or topics of interest to members. When you click the

Interests are organized into categories. Each interest has a checkbox and your
ou can check or uncheck as many

but clubs also have the option to limit how many interests
. To clear the slate and start over, click the

to return to the Member Profile

can also configure this screen to be included as part of the
Wizard Setup and
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FORUM GENERAL PREFERENCES

If your club or association has enabled the discussion forums module, this choice
is also shown on the menu. It allows you to control your interactions with
discussion forums, including
preferences, and screen name. When you click the
the following screen:

Figure 8.15a – Forum General Preferences (top part)

The following options are available:
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REFERENCES

If your club or association has enabled the discussion forums module, this choice
is also shown on the menu. It allows you to control your interactions with
discussion forums, including general viewing preferences, message authoring
preferences, and screen name. When you click the Forums choice, you will see
the following screen:

Forum General Preferences (top part)

The following options are available:
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If your club or association has enabled the discussion forums module, this choice
is also shown on the menu. It allows you to control your interactions with

general viewing preferences, message authoring
choice, you will see
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FORUM MEMBERSHIPS

This option allows you to manage your subscriptions and preferences in
that are available to all members or to members of an interest group or
committee of which you may also be a member. Selecting this option displays a
screen similar to the foll

Figure 8.16 – Forum Memberships

The Status panel allows you to temporarily unsubscribe and then re
forums without losing your configuration settings. Click the
you are going on vacation or otherwise want to suspend
period of time. Click the

The main grid shows forums that allow you to participate in forum discussions.
(This may not be the complete set of forums defined by the club.) Two types of
forums are shown in the list:

1. If a forum is available for all members to opt
unsubscribe from this forum. Click the
subscribe to the forum, or the

2. If the forum membership
interest group, or a member type, or is moderator
member of the forum through an external setting. You cannot unsubscribe
from such a forum but you can suspend email delivery for such a f
so that you are effectively not participating.

Click the Edit link to modify settings for an individual forum. You will see a screen
similar to the following:
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EMBERSHIPS

This option allows you to manage your subscriptions and preferences in
are available to all members or to members of an interest group or

committee of which you may also be a member. Selecting this option displays a
screen similar to the following:

Forum Memberships

panel allows you to temporarily unsubscribe and then re
forums without losing your configuration settings. Click the Pause
you are going on vacation or otherwise want to suspend receiving emails for a
period of time. Click the Resume button to restore email delivery.

The main grid shows forums that allow you to participate in forum discussions.
(This may not be the complete set of forums defined by the club.) Two types of

are shown in the list:

If a forum is available for all members to opt-in, you can subscribe and
unsubscribe from this forum. Click the Join link in the Maintain column to
subscribe to the forum, or the Remove link to unsubscribe.

If the forum membership is “all members”, or is based on a committee, an
interest group, or a member type, or is moderator-defined, you are a
member of the forum through an external setting. You cannot unsubscribe
from such a forum but you can suspend email delivery for such a f
so that you are effectively not participating.

link to modify settings for an individual forum. You will see a screen
similar to the following:
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This option allows you to manage your subscriptions and preferences in forums
are available to all members or to members of an interest group or

committee of which you may also be a member. Selecting this option displays a

panel allows you to temporarily unsubscribe and then re-subscribe to
Pause option when

receiving emails for a
button to restore email delivery.

The main grid shows forums that allow you to participate in forum discussions.
(This may not be the complete set of forums defined by the club.) Two types of

in, you can subscribe and
link in the Maintain column to

link to unsubscribe.

is “all members”, or is based on a committee, an
defined, you are a

member of the forum through an external setting. You cannot unsubscribe
from such a forum but you can suspend email delivery for such a forum

link to modify settings for an individual forum. You will see a screen
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Figure 8.17 – My Preferences for a Forum

Many options on this screen match choices on
so they won’t be repeated here. Some choices may or may not be displayed,
depending on whether that forum supports email posting and/or delivery.

Use Email Address
are sent on a forum
general default, or a completely different email address just for this forum.

Click Save to save your changes and return to the Profile menu. If you want to
return without savin
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My Preferences for a Forum

Many options on this screen match choices on the general preferences screen,
so they won’t be repeated here. Some choices may or may not be displayed,
depending on whether that forum supports email posting and/or delivery.

Use Email Address allows you to control the email to which forum messages
e sent on a forum-by-forum basis. You can use your primary email, the forum’s

general default, or a completely different email address just for this forum.

to save your changes and return to the Profile menu. If you want to
return without saving changes, click Cancel.
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the general preferences screen,
so they won’t be repeated here. Some choices may or may not be displayed,
depending on whether that forum supports email posting and/or delivery.

allows you to control the email to which forum messages
forum basis. You can use your primary email, the forum’s

general default, or a completely different email address just for this forum.

to save your changes and return to the Profile menu. If you want to
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PHOTO PAGES

If your club or association has enabled member
Pages choice will be visible. This option allows you to create website pages and
upload hi-res digital photos into them. A club administrator
photos on club-level photo pages.

When you select this option, you will see a screen similar to the following:

Figure 8.18 – Member Photo Pages

The grid shows photo pages that you have created, perhaps built around a
specific event or project. The grid shows the title and status for each photo page.
The following options are available:

Add Photo Page

Click the Add Photo Page
following popup dialog:

ClubExpress User & Administrator Manual – Version 4.7

Gembrook Systems, LLC – All Rights Reserved

If your club or association has enabled member-level photo pages, the
choice will be visible. This option allows you to create website pages and

res digital photos into them. A club administrator can also place these
level photo pages.

When you select this option, you will see a screen similar to the following:

Member Photo Pages

The grid shows photo pages that you have created, perhaps built around a
nt or project. The grid shows the title and status for each photo page.

The following options are available:

Add Photo Page

Add Photo Page button to create a new photo page. You will see the
following popup dialog:
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level photo pages, the Photo
choice will be visible. This option allows you to create website pages and

can also place these

When you select this option, you will see a screen similar to the following:

The grid shows photo pages that you have created, perhaps built around a
nt or project. The grid shows the title and status for each photo page.

button to create a new photo page. You will see the
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The following buttons are available:

Select Photos

Click this button to add photos to the
will see a dialog similar to the following:

Figure 8.21 – Select Photos

Enter one or two tags and click the
photos with these tags. You can also select tags from the mas
click on a photo, a preview is shown in the right panel. You can also
and [Ctrl-Click] to select multiple photos at a time, but the preview panel will only
show the first selected photo in the list.

Click the Select
close the dialog without adding photos.

Add Multiple Photos

Select this option to upload multiple photos and place them all on your page. You
will see the following dialog:
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The following buttons are available:

Click this button to add photos to the page that have already been uploaded. You
will see a dialog similar to the following:

Select Photos

Enter one or two tags and click the Show Photos button to display a list of
photos with these tags. You can also select tags from the master tag list. As you
click on a photo, a preview is shown in the right panel. You can also

to select multiple photos at a time, but the preview panel will only
show the first selected photo in the list.

button to add the selected photo(s) to the page, or
close the dialog without adding photos.

Add Multiple Photos

Select this option to upload multiple photos and place them all on your page. You
will see the following dialog:
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page that have already been uploaded. You

button to display a list of
ter tag list. As you

click on a photo, a preview is shown in the right panel. You can also [Shift-Click]
to select multiple photos at a time, but the preview panel will only

on to add the selected photo(s) to the page, or Cancel to

Select this option to upload multiple photos and place them all on your page. You
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Figure 8.22 – Add Mult

Click the Select Files
the folder containing the photos you want to upload. Click the first photo then use
[Shift-Click] to select a contiguous set of photos or
discontiguous photos. You can only upload photos from one folder at a time.

When you click the
photos in the list that you don’t want to upload, click the red
them from the list.

You can specify a title, caption, photographer, date taken, and
applied to all photos. Once they have been uploaded, you might want to edit
each photo to individualize the titles and captions.

When you click Save
placed on your page. Click
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Add Multiple Photos

Select Files button to display a standard File Open dialog. Navigate to
the folder containing the photos you want to upload. Click the first photo then use

to select a contiguous set of photos or [Ctrl-
discontiguous photos. You can only upload photos from one folder at a time.

When you click the Open button you will see a list of selected photos. If you see
photos in the list that you don’t want to upload, click the red X

st.

You can specify a title, caption, photographer, date taken, and
applied to all photos. Once they have been uploaded, you might want to edit
each photo to individualize the titles and captions.

Save, all of the photos will be uploaded to the website and
placed on your page. Click Cancel to close the dialog without uploading.

Page 75

button to display a standard File Open dialog. Navigate to
the folder containing the photos you want to upload. Click the first photo then use

-Click] to select
discontiguous photos. You can only upload photos from one folder at a time.

button you will see a list of selected photos. If you see
X icon to remove

You can specify a title, caption, photographer, date taken, and tags that will be
applied to all photos. Once they have been uploaded, you might want to edit

will be uploaded to the website and
to close the dialog without uploading.
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Important Note: Only upload photos that you have the right to upload (i.e.
you hold the copyright or the copyright holder has granted permission
the photo to be uploaded.
copyright holder, you run the risk of being sued for unauthorized use of
copyrighted material.

Add One Photo

Select this option to upload a single photo and place it on the page
the following dialog:

Figure 8.23 – Add Photo

Click the Browse
also specify a title, caption, photographer, date taken, and one or more
descriptive tags.

Tags are used to inde
per line. Your club has also created “master”
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Important Note: Only upload photos that you have the right to upload (i.e.
you hold the copyright or the copyright holder has granted permission
the photo to be uploaded.) If you upload photos without permission of the
copyright holder, you run the risk of being sued for unauthorized use of
copyrighted material.

Add One Photo

Select this option to upload a single photo and place it on the page
the following dialog:

Add Photo

Browse button to browse to a photo on your local hard disk. You can
also specify a title, caption, photographer, date taken, and one or more

Tags are used to index and reference photos. Enter tags into the text box, one
per line. Your club has also created “master” tags that may be appropriate for
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Important Note: Only upload photos that you have the right to upload (i.e.
you hold the copyright or the copyright holder has granted permission for

If you upload photos without permission of the
copyright holder, you run the risk of being sued for unauthorized use of

Select this option to upload a single photo and place it on the page. You will see

button to browse to a photo on your local hard disk. You can
also specify a title, caption, photographer, date taken, and one or more

x and reference photos. Enter tags into the text box, one
may be appropriate for
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TRANSACTION HISTORY

This option allows you to view the transactions you have made through your
club’s website. When you select
following is displayed.

Figure 8.24 – Transaction History

This screen shows all transactions done through the system with your club or
association, in descending date order.

To view the details of one transaction, clic
beside the date. You will see a display similar to the following:

Figure 8.25 – Transaction History

You will see the individual line item(s) making up the transaction, and the
individual payment
to display a printable receipt for this transaction in a separate window.
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ISTORY

This option allows you to view the transactions you have made through your
club’s website. When you select Transaction History, a screen similar to the
following is displayed.

Transaction History

This screen shows all transactions done through the system with your club or
association, in descending date order.

To view the details of one transaction, click the double down-
beside the date. You will see a display similar to the following:

Transaction History showing expanded details

You will see the individual line item(s) making up the transaction, and the
individual payment(s) used to complete this transaction. Click the blue
to display a printable receipt for this transaction in a separate window.
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This option allows you to view the transactions you have made through your
, a screen similar to the

This screen shows all transactions done through the system with your club or

-arrow symbol

You will see the individual line item(s) making up the transaction, and the
(s) used to complete this transaction. Click the blue Print link

to display a printable receipt for this transaction in a separate window.
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PAYMENT/CREDIT H

This option allows you to view the payments you have made through your club’s
website. When you select
following is displayed.

Figure 8.26 – Payment

In the upper panel, you will see the date, type and amount of each payment
made to the club, whether through the system, by mail, or at an event. Click the
Receipt link to display a popup receipt for the payment.

In the lower panel, you will see the date,
credit applied by the club to your account.

ClubExpress User & Administrator Manual – Version 4.7

Gembrook Systems, LLC – All Rights Reserved

HISTORY

This option allows you to view the payments you have made through your club’s
website. When you select Payment/Credit History, a screen similar to the
following is displayed.

Payment History

In the upper panel, you will see the date, type and amount of each payment
made to the club, whether through the system, by mail, or at an event. Click the

link to display a popup receipt for the payment.

In the lower panel, you will see the date, reason, status and amount of each
credit applied by the club to your account.
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This option allows you to view the payments you have made through your club’s
, a screen similar to the

In the upper panel, you will see the date, type and amount of each payment
made to the club, whether through the system, by mail, or at an event. Click the

reason, status and amount of each
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CREDIT CARD

Click Credit Card
and register for events. You will see the following screen:

Figure 8.29 – Credit Card

ClubExpress allows you to store a credit card in the system, so that you don’t
need to re-enter it each time it’s needed. This is optional; if you don’t store it, you
can still pay with a credit card by entering the details when prompted. If you
choose to store your credit card, you can be reassured that it is maintained in an
encrypted database that cannot be read except by the software and then, only
under program control. All credit card transactions are conducted in secure
sessions, to provide an additi

If there is no credit card stored, the top section including the
not shown. Instead, you can enter the credit card information and click
save your information, or

If the credit card
account, click Yes
displayed, allowing you to enter the address information.

If a credit card is
no confirmation of this step.

It is important to note that when you pay a pending transaction by credit card, the
charge on your monthly statement will read
association has established its own merchant account
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Credit Card to maintain the credit card you use to renew your membership
and register for events. You will see the following screen:

Credit Card Information

ClubExpress allows you to store a credit card in the system, so that you don’t
enter it each time it’s needed. This is optional; if you don’t store it, you

can still pay with a credit card by entering the details when prompted. If you
store your credit card, you can be reassured that it is maintained in an

encrypted database that cannot be read except by the software and then, only
under program control. All credit card transactions are conducted in secure
sessions, to provide an additional level of protection.

If there is no credit card stored, the top section including the Remove
not shown. Instead, you can enter the credit card information and click
save your information, or Cancel to return to the Profile screen wi

If the credit card address is different from the Primary Address stored in your
Yes for the question at the bottom of the page; a new panel will be

displayed, allowing you to enter the address information.

already stored, click the Remove button to remove it. There is
no confirmation of this step.

It is important to note that when you pay a pending transaction by credit card, the
charge on your monthly statement will read “ClubExpress” unless your club or
association has established its own merchant account.
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to maintain the credit card you use to renew your membership

ClubExpress allows you to store a credit card in the system, so that you don’t
enter it each time it’s needed. This is optional; if you don’t store it, you

can still pay with a credit card by entering the details when prompted. If you
store your credit card, you can be reassured that it is maintained in an

encrypted database that cannot be read except by the software and then, only
under program control. All credit card transactions are conducted in secure

Remove button is
not shown. Instead, you can enter the credit card information and click Save to

to return to the Profile screen without saving.

is different from the Primary Address stored in your
for the question at the bottom of the page; a new panel will be

button to remove it. There is

It is important to note that when you pay a pending transaction by credit card, the
unless your club or
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Automated Payments

ClubExpress includes an option to allow memberships to be renewed and paid
automatically. When this option is enabled by a club or association, and when
you select a member type which is configured for automatic renewal and
payment, you will not receive a renewal notice and you do not need to login to
renew; the system will renew you based on the duration of the chosen member
type (every month, every quarter, every year, etc.) and will charge your saved
credit card automatically.

If you select a member type that is configured for automatic renewal and
payment, you will see a special note on the summary page, before you save your
membership and proceed to the payment page.

When this option is enabled, the system requires that your credit card be saved
and you will not have the ability to remove it. You will still see this screen so that
you can change the card or update it (for example, to modify the expiration date
or validation code when a new card is issued.) However, the Remove option will
not be shown.

To stop the automatic charging you must cancel your membership, effectively
resigning from the club. To do so, click the Cancel My Membership button on
your Member Profile screen.

When clubs and associations use this option, we require them to have their own
merchant account. So transactions will appear on your monthly statement using
the name of your club or association.
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EVENT HISTORY

Select this option to view a history of all events you have attended. You will see a
screen similar to the following:

Figure 8.30 – Event History

Click the double-down arrow symbol
also click this symbol in the header to display details for all events. Click the blue
Print link to print the details for each event.

Cancellations

If the event was configured to allow cancellations, and if the c
not passed, you will see a
Clicking it allows you to cancel your registration for this event.

If the event was free, or if the fee had not yet been paid, clicking the
option simply marks your registration as “Canceled”. If you had paid a fee to
attend the event, a credit is also issued to your account for the amount paid,
minus any cancellation penalty that the club or association may have imposed.
This credit can be used against

ClubExpress does not issue refunds, although your club or association may
choose to convert the open credit into a refund.
want.
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Select this option to view a history of all events you have attended. You will see a
screen similar to the following:

Event History

down arrow symbol to display details of that event. You can
also click this symbol in the header to display details for all events. Click the blue

link to print the details for each event.

If the event was configured to allow cancellations, and if the cancel deadline has
not passed, you will see a Cancel link to the right of the attendance column.
Clicking it allows you to cancel your registration for this event.

If the event was free, or if the fee had not yet been paid, clicking the
ly marks your registration as “Canceled”. If you had paid a fee to

attend the event, a credit is also issued to your account for the amount paid,
minus any cancellation penalty that the club or association may have imposed.
This credit can be used against any future charges.

ClubExpress does not issue refunds, although your club or association may
choose to convert the open credit into a refund. Contact them if this is what you
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Select this option to view a history of all events you have attended. You will see a

to display details of that event. You can
also click this symbol in the header to display details for all events. Click the blue

ancel deadline has
link to the right of the attendance column.

If the event was free, or if the fee had not yet been paid, clicking the Cancel
ly marks your registration as “Canceled”. If you had paid a fee to

attend the event, a credit is also issued to your account for the amount paid,
minus any cancellation penalty that the club or association may have imposed.

ClubExpress does not issue refunds, although your club or association may
Contact them if this is what you
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OPTIONAL ADDITIONAL CHARGES

Select this option to process additional charges at any time during the year
(instead of just at signup and renewal times.) You will see a screen similar to the
following:

Figure 8.31 – Optional Additional Charges

Select one or more charges. Some charges may give you the option of adjusting
price (for example, for a donation) or quantity. The Total at the bottom will update
automatically. Click the Proceed to Payment button to complete your selection
and jump to the payment page. Complete payment as normal.
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BAD EMAIL ADDRESS

Figure 8.32 – Bad Email Notification

If you see the above message in the Membership Summary panel, you have one
or more bad email addresses. Click the link to see a screen similar to the
following:

Figure 8.33 – Handling bad email address(es)

ClubExpress allows you to store multiple email addresses, a primary address
listed with your account and one or more additional addresses for each
discussion forum in which you participate. The above screen may list more than
one email address if there have been multiple
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DDRESS(ES)

Bad Email Notification

If you see the above message in the Membership Summary panel, you have one
or more bad email addresses. Click the link to see a screen similar to the

Handling bad email address(es)

ows you to store multiple email addresses, a primary address
listed with your account and one or more additional addresses for each
discussion forum in which you participate. The above screen may list more than
one email address if there have been multiple failures.
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If you see the above message in the Membership Summary panel, you have one
or more bad email addresses. Click the link to see a screen similar to the

ows you to store multiple email addresses, a primary address
listed with your account and one or more additional addresses for each
discussion forum in which you participate. The above screen may list more than
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If one or more of these addresses have had a delivery failure, it will be listed in
this screen, together with one of the following error messages:

Invalid Format – the email address is not correctly formatted. It might
have invalid characters or one or more spaces.

Bad Email – the email address does not exist, as reported by the
destination server.

Blocked – deliveries to the email address are blocked by an anti-spam
filter. This could be on your email server or a blacklist in your email-
handling program (e.g. Outlook, Lotus Notes, etc.)

“Soft” Failure – this is a temporary problem, such as the mailbox being
full or the email server being temporarily offline.

Select the appropriate action from the choices in the right-most column:

Change to – modify the email address to one that should be valid.

Reactivate – if you believe the email address is valid and can now
receive emails. (Not available if the error is “Invalid Format”.)

Drop It – select this option if you no longer use this email address. This
option removes the notification but does not remove the email address
from your profile. If it’s used again to send emails to you, it may appear
again in this list.

Ignore Error – do not fix for now. This is the default choice if you don’t
take any action. The error will continue to appear in this list.

Click Save to save your choices and return to the Profile screen, or Cancel to
return without saving.

Reports and Exports

There is an administrator report that lists members in the database with a bad
email address. There is also a data export with the same information. Use this
information to notify members when they must correct an email problem.
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Chapter 9 – Control Panels & Standard Dialogs

When a club or association administrator logs into the website, the system places
a special choice at the end of the menu (or along the top edge of the screen,
depending on the template you are using): Control Panel. Clicking this choice
displays a screen similar to the following:

Figure 9.1 – Control Panel
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The Control Panel is where an administrator manages every aspect of the
organization’s operations. Choices are organized into logical categories to help
you find things easily.

At the top of the Control Panel is a membership summary, showing how many
active, pending and expired members in the database.

Membership (See Chapter 10)

Member Manager Search for members, update information
on existing members, add new members,
change membership status, and process
payments.

Member Types Define membership types and properties,
including fees, duration, and visibility.

Renewal/Expiration Settings Define the membership renewal cycle,
renewal notices sent by ClubExpress and
how expirations are handled.

Membership Options Configure other membership options,
including board approval and whether
certain types of information are available
for members to enter.

Membership Wizard Setup Configure which screens should be
shown in the new member signup and
membership renewal wizards.

Additional Member Data Define additional questions that are asked
of members and which member types
should see each question.

Additional Charges Define optional items that are presented
to members when they sign up or renew
online.

Joining Agreement Define a code of conduct or waiver /
release of liability that new members must
“sign” in order to join.

Emailings Write and send emails to members and
the mailing list.

Non-Member Database Maintain a separate mailing list of non-
member contacts.

Download Bio Photos If the option to upload hi-res bio photos is
enabled, this option will download these
photos in a ZIP file.
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Club Information (See Chapter 11)

Name and Description Update basic information about your club
or association.

Administrators/Coordinators Maintain the list of administrators (who
manage everything) and coordinators
(who manage only some things.)

Metro Areas For regional or national clubs, define
metro areas in which events are held.

Subscription Agreement Review your agreement with ClubExpress
under which the website and database
are maintained.

Organization Data Configure chapters and, optionally, the
regions and districts into which they are
organized.

Titles Define the titles used by your organization
for committees and official contacts.

Contacts Define your club’s official contacts,
including the names shown on the
Contact Us module.

Club Options Define options that apply to the whole
club.

Website (See Chapter 12)

Home Page Jump to the Home Page in Edit Mode, in
order to make changes.

Template / Theme Select a different layout and color scheme
for the website as a whole.

Common Content Update the page header and any content
boxes defined for your template (e.g. the
space under a vertical menu.)

Menus Add or remove choices from the public or
members-only menus.

Built-in Module Index Select and configure which ClubExpress
built-in modules will be available on your
website.

Custom Page Index Maintain the list of custom web pages
which add static content to your website.
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Photo Manager Manage photos uploaded to the website
and the libraries into which they are
organized.

Photo Pages Maintain the list of photo pages which are
used to display photos uploaded to the
website.

Domain Names/Quick Links Maintain the list of domain names used to
access this website. Also define quick
links to jump to specific pages in the site.

Email Accounts Manage email accounts associated with
your club domain names, such as a
general “info” account or the “president@”
account.

Web Graphics Admin Manage graphics and images used on the
website itself (separate from photos used
on photo pages.)

Website Options Configure options that relate to the
website.

Finances (See Chapter 13)

Pending Payments Process check payments that arrive in the
mail, or cash received at an event.

Open Credits View, add and edit credits that have not
been fully allocated.

Multiple Misc. Charges Enter a misc. charge for multiple
members at once.

Bank Accounts Maintain the list of bank accounts used by
your club or association.

Bank Account Activity View club-level transactions initiated by
ClubExpress against your bank accounts
and display reports to reconcile these
transactions against bank statements.

Financial Accounts Maintain the list of financial accounts,
which are used for reporting and also for
connecting transactions to bank accounts.

QuickBooks Export View QuickBooks exports and create new
exports of transactions, payments, credits
and fees. (Note that this option will only
appear if you have enabled QuickBooks.)
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ClubExpress Rates View the ClubExpress rates configured for
your club.

Finance Options Configure options that relate to finances,
including support for QuickBooks.

Data Export and Reports (See Chapter 14)

Data Export Export membership and other data to
local files suitable for importing into a
spreadsheet or database table.

Reports View reports on every aspect of club
operations.

ADMINISTRATOR MANUAL(S)

Downloads the manual you are currently reading. This is an Adobe Acrobat
(PDF) file. Most recent computers come with a viewer, but if you don’t have one,
click the Acrobat Viewer link to download a free viewer from Adobe.

If your ClubExpress website includes extensive customized features, you may
also see a link to a separate manual describing these features.

WEBSITE STATUS

Click the Take Club Website Offline button at the bottom of the page to bring
the site down for maintenance. Once this is done, users will see the Login page
when they surf to the site, but only administrators will be allowed to log in. Click
the Activate Club Website button to bring the site back online.
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CONTROL PANEL COORDINATORS

Members who have coordinator rights will also see a
bottom of the menu. Clicking it displays a screen similar to the following (actual
choices will vary based on the coordinator functions assigned):

Figure 9.2 – Coordinator Control Panel

This screen provides shortcuts to the modules, custom pages, photo
administrative functions assigned to this member.

Coordinators may also have the ability to create their own Custom Pages and
Photo Pages. If these rights are available,
Page links will appear under their respective
allows the user to add a page; he or she is automatically defined as a coordinator
of the new page.
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OORDINATORS

Members who have coordinator rights will also see a Control Panel
ttom of the menu. Clicking it displays a screen similar to the following (actual

choices will vary based on the coordinator functions assigned):

Coordinator Control Panel

This screen provides shortcuts to the modules, custom pages, photo
administrative functions assigned to this member.

Coordinators may also have the ability to create their own Custom Pages and
Photo Pages. If these rights are available, Add Custom Page

links will appear under their respective headings. Clicking these links
allows the user to add a page; he or she is automatically defined as a coordinator
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Control Panel link at the
ttom of the menu. Clicking it displays a screen similar to the following (actual

This screen provides shortcuts to the modules, custom pages, photo pages and

Coordinators may also have the ability to create their own Custom Pages and
Add Custom Page and Add Photo

headings. Clicking these links
allows the user to add a page; he or she is automatically defined as a coordinator
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SUBGROUP ADMINISTRATORS

If your club or association has chapters, districts and regions, you can define
administrators who have access to some Control Panel functions that pertain to
their subgroup only. When subgroup administrators click the
option, they see the following screen:

Figure 9.3 – Control Panel for Subgroup Administrators

Administrative Functi

Member Manager

Emailings

Built-in Module Index

Custom Page Index

Add New Custom Page

Pending Payments

ClubExpress User & Administrator Manual – Version 4.7

Gembrook Systems, LLC – All Rights Reserved

DMINISTRATORS

If your club or association has chapters, districts and regions, you can define
ho have access to some Control Panel functions that pertain to

their subgroup only. When subgroup administrators click the
option, they see the following screen:

Control Panel for Subgroup Administrators

Administrative Functions

Member Manager Just for the subgroup(s) that this member
is administering, search for members,
update information on existing members,
add new members, change membership
status, and process payments.

Emailings Write and send emails to members and
the mailing list in the subgroup(s) that this
member is administering.

in Module Index Manage coordinators for the
can be filtered by subgroup.

Custom Page Index Define custom web pages that are
assigned to a specific subgroup.

New Custom Page Add a new custom web page.

Pending Payments Process check payments that arrive in the
mail, or cash received at an event. Only
payments for subgroup members and
non-members will be shown.
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If your club or association has chapters, districts and regions, you can define
ho have access to some Control Panel functions that pertain to

their subgroup only. When subgroup administrators click the Control Panel

Just for the subgroup(s) that this member
is administering, search for members,
update information on existing members,
add new members, change membership
status, and process payments.

Write and send emails to members and
mailing list in the subgroup(s) that this

member is administering.

Manage coordinators for the modules that
can be filtered by subgroup.

Define custom web pages that are
assigned to a specific subgroup.

Add a new custom web page.

payments that arrive in the
received at an event. Only

payments for subgroup members and
members will be shown.
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Open Credits View, add and edit credits which have not
been fully allocated

Bank Account Activity View club-level transactions initiated by
ClubExpress against your bank accounts
and display reports to reconcile these
transactions against bank statements.

Custom Pages

Add Custom Page Add a new custom web page.

Built-in Modules

Committees Manage committees assigned to the
subgroup(s) that this member is
admistering.

Documents Manage document categories and the
documents within them, for the
subgroup(s) that this member is
administering.

Discussion Forums Manage forums for the subgroup(s) that
this member is administering.

Event Calendar Manage events for the subgroup(s) that
this member is administering.

This screen may also list individual custom web pages and photo pages that the
subgroup administrator has rights to edit.
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Member Selector

There are places in the system where you need to select a member from among
the available members (Active and Bulk Loa
Member link, the following dialog is displayed:

Figure 9.5 – Member Selector

Enter the first few letters of the member’s last name and click
press the [Enter] key.) Members with matching last names w

To further restrict the search, you can add a comma after the last name and
enter all or part of a first name. You can also search by first name alone by
entering the comma as the first character then entering a full or partial first na

Highlight one and click
a selection. You can also double
system will select it and close the dialog in one step.

The member selector generally only shows Active members but in certain places
within the system, it may also show Bulk Loaded, Pending, Prospective and even
Expired members, depending on the situation.
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Member Selector

There are places in the system where you need to select a member from among
the available members (Active and Bulk Loaded only.) When you click the

link, the following dialog is displayed:

Member Selector

Enter the first few letters of the member’s last name and click
key.) Members with matching last names will be displayed.

To further restrict the search, you can add a comma after the last name and
enter all or part of a first name. You can also search by first name alone by
entering the comma as the first character then entering a full or partial first na

Highlight one and click Select, or click Cancel to close the dialog without making
a selection. You can also double-click the mouse on a member’s name and the
system will select it and close the dialog in one step.

The member selector generally only shows Active members but in certain places
within the system, it may also show Bulk Loaded, Pending, Prospective and even
Expired members, depending on the situation.
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There are places in the system where you need to select a member from among
ded only.) When you click the Select

Enter the first few letters of the member’s last name and click Search (or just
ill be displayed.

To further restrict the search, you can add a comma after the last name and
enter all or part of a first name. You can also search by first name alone by
entering the comma as the first character then entering a full or partial first name.

to close the dialog without making
click the mouse on a member’s name and the

The member selector generally only shows Active members but in certain places
within the system, it may also show Bulk Loaded, Pending, Prospective and even
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Subgroup (Level) Selector

For clubs and associations with subgroups a level selector is displayed in various
places in the system. For example, when you define coordinators for a
that supports subgroups, you can specify to which subgroup the coordinator has
rights.

Figure 9.6 – Specifying Coordinator Access Rights

In this example, Jessica Smith is being defined as an event calendar coordinator
for all events in the Northeast region, including all of its districts and chapters.
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Subgroup (Level) Selector

For clubs and associations with subgroups a level selector is displayed in various
places in the system. For example, when you define coordinators for a

supports subgroups, you can specify to which subgroup the coordinator has

Specifying Coordinator Access Rights

In this example, Jessica Smith is being defined as an event calendar coordinator
for all events in the Northeast region, including all of its districts and chapters.
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For clubs and associations with subgroups a level selector is displayed in various
places in the system. For example, when you define coordinators for a module

supports subgroups, you can specify to which subgroup the coordinator has

In this example, Jessica Smith is being defined as an event calendar coordinator
for all events in the Northeast region, including all of its districts and chapters.
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Chapter 10 – Control Panel

MEMBER MANAGER

Click this choice to view and update the membership database, including
information on individual members. The following screen is displayed:

Figure 10.1 – Member Manager
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Control Panel – Membership

Click this choice to view and update the membership database, including
information on individual members. The following screen is displayed:

Member Manager
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Click this choice to view and update the membership database, including
information on individual members. The following screen is displayed:
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Search for “Outside USA only”

This option also works slightly differently. The Search For box and all advanced
options are ignored and the system displays all non-US members.

Search Results

The search results grid displays the following information. More details can be
found about many of these choices below.

# Column
Member Number Assigned by an admin or automatically by the

system

Member Level Primary, secondary or tertiary, and using the
keywords defined by your club or association for
secondary and tertiary members.

Member Column
Company If your association is configured so that members

join through their business or professional lives,
their company or organization will be shown above
their name.

Member Name First and Last Name

(Login Name) Note that the system does not allow you to view
the member’s password, for security reasons. But
you can reset it. See below.

City, State Click the link to view a popup window showing the
member’s address, phone and email

Membership
Member Type One of the types defined under Control Panel –

Member Types

Expiration Date
Membership Status Maintained by ClubExpress. Click the status link to

change the member to a different status. See the
section below for an explanation of the different
values.

Maintain
Profile Click this link to view the Profile screen for this

member.

Bio Click this link to view the member’s Bio page in the
Membership Directory.
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Notes Click to write notes about this member. A small
icon is displayed beside this link if a note exists.

Charge/Credit Click to enter a miscellaneous charge or credit for
this member.

Renew If the Renew link is in red, the member is in the
“renew cycle” and will see a red Renew link when
they login. If the Renew link is in black, the
member is not in the “renew cycle” but you can still
process a renewal for them. This link is not shown
for secondary or tertiary members, or for primary
members with a status of Frozen or Dropped.

Primary Member Profile This link will appear for secondary and tertiary
members. Clicking it takes you to the primary
member’s Profile screen

Secondary &
Tertiary Members

This link will appear for a primary member that has
secondary and/or tertiary members defined under
the primary membership. Clicking it displays a
popup list of these members, to jump to a specific
member’s Profile screen.

Payments If this blue link appears, this member owes money.
Click to go to the Pending payments page.

Note that subgroup admins may not see all of these choices, if they have been
configured for read-only access to member data.

Add Member

To add a new member, click the Add Member button. This function is used when
you receive a membership application in the mail or at an event (instead of the
member joining online.) You will step through a wizard with between four and
eight screens, depending on how your club is configured:

1. Member type
2. Name and contact information
3. Additional Member Data (if configured; see the section below)
4. Member Interests (if configured; see the section below)
5. Additional members and chapter assignments (if configured)
6. Additional charges (if configured; see the section below)
7. Summary screen
8. Payment Method (credit card, check, cash, etc.)
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Member – Address

In the results grid, the
click a value and you will see a screen with the member’s name and basic
contact information similar to the following.

Figure 10.3 – Member Address Popup

This information is conveniently formatted for highlighting, cop
Clipboard, and pasting into a word processing program or other software. Click
Done to close the dialog.

Membership Status

In the search results grid, click the membership status for a member and you will
see a popup dialog similar to the follo
of that member:
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Address

In the results grid, the City and State values below the member’s name are links;
click a value and you will see a screen with the member’s name and basic
contact information similar to the following.

Member Address Popup

This information is conveniently formatted for highlighting, cop
Clipboard, and pasting into a word processing program or other software. Click

to close the dialog.

Membership Status

In the search results grid, click the membership status for a member and you will
see a popup dialog similar to the following, which allows you to change the status
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elow the member’s name are links;
click a value and you will see a screen with the member’s name and basic

This information is conveniently formatted for highlighting, copying to the
Clipboard, and pasting into a word processing program or other software. Click

In the search results grid, click the membership status for a member and you will
which allows you to change the status
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displays a small popup window similar to the one below, showing the secondary
and/or tertiary members managed by this primary member.

Figure 10.5 – Viewing Secondar

Click a link to display the profile for that member.

Notes

Click the Notes link to enter individual and private notes on this member. This
information is only available to administrators; it cannot be viewed by the
member. (However, y
since administrators may change.) The following screen is shown:

Figure 10.6 – Member Notes screen

Enter up to 2000 characters of text. Click
to the Member Ma
clear your entry completely; you will be prompted to confirm this action. The
ClubExpress spellchecker is also available.

When notes are defined for a member, a small icon will be displayed b
Notes link.
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displays a small popup window similar to the one below, showing the secondary
and/or tertiary members managed by this primary member.

Viewing Secondary & Tertiary Members

Click a link to display the profile for that member.

link to enter individual and private notes on this member. This
information is only available to administrators; it cannot be viewed by the
member. (However, you should still exercise caution in what you write here,
since administrators may change.) The following screen is shown:

Member Notes screen

Enter up to 2000 characters of text. Click Save to save your changes and return
to the Member Manager, or Cancel to return without saving. Click
clear your entry completely; you will be prompted to confirm this action. The
ClubExpress spellchecker is also available.

When notes are defined for a member, a small icon will be displayed b
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displays a small popup window similar to the one below, showing the secondary

link to enter individual and private notes on this member. This
information is only available to administrators; it cannot be viewed by the

ou should still exercise caution in what you write here,
since administrators may change.) The following screen is shown:

to save your changes and return
to return without saving. Click Clear Notes to

clear your entry completely; you will be prompted to confirm this action. The

When notes are defined for a member, a small icon will be displayed beside the
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Payment receipts show credits applied to the payment. The member’s
Transaction History
Credit History screen shows credits and their status.

Payments

If the member has
blue. Click this link as a shortcut to the pending payments screen, to process or
waive a payment. A screen similar to the following is shown:

Figure 10.8 – Pending Payments

This screen allows yo
payments can be checked or unchecked to adjust the total being paid. Available
credits will also be shown, adjusting the total amount selected for payment.
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Payment receipts show credits applied to the payment. The member’s
Transaction History screen shows credits applied. The Profile

screen shows credits and their status.

If the member has pending payments, the Payments link will be displayed in
blue. Click this link as a shortcut to the pending payments screen, to process or
waive a payment. A screen similar to the following is shown:

Pending Payments

This screen allows you to view all the pending payments for a member. Individual
payments can be checked or unchecked to adjust the total being paid. Available
credits will also be shown, adjusting the total amount selected for payment.
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Payment receipts show credits applied to the payment. The member’s Profile –
Profile – Payment /

link will be displayed in
blue. Click this link as a shortcut to the pending payments screen, to process or

u to view all the pending payments for a member. Individual
payments can be checked or unchecked to adjust the total being paid. Available
credits will also be shown, adjusting the total amount selected for payment.
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MEMBER TYPES

Clicking this choice displays the following screen:

Figure 10.9 – Member Types

This screen allows a club or association to define its various membership types,
including single, family, senior, youth, multi
options. Each membership type has an associated price, duration, and
availability. To add a new ty
following screen is displayed:
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Clicking this choice displays the following screen:

Member Types

This screen allows a club or association to define its various membership types,
including single, family, senior, youth, multi-year, complimentary and other
options. Each membership type has an associated price, duration, and
availability. To add a new type, click the Add Member Type
following screen is displayed:
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This screen allows a club or association to define its various membership types,
year, complimentary and other

options. Each membership type has an associated price, duration, and
Add Member Type button. The
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Figure 10.10a – Add/Edit Member Type (top part)

Specify the name and description of the membership type. The name appears in
the drop-down list when a member joins, while the description will appear
underneath once a type is selected.

Duration

Durations are specified in months to allow organizations to specify a full range of
dates, including quarterly or multi-year memberships.

You can create durations as low as 1 month but these short renewal cycles are
really only suitable when renewals are set to Automatic or Automatic with
Payment (see below for more information.)
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Renewal

Select this option to control how renewals are handled for this member type. The
default is to use the default settings that are defined on the Renewal /
Expiration Settings page.

Select Automatic Renewals if you want ClubExpress to renew this
member automatically. When you select this option the screen will refresh
and you will be asked to specify the number of days before expiration
when the renewal should take place.

This option was specifically added for community service clubs and any
club or association that charges a standard fee each month or each
quarter. ClubExpress will generate the standard fee transactions for you
and you can then email members to log in and pay the fee, or print
invoices showing all pending payments and mail them to members.

Important Note: this option does not automatically charge membership
fees to a credit card. Members must still log in to pay pending charges by
credit card or print an invoice and mail a check. Administrators can also
print and mail invoices proactively.

Select Automatic Renewal and Payment to renew and charge a
member’s saved credit card automatically, based on the duration of the
membership. This option is only available if you have established your
own merchant account; it cannot be used in conjunction with the built-in
merchant account because automatic payments can be a significant
source of disputes and chargebacks.

When this option is selected for a member type, members will sign up as
normal and make their initial payment. A credit card is required and it will
be saved (members do not have this option.) When the specified duration
has passed, the membership will be renewed automatically and the saved
credit card will be charged. Emails are sent to the member as normal.

If the credit card transaction fails for any reason (for example, a card
expiration or a changed address), the member will be notified and the
transaction will remain as pending. Once the missing or bad information is
corrected, the updated card will be charged automatically.

When members want to stop automatic charges, they login to the
website, go to their Profile screen and click the Cancel My Membership
button.
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Figure 10.10b – Add/Edit Member Type

<Secondary> Members

Note that the system will display the keyword you spe
members on the Control Panel

Primary members own the account; they can add or remove their own secondary
and tertiary members from the Profile screen. Secondary and tertiary members,
on the other hand, do not see
screen, nor will they ever be asked to renew; their membership is entirely
dependent on the status of the primary membership. They have the same
member type as the primary, they renew when the primary renews and
when the primary expires.
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Add/Edit Member Type (bottom part)

<Secondary> Members

Note that the system will display the keyword you specified for secondary
members on the Control Panel – Club Options page.

Primary members own the account; they can add or remove their own secondary
and tertiary members from the Profile screen. Secondary and tertiary members,
on the other hand, do not see account management options on their Profile
screen, nor will they ever be asked to renew; their membership is entirely
dependent on the status of the primary membership. They have the same
member type as the primary, they renew when the primary renews and
when the primary expires.
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cified for secondary

Primary members own the account; they can add or remove their own secondary
and tertiary members from the Profile screen. Secondary and tertiary members,

account management options on their Profile
screen, nor will they ever be asked to renew; their membership is entirely
dependent on the status of the primary membership. They have the same
member type as the primary, they renew when the primary renews and expire
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Secondary members have a login and password and can login to the website to
participate in all club activities as members. (Note that ClubExpress charges a
reduced fee for each active secondary member in your database.)

If this member type includes secondary members, select Yes, then specify the
minimum and maximum number of members allowed. Then specify whether
secondary members can also join chapters; the available options are described
on the previous page.

<Tertiary> Members

Note that the system will display the keyword you specified for tertiary members
on the Control Panel – Club Options page.

Tertiary members do NOT have a login and password and cannot login to the
website. But they are included in blast emailings and in mailing lists of active
members. (Note that ClubExpress does not currently charge a fee for active
tertiary members in your database, although we reserve the right to change this
policy.)

When members join your club through their personal lives, tertiary members are
appropriate for very young family members that you want to track in the database
but who do not need the ability to login. When members join your club through
their business or professional lives, tertiary members are appropriate for other
contacts at a business who might be interested in club activities but who also do
not need the ability to login.

If this member type includes tertiary members, select Yes, then specify the
minimum and maximum number of members allowed. Then specify whether
tertiary members can also join chapters; the available options are described on
the previous page.
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RENEWAL / EXPIRATION SETTINGS

Click this choice to display the following screen:

Figure 10.11 – Renewal/Expiration Options

This screen governs various options for handling membership renewals and
expirations. The following options are provided:
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Figure 10.12b – Membership

<Secondary> and <Tertiary> Members

Note that ClubExpress will use the terms defined for these membership levels on
the Control Panel

If secondary and/or tertiary members ar
following options are displayed:

Information Levels
Capture Email Address
Capture Birthday
Capture Gender
Capture Member Relationship

Select Basic Info (name only) or Detailed Info (which adds address, phone and
work fields.) You can also optionally add email address, birthday, gender, and
member relationship to each form.

ClubExpress User & Administrator Manual – Version 4.7

Gembrook Systems, LLC – All Rights Reserved

Membership Options (middle part)

<Secondary> and <Tertiary> Members

Note that ClubExpress will use the terms defined for these membership levels on
the Control Panel – Club Options screen.

If secondary and/or tertiary members are enabled for any member types, the
following options are displayed:

Information Levels
Capture Email Address
Capture Birthday
Capture Gender
Capture Member Relationship

Select Basic Info (name only) or Detailed Info (which adds address, phone and
lds.) You can also optionally add email address, birthday, gender, and

member relationship to each form.
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Note that ClubExpress will use the terms defined for these membership levels on

e enabled for any member types, the

Select Basic Info (name only) or Detailed Info (which adds address, phone and
lds.) You can also optionally add email address, birthday, gender, and
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Member relationship is a keyword indicating how the secondary or tertiary
member is related to the primary (spouse, child, parent, co-worker, associate,
etc.) An extensive list of keywords is available.

Can <…> members be added…

If this option is set to Yes, members can be added at any time. If this option is set
to No, members can only be added during the membership signup and renewal
process.

Note that ClubExpress does NOT calculate prorated fees for secondary and/or
tertiary members when they are modified in the middle of the membership year.
So you will generally set these options to Yes if there are no additional fees, or
No if additional fees need to be calculated.

The Membership Options screen continues below.
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Figure 10.12c – Membership Options (bottom part)

Directory Options

If the Membership Directory module is enabled, an additional set of options
related to this module, are displayed. For more information on enabling or
disabling this module, see page 188.
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Limiting Visibility

This option controls whether members can limit what information is shown in the
Membership Directory, including opting out of the directory completely. Some
organizations require members to be fully listed.

Note that this option is ignored for administrators; all member contact information
is shown in the Membership Directory and in the Member Manager.

Nickname, Spouse Names, Birthdays and Anniversary

These options control whether the primary member’s nickname, date of birth,
spouse first and last names and date of birth, and a wedding anniversary can be
entered. Some social clubs, community service clubs and homeowner/condo
associations track this information, and we’ve also provided a calendar report
showing all of these dates.

You can also specify whether the year is included in the Membership Directory
display.

Social Networking Links

This option controls whether members can create links in their profile to the
popular social networking services (FaceBook, LinkedIn, MySpace and Twitter.)
If you select “Yes”, members will be prompted to enter their ID for each service.
The system will then display that logo in the Membership Directory screen;
clicking the logo displays a public profile page in the appropriate service.

Miscellaneous Options

Next Member Number

What number should be used for the next new member?

Default Member State

For clubs or associations that serve one city or state only, this option allows you
to specify a state that is entered as a default. A “<None>” option is available for
clubs where this setting does not apply.

Notify Membership Director

Set this option to New Membership Only if the membership director should
receive an email whenever a new member signs up, or New Membership and
Renewals to send the email on both events. Define the “membership director”
title and function on the Control Panel – Titles screen. Assign someone to this
title on the Control Panel – Contacts screen. Set this option to No if a notification
email should not be sent.
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Personal vs. Busines

People join some clubs or associations through their personal lives, their hobbies
or passions or families. Other clubs or associations are professional or trade
groups, where people join through their business lives.

ClubExpress includes two versions of the Contact Us page and the Member
Directory page, one for each option. Specify the appropriate radio button to
select which page should be used.

Click Save or Cancel

MEMBERSHIP WIZARDS

Select Membership Wizards Setup
the New Member Signup wizard and the Membership Renewal Wizard. You will
see the following screen.

Figure 10.13 – Membership Wizards Setup
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Personal vs. Business/Professional Memberships

People join some clubs or associations through their personal lives, their hobbies
or passions or families. Other clubs or associations are professional or trade
groups, where people join through their business lives.

s includes two versions of the Contact Us page and the Member
Directory page, one for each option. Specify the appropriate radio button to
select which page should be used.

Cancel to close this window and return to the menu.

IZARDS SETUP

Membership Wizards Setup to customize which screens are displayed in
the New Member Signup wizard and the Membership Renewal Wizard. You will
see the following screen.

Membership Wizards Setup
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People join some clubs or associations through their personal lives, their hobbies
or passions or families. Other clubs or associations are professional or trade

s includes two versions of the Contact Us page and the Member
Directory page, one for each option. Specify the appropriate radio button to

to close this window and return to the menu.

to customize which screens are displayed in
the New Member Signup wizard and the Membership Renewal Wizard. You will
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On the left side is a list of the available screens in the order in which they appear.
Each column displays the settings for each wizard, in both user and admin
versions. Check the boxes you wish to appear for each wizard.

Note that some screens require that other options should also be set. For
example, checking the “Joining Agreement” screen won’t display that screen
unless a joining agreement has been defined.

Click the Save button to save your changes and return to the Control Panel, or
Cancel to return without saving.

See Chapter 26 – Modules – Member Signup for a detailed view of each screen.

ADDITIONAL MEMBER DATA

Many clubs and associations have unique questions that are asked of members
when they join or renew, or when they register for events. These questions may
be used to establish qualifications, certifications or experience; in some
enthusiast clubs they are used to determine what product the member uses to
enjoy his/her hobby.

Questions can be configured to appear during the member sign-up process and
to be required, or they can be placed on the profile screen and be optional.

Selecting Additional Member Data displays the following screen:

Figure 10.14 – Additional Member Data
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This screen shows the questions already defined, including the question name,
type, whether the question is on the membership application, whether an answer
is required and whether the question and answer are included in the member’s
directory entry. To ad
screen is displayed:

Figure 10.15 – Add/Edit Question

For each question, specify a name or title for the question. You will use this to
identify the question in the admin list and in reports, b
user. Then specify the question itself.

The Question Notes option allows you to specify an additional
displayed in smaller text under the question. This explanation helps users
understand what information yo
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This screen shows the questions already defined, including the question name,
type, whether the question is on the membership application, whether an answer
is required and whether the question and answer are included in the member’s
directory entry. To add a question, click the Add Question button. The following
screen is displayed:

Add/Edit Question

For each question, specify a name or title for the question. You will use this to
identify the question in the admin list and in reports, but it is never shown to the
user. Then specify the question itself.

The Question Notes option allows you to specify an additional explanation that
displayed in smaller text under the question. This explanation helps users
understand what information you are seeking and the format for their answer.

Page 138

This screen shows the questions already defined, including the question name,
type, whether the question is on the membership application, whether an answer
is required and whether the question and answer are included in the member’s

button. The following

For each question, specify a name or title for the question. You will use this to
ut it is never shown to the

explanation that is
displayed in smaller text under the question. This explanation helps users

u are seeking and the format for their answer.
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Answer Types

Different questions can be answered in different ways. ClubExpress supports a
number of different formats for each question. As you change the answer type, a
small prompt will appear under the Values field indicating what additional
information you need to specify. (You may need to wait a few seconds for the
screen to refresh.) The following formats are available:

Answer Type Display Format Values
Text Text field Enter a number from 1 to 100

representing the maximum text
length allowed.

Long Text Large text block n/a.
Note that embedded line breaks
are retained in Long Text fields.

True/False Radio button Enter the “True” text, then a semi-
colon, then the “False” text.

Date Year Drop-down list showing 4-
digit numbers.

Enter the lowest 4-digit year
allowed, then a semi-colon, then
highest 4-digit year allowed.

Date Month Drop-down list showing the
months of the year, spelled
out.

n/a

Date Day Drop-down list showing the
numbers 1-31.

n/a

Date Full Text field with a popup
date-picker icon.

n/a

Integer Text field Enter the lowest integer allowed,
then a semi-colon, then the
highest integer allowed. Integers
are whole numbers with no
decimals.

Number Text field Enter the lowest number allowed,
then a semi-colon, then the
highest number allowed.

Select List Drop-down list showing the
choices in the order
entered.

Enter the items to be displayed in
the list, separated by semi-colons
with no spaces.
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Figure 10.16 – Define Member Types for a Question

For a newly defined question, all member types are checked. Uncheck the
member types that
your changes or Cancel

Click Delete to remove a Club Question. All answers are also deleted.

Click Answers to display a report showing member answers for this
Two reports are available, one sorted by member last name and the other sorted
by answer. The ClubExpress report manager displays these reports
available in PDF, HTML, Word or Excel formats.

Click the Display Sequence
member signup wizard and directory.

Click the Export Answers
detailed member information and their answers to all questions. This file is
suitable for loading into a spreadsheet like Excel for further analysis.
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Define Member Types for a Question

For a newly defined question, all member types are checked. Uncheck the
member types that should not see this question. Click the Save

Cancel to close the dialog without saving.

to remove a Club Question. All answers are also deleted.

to display a report showing member answers for this
Two reports are available, one sorted by member last name and the other sorted

The ClubExpress report manager displays these reports
available in PDF, HTML, Word or Excel formats.

Display Sequence button to control the order of questions on the new
member signup wizard and directory.

Export Answers button to generate an export file in CSV format with
detailed member information and their answers to all questions. This file is

or loading into a spreadsheet like Excel for further analysis.

Page 141

For a newly defined question, all member types are checked. Uncheck the
Save button to save

to remove a Club Question. All answers are also deleted.

to display a report showing member answers for this question.
Two reports are available, one sorted by member last name and the other sorted

The ClubExpress report manager displays these reports, so they are

button to control the order of questions on the new

button to generate an export file in CSV format with
detailed member information and their answers to all questions. This file is

or loading into a spreadsheet like Excel for further analysis.
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ADDITIONAL CHARGES

ClubExpress allows you to present a list of optional charges when members sign
up or renew their memberships. These can be one
commonly used to sell club merchandise, or a printed newsletter, or fees for a
national organization. You can also use this option to solicit a variable donation
from a member.

Ad an admin, if you want to process an additional charge outside a membership
signup or renewal, use the miscellaneous charges/credits option in the Member
Manager.

When members join or renew, additional charges are shown on a special screen
in the new member signup and membership renewal wizards.
select the Optional Additional
one or more additional charges at any time.

Selecting this option displays the following screen:

Figure 10.17 – Additional Charges

This screen lists each additional charge you have defined. To add a new c
click the Add Charge
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HARGES

ClubExpress allows you to present a list of optional charges when members sign
up or renew their memberships. These can be one-time or periodic fees and are

to sell club merchandise, or a printed newsletter, or fees for a
national organization. You can also use this option to solicit a variable donation

f you want to process an additional charge outside a membership
renewal, use the miscellaneous charges/credits option in the Member

When members join or renew, additional charges are shown on a special screen
in the new member signup and membership renewal wizards.

Optional Additional Charges choice on their Profile to “purchase”
one or more additional charges at any time.

Selecting this option displays the following screen:

Additional Charges

This screen lists each additional charge you have defined. To add a new c
Add Charge button. The following popup window is displayed:
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ClubExpress allows you to present a list of optional charges when members sign-
time or periodic fees and are

to sell club merchandise, or a printed newsletter, or fees for a
national organization. You can also use this option to solicit a variable donation

f you want to process an additional charge outside a membership
renewal, use the miscellaneous charges/credits option in the Member

When members join or renew, additional charges are shown on a special screen
in the new member signup and membership renewal wizards. They can also

choice on their Profile to “purchase”

This screen lists each additional charge you have defined. To add a new charge,
button. The following popup window is displayed:
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Figure 10.18 – Add/Edit an Additional Charge

Specify the title and description of the charge and whether it is currently active or
hidden.

The Price of the additional charge
option for charges such as a donation with a recommended amount that the user
can change.

The Availability
renewals or both. If the
checked whenever the user renews.

The Quantity option controls whether the user can change the quantity ordered.
Use this option for physical items that members order with their membership,
such as a club lapel pin,
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Add/Edit an Additional Charge

Specify the title and description of the charge and whether it is currently active or

of the additional charge can be fixed or adjustable. Use the adjustable
option for charges such as a donation with a recommended amount that the user

Availability option controls whether the charge is shown to new members,
renewals or both. If the Recurring Charge option is checked, this charge will be
checked whenever the user renews.

option controls whether the user can change the quantity ordered.
Use this option for physical items that members order with their membership,
such as a club lapel pin, a car badge, or a T-shirt.
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Specify the title and description of the charge and whether it is currently active or

can be fixed or adjustable. Use the adjustable
option for charges such as a donation with a recommended amount that the user

option controls whether the charge is shown to new members,
option is checked, this charge will be

option controls whether the user can change the quantity ordered.
Use this option for physical items that members order with their membership,
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Note that Price and Quantity cannot both be adjustable at the same time.

The Financial Account
into which Additional Charges revenue should be stored.

The QuickBooks Ite
into a QuickBooks item when you export transactions.

Click Save or Cancel

To edit a charge, click the
this might create unlinked data in your financial history. Instead, if you no longer
want to show a charge, turn off its
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Note that Price and Quantity cannot both be adjustable at the same time.

Financial Account option allows you to select a detail or master account
into which Additional Charges revenue should be stored.

QuickBooks Item Name option allows you to match this additional charge
into a QuickBooks item when you export transactions.

Cancel to return to the list of additional charges.

To edit a charge, click the Edit link. There is no way to delete a charge beca
this might create unlinked data in your financial history. Instead, if you no longer
want to show a charge, turn off its Active flag.
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Note that Price and Quantity cannot both be adjustable at the same time.

option allows you to select a detail or master account

option allows you to match this additional charge

link. There is no way to delete a charge because
this might create unlinked data in your financial history. Instead, if you no longer
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JOINING AGREEMENT

The printed membership forms for some types of organizations include special
language that member
commonly required if the club or association is involved in potentially dangerous
activities, such as scuba diving or mountain biking; this language protects the
organization and releases it from liability
or behavior, which members must promise to abide by.

If you require such language, select this option to display the following dialog:

Figure 10.19 – Joining Agreement

The full content editor is available, wi
Save to save your text and enable the page or
saving.

On the Control Panel
options to determine whether the joining agree
the member signup wizard and/or the membership renewal wizard.
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GREEMENT

The printed membership forms for some types of organizations include special
language that members must agree to before they can join. This is most
commonly required if the club or association is involved in potentially dangerous
activities, such as scuba diving or mountain biking; this language protects the
organization and releases it from liability. It may also be used for a code of ethics
or behavior, which members must promise to abide by.

If you require such language, select this option to display the following dialog:

Joining Agreement

The full content editor is available, with all of its formatting capabilities. Click
to save your text and enable the page or Cancel to close the dialog without

On the Control Panel – Membership Wizards Setup page check the appropriate
options to determine whether the joining agreement page should be shown on
the member signup wizard and/or the membership renewal wizard.
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The printed membership forms for some types of organizations include special
s must agree to before they can join. This is most

commonly required if the club or association is involved in potentially dangerous
activities, such as scuba diving or mountain biking; this language protects the

. It may also be used for a code of ethics

If you require such language, select this option to display the following dialog:

th all of its formatting capabilities. Click
to close the dialog without

Membership Wizards Setup page check the appropriate
ment page should be shown on

the member signup wizard and/or the membership renewal wizard.
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The Archive option enables the archive flag. If it’s already enabled, the option
will say Unarchive. Use the Delete option to completely remove an email from
the list. This option should be used with caution since the deleted emailing
cannot be recovered and you lose the audit trail of what has been sent.

The Reports choice displays the standard reports dialog with reports showing
who received each email and who did not because of a bad email address. Note
that these reports will not show any data for emailings sent prior to August, 2007
(approx.) when support for this feature was added to ClubExpress.

Emailing Categories

Emailing categories allow you to organize and filter emailings in different ways
(for example, event announcements, membership reminders, monthly blurbs
from the president, committee updates, etc.)

Click this button to see a standard ClubExpress category management screen.
All options perform their expected functions. The Delete option only appears for
categories that have not been used.

If your club or association has subgroups, you can create categories for use by
subgroup administrators, allowing subgroup emailings to be organized into their
own categories.
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New Emailing

Click Add Emailing
displayed:

Figure 10.21 – New Emailing
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Add Emailing to create a new email. The following popup window is

New Emailing
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to create a new email. The following popup window is
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If you select On This Date and enter a date, the email will be held with a
Pending status and will be delivered on the specified date.

Subject, Options and Message

Specify the Subject, message body and whether the Urgent flag should be set.
Then click one of the buttons at the bottom of the dialog:

Click Send Test to Myself to send a single copy of the message to
yourself. This option allows you to see what the message will look like
without losing any of the above configuration settings. The email is not
flagged as having been “sent”.

Click Save as Draft to save the email without sending it. This option
allows you to further edit an email before sending it, or to create a
template email that can be copied and used multiple times.

Click Ready for Delivery to send the email based on your Send settings
(now or at a future date) and return to the previous screen. You will be
asked to confirm this action in case you clicked this button accidentally. If
the email is being sent immediately, you will see a results message
showing how many emails were sent and how many could not be sent
because the email address was bad.

Click Cancel to close the window without saving your email. You will be
asked to confirm this action in case you clicked this button accidentally.

Notes

Emails sent using this function are fully compliant with the federal CAN-SPAM
Act of 2004. A footer explaining who sent the email and how to opt-out is
included.

When members click the opt-out link, they are taken to the Login page so that
they can log in with their username and password. Once they have done so, they
are taken their Profile – Contact Information page where they can uncheck the
option under their email address to stop receiving general emails from the club.
(Note that unchecking this option does not stop official emails from the club, such
as renewal and expiration notices. These are always allowed because they
pertain to the member’s official relationship with the club.

When non-members click the opt-out link, they are taken to a special Opt-Out
page that allows them to remove themselves completely from your non-member
database.

If an email is sent to an address that proves to be bad, ClubExpress flags it as a
bad email address and will not attempt to send further emails to it as long as the
flag is in place. The flag is visible wherever email addresses can be edited, so
that you can see if an email address needs to be fixed. There is also a Bad
Emails Report.
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NON-MEMBER DATABASE

ClubExpress allows clubs and associations to maintain a list of
from the membership database. This list is often used for prospects, local press,
local government officials, donors, officials of neighbo
and others who might be interested in the group’s activities. When non
sign up for events or make donations, they are added to this list, as are visitors to
the website who click the
this option, a screen similar to the following is displayed:

Figure 10.22 – Non

You can search within the non
and clicking the Search
field will change to a drop

Besides the Search Results is a number showing the number of matching
records found. The list is displayed in pages of 30 records; use the page
navigation controls to move from page to page.

If your club or association has subgroups, you will also see a subgroup selector,
allowing you to filter the list by non
The grid is also modified to show the subgroup that e
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ATABASE

ClubExpress allows clubs and associations to maintain a list of contacts
from the membership database. This list is often used for prospects, local press,
local government officials, donors, officials of neighboring or other local clubs,
and others who might be interested in the group’s activities. When non
sign up for events or make donations, they are added to this list, as are visitors to
the website who click the “Add me to your mailing list” option. When you select
this option, a screen similar to the following is displayed:

Non-Member Database Manager

You can search within the non-member database by specifying a search criteria
Search button. If you select State or Category, the Search For

field will change to a drop-down list showing defined states or categories.

Besides the Search Results is a number showing the number of matching
records found. The list is displayed in pages of 30 records; use the page

n controls to move from page to page.

If your club or association has subgroups, you will also see a subgroup selector,
allowing you to filter the list by non-members belonging to a specific subgroup.
The grid is also modified to show the subgroup that each person belongs to.
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contacts separate
from the membership database. This list is often used for prospects, local press,

ring or other local clubs,
and others who might be interested in the group’s activities. When non-members
sign up for events or make donations, they are added to this list, as are visitors to

When you select

member database by specifying a search criteria
Category, the Search For

down list showing defined states or categories.

Besides the Search Results is a number showing the number of matching
records found. The list is displayed in pages of 30 records; use the page

If your club or association has subgroups, you will also see a subgroup selector,
members belonging to a specific subgroup.

ach person belongs to.
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Non-Member Categories

Clicking this button displays a screen similar to the following:

Figure 10.23 – Non-Member Database Categories

There are a number of system categories and you can also add your own by
clicking the Add Category button. You will see the following screen:

Figure 10.24 – Add/Edit Non-Member Database Category

Enter the category name and specify whether this category should be included
on the Add me to your Mailing List screen (if enabled). Click Save to save your
change and return to the Non-Member Database Categories screen, or Cancel
to return without saving.
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Add Entry

Clicking the Add Entry

Figure 10.25 – Add/Edit Non

This popup screen allows you to
in your non-member database. No fields are required on this screen; an
individual may only have an email address listed and no physical address, while
an organization might not even have a contact’s first na
Notes field to enter comments about the individual or organization specified. One
category can be specified on this screen. The non
other categories from the main Admin screen.

If your club or association has subgroups, each non
assigned to a specific subgroup at any level.
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Add Entry button displays the following screen:

Add/Edit Non-Member Database Entry

This popup screen allows you to enter the basic contact information for a person
member database. No fields are required on this screen; an

individual may only have an email address listed and no physical address, while
an organization might not even have a contact’s first name/last name. Use the
Notes field to enter comments about the individual or organization specified. One
category can be specified on this screen. The non-member can be assigned to
other categories from the main Admin screen.

If your club or association has subgroups, each non-member entry can be
assigned to a specific subgroup at any level.
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enter the basic contact information for a person
member database. No fields are required on this screen; an

individual may only have an email address listed and no physical address, while
me/last name. Use the

Notes field to enter comments about the individual or organization specified. One
member can be assigned to

member entry can be


