Lesson 2- Fine tuning member cateqories & adding members

Family membership creation

In Lesson 1- it was explained how to create your clubs membership categories. It wasn't
pointed out however how to create a Family membership category or any category that
requires more than one person allocated. You may have worked this out already, but
justin case...

You need to ensure that under that Membership Category’s edit field (Club details
>Adjust Membership types >Edit) the Group membership box is set to “Yes”. Once this
is set- extra people can be added to Family membership easily.
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Adding Your Members

Step 1: Login to your clubs database via the logon screen as explained in Lesson 1.

STOP- Have you set up your clubs membership categories yet? If you haven't you need
to do this first. This is explained in Lesson 1. Why don’t you check by clicking on your
Club Details link under the Administration heading? Then click on the “Adjust
membership types” to see the categories that have been created. If they have all been
added click on the Admin Home on the bottom left to return back to your Admin Home

page to continue adding your members. If you still need to complete your membership
categories- go back to Lesson 1 and do this first.



Step 2: You will see your Admin Home page set out as in the below example. To add
members to your clubs database click on “Create new member”, under the Membership
Management area.

A Membership Administration - Microsoft Internet Explorer E@@
File Edit Wiew Favorites Tools Help a’
Qo - © - [¥] B € Pseorr Jeram= 8 Rz B - [JE B

Address !é'] http:/Awww.caves.org.au/membership/admin/admin. jsp v 1 Go  Links ®

-~

Membership Administration

Hello Jodie Rutledge <jodie@rutco.com.au>

PLEASE NOTE: Authorised use of this system is limited to what is reasonably required to manage the affairs of your club. You may not use this data for any other
purpose.

DO NOT provide personal information abaut your members to sayone, unless they dirsctly need it in the operation of your club.
DO NOT allow anyone else to access your account, and take appropriste care with printed and/or exported data fram this system.

BE AWARE that undsrlying dats may be shared between multiple arganisations. Only update contact details where, ta the best of your knowledgs, you believe the updates
are correct, as other clubs may also receive these updates.

Membership Management

o Update members first and/or last name | i e il | aarch
# Create new member

Reports

MHYSS Club Magazine mailout
WHYSS Current Membership
Mew NHYSS report

.
.
.
®» MHYSS email lists

Administration - invoke full priviledges

= Club details HHYSS
# Global change history

Other Tasks

# Update my admin account
= Logout & |

@ Daone @ Internet

12 start 5k =) 7 [Eame. * Amerbe.. |

Step 3: Fill in your members’ details here (see below).

The Membership type drop down box will have listed the membership categories set up
previously by you. You must choose one. The expiry date will be set at by default to your
clubs end of membership date, unless you have membership types that are not 12
months long like the ASF Introductory 3 month membership- you need to nominate the
start and finish dates manually.

A TEST - Create Member - Microsoft Internet Explorer

Eile Edit Yiew Faworites Tools Help '
@Bazk - @ \ﬂ @ k;\ /._3' Search \:"\L;Favunms & K~ 7'6 @ - gl E ﬁ 2
AQC‘-'ESSEEhttp:flwww.tavea.Drg‘au/’memherah\pfteat,’admln,’ed\t(innta[t]Sp?mntattldztl ViGD Links

TEST - Create Member

Postal Contact Details Other Details
First / Last Nams | [ | Email |
Address | | Fhone 1 [ v
_ S
City / State / Postoode 1 phones [ || =
Country (if not AU) -

TestClub Membership - new More Information

Type ‘m e Caving Preference [ Biology [T Cave conservation [~ Gealogy [~ Mapping
e [~ Photography

Expirss |30 % [ 05 w2007 v e ey |
Bubmit Return

admin login as Test Admin ~ Admin Home Logout ~ Member Ssarch

@ ® Internet




Step 4: Hit Submit. If the person’s name already exists in the database the program will
alert you. In that case- just read and follow the prompts. In normal circumstances where
the member is in the database already the box below will appear.
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Step 5: If you have more people to add click on New Contact and fill in another on-line
form! Easy! But if you have more people to add to a Family membership read on...

Adding Family members

When adding multiple people on the one membership...

Step 1: Its easiest to add the Primary contact person for the family first. Using the
“Create new Member” method as detailed above but this time you are choosing a
“Group” membership type like a Family. Once submitted you will see the membership
displayed with a box on the far right on the same line labeled “Edit”.

Step 2: Click on Edit. You will see the data for that member appear again. But this time
2 additional fields will appear. First is “Primary Contact” and second is “Other Members”.
If these additional lines haven’t appeared then you may not have set up your Family
membership correctly so it is setup as a “Group” membership type. See the first part of
this lesson. If you can see these 2 additional lines then continue...
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Step 3: The Primary contact is the person who you choose to receive correspondence
from your club and the Caves Australia magazine from ASF.

If the person you have displayed is to be the primary contact then choose their own
name in the drop down list. If someone else is to be the primary contact choose that
person in the drop down list. But only people already added to this family will appear in
the list. You can add more family members first and then go back and select the primary
contact later for each person if you like.

Step 4: The database is set up so you can easily add more members to a family without
re-typing address’s etc. Click on “add more” to add additional family members. And just
set the primary contact from the Primary Contact list.

Click the “Also Update...” box so that any future adjustment such as address changes
occur throughout the whole family.

Then press submit.
Step 5: After pressing submit you will be taken to the Current members list. But if you

have more members of that family to add, no problem, just click on any family member
and choose “Add member” again from their data page.



