
Copyright 2004-2018 – Gembrook Systems – All Rights Reserved Page 1

g

User Manual
Version 7.6 – March 7, 2018

ClubExpress was developed and is maintained by:
Gembrook Systems, LLC

1051 Perimeter Drive, Suite 350
Schaumburg, IL 60173
Phone: (847) 255-0210

Fax: (847) 221-8046
Email: info@clubexpress.com

Important Copyright Notice

This user manual is © Copyright, 2004-2018, Gembrook Systems, LLC – All Rights Reserved.

This user manual is intended for use by club and association members that are currently signed up to use the
ClubExpress service, to help them maximize their use of and benefit from the ClubExpress platform. It is also
intended for use by club and association officers who are evaluating the platform as a potential solution for their
membership, web site and communications needs.

Any other use is a violation of Gembrook Systems copyright. No part of this work may be stored, reproduced or
transmitted, in whole or in part, in any form or by any means, electronic or mechanical, including photocopying,
recording or by any information storage or retrieval system, except for the intended use described above.

Specifically, this user manual may not be used as part of an effort to disassemble, deconstruct or reverse-engineer
the ClubExpress platform for any purpose, including but not limited to, creating a competing product. Any such use
will be vigorously prosecuted to the fullest extent of the law.

If you have downloaded or received copies of this user manual for the intended use described above, and your
organization stops using the ClubExpress platform or decides not to sign up for ClubExpress, you agree that you will
make reasonable efforts to delete or destroy these copies.



ClubExpress User Manual – Version 7.60

Copyright 2004-2018 – Gembrook Systems – All Rights Reserved Page 2

TABLE OF CONTENTS

Chapter 1 – Introduction.......................................................................................8
Chapter 2 – Screen Orientation............................................................................9
Chapter 3 – Logging In ......................................................................................26
Chapter 4 – Member Profile ...............................................................................29
Chapter 5 – Blogs ..............................................................................................90
Chapter 6 – Business Directory........................................................................100
Chapter 7 – Chapter Finder .............................................................................108
Chapter 8 – Collectibles...................................................................................111
Chapter 9 – Committees ..................................................................................116
Chapter 10 – Discussion Forums .....................................................................118
Chapter 11 – Documents .................................................................................131
Chapter 12 – Donations ...................................................................................136
Chapter 13 – Events Calendar & Registration..................................................139
Chapter 14 – FAQ (Frequently Asked Questions) ............................................165
Chapter 15 – Interests .....................................................................................166
Chapter 16 – Membership Directory.................................................................169
Chapter 17 – Mobile App .................................................................................173
Chapter 18 – News ..........................................................................................191
Chapter 19 – Photo Albums .............................................................................192
Chapter 20 – Storefront....................................................................................196
Chapter 21 – Surveys ......................................................................................210
Chapter 22 – Volunteering ...............................................................................211
Chapter 23 – Content Editor ............................................................................216
Appendix A – Posting to Social Networks ........................................................232



ClubExpress User Manual – Version 7.60

Copyright 2004-2018 – Gembrook Systems – All Rights Reserved Page 3

TABLE OF FIGURES

Figure 2.1 – ClubExpress screen ........................................................................ 9
Figure 2.2a – Login Panel (logged in) ................................................................10
Figure 2.2b – Login Panel (hovering over the name/arrow)................................10
Figure 2.3 – Login panel (old style) ....................................................................11
Figure 2.4 – Social Networking Links .................................................................12
Figure 2.5 – Social Networking Sharing Links ....................................................13
Figure 2.6 – More Sharing Options ....................................................................13
Figure 2.7 – Page Tools Widget – 2 possible designs........................................14
Figure 2.8 – Add me to your Mailing List ............................................................16
Figure 2.9 – New Mobile Website ......................................................................18
Figure 2.10 – Main Website screen on a smartphone ........................................19
Figure 2.11 – Mobile Menu ................................................................................21
Figure 2.12 – Mobile Login.................................................................................22
Figure 2.13 – Mobile Profile ...............................................................................23
Figure 2.14 – Mobile Event Calendar .................................................................24
Figure 3.1 – Login Page.....................................................................................26
Figure 3.2 – Retrieving a Lost Username and Password....................................27
Figure 3.3 – Member has a pending payment ....................................................27
Figure 3.4 – Member is in the renewal cycle ......................................................28
Figure 4.1 – Member Profile...............................................................................30
Figure 4.1a – Member Profile with Automated Renewal and Payment ...............31
Figure 4.2 – Renewal.........................................................................................35
Figure 4.3 – Pending Payments .........................................................................36
Figure 4.4 – Enter the Coupon Code..................................................................37
Figure 4.5 – After a Coupon Code was Entered.................................................37
Figure 4.6 – Contact Information........................................................................39
Figure 4.7 – Additional Member Data.................................................................40
Figure 4.8a – Membership Directory (top part)...................................................41
Figure 4.8b – Membership Directory (bottom part) .............................................44
Figure 4.9a – Business Directory Add/Edit – Top Half........................................45
Figure 4.9b – Business Directory Add/Edit – Bottom Half...................................46
Figure 4.10a – Defining Categories and Types ..................................................47
Figure 4.10b – Defining Categories and Types ..................................................47
Figure 4.11 – Joining Chapter(s)........................................................................48
Figure 4.12 – Add Chapter.................................................................................48
Figure 4.13 – Secondary and/or Tertiary Members ............................................49
Figure 4.14 – Add Secondary and/or Tertiary Member – Simple Version ...........50
Figure 4.15 – Add Secondary and/or Tertiary Member – Full Version ................50
Figure 4.16 – Add Chapter(s) and Secondary/Tertiary Members .......................51
Figure 4.17 – Achievements ..............................................................................52
Figure 4.18 – Add/Edit Achievement ..................................................................52
Figure 4.19 – Transaction History ......................................................................53
Figure 4.20 – Transaction History showing expanded details.............................53
Figure 4.21 – Payment History...........................................................................54
Figure 4.22 – Credit Card Information ................................................................55
Figure 4.23 – Event History................................................................................57



ClubExpress User Manual – Version 7.60

Copyright 2004-2018 – Gembrook Systems – All Rights Reserved Page 4

Figure 4.24 – Optional Additional Charges.........................................................58
Figure 4.25 – Volunteering History.....................................................................59
Figure 4.26a – Forum General Preferences (top part)........................................60
Figure 4.26b – Forum General Preferences (bottom part)..................................63
Figure 4.27 – Forum Memberships ....................................................................65
Figure 4.28 – My Preferences for a Forum.........................................................67
Figure 4.29 – Thread Subscriptions ...................................................................68
Figure 4.30 – User Name and Password ...........................................................69
Figure 4.31 – Interests .......................................................................................70
Figure 4.32 – Member Photo Albums.................................................................71
Figure 4.33 – Add/Edit Photo Album ..................................................................72
Figure 4.34 – Edit Photo Album Content ............................................................74
Figure 4.35 – Select Photos...............................................................................75
Figure 4.36 – Add Multiple Photos .....................................................................76
Figure 4.37 – Add Photo ....................................................................................77
Figure 4.38 – Sharing a Photo Album ................................................................79
Figure 4.39 – Member Collectibles Admin..........................................................80
Figure 4.40 – Add Collectible Item .....................................................................81
Figure 4.41 – Item Questions and Answers........................................................82
Figure 4.42 – Add/Edit Item Photo(s) .................................................................83
Figure 4.43 – Download Bank............................................................................84
Figure 4.44 – Mobile App Channel Memberships...............................................85
Figure 4.45 – Mobile App Edit Channel Preferences..........................................86
Figure 4.46 – Mobile App Profile ........................................................................86
Figure 4.47 – Bad Email Notification ..................................................................87
Figure 4.48 – Handling bad email address(es)...................................................88
Figure 5.1 – Blogs main screen..........................................................................90
Figure 5.2 – Reading blog entries ......................................................................91
Figure 5.3 – Adding a comment .........................................................................92
Figure 5.4 – Blogs Search..................................................................................93
Figure 5.5 – Blog Posts Manager.......................................................................94
Figure 5.6 – Add Blog Post ................................................................................96
Figure 5.7 – Sharing a Blog Post .......................................................................97
Figure 5.8 – Post Comments .............................................................................98
Figure 5.9 – Edit Blog Properties .......................................................................99
Figure 6.1 – Business Directory Search Panel .................................................100
Figure 6.2 – Business Directory Search Results ..............................................101
Figure 6.3 – Business Detail Screen ................................................................102
Figure 6.4 – Profile Screen ..............................................................................103
Figure 6.5a – Business Directory Add/Edit – Top Half......................................104
Figure 6.5b – Business Directory Add/Edit – Bottom Half.................................105
Figure 6.6a – Defining Categories and Types ..................................................106
Figure 6.6b – Defining Categories and Types ..................................................106
Figure 6.7 – Editing information from the Directory Detail screen.....................107
Figure 6.8 – Selecting a Secondary Member to Edit ........................................107
Figure 7.1 – Chapter Finder using Standard Map.............................................108
Figure 7.2 – Chapter Finder using Google Map ...............................................109
Figure 7.3 – Chapter Finder using Organization Chart .....................................110
Figure 9.1a – Collectibles.................................................................................112
Figure 9.1b – Collectibles Search Panel ..........................................................112
Figure 9.2 – Collectibles Search Panel with Results ........................................113



ClubExpress User Manual – Version 7.60

Copyright 2004-2018 – Gembrook Systems – All Rights Reserved Page 5

Figure 9.3 – Viewing a Collectible Item ............................................................114
Figure 9.4 – Member Bio Page ........................................................................114
Figure 9.5 – Viewing a Member’s Collectible Items ..........................................115
Figure 9.6 – Member Profile Screen – Website Panel......................................115
Figure 9.1 – Committees..................................................................................116
Figure 9.2 – Committee Members....................................................................117
Figure 10.1 – Forum categories and forums.....................................................119
Figure 10.2 – Forum threads............................................................................120
Figure 10.3 – Post Message – basic editor ......................................................121
Figure 10.4 – Message if member or forum is Moderated ................................121
Figure 10.5 – Adding an attachment to a message ..........................................122
Figure 10.6 – Adding multiple attachments to a message ................................122
Figure 10.7 – Messages in a Thread: Thread View..........................................123
Figure 10.8 – Messages in a Thread: Flat View ...............................................124
Figure 10.9 – Replying to a message...............................................................126
Figure 10.10 – Forum Search ..........................................................................128
Figure 10.11 – Forum Search Results..............................................................130
Figure 11.1 – Document Folders and Documents ............................................131
Figure 11.2 – Viewing file readers and utilities .................................................132
Figure 11.3a – Viewing Document Details........................................................132
Figure 11.3b – Viewing Document Details with Ratings/Comments .................133
Figure 11.4 – Document Search ......................................................................134
Figure 11.5 – Upload document dialog.............................................................135
Figure 12.1 – Donations screen .......................................................................136
Figure 12.2 – Making a Donation into a fund....................................................137
Figure 12.3 – Notify someone about a contribution ..........................................138
Figure 12.4 – Recording matching gift information ...........................................138
Figure 14.1 – Event Calendar in Grid View ......................................................140
Figure 14.2a – View panel in Grid View ...........................................................141
Figure 14.3 – Event Calendar in List View .......................................................141
Figure 14.4 – Search / Filter panel for events...................................................143
Figure 14.5 – Events – Event View ..................................................................144
Figure 14.6 – Events – Event Activities ............................................................146
Figure 14.7a – Event Registration Wizard – Non-Member ...............................148
Figure 14.7b – Event Registration Wizard – Searching for a non-member .......149
Figure 14.7c – Event Registration Wizard – Member .......................................149
Figure 14.8a – Event Registration Wizard – Entering Guests...........................150
Figure 14.9a – Two version of the Add Guest dialog........................................150
Figure 14.9b – Add Another Member ...............................................................151
Figure 14.9c – Add a Member (not in your registration)....................................152
Figure 14.8b – Add Guests to Registration ......................................................153
Figure 14.10 – Event Registration Wizard – Event Activities ............................154
Figure 14.11 – Event Registration Wizard – Event-Specific Questions.............155
Figure 14.12 – Event Registration Wizard – Summary Screen.........................157
Figure 14.13 – Make Payment .........................................................................158
Figure 14.14 – Registering for a QuickEvent as a member ..............................160
Figure 14.15 – Defining a QuickEvent..............................................................161
Figure 14.16 – Event Admin Tools for a QuickEvent ........................................163
Figure 14.17 – Sharing an Event......................................................................164
Figure 14.1 – FAQ Category screen.................................................................165
Figure 15.1 – Interests .....................................................................................166



ClubExpress User Manual – Version 7.60

Copyright 2004-2018 – Gembrook Systems – All Rights Reserved Page 6

Figure 15.2 – Interest Members .......................................................................167
Figure 15.3 – Interest Coordinator Special Functions.......................................168
Figure 15.4 – Email Interest Group members...................................................168
Figure 16.1 – Member Directory List ................................................................169
Figure 16.2 – Member Directory Detail.............................................................170
Figure 17.1 – Mobile App Login .......................................................................174
Figure 17.2 – Home Screen .............................................................................175
Figure 17.3 – Selecting a Channel ...................................................................177
Figure 17.4 – Configuring Meets ......................................................................178
Figure 17.5 – Viewing the Meets Map ..............................................................179
Figure 17.6 – Directory.....................................................................................180
Figure 17.7 – Directory showing a little more info.............................................181
Figure 17.8 – Directory Bio Page .....................................................................181
Figure 17.9 – Chat Window..............................................................................182
Figure 17.10 – Channel Events........................................................................185
Figure 17.11 – Channel Poll.............................................................................187
Figure 17.12 – Chat .........................................................................................188
Figure 17.13 – Meets .......................................................................................189
Figure 17.14 – Meets – Update Position ..........................................................190
Figure 18.1 – News main screen......................................................................191
Figure 18.2 – News item screen.......................................................................191
Figure 19.1 – Photo Album Index.....................................................................192
Figure 19.2 – Photo Album Search Tools.........................................................193
Figure 19.3 – A Typical Photo Page.................................................................194
Figure 19.4 – Sharing a photo..........................................................................195
Figure 20.1 – Storefront opening screen ..........................................................197
Figure 20.2 – View Product Details ..................................................................198
Figure 20.3a – Add Product to Cart..................................................................199
Figure 20.3b – Add Product with Add-on to Cart ..............................................199
Figure 20.4 – Storefront Specials.....................................................................200
Figure 20.5 – Storefront Categories .................................................................201
Figure 20.6 – Product Search ..........................................................................201
Figure 20.7 – Shopping Cart Popup.................................................................202
Figure 20.8 – Shopping Cart ............................................................................202
Figure 20.9 – Member Checkout Step 1 – Shipping Address ...........................204
Figure 20.10 – Member Checkout Step 2 – Gift Info ........................................204
Figure 20.11 – Member Checkout Step 3 – Order Summary............................205
Figure 20.12 – Non-Member Checkout Step 1 – Contact Info ..........................206
Figure 20.13 – Search Non-member Database................................................207
Figure 20.14 – Payment Screen.......................................................................208
Figure 20.15 – Download Bank ........................................................................209
Figure 21.1 – Surveys screen ..........................................................................210
Figure 22.1 – Volunteering Opportunities.........................................................212
Figure 22.2 – Search for Opportunities ............................................................212
Figure 22.3 – Slots for an Opportunity..............................................................213
Figure 22.4 – Volunteers for a Slot...................................................................213
Figure 22.5 – I want to Volunteer! ....................................................................214
Figure 22.6 – I want to Volunteer - Summary ...................................................215
Figure 23.1 – Editing your Member Bio or a Forum Message ..........................217
Figure 23.2 – Build a Link ................................................................................224
Figure 23.3 – Insert Photo................................................................................226



ClubExpress User Manual – Version 7.60

Copyright 2004-2018 – Gembrook Systems – All Rights Reserved Page 7

Figure 23.4 – Insert Image ...............................................................................227
Figure 23.5 – Set Image Properties .................................................................228
Figure 23.6 – Insert Audio, Video, Flash ..........................................................229
Figure 23.7 – Spell Check Dialog.....................................................................231
Figure A.1 – Authorizing ClubExpress to post to Facebook..............................232
Figure A.2 – Authorizing ClubExpress to post to Twitter...................................233
Figure A.3 – Authorizing ClubExpress to post to LinkedIn................................234



ClubExpress User Manual – Version 7.60

Copyright 2004-2018 – Gembrook Systems – All Rights Reserved Page 8

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 clubs and associations to move their
administration entirely online. ClubExpress handles your organization’s
membership database, signups and renewals, committees, documents,
discussions, event calendar and registration and financial management using the
Internet.

Every club or association that signs up for ClubExpress gets its own web site
with content for visitors that promotes 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 functions for managing the organization, including financial tracking,
web site configuration, event management and other tasks.

THIS USER MANUAL

This user manual is designed for club or association members only. It does not
include discussion of coordinator and administration functions, which are
described in a separate manual.

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
(on the right-side floating Page Tools Widget) that includes all of the material in
this manual. There is also instruction text on many screens.

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.
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Chapter 2 – Screen Orientation

INTRODUCTION

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

Figure 2.1 – ClubExpress screen

PAGE HEADER

Every page within an organization’s web site 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 125-130
pixels in height so that it doesn’t dominate the page. ClubExpress includes a
custom designer to build this header.
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CONTENT PANEL

The main section of the website is the content panel. This is where pages and all
custom content are displayed. It may contain text, images, tables, and other
standard website elements.

Along the top edge of the content panel is a crumb trail.1 This trail lists the logical
path of pages from the home page to the current page. (Note that this may not be
the actual path that a user has followed, since the various modules within
ClubExpress are closely coupled to each other.) Each entry on the crumb trail
except for the last one (representing the current page) is a link, allowing you to
backtrack to an earlier page.

Under the crumb trail but above the module heading is a message area. In most
instances, this area will be blank. Error messages appear in red while status and
general informational messages appear in blue (or a similar “non-cautionary”
color based on the current template, theme and style sheet.)

SOCIAL NETWORKING LINKS

If your club or association has a presence on social networking services such as
Facebook, Twitter, and LinkedIn, you can configure links to these pages. These
links will appear on a special panel towards the top of your website:

Figure 2.4 – Social Networking Links

In the above example, the first link is to the club’s Facebook page.

You can also enable a Sharing link (the second one above) to allow members
and non-members to share interesting website content on their personal social
networking pages or feeds. Clicking this link displays a screen similar to the
following:

1 The crumb trail is named after the story of Hansel and Gretel, who left a trail of
breadcrumbs into the forest to help them return after being abandoned by their wicked
stepmother.
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Figure 2.5 – Social Networking Sharing Links

This panel allows members to share content on Facebook, Twitter, Pinterest, or
LinkedIn. It will also show the count of how many times the page has already
been shared.

Clicking the orange “+” sign displays additional links, including a More… option
that leads to almost 300 other services:

Figure 2.6 – More Sharing Options
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PAGE TOOLS WIDGET

Floating on the right side of the website is the Page Tools Widget

Figure 2.7 – Page Tools Widget – 2 possible designs

This widget appears on every page and may have between four and six icons.
With the example on the left, the arrow only will initially be visible. Hovering over
it slides the full panel out and moving away slides it back in again. For the
example on the right, the dotted section at the top can be used to click and drag
the widget to a different position on each page.

The first icon (“question mark”) displays the context-sensitive help
system, providing instructions for the current page or module.

The second icon (“printer”) provides a “Print this page” function.

The third icon (“AA”) expands text on the current page to make it easier
to read for older readers and others with reduced eyesight.

The fourth icon (“up arrow”) jumps to the top of the screen.

Selected pages may also display a “magnifying glass” icon, providing
Search tools specific to that page.

Users with admin rights over a page or function may see a “pencil” icon
at the end of the list, allowing them to jump to the Admin side of the
function or to edit the content of the page.

With the example on the right, the widget will retain its position for up to 7 days if
you drag it off to the side of the browser window. Note however that this is done
via a browser cookie so the saved position may be different on the public side of
the website vs. after you have logged in as a member (because the domain
names are different.) Just move it a second time and you’ll be all set.
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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 screen:

Figure 2.8 – 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.

SKIP NAVIGATION

For disabled users who access the website via a screen reader, ClubExpress
includes a Skip Navigation link at the top of the page, to jump immediately to the
page content. This link is normally invisible to users without a screen reader.
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ACCESSING A CLUBEXPRESS WEBSITE ON A MOBILE DEVICE

ClubExpress websites dynamically adjust themselves for mobile devices such as
smartphones and tablets.

When you come to a ClubExpress website using a smartphone for the first time,
you will see a screen similar to the following:

Figure 2.9 – New Mobile Website

This screen explains how the website works, including the toolbar options at the
bottom. Scroll down and click OK to hide this screen and proceed to the website.
You will only see it once.


