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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 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

N

L2)

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

Page Header

4—{ Content Panel

4—{ Page Footer

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.

Copyright 2004-2011 — Gembrook Systems — All Rights Reserved
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MEMBER LOGIN & PROFILE

Every page also includes a login panel. In the example above, this is a small
rectangle on the left side, under the page header and above the menu. Other
templates may have it in different positions and with different dimensions (for
example, as a narrow strip across the top of the page, above the page header.)

This panel has multiple configurations:

e Site visitors and members who have not yet logged in will see the phrase
Member Login. Clicking this link brings up the login page, allowing
members to log into the site and view content reserved for members only.

e Members who have logged in will see a “Welcome <first name>"
message. The Login link is replaced by two links: one to Logout and the
other to jump to the member’s personal Profile page (see page 14).

¢ Members who log in and whose membership is up for renewal will see an
additional Renew link. This is a shortcut to the renewal wizard, allowing
members to renew their membership with only a couple of mouse clicks.

e If your membership has expired, you can still log in. You will be taken to
the first page of the renewal wizard from where you can renew (or log out;
any other click will return you to this page.)

¢ Members who have pending transactions will see a Pending Payments
link. This is a shortcut to the Payments screen, allowing members to
complete any pending payments.

e Your club or association may have enabled a My Directory Listing
option. Clicking this link takes you to your bio page in the Membership
Directory. From this page, you can edit the various elements of your
directory entry, including your contact information, bio and answers to
club-specific questions.

MENU

Every page includes a series of links to jump to other portions of your
organization’s web site. This is the navigation menu and it will generally be in one
of two positions: vertically oriented along the left side of the screen; or
horizontally oriented along the top of the screen. ClubExpress supports different
menus for public users and members after they have logged in, and even
different menus based on your member type. ClubExpress also supports sub-
menus; an arrow will indicate that there are additional choices below that item.

Copyright 2004-2011 — Gembrook Systems — All Rights Reserved Page 8
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\ CONTENT PANEL

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

Along the top edge of the content panel is a crumb trail.! 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.

On the same line as the crumb trail but at the right margin, some users will see
the word “Admin” in red. This link appears in every module when the current user
is an administrator, and in selected modules where the current user is a
coordinator of that module. Clicking the link takes the user to the administration
screen for that module.

On the far left is a blue question mark icon. Clicking this icon displays a popup
window with the ClubExpress online help system.

£

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
messages appear in blue (or a similar “non-cautionary” color based on the
current template, theme and style sheet.)

Social Networking Links

In the lower left corner of the Content Panel, you may see links to popular social
networking sites, including Facebook, Twitter, LinkedIn, and MySpace. You may
also see a generic “Share This” panel with links to other content sharing websites
(Digg, Mixx, de.licio.us, etc.) as well as a standard “Like” icon to like the current
club page on your personal Facebook page.

! 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. (Earlier versions of this footnote were wrong; in Greek mythology, Theseus
used string tied to the entrance doorpost rather than breadcrumbs to traverse the fabled
labyrinth and defeat the fearsome Minotaur.)
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Print This Page

In the lower right corner of the Content Panel is a link to print the current page.
When you click this link, a popup window appears showing the current page with
a simpler page header, and without the navigation menu, footer and other
graphic elements. The Print dialog also appears. Select an available printer and
click the Print button. If you have Adobe Acrobat installed, you can save the
current page to a PDF file. If you click the [Esc] key, you can perform other
browser-based operations, such as sending the page via email to a friend.

| CONTENT BOX

Some ClubExpress templates include additional areas which your club or
association is using to list sponsors or upcoming events or other content which
should appear on every page.

PAGE FOOTER

Every page also includes a standard footer with the following elements:

A link to the Home page
A link to the Contact Us module

A link to the standard Terms of Use for the web site (which appears in a
popup window.) When a club or association signs up for ClubExpress, it
agrees on behalf of its members to abide by these terms of use.

A link to the standard Privacy policy in effect for this site (which also
appears in a popup window.) When a club or association signs up for
ClubExpress, it agrees on behalf of its members to abide by this privacy

policy.

A small notice from ClubExpress. This is also a link that brings up the
clubexpress.com web site in a separate window.
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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:

/= Northwestern Balloon Clubs - Windows Internet. .. |:||E||X|

First Mame |Test

Last Mame |Person

Email Address |t95tpemc}nmmail.mm

Address 1 | |

Address 2 |
City |
State/Province | < Select > b |
Zip/Postal Code

Country |UNITED STATES v| Show All Countries

Phone | |

Cell Phone | |

Fax | |

Title | |

Organization | |

How did you hear about us? |Dn|ine Search (Google, Bing, etc) v|

Cateaen [ Guest

Select the category or categaries Bt bast describe o

|5ave If| |Caru:'.e| X|

| -~

il | &
€D Inkernet iy v Haesw -
Figure 2.2 — 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.
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Chapter 3 — Logging In

| INTRODUCTION

Every member has his or her own account in ClubExpress. When a web site is
first displayed, the Login link allows members to login into their accounts with a
user name and password and to access member’s only features. Members who
forget their password can retrieve it with a standard secret question and answer
mechanism.

| LOGGING IN

Clicking the Login link displays the following screen:

Home # Login

D FRememiber me on Fils Sompuer

|L1:H_:|in v ||Ean|:‘.el x|

Forgot My Username/Password

Trouble logging in? Clidk here for assistance.

Figure 3.1 — 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 USERNAME/PASSWORD

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

‘A https://democlub.clubexpress.... g@] rg|

Forgot Password

Enter your email address below . If your email
addres= iz on file, a new password wil be emailed
to you. If your email addres=s iz u=zed by more than
one member, you may alzo enter your firzt name to
help us identofy you.

Email Address |support@clubexpress.c

First Mame |(Dan

|DI{:/| |Cancel¥'|

@l D é ﬂ Internet
Figure 3.2 — Retrieving a Lost Username and Password

The system will prompt you to enter your email address and first name. When
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
no longer valid, call a club or association officer or ClubExpress toll-free on (866)
457-2582 to have your password reset manually.
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Chapter 4 — Member Profile

| INTRODUCTION

The Member Profile system is where you modify your personal information and
preferences as a member of the club or association. Here you can update:

Name

Address

Phone numbers, email address and web site

User Name and Password

A complete history of transactions done through the system

A complete history of payments made to the club

Whether your credit card is stored (securely) by the system

The information in the member directory

Links to social networking websites such as Facebook and LinkedIn
Your answers to additional questions asked by the club or association
Your Interests

Your Achievements (if this option is enabled for your association
Preferences and subscriptions in discussion forums

Secondary and/or tertiary member accounts if you are a Primary
member

Resign your membership if it was configured for automated charging

Your club or association may also allow additional information to be stored,
including an alternate address, work information, your date of birth, etc. As
ClubExpress is enhanced, additional menu choices will be added to the Member
Profile system to reflect these options.

ACCESSING YOUR MEMBER PROFILE

To access your Member Profile, you must first log in using your Username and
Password. Click the Login prompt near the top of the screen. Once you have
logged in, this prompt is replaced with a welcome message and two additional
prompts: Logout and Profile. Click the Profile prompt to enter the Member
Profile. You will see the following screen.
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Home o Member Profile !
Member Profile

Your Member Profile tracks the personal information you entered into the system. Click on the headings to review or

update the information shown. Changes are saved automatically.

Membership Summary

Type: High Flyer Ciub Join Date: 1218/20086
Status: Active Last Renewal: 3302010
Exp. Date: 12/31/2047

Personal Info Web Site
Contact Info User Mame [ Password
Additional Member Data Interests
Membership Directory Forum General Preferences
Councilsifdditional Members Forum Memberships
Achievements Photo Pages

Download Bank
Financial/Historical Data owmload Ban

Transaction History
Payment/Credit History
Credit Card

Ewvent History

Optional Additional Charges

User Manual

Download version 4.7 Final (2.44 MB - 144 pages - Updated 2/3/2011)
(FDF format - requires Acrobat viewer).

Figure 4.1 — 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.

Your Member Profile tracks the personal information you entered into the system. Click on the headings to
rewiew or update the information shown. Changes are saved automatically.

Member Profile

Your membership dues are collected automatically from your credit card account.
If you wish to cancel from the club and stop these payments, click the button to the right.

| Cancel My Membership |

Figure 4.1a — 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.

If you have a bad email address, a special notice will be displayed under the
“Exp. Date” line. Click the link to deal with this email problem. (See the section at
the end of this chapter for more information.)
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The following choices are available: (Some may or may not appear depending on
whether that option has been enabled by your club or association.)

Personal Info

e Select Contact Info to modify your name, address(s), phone number(s),
work information, and email address.

e Select Additional Member Data to provide answers to specific questions
configured by your club or association. This option is only shown if your
club or association has defined club-specific questions.

e Select Membership Directory to update additional information that is
shown in the directory, including your bio, links to social networking
websites and photo. This is also where you specify how much information
to show to other members.

e Select Chapters/Additional Members to maintain and secondary and/or
tertiary memberships associated with your membership. This option will
only appear if your member type allows secondary and/or tertiary
memberships and if you are the primary account holder. This screen is
also the place to define your chapter assignments if your club or
association supports chapters.

o Select Achievements to view your achievements within the organization.
This option will only be visible if specifically enabled; it is read-only for
you; entries can be made by an administrator.

Financial/Historical Data

e Select Transaction History to view and print a list of your transactions
(membership renewals, event registrations, purchases, etc.) through
ClubExpress. This option may appear for secondary members if they
have event registrations but it will never show membership renewals
since the primary member handles these.

e Select Payment/Credit History to view and print a list of your payments
made through the system, and a separate list of credits you have
received.

e Select Credit Card to decide whether to store your credit card in the
system (it's fully encrypted and very secure.) Credit cards are used to
renew your membership, register for events and purchase club or
association merchandise. This option does not appear for secondary
members or for administrators editing profiles other than their own.

e Select Event History to view and print a list of events you registered for
and attended (if attendance is being tracked.)
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e Select Optional Additional Charges to purchase one or more of the
club’'s additional charge options, which are otherwise only available
during signup or renewal time.

Web Site

o Select User Name / Password to modify the user name and password
used to log into the system. On the administrator version of the profile,
this option is replaced with Reset Password.

e Select Interests to let other members know what expertise and interests
you have within your club. This option is only shown if your club or
association has enabled the Interests module.

o Select Forum General Preferences to specify your general preferences
for participation in discussion forums. This option is only shown if your
club or association has enabled the Forums module.

e Select Forum Memberships to specify your preferences for individual
forums, including whether you are subscribed to the forum and how or
whether emails should be delivered.

e Select Photo Manager to manage photos in your personal library. This
option will only appear if your club or association has enabled personal
photo libraries and photo pages.

e Select Photo Pages to manage your personal photo pages. This option
will only appear if your club or association has enabled personal photo
libraries and photo pages.

User Manual

This manual is in Adobe Portable Document Format (PDF); there is also a link to
a free Adobe reader.

Note that other options that are club-specific or association-specific may also be
displayed. These options were programmed especially by ClubExpress for your
organization allowing the database to store information that is unigque to your
organization. Click the link to display the custom content with its own instructions.

RENEW

Click the red Renew link to renew your membership. This choice only appears if
your membership is up for renewal. You will be taken into the Member Renewal
wizard, the first screen of which is shown below:
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Home @ HWembership Renewal

Membership Renewal for Jon Harrison Step 1 of 3

Use thiz =creen to update this uzer's membership. The current membership type is gshown below; make any
necessary changes. The list of available membership types comprizes all available types, including those which
are not available to members when they join (guch as complimentary memberships.) Then click the "Next” button
at the bottom of the page to continue to the next step.

Membership Status Expired 7172004

WMembership Type | Family - $40.00 V|

All people living in a household.

Mew Expiration Date |12/29/2005 BEl

Current Total $40.00

‘Can-:ele |Hextb|

Figure 4.2 — 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
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 button. A screen similar to the
following will be shown:
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Home « Control Panel & Pending Paymentz & Make Payment

Make Payment for dan j nitzel (89)

The lizt below =hows outztanding payments due for the current member. Uze the checkboxes to =elect which
payments to make. Then, make a choice in the "Select Payment Method™ dropdown list. If paying by credit card,
enter the required information, and press the "Submit Payment” butten. Please allow a minute or go for the
transaction to complete.

If paying by check, enter the check number and adjust the payment date if neces=ary. Press the "Submit
Payment” button.

Fields marked @ require an entry. Click f to change amount.

Print Invoice
Sign Up r12/17/2005) Dues5500 Pay$ 55.00 V4
@
Aduit 20.00

Season Ticket Pass 235.00

Transaction Total: 55.00

Total Selected For Payment $ 55.00

Select Payment Method | < Select Payment Method > v

Review the payments due, and select the items you wish to pay for now. Then, select a payment type and
follow the instructions provided.

Refund Policy: The refund policy is st by Northwestern Balloon Club. Refund requests must be
directed to Northwestern Balloon Club - they cannot be handled by ClubExpress.

Figure 4.3 — 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 made. If you see a pencil

_rj? icon 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. You can
also click the undo icon to revert to the original amount owed.

Payment Method

There are two payment options:

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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You must explicitly authorize ClubExpress to charge your card. Click the
Submit button to process your transaction, after which a summary screen
is presented.

Some clubs and associations use a merchant account built into the
website. In this case, the charge will appear as ClubExpress on your
credit card statement, together with our toll-free phone number if you
don’t recognize the charge. If other people (family members or the
finance folks at your company) may see your statement, be sure to let
them know to expect the charge.

Some clubs and associations have their own merchant account. In this
case, the charge will appear as the club’s or association’s name on your
credit card statement.

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.

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.

Note that your club or association may have chosen to disable credit cards or
checks. If this is the case, one of these options will not be displayed and you will
have to use the other payment option.

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.
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| CONTACT INFORMATION

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

Jome @ HMember Profile @ Contact Information

Contact Information

Thiz =creen allows you to enter more contact information than was supplied in the Membership Application.
Specify a Nickname to be used in correspondence. The Secondary Address can be used if vou spend a
significant part of the year living at another location. Use the Enable checkbox to activate this address in place of
the Primary Address.

General Information
Member Mumber 3
Title | Mr  »

*First Mame |Martin

Middie Initial [
*LastMame W
Micknarme
Spouse First Name IM&IT—
spouselastName |

Primary Address
* Address 1 |123 Main Streef
Address 2 |Apt 612
* City |Chicage
* State/Province | lllinois v|
* Zip/Postal Code |G0G01
* Country | UNITED STATES v

*Home Fhone |312-555-3456
Figure 4.4 — 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 receive a printed newsletter or to download the
newsletter from the website, thereby saving the club some money.

Click Save or Cancel 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:

Home < Member Profie < Additonal Member Data 17}
Additonal Member Data
This page lists the Additional Member Data that vou provided when you joined the organization, £

may alzo list additional guestions that will help us to provide better services to you. Reguired
guestions are indicated by an-astensk

What is your ABA Number?
k21354

How many years have you beenflying balloons?
10

What level of cerification have you achieved? {not editable)
Assistant

Save o Cancel X

Figure 4.5 — 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.

Click Save or Cancel to return to the Member Profile screen.
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MEMBERSHIP DIRECTORY

Click Membership Directory to update the information shown in your
membership directory entry, including a personal bio and photo. You can also
choose what level of contact information to display. You will see the following

screen:
Home & Member Profile & Membership Directory t))
Membership Directory - Martin D Smith
Thig form allows you te store additional information to be shown in the Membership Directory. Use the Vizibility drop-down list to
decide what level of information =hould be dizplayed. %ou can alzo enter a brief perzonal biography and upload a photo.
Wisibility | Show all information hd

Member Birthday | =<Month= w =Day= w =Year = [1 reset
Spouse Birthday | =Month= w =Day= w =Year= [] Reset

Anniversary | =Maonth= w =Day= w =Year= [ reset

Social Networking

LinkedIn Test

nter your public profile name, under Account &

Settings/Public Profile

Twitter
Enter your Twitter username
FaceBook
Copy and paste the id of your profile URL
MySpace
Enter your MySpace display nams

Figure 4.6a — Membership Directory (top part)
Visibility
The Visibility drop-down list allows you to control what information is shown to

other members in the Membership Directory (this module is normally not visible
to non-members.)

If members join the club through their personal lives, the following options are
available:

¢ Show all information. Everything is visible.

e Show name, bio, email, phone and work info; no address. Everything is
visible except your home and alternate addresses.

e Show name, bio, email and phone; no address or work info. Everything
except your addresses and work information is shown. (Some
organizations may not collect work information.)

¢ Show name, bio and email; no address, work info or phone. In addition to
the above, your phone numbers are also not shown.
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¢ Show name and bio only; no contact information. In addition to the above,
your email address is also suppressed. But your bio and photo are still
visible. If your club or association defined “Club Questions” to be shown
on the Membership Directory, they will also be shown at this level.

e Show name only; no bio or contact information. With this option, your
name, city and state are listed in the directory but no other information is
provided. This is the default when your account is created.

e Do not list me in the directory. With this option, other members do not see
you in the directory at all.

If members join the club through their business or professional lives, the following
options are available:

e Show all information. Everything is visible.

e Show name, title, company, bio, email and phones, no address info.
Everything is visible except your address information.

¢ Show name, title, company, bio and email, no phone or address info. In
addition to the above, your phone numbers are also not shown.

o Show name, title, company and bio; no contact information. In addition to
the above, your email address is also suppressed. But your bio and photo
are still visible. If your club or association defined “Club Questions” to be
shown on the Membership Directory, they will also be shown at this level.

¢ Show name, title and company only; no bio or contact information. With
this option, your bio and answers to Club Questions are also suppressed.

e Show name only; no work, bio or contact information. With this option,
your name, city and state are listed in the directory but no other
information is provided. This is the default when your account is created/

e Do not list me in the directory. With this option, other members do not see
you in the directory at all.
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Birthdays and Anniversary

ClubExpress allows you to store your date or birth, your spouse/partner’s date of
birth and your wedding anniversary. Some clubs or associations may not prompt
for this information. Even if it's enabled, it's entirely optional. Clubs also have the
option of not showing the year for birthdays and anniversaries.

To remove a birthday or anniversary, check the Reset box and click the Save
button at the bottom of the screen.

Social Networking

If your club or association has enabled this option, you can create links to your
public profile pages on the following popular social networks:

FaceBook
LinkedIn
MySpace
Twitter

The actual sequence is different for clubs and associations where members join
through their personal lives or through their business/professional lives.

Enter your user ID for each service, which is usually the ID number at the end of

the URL when you are viewing your public profile page. Do not enter any of the

special characters between the domain hame and your ID. For example, a typical

Facebook URL looks like this:
http:/iwww.facebook.com/home.php#/profile.php?id="12345"

You only need to enter 12345 (without the quotes). We will handle the rest.

Click the Test button to test your link. A new window will be displayed, showing
that social network and your profile page.

Note that you may also need to go into your Profile screen in each social network
and make your page public to allow others to view it.

The Profile — Membership Directory screen continues below.
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Biography
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I'was born in a fittle log cabin and grew up. Yadda, Yadda, Yadda.

/" Design | €% HTML Q, Preview 9 Zoom~ @ |
Words: 14 Characters: 62

To uplead a photo, press the "Browse” button and lecate the photo on your hard drive. A thumbnail version of your new photo will be dizplayed
below. When you press the "Save’ button, the photo will be uploaded to the web site, replacing any existing photo. To remove an existing photo
from your directory entry, press the "Delste Photo” button.

- ok i Delete Photo

Select Photo

Browse. .

| save /l |Cancel X |

Figure 4.6b — 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 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 Error! Reference source not found..

Photo

You may upload a photo to be included in your Member Directory entry. 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. 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.
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You can also upload a hi-resolution photo. The system will display a special
indication and will automatically generate a lower-resolution version to be shown
on screen. Some clubs may use this option to generate a printed membership
directory with photos; your organization will notify you if this option is required.

| CHAPTERS / ADDITIONAL MEMBERS

N

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

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:

Home e Control Panel e Member Manager & Member Profie « Chaptersi/additional Members t_))
Chapters/Additional Members for J Bagwell
Thiz page allows you to add family & tertiary members (if enabled) to your account, and/or to add chapters (if

Name | Chapter Tools

J Bagwell

San Francisco  Remove

Figure 4.7 — 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:
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{= https:#/democlub.clubexpress.... Q@@

Select Chapter ®

For: J Bagwell

|Chicag0 > |
| [EF Northwestern Balloon Club I
West
= Midwest
= Nlinois

Northeast

Figure 4.8 — Add Chapter

Click Select a Chapter and navigate the hierarchy to a chapter at the lowest
level. Click Save to add this chapter to your membership or Cancel to close the
dialog without saving.

Secondary/Tertiary Members Only

If your membership type supports secondary and/or tertiary members but not
chapters, you will see a screen similar to the following.

Home & Member Profie « Chapters/Additional Members L))
Chapters/Additional Members
Thiz page allows you to add family & child members (if enabled) to your account, and/or to add chapters (if
enabled).

Name | Chapter Tools

Martin D Smith

Family Members  Add
John Smith Edit Remove
Mary Smith Edit Remove
Children Add
Bobbi Smith Edit Remove

Figure 4.9 — 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 member who can
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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, 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.

ﬂ" https:ffdemoclub.clubexpress.com/page_id=3... E@E|

Add Child @

Specify the name and other infermation for this additional member
attached to your account. Click "Save™ to =ave your changes and return
to the list of additienal members, or "Cancel” to return without =aving.

First Name |Bobbi @
Last Mame [Smith @
Birthday |6/18/2005

Gender & Female O Male @

| Save Vl |Cance| 4 |

Figure 4.10 — Add Secondary and/or Tertiary Member — Simple Version

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.
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= hit ps:/idemoclub.clubexpress.com/?page_id=39%kclub... [Z| [E| E|

Add Child @

Specify the name and contact information for this additional member attached to
your account. Click "Save” to gave your changes and return to the list of additional
members, ar "Cancel” to return without =aving.

Salutation | | select
First Name @
Last Name °
Address |505Aru:herDrive | @
[Apt 612 |
City [Chicage | o
State/Province |IIIin0is vl @

Zip/Postal Code |60601 @

Country | UNITED STATES | Show All Countries

Email |inf0@clubexpress.c0m

Phonge |312-555-3456 @

Cell Fhone

H

Company | |

Title | |

Bithday |7/24/1995

Gender (O Female

| Save Vl |Cancel X |

Figure 4.11 — Add Secondary and/or Tertiary Member — Full Version

Click Save 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
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 in the following example:
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Home « ControlPanel « Member Manager « Member Profie « Chapters/Additional Members t_))
Chapters/Additional Members for Eric Abrams
Thiz page allows vou to add famity & child members (if enabled) te vour account, and/or to add chapters (if
enabled).

Name | Chapter Tools

Eric M Abrams

Chicago Remaove

Family Members  Add

Callie Abrams  Edit Remove
Chicago Remove
Lisa Abrams Edit Add Chapter Remove

Figure 4.12 — Add Chapter(s) and Secondary/Tertiary Members

First enter the secondary and/or tertiary members. Then for each member
including yourself, you can add or remove chapters.

\ ACHIEVEMENTS

If your club or association has enabled member achievements, select this option
to view/update achievements for this member. For members themselves, this
screen will be read-only; only an administrator or Member Manager coordinator
can edit this data. You will see a screen similar to the following:

Home e Member Profie « Member Achievements 7]
Member Achievements

This screen shows the member's achievements. These will be listed on the Member's Use the links in the Maintain
column to Edit or Delete an achievement. Press the Add Achievement button to add an achievement, and the Display
Sequence button to change the order in which the Achievements are displayed here and on the Member's profile.

|AddAchievemem| | Display Sequence |

Dates Achlevemant Maintaln

2009- | President Edit Delete
2010
2008- | President Elect Edit Delete
2009
2007- | Club Treasurer Edit Delete
2008

Return to Previous Page

Figure 4.13 — Achievements
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TRANSACTION HISTORY

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

Home « Control Panel & Member Manager &« Member Profile & Transaction History

Transaction History for Michael Droz

Thiz screen lists the on-line transactions dene by thizs member, including membership dues and event
regiztrations.

¥ Date Transaction Type Amount Status

¥ 101212007 Event Registration $120.00 Mot Paid

Balance Due % 120.00
10/20/2007 - Buckeys V. Michigan State

¥ 4M22007 Event Registration $ 50.00 Paidin Full
S27/2007 - Winter Wonderland
¥ 312312007 Sign Up $32.00 Paidin Full
Transaction Total $202.00
Payment Total $82.00

Balance Due Total $120.00

| Return to Previous Page |

Figure 4.14 — 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-arrow symbol ¥
beside the date. You will see a display similar to the following:

2 41212007 Event Reqgistration Frint % 50.00 Paidin Full
S27/2007 - Winter Wonderland
Item(s): Michael Droz - Meeting & 10.00
Michael Droz - DinnerDance 5 40.00
Payment{s). 4122007 Creditcard & 50.00

Mote: the total payment was § 82.00 - the
amount applied lo this transaction was § 50.00

Bayment Receipt

Figure 4.15 — 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 Print link
to display a printable receipt for this transaction in a separate window.
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To close the detail display, click the double up-arrow symbol # beside the date.
You can also click the double arrow symbol at the top of the list to open and
close all items at once.

Administrator Options

Administrators will see a Cancel link beside membership and miscellaneous
transactions. (For now, event registrations and donations are handled from their
respective modules.)

e Transactions that were paid through ClubExpress (credit cards and
checks sent to us) can only be cancelled, not deleted. A credit will be
added to the member's account.

e Transactions that were paid directly to the club (check, cash, etc.) or that
were comp'ed or written off can be canceled or deleted.

e Unpaid transactions can only be deleted.

These new options are especially useful for cleaning up the transactions and
payments that you did in Trial mode, to leave the transaction and payment
histories as "clean" as possible. Note that deleted transactions cannot be
recovered; they are gone. And cancelled transactions cannot be "un-cancelled".

When you have finished, click Return to Previous Page to return to the Member
Profile menu.
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PAYMENT/CREDIT HISTORY

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

Home # Control Pansl « Member Manager « Member Profie « Payment/Credit History t_))

Payment/Credit History for Sara A Ballard

| Thiz =creen listz the paymentz made by thiz member, including memberzhip dues and event registrationz. |

Payments

Date Payment Type Amount Receipt Maintain

121712007 Zash (to club) §30.00 Receipt Edit Delste

11/2812007 Cash (to club) $21.36 Receipt Edit Delete

Fayments Total 551.36

Credits

Date Credit For Status Amount Balance

312008 Volunteering at new-member Available $2000 §20.00
orientation

Credits Total $20.00 %20.00

| Return to Previous Page |

Figure 4.16 — 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
Receipt 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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\ CREDIT CARD

Click Credit Card to maintain the credit card you use to renew your membership
and register for events. You will see the following screen:

Home @ Member Profie @ Edit Credit Card

Edit Credit Card Information

| Uze thiz page to maintain your credit card information. |

Your credit card is presently stored in our database. If you wish to remove it, press the -
"Remave” button to the right.

Credit Card Type |Visa v|

Card Number |1‘111222233334444

Expiration |September v| |20I:IE w

Name on Card [Martin Smith

Validation Code How do | find this?

Is the address for this credit card different from your residential address? O Yes ® No

| Save v’l |{Iancel X |

Figure 4.17 — Credit Card Information

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 additional level of protection.

If there is no credit card stored, the top section including the Remove button is
not shown. Instead, you can enter the credit card information and click Save to
save your information, or Cancel to return to the Profile screen without saving.

If the address for the credit card is different from the Primary Address stored in
your account, click Yes for the question at the bottom of the page; a new panel
will be displayed, allowing you to enter the address information.

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

Important note: 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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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:

Home « Member Profile » Event History !.'_Jlj
Thiz screen lists the events that vou have registered for. If you registered companions they will appear here as
well
¥ Event Date Amount Status Attendance
¥ Board Meeting 111812008 0.00 Paid Not Recorded
¥ Fall Balloon Rally 111312008 5.00 Canceled MNotRecorded
¥ Fall Balloon Rally 111312008 5.00 Paid Not Recorded
¥ Mardi Gras 81212008 1.00 Paid Not Recorded
# Monthly Luncheon 9/4/2008 Print 59.00 Paid Not Recorded

When: Thursday, Sep 4, 2008, 11:30 AM until 1:30 FM
Where: Manny's Restaurant
5005 Mewport Drive, cnr Algongquin Road.
Rolling Meadows, IL

Registered On 8/5/2008
Companions
Mark Smith

¥ Pizza Party 73112008 10.00 Paid Not Recorded

Figure 4.18 — Event History

Click the double-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
Print link to print the details for each event.

Cancellations

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 Cancel
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 any future charges.

ClubExpress does not issue refunds, although your club or association may
choose to convert the open credit into a refund.
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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:

Home « Member Profile « Additional Changes 0

Additional Charges

Additicnal Charge ltem Guantity | Price Total Price

[ | clut Sweatshirt WA | 20.00
Comon fesce bike sweat, L only

MNiA | 5D.00 50.00

{ | Student Supplies Padet
* | mctutes wiEing paper, pencils, color penclls, STESErs, MUK, Skatoh pad, SnEps lemplate

penall czse, &0
Total Additional Charges 550.00

Proceed to Payment o | | Cancel X

Figure 4.19 — 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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USER NAME / PASSWORD

Click User Name / Password to update your login information. You will see the
following screen:

Homs e Member Profie # User Name and Password

User Name and Password

Some areas of our web site are only available to members. Your username and password allow you to log inte the
gite to access these features. The name vou choose must be unique within the club.

*User Mame |msmith
*Password essee

*Re-enter Password |seesss

J chara

| Save :/l ‘Cancel X |

Figure 4.20 — User Name and Password

Because your password is encrypted by the system using a one-way algorithm
(so that no-one, not even a ClubExpress customer support agent, can read it),
there is no way to retrieve the password. If you press Cancel to close this 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 does not
change.

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.

Check the 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.

Click Save or Cancel 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 various club
or association programs or topics of interest to members. When you click the
Interests choice, you will see a screen similar to the following:

Home e Member Profie » Interestz t_)j

Maintenance

Maintaining and preparing balloons and associated equipment for the flying season

Burners

Maintaining the gas burners, including storage tanks, pipes, jets, controls, gauges and other
equipment

Envelope

Maintaining and repairing the balloon envelope, including vents, lines and control surfaces

Baskets

Maintaining baskets, including lines, safety harmesses, weights and other passenger elements

Support Equipment
Everything but the basket, burner or envelope

Competition

Sweep Rowing

Balloon races

We're interested in every aspect of balloon racing. We love to race and improve our skill at
reading the weather, winds and terrain. We also foster competition with other clubs.

Figure 4.21 — Interests

Interests are organized into categories. Each interest has a checkbox and your
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
Uncheck All link at the end of the list.

When you have finished, click Save or Cancel to return to the Member Profile
screen.
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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 general viewing preferences, message authoring
preferences, and screen name. When you click the Forums choice, you will see
the following screen:

Home & Member Profile & Forum General Preferences

Forum General Preferences

Select your preferences which apply to all dizcussion forums. Some of these gettings can alzo be set individually on
each forum.

Viewing Messages and Threads

Threads Per Fage |50
Freferred Thread Sort | By Last Post Date (Latest to Earliest)

Freferred Message View ) Threaded & Flat
Msgs Per Page (Threaded) |50

Msgs Per Page (Flat) |20

Freferred Message Sort | By Last Post Date (Latest to Earliest) v

Email Address

Use Email Address (O primary Contact Email (info@clubexpress.com)
() This Address |info@gembrook.com @

Allow Private Replies Allow forum members to send replies directly to me via email

(] Check this box to apoly the email address choice to all my forums

Message Delivery

Send Email Send Forum Messages To Me Via Email
NOTE: When thiz option iz checked, vou can control the =ending of email for each forum
indivdually from the "Ferum Memberghipe” page. When un-checked, you will net receive
emailz from any of yvour forums, regardless of the indivdual 2ettings.

Email Format (& piain text in the body ofthe email
O Rich formatting in the body of the email

Frequency | Immediately w

[ Check this box to apoly these message delivery options to all my forums

Figure 4.22a — Forum General Preferences (top part)

The following options are available:
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Viewing Messages and Threads

Threads Per Page controls how many threads are shown in the initial list
of threads when a forum is first opened. You can specify any number, but
we recommend not going higher than about 100.

Preferred Thread Sort controls how threads are sorted in this initial view.
The options are by date, author and subject, either ascending or
descending.

When you click on a thread, Preferred Message View determines which
detail view will initially be displayed. Threaded View shows the current
message at the top, with the rest of the thread underneath, one line per
message, with the indent level indicating the hierarchy of replies. Flat
View expands all messages in the thread, without showing a hierarchy.

Messages Per Page (Threaded) controls the number of messages
shown on a single page in Threaded View. This humber should normally
be higher than messages per page in Flat View, since only the current
message is fully expanded. You can specify any number but we
recommend not going higher than about 100. Additional messages are
viewed by navigating through pages.

Messages Per Page (Flat) controls the number of messages shown on a
single page in Flat View. This number should normally be lower than
messages per page in Threaded View, since all messages are fully
shown. You can specify any number but we recommend not going higher
than 20. Additional messages are viewed by navigating through pages.

Preferred Message Sort applies to Flat View only. It controls the initial
sort order when a thread is displayed. The options are by date, author
and subject, either ascending or descending.

Email Address

Use Email Address is the email address that will be used for forums
configured as email lists (“listserve” option). By default, this is your
primary email address but you can change it to any address.

The Allow Private Replies checkbox controls whether other forum
members can send replies to you directly via email.

The check box allows you to propagate this address into every forum that
you're subscribed to that requires an email address.
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Message Delivery

¢ Send Email controls whether you want forums that normally send emails
to actually do so. If this option is not checked on the General Preferences
page, you will not receive emails from any of your forums, regardless of
the individual settings.

o Email Format controls the format of such emails, either plain text or full
HTML. If Send Email is unchecked, this section will be unavailable.

e Frequency controls how forums configured as email lists send messages
to you. The options are:

o Immediately — send messages individually and immediately;

o Daily - Digest — send one message a day containing all
messages;

o Daily - Subjects — send one message a day containing subjects
only; each message includes a link to view the complete email
online.

¢ The check box allows you to propagate these settings into every forum
that you've subscribed to that requires such configuration.

The description of Forum General Preferences screen continues below:
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Authoring Messages

Preferred Text Editor (O Simple - Text Only 5 Advanced - With Formatting Tools

Message Signature [] Attach the following signature to each message
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[ check this box to apply the signature settings to all my forums

Identification

Forum Handle |msmith @
Show Mame Display my full name with my messages
Link to Bio Display a link to my directory listing (bio) with my messages

Show Location Display my location with my messages

Location: | Chicago, IL @
Local Time Offset The current server date & time is 7/10/2009 2:39 PIM.
Specify your offset time in hours (+/-). [0 @

Show Picture Display this picture with my messages

Select Picture

[ check this box to apply these identification options to all my forums

|Sa\r& :/l |Cancel Xl

Figure 4.22b — Forum General Preferences (bottom part)

Authoring Messages

e The default Text Editor is a simple, text only input field that is suitable for
the majority of users. However, more experienced users can switch to an
advanced editor which includes support for text formatting, fonts, colors,
tables and other options. (This is the same editor used to create custom
pages within ClubExpress; it is explained in Chapter 17.)

¢ If you want to attach a standard Message Signature to each message,
check the box and specify the sig. in the field provided. This saves you
from typing a standard set of characters at the end of each message.
Forum users often include their name, location or a catchy phrase in a
signature, although forum etiquette suggests that signatures should not
be excessively long.
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o The check box allows you to propagate these settings into every forum
that you've subscribed to that requires such configuration.

Identification

¢ Forum Handle allows you to specify a hame to use within forums. This
does not need to be your login name, although this is the default choice. If
you are known within your club for a particular area of expertise or
interest, you might select a name that reflects that reputation.

e The Show Name checkbox controls whether your name is attached to
messages in addition to your handle. If you wish to remain anonymous,
uncheck this option. You can also specify a “different” name from the one
under which your club membership is defined.

e The Link to Bio checkbox controls whether other users will see a link on
your forum handle that jumps to your bio screen in the Membership
Directory module.

e The Show Location checkbox controls whether your location is attached
to messages. If you wish to keep this information confidential, uncheck
this option. You can also specify a different city and state from the ones
under which your club membership is defined.

e With the Local Time option correctly set, you will see when other
messages were posted relative to your own location. (Our servers are
located in the Central Time Zone, so messages are normally tagged with
their date/time of posting based on this time.) For example, if you are
located on the west coast, specify “-2” for this option. Then, when you are
viewing a message posted on our servers at 10:45 AM CST, it will show
8:45 AM as your local time when the message was posted.

¢ If you want to display a small picture beside each message, check the
Show Picture checkbox then specify a local file to upload. We
recommend that this picture be no more than 80 x 80 pixels in size; you
can use the same or a different picture from the one you uploaded with
your directory entry.

¢ The check box allows you to propagate these settings into every forum
that you've subscribed to that requires such configuration.

When you have finished configuring these options, click Save to save your
changes and return to the Profile menu. If you want to return without saving
changes, click Cancel.
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FORUM MEMBERSHIPS

This option allows you to manage your subscriptions and preferences in forums
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 following:

Home e Member Profie e Member Forums

Member Forums

Thiz zcreen listz the forums that you are currently a member of. Click the Pause button to temporarily prevent
receiving any forum emailz. Click the Resume button when vou want to gtart receiving forum emailz again. Click
the edit link if you would like to change your personal settings for a specific forum.

Status: “ou are currently receiving emailz, based on your forum =settings.

Board of Directors Farum Does Not Send Emailz | info@gembrook.com Edit
Buy / Sell/ Trade Do not send emails dan@clubexpress.com | Edit Remove
Day Trips Farum Does Mot Send Emailz | memith@balloons.com | Edit
Equipment Farum Does Mot Send Emailz | memith@balloons.com | Edit

=

Official Club Buzinesz | Forum Does Not Send Emailz | memithi@balloons. com di

=

Safety Send Immediate Emails mzmithi@balloons. com di

| Return to Previous Page |

Figure 4.23 — Forum Memberships

The Status panel allows you to temporarily unsubscribe and then re-subscribe to
forums without losing your configuration settings. Click the Pause option when
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
forums are shown in the list:

1. 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.

2. 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 forum
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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Home « Member Profile & Member Forumz # Forum Preferences

Forum Preferences for Engine maintenance

Select the meszage delivery and meszage authoring options you prefer to use in conjunction with this forum. Click
Reszet to Default’ to use yvour forum general preferences. Click "Save’ when finished.

Email Address

Use Email Address (O primary Contact Email (info@clubexpress.com)
() Forum Default Email (info@gembrook.com)
() This Address

Allow Private Replies Allow forum members to send replies directly to me via email

Message Delivery

Send Email Send Forum Messages To Me Via Email

Email Fermat & Plain text in the body of the email
) Rich formatting in the body of the email

Frequency | Immediately R

Authoring Messages

Forum Handle |[msmith @

Message Signature [ Attach the following signature to each message

ter html teoct. Mote that the signature is used only for messages ocrested

Identification

Show MName Display my name with my messages
Link to Bio Display a link to my directory listing (bio) with my messages
Show Lacation Display my location with my messages

Show Picture Display my picture with my messages

|Resetto Defaultl | Save Vl |Cancel X |

Figure 4.24 — 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
are sent on a forum-by-forum basis. You can use your primary email, the forums
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 saving changes, click Cancel.
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| PHOTO PAGES

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

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

Home & Photo Pages for Martin D Smith t_J)
Photo Pages for Martin D Smith
Thiz 2creen =hows your individual photo pages. Click ‘Add Photo Page' to create a new photo page. In the list of photo

pages, click ‘Configure’ to modify the properties of that page. Click ‘Edit Content’ to add photos to a page or update the
photos on a page. Click ‘Description’ to modify preamble text that will be placed at the top of your page.

|  AddPhotoPage |

Search Results (1 photo page(s) found)

Title Type Category Status  Maintain

Configure Edit Content

Summer Fhy-in 2009 | Member | Member Photo Pages | Visible —
Description Delete

| Return to Previous Page |

Figure 4.25 — 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 button to create a new photo page. You will see the
following popup dialog:
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Northwestern Balloc o [=] 3
|'C;) hitps clubexpress .com ﬂ| i)
| Edit the properties of your photo page. |
Page Mame |.&Iberquerque.2009 @
Menu Text |Alberquerque. 2009 @

Layout |3-Ac:ross with Title and Caption j

Availability [Any Web Site Visitor 7]

Visible

| Save Vl |Cancel X |

&) Intemet ‘a v [ ®00% -
Figure 4.26 — Add/Edit Photo Page

Specify the page name and text that can be used if the page is placed on the
menu (which is often shorter.) You can also choose from among nine layouts, in
any combination of the following:

e 1,2 or 3 photos across;
e Each photo with both title and caption, title only, or neither.

You can also specify whether the page will be available to all website visitors or
whether it should only be visible to members. The page is initially hidden, to allow
you to add photos and introductory text to it; when you are ready, click back to
this screen using the Configure link to make the page visible.

Click Save or Cancel to return to the Photo Page Administration screen.

Configure

Once a photo page is defined, click this link to modify the page’s configuration.
The same form described above will be displayed.

Edit Content

Click this link to manage the introductory text and photos on the page. This
screen is discussed in detail below.

Description

This button displays the ClubExpress content editor, allowing you to create
preamble text that is displayed at the top of the photo page. With this editor, you
have full control over fonts, alignment, styles and other powerful HTML options;
you can even add photos and other graphics.

See Chapter 18 on the content editor for more information.
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Delete

Click this link to delete the page. The photos on the page are not deleted; they
remain available to be placed on other pages. You will be prompted to confirm
this action.

| EDITING PHOTO PAGE CONTENT

When you click Edit Content you will see a page similar to the following:

©

Homs # Launching « Edit Photo Page

Edit Photo Page: Launching

Thiz gcreen allows you to manage the photos dizplayed on a photo page. Click “Select Photos’ to 2elect photos already
uploaded to the website. You can alzo add one or multiple photos which will be uploaded and added to the page in one
step. Click Display Sequence’ to modify the order of photes. For each pheto, click ‘Edit’ to modify its properties or ‘Remove
to delete it from thiz page (but not from the website. )

Photo Title Maintain | selectPhotos |
| Add Muitiple Photos |
¢ | AddOnePhoto |

' It's Alive! Edit Remove .
| Display Sequence |
| Configure Page |
| Page Description |

‘ Sunset Ride Edit Remove

)

=8
=

Kissing Cousins | Edit Remove

Figure 4.27 — Edit Photo Page Content

This screen shows the photos uploaded to the page. For each photo, the
following options are available:

o Select Edit to modify the properties of a photo, including title, caption,
photographer, date, etc.

e Select Remove to remove the photo from the page. It is not deleted from
the system; instead, it can be placed on another page.

The following buttons are available:
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Select Photos

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

{= Northwestern Balloon Club - Windows Internet Explorer

Select Photo

Enter one or two tags and click “Show Photos” to 2ee photos with these tag(s). Click the “Master Tags’ button to
select one of the master tags as a search criterion. Select one or more photos from the lizt (using [Shift-Click] or
[Ctri-Click] ) then click Select to add the=e photo(z) to your page.

]

Matching Tag |summer | Select Master Tag

And Tag | | Select Master Tag

Show Photos 4%

Photos Preview

Launching

Select :/l ‘Cancel X

Figure 4.28 — 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 [Shift-Click]
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 button to add the selected photo(s) to the page, or Cancel to
close the dialog without adding photos.
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Add Multiple Photos

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

{= Northwestern Balloon Club - Windows Internet Explorer

Add Multiple Photos @

Use this screen to upload multiple photes. Click the “Select Files’ button to select one or more files from a local
hard disk directory or network. Use [Shift-Click] to 2elect a contiguous group of files or [Ctri-Click] to select
multiple individual files. Then fill out the other information below and click Save to begin the upload process.

FileName Title Status
SelectFiles bigstockphoto_American_Balloon_1691833 jpg  |American Balloon Remove
bigstockphoto_Air_Balloon_165031 jpag Remove
Fhotographer @
Date Taken @

Allow Download of Hi-Res Versions

Select Master Tagis)

Tags |Balloon
Hat Air
Albuguerque
2008|

Enter one or more tags that will be used to categorize this photo, one per ling. Click the “Select Master Tag
()" link to select tags from the master list.

|Saue /l |Cancel X

< b
Figure 4.29 — Add Multiple Photos

Click the 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
[Shift-Click] to select a contiguous set of photos or [Ctrl-Click] to select
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, sorted by
their original filename. If you see photos in the list that you don’t want to upload,
click the red x icon to remove them from the list.

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
each photo to individualize the titles and captions.
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When you click Save, all of the photos will be uploaded to the website and
placed on your page. Click Cancel to close the dialog without uploading.

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
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. You will see
the following dialog:

{= Northwestern Balloon Club - Windows Internet Explorer [Z”E|rg|

Add/Edit Photo @

Thiz zcreen allows you to upload a =ingle photo to the website. Select the file from your local hard disk
or network, then complete the fields below. Tags allow admins and other users to find thiz photo. Fields
marked @ require an entry.

Select File |C:1.D0cuments and Settings\Reqistered Userhty Dd[ Browse... @

Title |Crowd Control | @

Caption | Things got busy when more than a dozen
balloons launched atthe same time.

Photographer |Elarr5r McMaster

Date Taken |6/7/2009

Allow Download of Hi-Res Version

Select Master Tag(s)

Tags |Launching Preview
Crowded Skies - _
Traffic Jam ™

B i

Enter one or more tags that will
be used to categorize this phote,
one per line. Click the “Select
Master Tag(g)" link to select tags
from the master list.

|Sa\re :/l |Cance| 4

Figure 4.30 — Add Photo
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Click the 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
descriptive tags.

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
your photo. Click Select Master Tags to add one or more of these tags to your
photo.

Click Save to upload your photo or Cancel to close the dialog without saving.

When the photo is uploaded, the system checks its size. Large photos are saved
in three resolutions:

¢ Original resolution, uncompressed
e Screen size (longest dimension is 450 pixels)
e Thumbnalil size (longest dimension is 120 pixels)

Photos that are smaller than the screen size are only saved in two resolutions.

If you don’t want visitors to your photo page to be able to download an original
high-resolution copy of the image, uncheck the Allow Hi-Res Download box. A
“Download Hi-Res” link will not be displayed. (Note that users can still right click
the lo-res screen size version and save it. There’s no way to stop this.)

Display Sequence

This button shows the standard ClubExpress sequence dialog, allowing you to
reorder the photos on the page.

Configure Page

Click the Configure Page button to modify the page title, menu text, format and
visibility. You will see the Photo Page Configuration dialog described above.

Page Description

Click the Page Description button to modify the preamble text placed at the top
of the page. You will see the advanced content editor dialog.
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BAD EMAIL ADDRESS(ES)

Membership Summary
Type: Couple Join Date: 3222004
Status: Active Last Renswal: N/A
Exp. Date: 9/30/2007 Payment Dus

NOTE: You have one or more invalid email addresses. Click here to correct them
Figure 4.31 — 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:

Home « Member Profie « Bad Emails

Bad Emails

One or more of your email addreszes iz not receiving emailz from Northwestern Balloon Club. Use this page to
change or correct the email address(eg). The following reasens could be the cause of the problem:

e Invalid Format - the email addres= iz not correctly formatted

« Bad Email - the email addrezs does not exist

# Blocked - deliveries to the email address are blocked by an anti-epam fiter

e "Soft” Failure - temporary problem =uch as the mailbox being full or the mail =erver being temporarily
offline

ou have zeveral options for fixing these problems:

& Change the email address

& Reactivate the email addre=ss if you believe it will now be able to receive mezzages (not available if the
error iz "Invalid Format”)

& Drop the bad email notification if vou no longer use this address - note that this option removes only the
notification; if you still have the email entered in your contact information or forum preferences, it will not
be removed and may be used again to try to =end mes=ages to you.

# Ignore the error for now - you can come back and correct it later

Email Address | Problem Disposition

Werwenwer Invalid Format O Change to:

O Drop it-1no longer use this address
O lgnare error - do not fix

‘ Save :/l |Cancel X |

Figure 4.32 — 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 failures.
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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 emalil
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.
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Chapter 5 — Interests

The Interests module allows a club or association to list and describe various
special interests, programs or affiliations that the organization sponsors. Interests
are grouped into categories that each group also defines. Members can then
register for an interest, either from the Interest pages or from their individual
Profile screens.

If the interests are based on things that members like to do, they provide a way
for people with similar experiences and desires to meet up with each other and
share experiences. If the interests are based on organization activities and
programming, they provide a ready group of participants and volunteers to
ensure the success of an endeavor.

When the Interests module is enabled, and a user clicks the menu choice, a
screen like the following is displayed:

Home e Interests Admin '@

Maintenance Everyone
Maintaining and preparing balloons and associated equipment for the flying season
Burners Members: 2 Coordinator: Jon Harrison

, Pipes, jets, controls, gauges and other equipment

i

Maintaining the gas burners, including storage tank,

Envelope Members: 1

Maintaining and repairing the balloon envelope, including vents, lines and control surfaces
Baskets Members: 1

Maintaining baskets, including lines, safely harnesses, weights and other passenger elements
Support Equipment Members: 2

Everything but the baskel, burner or envelope

Competition Everyone
Sweep Rowing
Balloon races Members: 2

in every aspect of balloon racing. We love to race and improve our skill at reading the
d terrain. Ve also foster competition with other clubs.

We're intereste

sted
weather, winds an

Figure 5.1 — Interests

This screen lists each interest category in the display sequence specified, with its
description. Within each category are its interests, together with the Interest
Coordinator and the number of members who have registered for that Interest.

Each interest on this screen is a link that will display the members who have
registered for the interest. However, this list is available to members only. If the
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current user is logged in, the following screen will be displayed. If you are not
logged in, the Login screen will first be displayed. Visitors will then click their
back button to return to the previous screen while members will log in to view the
screen above.

Home @ |nterestz @ Detaile and Members

Envelope

| Maintaining and repairing the balloen envelope, including vents, lines and control surfaces |

Members

Barbara Jones | Anytown | IL info@gembrook.com

Martin Smith Chicago |IL infoi@clubexpress.com

Todd Peterson | Gurnee L infoi@gembrook. com

Remove Me

| Return to Previous Page |

Figure 5.2 — Interest Members

This screen shows the members who have registered for the Interest. Each
member is shown with his or her name, city, state and email address. The name
is a link that will display that member’s Directory entry.

If you are not on the list, the Sign Me Up button below the list allows you to join
the Interest list. If you are already on the list, the Remove Me button below the
list allows you to leave the Interest list. Note that the Sign Me Up button will not
appear if your club or association has set a maximum number of interests that
you can sign up for within a category and if you have reached this maximum.

You can also specify your Interests using the Profile — Interests screen.
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Chapter 6 — Committees

The Committees module allows clubs and associations to track the various
committees and other organized groups of members that are chartered to fulfill
the group’s objectives. Committees include the Board of Directors and its sub-
committees, as well as working groups built around events, publicity, the
newsletter or website.

In the ClubExpress model, committees can be created or deleted at any time.
Committees can be open where any organization member can be a member of
the committee and duration is not tracked; or closed, where the membership is
fixed and members have a term of office (such as with the Board of Directors.)

A typical Committees screen is shown in the figure below:

Home & Commitees Admin @)

il
(2]
il
3
o
=]
[=]
[=]
3
]
[=
(]
0
il
I
!
(2]
[=]
[
!
Iy
o
i
[s
il
il

Board of Directors

Manages the club and sets the direction for long ranage planning. View Members B

Subcomittees Long-term Planning

Events Committee

Qrganizes club flying and social activities (not education; these are
handled by the education committee.)

View Members B

Maore Info. ..

Newsletter Committee

FPublishes the newsletter and solicits advertising to raise money for the
club

Figure 6.1 — Committees

View Members §

Each committee is listed, with its description. If the committee has
subcommittees, they are also listed with a link. You can also define a custom
page to hold more information about a committee; click the More Info... link to
jump to the page. Click the View Members button to see a list of members:
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Home & Commitees & Members

Board of Directors Members

| This screen shows the members of the committee.

Board of Directors

Manages the club and sets the direction for long range planning.

Send Emall to Members | | Sign Me Up |

Dan Ehrmann

Emall:
Phone: 224-558-6348

george C Jones

Emall: info@clubexpress.com
Phone: +4420 BTG4 3052

Jessica Smith General Member
Email:

Phone:

Martin Smith Webmaster

Emall: info@clubexpress.com
Phone: B47-255-0210

Figure 6.2 — Committee Members

The names are links that can be clicked to display that member’s directory entry,
including contact information (unless the member has suppressed this
information from his or her directory entry.)

If you are a member of the committee, you will see a button that allows you to
email the other members of the committee. Click this button to display a popup
form, complete the form and click the Send button to send the email.

Click the Sign Me Up button (if this option is enabled) to volunteer for this
committee. If you are already a committee member, click Remove Me to resign
from the committee. This option will only be enabled for committees with an open
membership.
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Chapter 7 — News

The News module is used for announcements and other information that should
be communicated to members and visitors. News items can be entered with an
active date (when the item will appear) and an expiration date (when the item will
no longer be displayed.) Each item includes a heading, summary and detailed
news release or report, which can include any HTML formatting and even
images.

A typical news screen is shown below:

Home @ hews Acdmin

News

FAA Safety Regulations

Thursday, April 1, 2004
Mew rules anhounced More ==

Balleon Pileting for Beginners

Thursday, April 1, 2004
Club announces a new education series hMore ==

Figure 7.1 — News main screen

Each item is shown with a heading, the date of posting and a summary. Clicking
the More>> link displays the complete news item, as shown in the following
example:

Home @ MNews @ Detailz

News

Balloon Pileting for Beginners

Thursday, April 01, 2004

The Morthwestern Ballooning Club announces our new 2004 fraining classes for heginners
halloonists. Cwer 10 weeks of 3 hour sessiong, novices will learn everything they need regarding
halloon safety, balloon maintenance, airtraffic regulations and flving rules, weather issues and other
fundamental lessons for enjoying our hobhby,

Formore information, contact our Education Directar, David Smith

| Return to Previous Page

Figure 7.2 — News item screen

Click Return to Previous Page to return to the main News screen.

Copyright 2004-2011 — Gembrook Systems — All Rights Reserved Page 61



ClubExpress User Manual — Version 5.0

Chapter 8 — Documents

The Documents module allows a club or association to store and organize
documents that can be downloaded by visitors and members. Documents are
organized into folders and can be specified with a title, description, author(s),
creation and revision dates, size, format and other information.

A club or association can also optionally allow members to upload documents
that must then be approved to become visible for others to download. Related
options allow members to rate documents and to view aggregate ratings, and to
add comments about documents.

ClubExpress supports documents of any size; there is no restriction on the
number and size of documents that can be stored in the system and made
available for the legitimate purposes of the organization.

A typical document category screen is shown below.

Home & Documents Admin )

Past Newsletters

FPDF files of prior issues of our club newsletter View Documents

This folder has sub-folders View

Articles

Aricles collected from various sources an ballooning | View Documents |

Official Club Documents

Bylaws, release form, safety rules, strategic plan, etc | View Documents b |

Figure 8.1 — Document Categories

If the current category has sub-categories, click the View link to display a similar
screen showing the sub-category and its documents.

Clicking View Documents displays a screen similar to the one below.

Copyright 2004-2011 — Gembrook Systems — All Rights Reserved Page 62




ClubExpress User Manual — Version 5.0

Home & Documents (Folders) « Documents (7)
Official Club Documents

The folewing documents are available in this folder. Click the double arrows to the left of the document’s title to view

itz detailz. Click the Downlead link to the right of the document's title to download the document. The 'File Readers and

Utilities" section at the bottom of the page contains links to download programs to view files in various standard

formatz. Theze linkz will dizplay the vendor's web =site in a new window. Click on the double arrow to =ee the

VIEWETE.

¥ Document Title Links

¥ Club Logo - LoRes Download
¥ Club Logo - HiRes Download
¥ Club Bylaws Download
¥ MiGO Bylaws Download
¥ Test Uploaded Doc (Pending) Download

<

Click to view File Readers and Utilities for download

| Return to Previous Page |

Figure 8.2a — Documents within a category

To view the details of a document, click the double-down arrow to the left of the
title. You will see a display similar to the following:

ry

2 Club Bylaws Download

Description The rules by which the club is organized,
including policies and procedures.

Author(s) Board of Directors
Create Date 07/01/2002
Docurnent Format PDF
File Size 22
Revision Date 04/25/2004

Figure 8.2b — Viewing document details

Click the double-up arrow to hide this display. You can also show details for all
documents in the category by clicking the double-down arrow beside the
Document Title. To display links to popular file readers, click the double-down
arrow near the bottom of the screen.

r

% Click to hide File Readers and Utilities

wx =
Winzip PDF Word Excel PowerPoint
Figure 8.2c — Viewing file readers and utilities

If the document category is visible to members of a committee only, and you are
a member of the committee, you will see an Add Document button, allowing any
committee member to upload documents. (See the section below for more info.)
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UPLOADING, RATING AND COMMENTING ON DOCUMENTS

The documents module also supports advanced options that allow you to upload

documents into a folder and allows other members to rate these documents and
to comment on them.

Document Uploading

If document uploading is enabled, you will see a special option near the top of

the page:
Upload a Document for Approval
To upload a document, dide the “Upload” button to the right, and select the file to upload from your computer. Upload
The documnent will net be viewsble until 2 document administrator has reviewsd and approved the request.
% Document Title Links
¥ Club Logo - LoRes Download

Figure 8.3a — Upload documents option

Click the Upload button to see the following dialog:

/~ Northwestern Balloon Club - Windows Intemet Explorer oy ] 4|

Add/Edit Documents @

This dialeg allows you te add a document to your web site. Most fields ghould be =elf-explanatory. If you are
editing an existing document, you can change itz Folder. The Document Type iz advizory, to tell users what type of
document to expect. Click the "Browse” button to select the actual document from your lecal hard dizk or network.
Click "Save” or "Cancel” to return to the Manage Documents screen.

Title IUDUGTEU Flying Rules @

Description |Pravided by the FAA, these rules were updated in January, 2010 |
39/

=

Autnor(s) [Various

Create Date | Revision Date |
Select Document | Browse... |

Max file size 16 MB

|Save :/l |Cance| X|

Done L@ memer Fa~ [~
Figure 8.3b — Upload document dialog

Enter the requested information and specify a filename from your local hard disk.
Click Save to upload the document or Cancel to close the dialog without
uploading.
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Documents are uploaded with a special Pending status. They are not visible until
an administrator or module coordinator has approved them.

Rating Documents

If document rating is enabled, you will see a special option below the document
information panel:

Your Rating e e W dr Owverall Rating ¥ ¥ ¥ 9 (4.00—1 ratings)
Figure 8.4 — Rating documents

The section on the left allows you to click on 1 through 5 stars to specify a rating.

The section on the right shows the aggregate ratings to date, rounded to the
nearest ¥ star. The actual numerical rating is also shown (straight average.)

Commenting on Documents

If document comments are enabled, you will see a special option below the
document information panel:

Comments

Martin Smith Tuesday, February 09, 2010 11:01 AM
These are very cool bylawe, beautiful penmanghip and =e nicely written.

Figure 8.5 — Commenting on documents

Each comment is prefaced by the member's name who made the comment and
the date/time when the comment was posted. To add a comment, click the Add
Comment link. You will see the following dialog:

gj'ummwmmlmm-wmmw i =] 5
() https clubexpress.com ﬁ iz}
Add Comment @
| Enter commentz about the document (limited to 2000 characters total). |
[ E
E

e

v ‘ Save /l |Cance| X | _
4] | >H
Done @ Intemet g v | WA00% -

Figure 8.6 — Add a document comment

Enter the comment and click the Save button to add it to the list, or click Cancel
to close the dialog without saving.
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Chapter 9 — Events Calendar & Registration

| INTRODUCTION

The Events Module allows clubs and associations to maintain an online calendar,
to inform members and the public of events and to allow them to register for
these events. The module fully supports options such as:

Single-activity or multiple-activity events;

Notifications (calendar entries that are not full events);

Public holidays and other significant days listed on the calendar;
Event categories, including color coding;

Multiple calendar views with filtering by category and metro area,;
Searching for events based on multiple criteria;

A link to an external website for an event organized by another group;
A link to custom pages for additional information on the event;

A map link for the event location;

A link to add the event to the personal calendar on your computer;
Registration required or recommended,;

Limiting events to members only;

Allowing companions to be signed up;

Maximum capacity;

Fees which change after a certain date;

Fees which are different for non-members and/or companions;
Payment by credit card or check;

Event specific questions at multiple levels of the registration;
Optional event release agreement, including default;

A special printable version of the month grid with more details.
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VIEWING EVENTS

When users open the events module, the first thing they generally see is the
Month Grid view, shown below. (Clubs can configure a different default view on
the event calendar admin screen.)

Home & Eventz Calendar Admin
Events Calendar - Grid View
The event calendar shows upcoming club events. Select a view then use the navigation buttons to move
between dates. Click on the event to view more information, including the event description, times, location, fees
and any rules regarding attendance; you can alzo register for events from this screen.
¥ | Switch to List View | Today | | Legena |
Aug September 2007 Oct
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
28 27 28 25 30 3 1
2 3 4 5 g8 7 5
winter  Winter
Storage - Sign Storage - Sign
Up To GetOn Up To Get On
The Schedule The Schedule
9 10 11 12 13 14 15
Mid-Month id-Maonth
Meeting Meeting

Figure 9.1 — Events — Month Grid View

This view shows a traditional month grid, with events shown on the day
scheduled. Today is highlighted in a special color. Links allow users to scroll to
the previous or next month.

Events are color-coded based on the event category. Click the Legend link to
see a list of categories and the color associated with each. Click the red “X” to
close this list.

Events that are flagged as Members Only will not be displayed when visitors are
viewing the calendar. The grid may also include Notifications, which are
calendar entries with no details, but which may include a link to an external web
site. Finally, the grid may include public holidays and other significant days (e.qg.
Halloween, Mother’s Day and the solstices/equinoxes.)

The View: panel at the top of the screen appears in all views but its contents are
different depending on the current view:
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¥ | Switch to List View | | Today | | Legend |

Figure 9.2 — View panel in Grid View

e Clicking the ¥ icon displays a searchf/filter panel. See below for more
information.

e Click Switch to List View to change view.

e Click Today to jump the grid back to the current month.

e Click Legend to display a drop-down legend of the color-coding.

¥ | Switch to Grid View | | Month || Week || Day || Future | | Today | | Legend |

Figure 9.3 — View panel in List View

e Clicking the ¥ icon displays a searchf/filter panel. See below for more
information.

e Click Switch to Grid View to change view.

o Click Month to see a list of events in the current month. Use the
navigation buttons to move forward or backward by a year or month at a
time.

o Click Week to see a list of events in the current week. Use the navigation
buttons to more forward or backward by a week at a time.

¢ Click Day to see a list of today’s events. Use the navigation buttons to
move to the previous or next day.

e Click Future to see all events past today.

e Click Today to jump the grid back to the current month.

e Click Legend to display a drop-down legend of the color-coding.
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Searching and Filtering

Clicking the ¥ icon displays the following panel:

Category |Eloarcl Meetings = |
Show Events For |West :I
Metro Area | = All Metro Areas = :I
Title
Description ‘ Search All Events | | Resetl
Dates |11/1/2008 | T |11/30/2008 | Filter Current View | | Reset |
Date fields are ignored when filtering cument view

Figure 9.4 — Search / Filter panel for events

Using this panel, you can filter the current view to show only events that match
your specified criteria. Select a category, subgroup (chapter, district or region) or
metro area, or enter part of the title or event description. Click Filter Current
View to retain the current view but only show events that match your criteria.
Click the matching Reset button to clear your criteria. When you click Filter
Current View, any values in the Dates fields are ignored because the view itself
controls which dates are visible.

Using this panel, you can also search through all events to show events that
match your specified criteria. When you click Search All Events, the system
switches to a Search Results panel which is similar to a List View and which
shows all events that match your specified criteria. Click the matching Reset
button to clear your criteria.

When you search using the Title and Description fields, there is no need to type
wildcards; the system will find the specified string wherever it appears.

The Metro Area option will only be displayed if you have defined metro areas (on
the Control Panel.)

Click the = icon to hide this panel.
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Event Details

To view the details for an event, click the event title in the current view. You will
see a display similar to the following:

Home e Eventz Calendar & Summer Picnic

Events Calendar - Event View

=

o o

i Event Detail” view, showing all available information for this event. If the event has passed, click the

iz the
nt Report” butten to read a report and view photos that were uploaded.

[ Return to Grid View |

Summer Pichic
When: Saturday, Jun 30, 2007, 10:00 AM to 5:00 PM

Where: County Forest Preserve Registrants
543 Higagins Ave MAPQVEST
Schaumburg, IL ﬁ
B

What iz this?
Contact: Lisa G Abrams
Email |eebie@verizon.net

Registration: Required
Payment: Payment In Advance Only

Reqistrants & Fees: Registrant Fee

Companions Only 3 20.00
Member % 10.00
MNon-Member % 10.00

Nen-Members & Companions | S 10.00

Join us for a fun time in the sun and water. \WWe'll have BBQ food, beer and soft drinks, games, swimming
and lots of space to spead out and enjoy the season.

Don't forget the sunscreen!

Figure 9.5 — Events — Event View

This view shows the event title, location, description and rules (registration,
attendance and fee, if any.) If the event is in the future and registration is
required or recommended, the Register Now button allows users to begin the
registration process.

If the Mapquest feature was enabled for the event, clicking the Mapquest icon
opens a new window showing the event’s location in Mapguest (where attendees
can also get directions to the event location.)

Note that the Register Now button will not appear if registration is not required,
or if the event is for members only and the current user is not logged in, or if the
event has completely passed (unless you are an admin), or if registration is
closed for some other reason. For a multi-day, multi-activity event, the button will
appear until the last day of the event, to allow people to register for individual
activities on the last day.
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If the Registrants button is displayed, you can click it to see a list of who else is
coming. For members, you can then click their Bio link to jump to each member’s
Bio / Directory page.

vCalendar Icon

p—
yus
(2. |

What is th

The calendar icon below the Register Now button allows you to add the event to
your personal calendar. This feature uses an Internet standard called a
"vCalendar" file which is supported by most Personal Information Manager (PIM)
programs, including Outlook, Eudora, Mozilla Thunderbird, Palm Desktop,
Appleworks, Entourage, etc. When you click the icon, a standard dialog will be
shown, asking if you want to Open or Save the file. Clicking Open creates a new
appointment/meeting in your PIM calendar. You can also Save the file then share
it with others. It can be opened at any time to create the appointment/meeting.

The vCalendar icon is also displayed beside each event in the various List views,
allowing you to quickly add multiple events to your PIM calendar.

If the event has passed, the Event Report button displays a ClubExpress
custom page with a report on what happened. You can also link a ClubExpress
photo page to the Event Photos button.
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Multi-Activity Events

If the event has multiple activities, these are listed below the general event
description, as shown in the following screen:

| Activities

Registration

When: Friday, Oct 21, 2005, 8:00 AM to 10:00 AM
Where: Gunderson Ranch
Flagstaff, AZ
Registration: Required

Registrants & Fees: !-;

Companion |5 1,200.00 $1,500.00
Member % 1,200.00 % 1,500.00

BEQ and Dancing

Details: Roasted calf and pig round out the day for tired and happy balloonists and their
families. Join us for a fun filled evening with friends from around the country. Music
provided by the Hi-Flyin Fiddlers, plus games for the kids.

When: Saturday, Oct 22, 2005, 7:00 PM to 11:00 PM
Where: Rear Lawn of the main house - Gunderson Ranch
Flagstaff, A7
Registration: Required

Registrants & Fees: !!!

Companion |$ 50.00 5§ 60.00
WMember % 40.00 2 50.00

Technical 1 - New techniques in Control

Details: Reknowned international balloonist, Stephan Lundgvist will present a lecture on the
new control architecture developed in Sweden, that's sweeping the community. After
the session, his balloon will be available for review

Figure 9.6 — Events — Event Activities
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EVENT REGISTRATION

To register for an event, click the Register Now button. If the event is configured
to handle registrations using a different web site, a new window will open
showing the configured site and page. If the event is configured to handle
registration on ClubExpress, a page similar to the following will be shown:

(If you have already registered for this event, a warning message will be
displayed, but the system will not stop you from registering again.)

Home # Ewvents Calendar e Balleoning Fun « Registration t_))
Event Registration - Personal Information

To begin the registration process, =elect one of the following options. If you are a club member, you must first log in

before registering. If you are not a club member and the event iz open to non-members, select thiz option and specify

your name. Then proceed to the next step.

Event. Ballooning Fun
When: Tuesday, April 08, 2008, 8:00 AM - 5:00 FM
Where: Jackson Farm
RR4
Mewport, IL
Fayment: Payment In Advance Or At Event

Primary Registrant

Select Registration Type | Member & Companions ¥

Figure 9.7 — Event Registration Wizard — Signing Up

Primary Registrant

If you have not logged in, you will see the non-member version of this page,
where non-members enter their contact information. Click the link to login so that
you can register as a member.

If you are already logged in, the system knows who you are so all you need to do
is select the appropriate registration type, then click Next.

If you are an administrator or coordinator of events, you will see additional
options. Consult the administrator manual for instructions.
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Companions

If the event allows companions to be signed up, a second section is displayed on
the page, as shown on the figure below.

Companions/Guests

Add the names of the companicns (if any} who will be attending the event with vou by clicking the
“Add Companionsicuests' button, Mofe: If nothing Rappens when you click the bulton, your popup
blocker may be preventing the page from appearing. Click 'Edit” to change informatien for a specific
companion; click "Remove™ to remove a companion previcushy added.

First Mlame Mary Edit Remove
LastName Smith
Feg. Type Member Companions
Title
Company
Address 1 123 Main Street
Addrezs 2
City Huntley
State IL
Zip 60003
Country USA
Email mary@cluexpress.com
Phone 320-333-4444

Add Companion/Guest | | Add Other Members in Membership

Cancel X Hext b=

Figure 9.8a — Event Registration Wizard — Entering Companions

This section allows users to enter companions and to specify a registrant type for
each of them. Selected fields may be required, depending on how the event is
configured. Click the Add Companion/Guest button to display a popup screen
for another companion, as shown on the next page.

Click the Edit link to modify a companion already entered or the Remove link to
remove a companion previously entered, or to re-enter a companion if you made
a mistake.
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[democlub.clubexpress.com/popu Tpage id=450 %

Add or edit companion information. Fill in the information, and select the
regiztrant type, Click the "Save” button when finished

First Mame Mary
LastName Smith

-

Add Companion/Guest Q@

Add or edit companion information. Fill in the informatien, and select
the registrant type. Click the “Save” button when finished.

First Name
LastName

| Req Type imﬁ;;?:ompaﬁi;n :

Title

Company

|Save "l |Ca||cel X | Address 1
Address 2
City

State |< Select > .

Zip

Country |UNITED STATES [] Show All Couniries

Email

1
m

Phone

] ¥
G HI00%

I, & Internet | Protected Mode: On

4 HI. L

w100% -

ol

a~

i 3l | @ Internet | Protected Mode: On
Figure 9.8b — Two versions of the Add Companion/Guest Dialog

Click the Add Other Members in Membership button to add the members of
your family or company. You will see a screen similar to the following:

Default Registration Type | Mot Attending or Already Registered w

Primary Member

Jin Kwon  Primary Registrant

Secondary Members

Sun Kwon |I'u1&rnber Companions Only v|
Tertiary Members
baby kwon | Member Companions Only w |
| Save ¥ | |Caru:'.e| X =
W
£ I | [
€D Internet ¥ - HaEsw -

Figure 9.9 — Event Registration Wizard — Adding Additional Members
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Select a default registration type and each secondary or tertiary member will be
registered with this type. You can also change the type or “unregister” individual
members by selecting the appropriate option. Click Save and these members are
added en masse to the companions panel, or click Cancel to close the form
without adding anyone.

When all information has been entered, click the Next button to move to the next
screen. If either the First Name or Last Name companion fields have values (and
you forgot to click the Add button) a warning message is displayed.

What you see next will depend on whether the event as defined has just a single
activity or multiple activities, whether a release agreement must also be signed
and whether there are event-specific questions.

Single Activity Event — No Release Agreement — No Questions

For a single activity event with no release agreement and no event-specific
guestions, the summary page is immediately displayed. If the event has fees, the
system knows how much should be paid based on the registrant and companion
types already specified. And if there is no fee, the summary page will confirm this
fact.

Copyright 2004-2011 — Gembrook Systems — All Rights Reserved Page 76



ClubExpress User Manual — Version 5.0

Home < Ewventz ¢ Around the World in a Balloen @ Registration

Event Registration - Summary

| Review the regigtration info shown below. |

| Event Information

Event: Around the Waorld in a Balloon
When: Wednesday, October 05, 2005, 10:00 AM - 2:00 PM
Where: Kahn Auditorium
123 Main 5t
Raolling Meadows, IL

| Registrant Information
Primary Reagistrant. Martin Smith

| Activity/item Information

Around the World in a Balloon Martin Smith & 13.00

When: Saturday, Jun 5, 2004, 10:00 AM to 2:00 PM

Where: Kahn Auditorium
123 Main St
Rolling Meadows, IL

Total: $15.00

| Payment Information

You may pay for thiz registration in advance or at the door. Please make yvour selection below, and click the
"Complete Registration™ button to reserve your place. If you elect to pay in advance, you will see the payment
page where yvou can pay with a credit card onling, or print an invoice and pay with a check.

@ Pay in advance {:}' Pay at door

| <4 Back | |cancel X | | complete Registration & | | Print Summary |

Figure 9.10 — Event Registration Wizard — Summary

At this point, users can still click the Back button to return to a previous step, or
the Cancel button to cancel the registration process.

The system knows if payment is required in advance, or if payment must be
made at the event, or if either option is allowed. In the above example, clicking
Complete Registration will take users to the payment module to complete
payment. Users will receive a confirmation email for the registration and another
when the fee is paid. A registration is not saved until one of these buttons has
been clicked.
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Single Activity Event — Event-Specific Questions

If the event has event-specific questions, a page similar to the following is shown:

Home @ Ewents e Test Mufti-Activity Event e Registration

Event Registration - Additonal Information

Event: Test Multi-Activity Event
When: Wednesday, May 10, 2006 - Thursday, May 11, 2008
Where: Manny's Restaurant

5005 Mewpaort Drive

Rolling Meadows, IL

Fayment Payment In Advance Only

| Registration Questions
Pace Group
|Red Blue Green V|

| Questions for Barbara Smith
What is the highest level of cerification you have achieved?

MNone A

Inwhat year did you achieve this certification?

]

| Questions for Martin Smith
What is the highest level of certification you have achieved?

Instructor

In what year did you achieve this cerification?
19495

| Questions for T-Shirt

Martin Smith
*What T-Shirt size do you want?

=
<

Barbara Smith
*What T-Shirt size do you want?

Figure 9.11 — Event Registration Wizard — Event-Specific Questions

Questions can be defined at any of three levels:

For the registration as a whole;

For each registrant including companions with the registration;

For each registrant signed up for a specific activity (this option is only
shown for multi-activity events.)

Answers may be required in different formats, including text, number, date or
date part, Yes/No or a selection list. Some answers may be required while others
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are optional. When you have answered the questions, click Next to proceed to
the next screen.

Single Activity Event — Release Agreement

For a single activity event with a release agreement, this page is displayed
before the summary page. Click the | agree checkbox to signify acceptance of
the agreement and then click the Next button to display the summary page
above.

If the event has both questions and a release agreement, the questions page will
be displayed first, then the release agreement page.

Multiple Activity Events

After the initial registrant information page, the user is taken to a page similar to
the following, which lists the individual activities for the event and allows separate
registration for each activity.

Activities for Martin Smith

NCATA Conference T-Shirt $10.00
Reagistration: Required

NCLE Update $40.00

When: Monday, Oct 29, 2007, 12:00 AM 1o 1:00 PM
Where: Same as event
Registration: Required

Lunch [0 %000

Details: lunch with guest speaker
When: Monday, Oct 29, 2007, 12:00 PM to 1:00 PM
Where: Same as event
Reaqistration: Required

Registrant Total: $50.00
Registration Total: $50.00

| <4 Backl |Cancel Xl ‘I-.Iext [ |

Figure 9.12 — Event Registration Wizard — Event Activities

This wizard page will be displayed once for each person who is part of the
registration, first the primary registrant and then each of his or her companions in
turn. Only activities that each individual user or companion can sign up for will be
shown on each iteration of the wizard page. Registration is a simple matter of
checking the box to indicate that the current person will attend that activity or
purchase that item. If an activity fills up while someone is registering their party, it
will not be shown on subsequent iterations of this screen. Users can move
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forward or backward through the wizard to ensure that the most appropriate
people in the party are signed up for each activity.

The event activities page keeps a running total of registered activities. When
users finish registering for individual activities, they click the Next button to
proceed to the next page. If event-specific questions are defined, this screen will
be displayed next. If a release agreement is required, this page is displayed next.
If neither is required, the summary page shown above is immediately displayed.

Payment

For events with a fee, clicking the Complete Registration button displays a
screen similar to the following.

Home « Control Panel & Pending Paymentz & Make Payment

Make Payment

The lizt below =hows outztanding payments due. Use the checkboxes to =elect which payments you wish to
make. Then, make a choice in the "Select Payment Method™ dropdown list. If you elect to pay by credit card,
enter the required information, and press the "Submit Payment” butten. Pleaze allow a minute or o for your
transaction to complete.

If you prefer to pay by check, =elect the "Print Invoice and Send Check™ option and press the button with the
=ame name. A printable version of the page will be dizplayed which includes instructions on how to make out
vour check and where to mail it.

Fields marked @ reguire an entry. Click f te change amount.

Event Registration 2122007 Due $ 1500 Pay$ 15.00 &
7/30/2007 - Season Opening Party

ray novak - Season Opening Party 13.00

Transaction Total: 15.00

Total Selected For Payment $15.00

Select Payment Method | < Select Payment Method > ¥

Review the payments due, and select the items you wish to pay for now. Then, select a payment type and
follow the instructions provided.

Refund Pclicy: The refund policy is set by Northwestern Balloon Club. Refund requests must be
directed to Northwestern Balloon Club - they cannot be handled by ClubExpreszs.

Figure 9.13 — Pending Payments

This screen will show the final payment for the event, including the details of
each line item (registrant, companion(s) and activities. If you have other pending
payments, such as a membership renewal or registration for another event, these
will also be listed and you can pay for them all with one transaction.

Select the payment type and enter any additional information that's required. For
a credit card payment, this is your credit card information. For a check payment,
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a print function is available to generate an invoice for mailing with the check.
Administrators have access to additional payment options (credit card outside
ClubExpress, cash, complimentary, etc.)

The system maintains a Payment Status flag for event registrations. If users
choose to pay by check, their registration is stored in the database but it's not
confirmed until the check is received (and may be deleted by an event
coordinator if there is a capacity limit and others are willing to pay immediately.)

Partial Payments

Some events may be configured to allow partial payments. For example, a ski
club may organize a multi-day trip to a distant ski resort, and members will have
the option of making progress payments until the total has been paid.

- If you see a pencil icon beside the event total and you wish to pay less than the
-,;’/F’ full amount, click it. The amount to be paid will change to a text box allowing you
to edit this amount. The system may suggest a recommended amount and it will
enforce a minimum payment. Press [Tab] to move off the field and post your
change; the total selected for payment will be updated.

If you make a partial payment against an event, the event transaction stays on
your payment screen, with the amount due now reflecting the partial payments
made to date. Your Profile — Transaction History screen reflects the original
amount of the transaction, payments made to date, and the amount owning.

The Payment Status for an event that's paid in full will be “Paid in Full”. For an
event that's partially paid, the status will be “Partially Paid”.
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Chapter 10 — Membership Directory

| INTRODUCTION

ClubExpress provides an online member directory, allowing you to locate and
contact other members. This module is usually placed on the members-only side
of the web site, so that confidential and personal information is only made
available to organization members.

Selecting this choice from the menu displays a screen similar to the following:

Home « Wemberzhip Dirgctory t_JI)
Membership Directory

The Member Directory allows you to view other members. (Mote that vour own directory information can be

updated by clicking the Profile link.) Begin by specifying a search value and clicking the "Search” button. The

system will dizplay matching members. If ne search value iz specified, all members will be displaved. If there

are more than 30 matching items, use the Paging controls to see additional pages. Click "View™ to zee the bio for
that member. (If there iz no link by the members name, that member has chosen not to display a bio. Note that
members can alze choose to completely remove their names from this list.

Search For Members

® LastName O FirstName O City O StateProvince O Country
O zip O company O Interests O RecentMember O Organizational Tree

Search For |lmi
Search Results ({3 members found) l:l I:l

Name Company City State Zip Bio
Jessica Smith Chicago IL 0601
John Smith Mane Chicago 1L 60601

Martin O Smith Verizon  Chicago IL 60601

Search By

Return to Previous Page |

Figure 10.1 — Member Directory List

To find a member, select the field to search on, then enter a value and click
Search. The list of matching members will be displayed under the Current
Membership heading, sorted by the search field. Use the Recent Member
Option to find members who have joined in the past 10, 30, 60 or 90 days. If no
search value is entered, clicking Search displays the whole membership.
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Members are displayed in pages of 30 members at a time. Click the Prev and
Next buttons or the drop-down list to select a specific page. To view the
membership directory entry for a member, click the View button. A screen similar
to the following will be displayed:

Home & Membership Directory e Martin D Smith !!_i_)

Membership Directory

Martin D Smith (smithy)

m
151

Company

Edit
I've been a ballooning fan ever since I saw v st hot air balpon foating over the
campgraund on my sumvner il vacation when I was 6 vears old. One of my
best memonies was of another summer vacation 3 few vears @ter in Anzona, when
my dad and I rode on 3 kot air batoon.

| joined the club 15 years ago at age 25, senving as crew and line holder for other

gé members, In my early 30°s | bought an old balloon and spentthe winter stripwhy is
What is this? this here?ping it down and reconditicning everything. The next summerwas my first
flying my own rig. My newest balloon is only three years old, bright green with yellow
. stripes.
Llnkedm=

In addition to all this, we now have the ability to upload information such as
documents, JPG files, and others. This will really assist me in getting the site up to
date and keeping it there. Hopefully the club members will feel the same.

facebnok Email Address support@clubexpress.com

i myspage;com:
— Office Phone 866-457-2582

Fax 847-255-0273

Photos

Surnmer Flv-in 2009 Company Address 5005 Mewport Drive

Suite 203
Rolling Meadows, IL 60008

Edit

Years Flying 12

Chapters Chicago

| Return to Previous Page |

Figure 10.2 — Member Directory Detail

The information shown on this screen will vary based on the Visibility level
chosen by the member. Individual members who have specified not to be listed
in the directory will not be shown.

There are two versions of this screen, one for clubs where members join as part
of their personal lives and one where members join as part of their business or
professional lives.
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vCard Link

8=

What is this?

Below the member’s photo is an icon which allows you to add this person to the
personal address book on your computer. This feature uses an Internet standard
called a "vCard" file which is supported by most Personal Information Manager
(PIM) programs, including Outlook, Eudora, Mozilla Thunderbird, Palm Desktop,
Appleworks, Entourage, etc. When you click the icon, a standard dialog will be
shown, asking if you want to Open or Save the file. Clicking Open creates a new
contact record. You can also save the file to your local hard disk and share it with
others, or open it at any time to create the contact record.

This feature is sensitive to the visibility settings chosen by the member; it will only
include contact information that the member has chosen to show.

Social Networking Links

If the club has enabled social networking links, and the member has configured
their profile information for any of these links, the appropriate logos will be
displayed under the vCard link. Click a logo and a new window will open with that
member’s public profile on the appropriate service.

Photo Pages

If the club has enabled member-level photo pages, the system will place links to
these photo pages under the social networking links. Click a page name to view
the page.

Blogs

If the member authors one or more blogs on the club’s website, you will see links
for each blog.

Edit Links

When you view your own directory entry, small Edit links are placed in each
section of the bio. Clicking one of these links displays the appropriate page from
your Profile, allowing immediate changes to be made and saved to the directory
entry. You can also click the photo itself to jump to the page that allows you to
edit the photo.

Click Return to Previous Page to go back to the listing screen.
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Chapter 11 — Discussion Forums

| INTRODUCTION

ClubExpress includes a powerful discussion forums module, allowing members
to participate in online discussions on a variety of topics. Original messages and
their replies are organized into threads that are listed within a forum. Forums in
turn are grouped into categories, allowing a club or association to organize
forums for different purposes.

Forums configured as an email list (“listserver”) push messages out to forum
members’ email boxes and allow members to reply via email. The reply is posted
to the forum and then sent back out to every forum member. But these forums
can also viewed online like any other forum and are fully integrated into the rest
of ClubExpress.

Clubs have full control over forum membership. Forums can be defined where all
members have access by default, or where members can opt-in, or where a
moderator adds members manually. Clubs can also build forums around an
interest group, a committee or a member type, and ClubExpress will maintain
forum membership automatically.

ClubExpress supports multiple views, message posting icons, forum handles,
message attachments, user pictures, rich content within messages and many
user-configurable options. There is also a full suite of administration tools at the
forum, thread and message levels.

Forums can be configured to be moderated, where new messages must first be
approved before they are made visible. Individual members can also be
moderated so that only their messages must be approved. Administrators and
moderators can also block members from posting completely if they are not
following forum rules.

Forums can be placed on the public side of the club’s web site, to make their
content available to any site visitor. But in this position, they will be read-only; all
editing functionality is disabled.
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| NAVIGATING FORUMS

Home « Forums Admin

| Search | ‘ Our Forums Policy |

Public Forums

All public forums

Safety Public Active 202007 4
This forum focuses on safe flying, including equipment 333 PN
maintenance, cedifications, FAA regs, and whatto do in an

emergency

n

Equipment Public Active 11 SM 92007
This forum focuses on equipment, including what to buy for §:54 PM
different skill levels and needs, how to assemble and how to
maintain. Safety issues are handled in the safety farum

Dfficial Club Business Fublic Active 12 712006
Anything to do with the operation of the club, including board 4:21 AM
meetings, finances, bylaws, facilities, etc.

Figure 11.1 — Forum categories and forums

wn

This screen shows the forum categories and forums defined by your
organization. Each forum includes a brief description of the forum’s purpose, the
number of threads and posts in the forum and the date of the last post.

If messages were posted to forum since your last visit, a blue diamond in the
Last Post column will be shown.

Next to a forum’s name is its blue Visibility setting (Public, Club Members Only or
Forum Members Only) and its red Status setting (Active, Not Active, Locked or
Archived). Admins will see these settings for ALL forums. Moderators and
coordinators will only see visibility and status links for the forums they
moderate/coordinate.

Click Search to search for specific messages. Click Our Forums Policy (if
shown) to view the club’s policies for maintaining harmonious and smoothly-
running forums. These options are described in more detail below.

Drilling into a Forum — Threads of Messages

Clicking the forum name displays a list of threads in the forum, as shown in the
following screen:
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Home « Forumz e Equipment !-'Ji

Thiz iz a lizst of the threads in the forum you selected. Click on Started By, Subject or Lazt Post te sort the threads into

the correzponding sequence. Click on a thread name to view the m ages in that thread. *Mote; The Views counter

shows how many times the thread has been viewed =since S/28/2010.
Select Farum

|Genera| Interest Forums - Equipment =

I:l I:l My Forum Preferences | | Forum Admin | Members

Started By Subject Msgs Wiews* LastPost W Admin
msmith W-boat for Sale 11 4 E‘:iﬂ;ﬂrs:%%‘ Admin
Jonesy ? Mew Burner - Anyone Tried? 4 1 :3]?;281‘19 S22 Al Admin
sonesy @ Justtesting o ERGTER
msmith ™ Sticky Release Value 1 0 Eﬁ:ﬂiﬁ T35 AN sdmin
msmith Financial Accounts? 1 1 GESEI0SAZASEN pdmin

by mamith

Figure 11.2 — Forum threads

Each row is a separate thread, showing the author of the first post, the thread
subject, number of messages in the thread, the number of times the thread has
been viewed (since 5/29/2010 when this feature was added), and the date and
author of the most recent post. You can change the sort order by clicking the
Author, Subject and Last Post headings. Clicking on a heading a second time
changes the direction of the sort.

A thread can be “pinned” to the top of a forum so that it's always visible. Pinned
threads are shown with a different background color and a pin icon.

If messages were posted to forum since your last visit, a blue diamond in the
Last Post column will be shown.

If there are more threads in the forum than will fit on a single screen (based on
the number of messages per screen configured in your profile), the Prev, Next,
and paging controls will be active, allowing you to move to any page of threads.

To select a different forum, click the Select Forum drop-down in the top right
corner. To start a new thread, click Start New Thread in the top left corner.

To modify your individual preferences for this forum, click the My Forum
Preferences button. You will be taken to the preferences screen in your Profile,
described in detail in Chapter 8.

If you're configured as a Moderator of this forum, the Members button allows you
to view and update “special” members in the forum, including those who are
banned from posting in the forum and those whose messages must be
moderated. See below for more details.
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| CREATING MESSAGES

Click the Start New Thread button to start a new thread. You will initially see the
simple message editor, shown below.

ﬂ" Northwestern Balloon Club - Windows Internet Explorer

Post Message @

Subject |Sticky Release Value @

Message lcon | Problem / Need Advice || &
Message Text

Has anyone has problems with a Cumberland Model A-45 release valve?
I'was flying on Sunday in about 58 degrees F, humidity of 7% ahbout 3000 fi.

As tank pressure increased, the release valve should have tripped to keep it under control; it didn't.
Fortunately, | noticed the problem quickly and was able to release pressure manually. But I'm concerned
about future occurrences.

The unitis about 15 years old. Could this be the problem?
Martin|

|Post|'.|'lessage :/l |Cancel ) 4

Figure 11.3 — Post Message — basic editor

Specify the subject and optionally, a message icon from the drop-down list. Then
enter the message text and click Post Message. The message will be added to
the forum.

In your profile, you can also set an option to use the advanced content editor,
described in detail in Chapter 17. This editor provides support for fonts,
attributes, tables, indenting, bullets, images, horizontal rules, etc.

If you are moderated in the forum or the forum is moderated, you will see this
message displayed after you create and save the post:

Home « Forums VerzionZ < all active members - public

| Mew thread saved, pending review

Figure 11.4 — Message if member or forum is Moderated
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Adding Attachments to a Message

To add attachments, click the paperclip icon at the bottom of the window. The
screen will refresh to show the following panel:

Attachments jup to five allowed)

|| Browse... Remowve

Al

Figure 11.5 — Adding an attachment to a message

Click the Browse button and select a file from your computer or network. It will
be added to the message. If you want to add another file, click the Add button to
display another “Browse” field, as shown below.

Aftachments (up to five sllowed)

| ” Browse.. | Remave
| || Browse... | Remoyve
| || Browse. . | Remayve

Al

Figure 11.6 — Adding multiple attachments to a message

You can attach up to 5 files to each message and the maximum size of each
message, including attachments, is 2MB. If you want to remove a file, click the
Remove button beside that filename.

When you post the message, the files are not physically attached. Instead, the
message includes links back to each file. Clicking the link gives you the option of
opening the file or saving it to your local hard disk. You must be connected to the
Internet to view or save attachments.
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VIEWING MESSAGES WITHIN A THREAD

In the Thread List screen, clicking a thread subject allows you to view the
individual messages within the thread. There are two views, shown in the
following two screens.

Homs « Forums « Official Club Business « WMessages

Official Club Business: Upgrade facilities - more storage

|:| |:| Return to Forum Switch To Flat View |

msmith re: Upgrade facilities - more storage 9/20/2007 5:52 PM 4
Martin Smith Here's a couple of photos of what the Nevada club does for their storage. | like
Chicage, IL the different compartments for each component. @

Admin Reply | Regards,
Marty

Aftachment(s) FPhoto01.jpg (31.5 KB)
Photo02.jpg (22 2 KB)

DEhrmann B Upagrade facilities - more storage 6/4/2004 5:29 PM
Jonesy re: Upgrade facilities - more storage 6/4/2004 5:32 PM
DEhrmann L re: Upgrade facilities - your architect friend 6/4/2004 6:00 PM
k- msmith re: Upgrade facilities - more storage U 9I20/2007 5:52 PM &
msmith B¢  re: Upgrade facilities - more storage 6/4/2004 5:34 PM
msmith re: Upgrade facilities - more storage 642004 5:35 PIM

Figure 11.7 — Thread: Thread View

“Thread View” shows the current message at the top of the screen with a thread
list underneath showing the hierarchy of messages and replies. If the current
message has attachments, they are listed below the body of the message.
Clicking the link allows you to open or save the file.

In the tree, the current message is indicated with a red arrow in the Author
column. New messages since your last visit are flagged with a blue diamond in
the Posted column. Messages with attachments have a paperclip indicator in the
Subject column. To view a different message in the thread, click the Subject
heading in the tree view below the current message.

Administrators can click the member’s handle name to display a popup with the
members actual name and email address, as well as message handling options.

You can also view messages in “Flat View”, similar to the sample below:
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Home « Forums « Official Club Busingss « Messages

Official Club Business: Upgrade facilities - more storage

|:| | | | Return to Forum | | Switch To Threaded View
b msmith re: Upgrade facilities - more storage 9/20/2007 5:52 PM
Martin Smith Here's a couple of photas of what the MNevada club does for their storage. | like
Chicago, IL the different comparntments for each component. @
Admin Regards,
Marty

Attachment(s). Fhoto01.ipg (31.5 KB)
Photo02.jpg (22.2 KB)

DEhrmann Q re: Upgrade facilities - your architect friend G/4/2004 6:00 PM

Marty, your message reminded me of something | wanted to ask you. Do you think that
&dmin Reply Jeffwould be able to give us an hour or so for some advice? We wouldnt be able to pay
him now, but perhaps a couple of drinks and dinner would be suitable inducement?#7?

Dan
msmith re: Uparade facilities - more storage G/4/2004 5:35 FM
Martin Smith Barhk, | really like your vertical racks idea. Makes a lot of sense.
Chicago, IL Marty

Admin Reply
Figure 11.8 — Thread: Flat View

This view shows every thread message fully expanded. You cannot see the
hierarchy of messages, but it is easier to browse and read everything without
having to continually click to a new message. New messages since your last visit
are flagged with a blue diamond in the Posted column. Messages with
attachments have an attachment section below the body of the message. Flat
view can also be sorted by the same three fields as the thread view: Author,
Subject and Post Date.

Both views have the same format for the message(s) shown:

Author’s “handle” Subject with post icon | Posting date and time

Author’s name Message body
Author’s city, state
Author’s photo

Edit Reply links Attachment File List

Note that authors can suppress display of their name, city, state and photo. Note
also that the Edit link will only appear if this option has been enabled for this
forum by a club administrator or forum coordinator.

Copyright 2004-2011 — Gembrook Systems — All Rights Reserved Page 91



ClubExpress User Manual — Version 5.0

For each view, users can separately configure the number of messages to show.
If there are more messages than can be shown on one page, the Prev, Next,
and paging controls will be active, allowing you to move to any page of
messages within the current thread. To return to the list of forum threads, click
the Return to Forum button in the top right corner.

Replying to a Message

Click the Reply link to reply to a specific message. You will see a screen similar
to the following:

{= https:fidemoclub.clubexpress.com/?page_id=2156&club_id=245449Gitem_id=1095Gaction=r

Post Message

Reply Type &) Replyto Forum O Private Reply (via email)

Subject re: Sticky Release Valve @
Message lcon |[RECHEAAN - ¢
Message Text
@@ -c-F ESssSEFFO-8 . 8310
Normal ~ [Arial viSizer | B Z U [Bo 2 | X % | A - Jy . |3 S =57 4
Quated Text

Has anyone had problems with a Cumberland Model A-45 release valve?
l'was flying on Sunday in about 58 degrees F, humidity of 67%, about 3000 ft.

As tank pressure increased, the release valve should have tripped to keep it under control; it didnt.
Fortunately, | noticed the problem quickly and was able to release pressure manually. But I'm concerned
about future occurrences.

Try using a litte WD40 |

#F ¢y O | T Zoom - |4 @ words: 69 Characters: 407

Pleage do not modify or delete the container (fieldzet and legend tags) of the guoted text. This helps us manage the quetes and
dizplay them nicely on the web site. “ou may edit the content of the guote if necezzary by double clicking inside the container.

[

|
ot

| Postl.ﬂessagel | Cancel |

Figure 11.9 — Replying to a message

This screen displays either the basic message editor or the advanced content
editor, depending on how your profile is configured.

If the sender of the message to which you are replying allows private replies, you
will see a Reply Type option at the top of the screen. You can either reply as a
public message to the forum or send a private reply via email.

If you click the Quote Previous Message link, the system inserts the contents of
the message you are replying to, using a GroupBox control. You can edit the
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guotation by double clicking inside the GroupBox, perhaps to remove parts of the
reply that are not relevant to your comments. (Please do not modify or delete the
container of the quoted text. This helps us manage the quotes and display them
nicely in discussion forums.)

When you click Post Message, the message is saved and sent, either to the
forum or, if you clicked “Private Reply”, as an email to the other member.

| FORUM POSTING VIA EMAIL

In addition to posting a thread by clicking the Start a Thread button, forum
members can start new threads by sending an email to the forum’'s email
address, if the forum has been set up to allow posting via email.

Forum members can also reply to messages sent from the forum via email.
There is a footer included in each message that includes a link to the thread that
the message belongs to.

To start a new thread via email, send an email to the email address of an active
forum you are a member of (i.e. BuySell@myclub.com). Your email will create a
thread. The title will be whatever you have entered in the Subject field of your
email.

You can also reply to an existing message that you see in the email you received
from the forum. Simply click on the link provided. Make sure you delete any
extraneous text (other messages, footer information, etc.) before you send the
email.

If an incoming message has more than five attachments, it is posted with the first
five, and a note is sent back to the sender that this was done. If a forum does not
allow attachments and an incoming message has them, it is posted without its
attachments, and a similar note is sent back to the sender.

MEMBER PROFILE

When discussion forums are available, a Forums General Preferences choice
is added to the user Profile screen. This choice allows you to control your
individual preferences for viewing messages and threads, authoring messages,
and the personal information displayed.

A second choice, Forum Memberships, allows you to subscribe to forums (and
unsubscribe as well) and to customize your preferences in each forum that you
are a member of.

For more information, see Chapter 4 — Member Profile.
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| SEARCHING THROUGH MESSAGES

From the main Forum screen, click on the Search button. The following screen is
displayed:

Home « Forums & Forums Search

Search For Messages

Search For ||

Select Forum | = AllForums = w Search—f

Figure 11.10 — Forum Search

Type in a word to search for, select the forum or leave it set to “All Forums”, and
click Search. A screen similar to this will appear:

Home & Forum=s & Forums Search

Search For Messages

Search For |powerlines @
Select Forum | Public Forums ; Safety w

Search Results (8 messages found)

Subject Author Posted
FPower Lines Jonesy 114212004 5:32 PM

tart & dizcuszion about esfely sz it relates to flying near high-tension power linez, especislly if your in

& descent. What do people think?

re: Power Lines msmith 11212004 6:06 PM

[T, g S ST
Wonderull ides.

Figure 11.11 — Forum Search Results

When you click the link in the Subject column, it will take you directly to that
message. You can click Return to Search to go back to the search screen.
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Chapter 12 — Chapter Finder
| INTRODUCTION

If your club or association is configured as a Parent club with local chapters, the
Chapter Finder module allows website visitors and members to locate chapters.

Selecting this option from the menu displays one of the following four options
(based on how the club has configured this module):

US Map
US/Canada Map

!

Figure 12.1 — Chapter Finder using Standard Map

Click a state or Canadian province to see a list of chapters in that state or
province. When you click a chapter name, you'll see contact details for that
chapter.
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Figure 12.2 — Chapter Finder using Google Map

A standard Google icon shows the location of each chapter. Click the icon to
display information about that chapter. You may also see an aggregator icon with

a number in the middle indicating multiple chapters in close proximity. Click this
icon to zoom in and see the individual chapters.
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Organization Chart

Home & Chh Finder Adrmin 7]
Club Finder

MNavigzte the crganizaticn hierarchy by clcking on the "+" and *-" buttons. Clck ona name to see more in‘o on

the selecled item.
View Map

|- Northwestern Balloon Clua
£~ Souh
I Midwest

=t Nirols

- Rolling M2adows

+}- Michigan

1]~ Mortheas:

tl West

Figure 12.3 — Chapter Finder using Organization Chart

This option shows the hierarchy of chapters, districts and regions in the club or
association. It's used by organizations where chapters do not necessarily map to
a geographic location. Click a subgroup at any level to display details about that
subgroup.

This organization chart option is also available for each of the map options,
allowing users to display this hierarchy even if one of the maps is configured by
default.

Viewing International Chapters

If your club or association has chapters outside the US and Canada, you can
optionally display a special button that, when clicked, displays a list of these
chapters.
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Chapter 13 — Photo Pages

| INTRODUCTION

ClubExpress supports custom photo pages containing photos uploaded by
administrators or individual members. Each photo is stored in multiple resolutions
with a title, caption, photographer’'s name, the date the picture was taken, and
one or more tags describing the photo.

Photo pages are organized into categories that can be anything you want, as
general as “Events” or as specific as “Summer Picnic 2004”. Individual photo
pages can be placed on the menu.

PHOTO PAGE LIST

ClubExpress also includes a Photo Page List module that collects all defined
photo pages onto a single page. This module can easily be placed on the menu
as a single entry point into your organization’s photos. Clicking the Photo Page
List link displays a screen similar to the following:

Home « Photo Page List Admin @)
Photo Page List

| Thiz iz a lizt of photo pages by categery. Click on a phete page name to view the photos. |
Ballooning

View Photos

Launching

Last Updated 8&/18/2009
Mo. of Photos 8

View Photos

Balloons in Flight

Mo. of Photos 11

Social Events

View Photos

Sunday Fun at the club

Figure 13.1 — Photo Page List
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Photo pages are organized into categories. Within each category, photos can be
displayed in alphabetical order or in descending order by when the photo page
was last updated. Member photo pages comprise their own category that can be
placed at the beginning or end of the list.

You can also control whether a preview photo is shown, and whether the system
will display the number of photos on each page and the date on which the page
was last updated.

Clicking the View Photos button (or the preview photo if one is shown) displays
a photo page similar to the following:

Home e Photo Page Lizt & Launching Admin Q,J
Launching

This is a collection of photos during the setup, inflation and launch process. All photos taken by club
members.

It's Alive!
Blue Boomer getting close to leaving the ground.
Myron Silverman 4/3/2006

Sunset Ride
Kelly Fredericks 72572007

@

Kissing Cousins Traffic Jam

Lamy Quentin 4/14/2004 The skies are getting crowded as the moming race is
on.
Greg Anderson 7152008

Figure 13.2 — A Typical Photo Page

Each photo page can have its own introductory text. Nine layouts are available,
with 1, 2 or 3 photos across the page and with a title and caption for each photo,
or just a title only, or neither.

Clicking a thumbnail image displays a popup window with a larger version of the
photo, as shown in the following example:
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Wiy'et feet in August
Jeff Harrizon 8/3/2006

n n 111 n |Download Driginall g

Figure 13.3 — Slide Show

The popup window will dynamically resize for each photo. The Previous and
Next arrow buttons in the lower left corner (on either side of the image counter)
allow you to navigate through the photos on the page while in the popup (you can
also click on the right or left halves of the photo itself.)

Click the “Play” arrow in the lower left corner to start slide-show mode; the image
will advance every 4 secs. Click the “Pause” button to exit slide-show mode.
Click the close button in the lower right corner to close the window.

The Download Original button allows you to download a high-resolution version
of the photo if one exists. Administrators and members have the ability to turn off
this button if they don’t want you to download the hi-res version; you can still right
click on the photo and select the Save Picture As... option to save the screen
version to your local hard disk.

Typical hi-res photos are much larger than your screen, so when hi-res photos
are uploaded, a screen size (and a thumbnail) are generated automatically.
Admins can control the resolution of the screen size; the default is 450px for the
largest height or width but you can make this larger for more dramatic previews.
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Chapter 14 — FAQ (Frequently Asked Questions)

| INTRODUCTION

FAQ stands for “Frequently Asked Questions”. This module is used to create
custom pages of questions and answers, organized into topics. It might also be
called the “Technical Library” module because of its ability to create a library of
documents on technical subjects.

For example, a vintage car club might have a library of how-to articles written by
members on various aspects of restoration, while a sailing club has similar
articles on equipment, racing techniques, safety issues and certifications.

The FAQ module uses the advanced Content Editor to create pages of any
length, with complete control over fonts, alignment, colors, embedded images,
links and other complex formatting.

A typical FAQ category screen is shown below.

Home e FAQ Categories Admin

FAQ Categories

| Click the "View" button for a category to view itz questions/articles. |

| Maintenance
How to take care of your balloon -
{1 question/article in this category)

Locations

Where to fly your balloon
(Mo questions/articles in this category)

Buying a Hot Air Balloon
CQuestions about buying new and used balloons, equipment, etc. -
{2 guestions/articles in this category)

Figure 14.1 — FAQ Category screen

Click the View link to view the questions within a category. A screen similar to
the following will be displayed.
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Home < FAQ Categories e FAQ - Buying a Hot Air Balloon

FAQ - Buying a Hot Air Balloon

| Select a question or issue to view itz answer. |

1. How to buy a used balloon? (courtesy of Cameron Balloons)
2. How do | properly evaluate used equipment?

| Return to Previous Page |

Figure 14.2 — FAQ Questions screen

Click the Answer link to view the answer to a specific question. A screen similar
to the following will be displayed.

Homs ¢ FAQ Categoriss ¢ FAQ - Buving a Hot Air Balleon ¢ FAQ

| FAQ
Question: How to buy a used balloon? (courtesy of Cameron Balloons)

Cameron Balloons produce a wide range of products - for more information on the various products they
produce take a look at the pages in the introductory Cameron Balloons section on the product range.

If you were thinking of buying a hot-air balloon, there are various bits you will need if you want to fly it. The
example we have taken is a balloon model - Type ‘'Na0" - one of the standard models which Cameron
Balloons make. This model would be suitable for sponsorship or adverising use. The total cost of the
balloon is around £21,885 (2000 price), but there are 3 major elements to this cost. These are the
envelope, basket and burners.

However, you need more than justthese three hits to go flying. Any attempt to hang an envelope over a
basket and fire hot-air into it is sure to end in an embarrassing failure. Awhole range of other odds and
ends are needed to complete the picture. The links around the balloon below take you to the glossary
section to give you further details on that particular itern.

Artwork
%&E Price - depends what

yau would like!

; Shadow double burner

Envelope scoop \

£410  £3420
Fadded covers
Basket
(4)£196 £9440
Inflator fan :
Fuel cylinders
£1120 Fuel cylinders (4)

£2348

Tether line (50m) Other equipment  Cushion floor  Instruments
£126 £264 £176 £945

Total Balloon Cost: £21885 (2000 price) (for a 3-4 person balloon)

These prices refer to the low season which runs from 31 Augustto 1.Jan. Inthe high season an envelope
will cost around £12 220,

Return to Previous Page
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Figure 14.3 — FAQ Answer

When answers are relatively short, questions and answers may be shown on the
same page. The resulting screen looks similar to the following:

Home « FAQ Cateqoriez & FAQ - Annual Auction
1. How much was raised last year?
545,000
2. What is the target for this year?
550,000

Return to Previous Page

Figure 14.4 — FAQ Questions and Answers on the same screen

Press Return to Previous Screen to move back up through the sequence of
screens.
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Chapter 15 — Donations

| INTRODUCTION

The Donations module allows you to establish funds into which members and
non-members can donate. A number of options are provided to control fund
visibility, target and whether anonymous donations are allowed. Donations are
processed through the same payments processing module that's used for
memberships and event registrations.

A typical Donations screen is shown below:

Home « Donations Admin

Donations

| Click the "Donate” button to make a donation for the =pecified fund. |

| Building Fund

This fund helps to maintain our facilities, including m
maintenance and capital improvements. YWe have long -
term plans to provide better storage and staging areas

for members and their equipment

Progress: $ 950.00 received toward our goal of $200,000.00

Education Fund

Used to teach children about ballooning, to educate m
them an the science and to encourage more young -
people to join our hobby.

Progress: $ 1,000.00 received toward our goal of $100,000.00

Figure 15.1 — Donations screen

Each fund has a title and description plus, optionally, progress towards a target
amount. Click the Donate button to make a donation. You will see a screen
similar to the following:
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Home « Donations « Wake a Donation L7

Donate to Harley Raffle

Enter the amount of the denation and an opticnal comment. Depending on the configuration, you may also be able to
specify if thiz donation zhould be reported az anonymous (athough the adminiztrator will till know who made the
denation.) Click Proceed to Payment to finalize and pay the denation by credit card or by printing an inveice and mailing
a check.

Donation § hoo| &

Comment

Do you want this donation to be reported as an anonymous donation? (O ves & Mo

|Cancel X | ‘ Proceed to Payment B |

Figure 15.2 — Making a Donation into a fund

If you are not logged in, the system will display the non-member version of this
screen, prompting you to enter your contact information. Click the link to log in. If
you are logged in, the system already knows who you are.

You will see a simple Donation Amount screen that may have a suggested
amount already showing. Some funds also allow the donation to be made
anonymously. It will still be visible to club administrators, but they will know that it
should be reported to the membership without the donor’s name.

Use the Comment field to attach a note to the donation. For example:

In honor of Jack and Mary Smith, for 10 years of service to the club.

Click Proceed to Payment to complete the Donation by paying via credit card or
check.
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Chapter 16 — Surveys

| INTRODUCTION

The Surveys module allows you to take surveys organized by your club or
association. Surveys are used for many purposes, including learning what types
of events members want to attend and which areas of a hobby or profession
members are most interested in. They can even be used to vote in elections.

Surveys can be spread across multiple pages and can have any number of
guestions. Each question can be displayed in one of 15+ formats, and certain
types of questions can be grouped together under a single heading.

A typical Surveys screen is shown below:

Home & Survevs Adrmin
Surveys
| Thig page shows the surveys available to you. Click "Take this Survey™ to begin the process. |

Ballooning Preferences (Test Mode)

This is a survey to collect basic info on what people like to do with their

balloons | Take This Survey |

Future Events

This short survey will allow the board to program the events you want to
see, Please respond by 10M1/2008, so that we can use this information
in planning our 2007 seasan.

2007 Board Elections

Flease vote on the following board positions for 2007. Your vote must
be received by 10/31/20086.

Figure 16.1 — Surveys screen

| Take This Survey |

| Take This Survey |

This screen shows the surveys available to you. Clicking the Take this Survey
button launches the survey wizard, presenting the first page of the survey.

\ TAKING A SURVEY

Surveys typically begin with a preamble page that explains the purpose of the
survey. At the bottom of each page are Back, Cancel, and Next buttons
(although Back does not appear on the first page and Next does not appear on
the last page.) Use these buttons to navigate between the pages of the survey. If
you click the Next or Back buttons and you have not supplied a response to one
or more required questions, you will not be able to leave the page until an answer
is supplied.
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Chapter 17 — Storefront

| INTRODUCTION

The ClubExpress Storefront is a powerful E-Commerce module which allows you
to purchase club and association merchandise through the website. The module
includes the following features:

Featured products, Specials, Search by category;

Display product title, photo, description, variations;

Display appropriate prices based on whether the user is logged in;
Add to shopping cart;

View shopping cart, adjust quantities, remove product;

Checkout process;

Gift option;

Shipping address and shipping method options;

Full integration with ClubExpress payment page;

For digital content, a “digital bank” to download paid products.

\ VIEWING AND PURCHASING PRODUCTS

When users open the storefront, they will see a screen similar to the following:
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Home e Storefront- Featured Products Admin @)
Storefront - Featured Products

Featured Products Categories .W

Baseball Cap

Great hat - you could wear itto a ball game, orwhen howling, or just out and about

Wigw larger image View product detsilz page for price snd svailsbility info

E-Book: Skiing for Dummies Add To Cart| |View Details
1 B 125 page E-Book: Skiing for Dummies

View larger image Digital Froduet Price 5 4.99

Ladies T-Shirt

This i= a lovely shirt that promotes the club and the fun times we have.

Wizw larger image View product detsilz page for price and svailability info

Figure 17.1 — Storefront opening screen

A full storefront displays featured products, specials and categories, although the
initial opening screen may be different for your club or association. There is also
a “limited” storefront option that just shows a list of products with a separate list
of specials.

Each product includes a title, photo, short description and price or price range if
the product has variations. Note that prices may be different for members and
non-members; members must login to receive member pricing. Click the View
Details button to display more information about the product, including product
variations (for example, clothing in different sizes and/or colors.)

If the product has no variations, click the Add to Cart button.

The Categories list has a slightly different format, shown below.
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Home « Storefront- Categories Adrmin ""_‘.J

Featured Products  Categories W

iT
L4
=]

Storefront - Categories
Digital

General Merchandise

Clothing

Figure 17.2 — Storefront Categories
Select a category to see a list of products in that category.

Product Details

When you click the View Details button, you will see a screen similar to the
following:

Home e Storefront - Featured Products e Product Details o)
Product Details

Featured Products  Categories %

Ladies T-Shirt

This is a lovely shirt that promotes the club and the fun times we have.

Wizw larger imags

Variations
Size Color | Status Price W

¥-8mall | Red |InStock (36 available) | 12.00 | Add To Cart
Medium | Blue | In Stock (36 available) | 0.50 | Add To Cart
Medium | Red | In Stock (20 available) | 12.00 | Add To Cart
Large |Red |InStock (10 available) | 12.00 | Add To Cart

Return to Previous Page

Figure 17.3 — Product Details
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This screen shows the product title, photo and a full description. The pricing
panel is different based on the type of product and whether it has variations.

e For a product with no variations or for a digital product that is downloaded
rather than shipped, the price only is shown.

e For a product with size variations only, or color variations only, or both
size and color, or other types of variations, the grid shows all possible
configurations that have been configured and the option to order a
specific variation.

Note that prices may be different for members and non-members; members must
login to receive member pricing.

When you click the Add to Cart button, the selected product is added to your
shopping cart and the cart is displayed.

W Shopping Cart

Click the shopping cart icon to view your cart. You will see a screen similar to the

following:
Home « Storefront & Shopping Cart l.'_)_}
‘ Continue Shopping | | Clear Cart | | Checkout B |
ltem Price Quantity Ext. Price
Ladies T-Shirt 12.00 2| updste 12.00

This is a lovely shirt that promotes the club and the fun times we
have.

Size: Medium  Color: Red

Figure 17.4 — Viewing the Shopping Cart

Buttons at the top of the shopping cart allow you to continue shopping, cancel the
process (which empties your cart and returns you to the Home page) or begin the
Checkout process.

Each product in your shopping cart is shown with its title, photo and short
description, together with the variation selected. The price is shown together with
a Quantity field and extended price. (Note that prices may be different for
members and non-members; members must login to receive member pricing.) To
change the quantity ordered, edit the number and click the Update link. To
remove an item from your shopping cart, click the Remove link.

For digital content that is downloaded rather than shipped, the Quantity field is
grayed out; you cannot buy multiple copies of a digital product.
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\ CHECKOUT
When you click the Checkout button, you will see a screen similar to the
following:
Home « Shopping Cart « Checkout l.'_)_}

Checkout

Pleaze enter your contact information, then click the "Continue with Checkout” button. On the next page, you wil
be able to use thiz addrezs for =hipping, or =hip to different address if you wish.

Association Member? Login to check out with member pricing

Have you previously placed an arder or are you on our mailing list? Click here to search

In addition to your name, please enter your address, phone number and email addres=. Thiz will allow us to
contact you if necessary.

First Mame 2
Middle Initial
Last Mame @
Address 1 P
Address 2
City @
State/Province | = Select = ¥ 9
Zip/Postal Code @
Country | UNITED STATES % | Show All Countries
Phone 2
Email Address
Qrganization

Title

Cancel X | | Continue with Checkout B

Figure 17.5 — Checkout for non-members

If you are a member but have not yet logged in, this screen allows you login to
continue the checkout. Pricing may change once you have logged in. (If you are
a member who has already logged in, this screen is skipped.)

If you are not a member but have previously ordered products, click the link to
find yourself in the database. The system will display a screen similar to the
following:
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Home e Shopping Cart & Checkout o)

Checkout

Pleaze enter vour contact information, then click the "Continue with Checkout™ butten. On the next page, vou wil
be able to use thiz addres= for =hipping, or =hip to different address if you wish.

Association Member? Login to check out with member pricing

Enter the following

Email Address |mary456@aol.com

Last Mame Smith

Figure 17.6 — Find your non-member record

Enter your email address and first name and click Search. If your information is
found, the name and address fields will be populated.

If your information was not found or if you have not previously ordered from the
storefront, you will next enter your contact information.

Click Continue with Checkout to proceed to the next page or Return to Cart to
return to your shopping cart without checking out. You can also click Cancel to
cancel your checkout and your shopping cart completely.

Checkout Final Screen

When you click Continue with Checkout (or if you are a member already logged
in), the following screen is displayed:
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Home  Shopping Cart # Checkout L))
Shipping Info

Shipping Method | USPS

Send To The Address Just Specified |+
Shipping Address
Mame |Dan Ehrmann @

Qrganization
Title

Address 1
Address 2

City
State/Province
Zip/Postal Code

Country

Gift

Isthis agit? & ves O Mo

Gift Message

Order Summary

Base Cost [13.50
Sales Tax | 0.57
Shipping & Handling | 8.00
Final Cost | 22.07

| cancel X | | continue To Payment b

Figure 17.7 — Checkout final screen

Specify a shipping method from among the available methods defined by your
club and association. Once this is done, the order summary panel will be updated
to reflect the shipping and handling cost, any sales tax and the total cost for this
order. Note that sales tax may be different for different types of products and may
or may not apply based on your state or country of residence.

Select a Send To option:

o Members can select their primary address or their alternate address, or
enter a new shipping address from scratch (for example, for a gift.)
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¢ Non-members can use the address entered on the previous screen or
enter a new shipping address from scratch.

Specify if this is a gift and a gift message. The message will be added to the
packing list that is printed and included in the box.

Click Continue to Payment to complete your order and proceed to the standard

ClubExpress payment page. You can also click Cancel to cancel your checkout
and your shopping cart completely.

Payment Screen

When you click Continue to Payment, you will see a screen similar to the
following:

Homs « Wake Payment )

Make Payment for Dan Ehrmann

The list below =hows outztanding payments due. Use the checkboxes to select which payments you wish to
make. Then, make a choice in the "Select Payment Method™ dropdown list. If vou elect to pay by credit card,
enter the required information, and press the "Submit Payment” button. Pleaze allow a minute or =o for your
tranzaction to complete.

If vou prefer to pay by check, select the "Print Invoice and Send Check™ option and press the button with the
zame name. A printable version of the page will be dizplayed which includes instructions on how to make out
vour check and where to mail it.

|

slds marked @ require an entry.

Purchase Product (4s2003) pues2207 Pay$ 22.07
Baseball Cap (Small) 13.50
Sales Tax 0.57
Shipping/MHandling 8.00
Transaction Totall 2207

Total Selected For Payment $22.07

Select Payment Method | < Select Payment Method > ~
Review the payments due, and select the items you wish to pay for now. Then, select a payment type and
follow the instructions provided.

Refund Pg|ic1j|-; The refund policy iz =et by Big Bend Middle School PTA. If refunds are available, requests
must be directed to Big Bend Middle School PTA - they cannot be handled by
ClubExpress.

‘ Submit Payment :/l ‘Cancel X

Figure 17.8 — Payment Screen

Each order is a single transaction. This transaction will have multiple line items,
one for each item in the order, as well as items for shipping/handling (based on
your chosen shipping method) and sales tax (if charged).
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Select a payment method then follow the instructions to enter the required
information and submit the payment for processing. If you pay immediately by
credit card, your order is flagged as “Ready to ship”. If you choose to print an
invoice and mail a check, your order cannot be shipped until the check is
received and recorded in the system.

DOWNLOADING DIGITAL CONTENT

If you have ordered digital content, the confirmation email you receive will include
a link to your Download Bank. This is a list of documents that you can
download. It is also available as a link from your member Profile. You will see a
screen similar to the following:

Home  Member Profie & Downlead Bank 7))

Download Bank

The following decuments are available in the download bank. Click the double arrows to the left of the

decument’s name to view itz detailz. Click the Download link to the right of the document's name to download the
document. The "File Readers and Utilties” section at the bottom of the page contains links to downlead programs
to view files in various standard formats. These links wil dizplay the vendor's web =site in a new window . Click

on the double arrow to see the viewers.

<

Hame Status Links

-

Skiing for Dummies Available Download Edit

Description 125 page digital book for downloading.
Format Unknown
File Size 73,672
Days Remaining 7

Downloads 0

¥ Skiiing for Dummies Supplement Available Download Edit

Click this button to clear all documents which have been downloaded at least once or which
can no longer be downloaded

b

¥ Click to view File Readers and Utilities for download

Return to Previous Page

Figure 17.9 — Download Bank

Click the Download link to download a document. Click the double-arrow on the
left of the title to view details of a document. Click the Clear button to remove any
document from the list that has already been downloaded at least once or which
can no longer be downloaded.
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Chapter 18 — Blogs

| INTRODUCTION

ClubExpress includes a powerful Blogs (“weB LOG”) module that allows
knowledgeable club or association members to publish periodic articles of
interest. The system maintains a history and allows readers to navigate through
all published articles. RSS is fully supported, allowing readers to subscribe to a
blog feed so that they are notified when a new blog entry is published.

The system includes a full set of blog management and authoring tools, using the
advanced content editor to allow blogs that include formatting, images, videos,
links, etc.

In the ClubExpress model, an administrator or blogs module coordinator creates
a blog and then hands it over to a blog author to manage. So if you want to
author a blog on the club’s website, contact an administrator.

Blogs will generally be accessed via a choice on the menu. A typical Blog
opening screen is shown below:

Home #« Blogs

Blogs

]

These ars the b ogs that hav

the posts and

comments for a specific bleg

Martin Smith: Horthwestern Balloon Club's Blog

Iﬂunt forget to subsoribe to our bleg about all things "ballecning.™

Figure 18.1 — Blogs main screen

For non-members, this screen will show all blogs that are flagged as visible to the
public. Members-only blogs are not shown unless you are logged in. Click the
Read Blog button to read the most recent entry for a blog. You will see a screen
similar to the following:
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Home # Blogs e Resd Blog L]

Martin Smith: Northwestern Balloon Club's Blog

About this Blog | | More Posts

New Supplier...
1001302010 3:24 PM

Make gure to visit the Ace Hardware in Mortonville. The owner, Joe Bastion, has been a ballooner for 20+
years!

Show him your memberzhip card to get a 10% dizcount off their already reazonable prices.

Comments (2)

Hank Johnson (10/12/2010 2:40 PM}
Marty,

Thank you for pointing me in the direction of Joe's Ace.

Hank

Michelle [Admin} True (10/13/2010 3:25 PM)
Thanks Marty, | can use a few things so | will head over there this wesksnd!

Top of Page

| Return to Previcus Page |

Figure 18.2 — Reading blog entries

The most recent blog entry is shown with its title and the date-time when it was
posted.
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Comments
| Comments are subject to editing or deletion at the blog author’s or club’s discreti
Handle [DanH ]
loe's a good friend and a straight shooter. He won't steer you .
WIong.
a0t 500 GRAraciens - 431 characers et

|Save 'H"| |Can|::-el x|

Figure 18.3 — Adding a comment
If the blog allows comments, you will see a comments panel below the blog
entry, with the most recent comment at the top. Click the Add Comment link to

display a panel that prompts for a handle and your comment. Click Save to post
your comment or Cancel to cancel without posting.

About this Blog

About this Blog

Close X
l Don't forget to subsoibe to our blog about all things “bkalleoning.™

Figure 18.4 — About this Blog

Move your mouse over the About this Blog button and you will see a popup
panel showing the blogger photo and a brief description of the blog. Click the
small “Close X" icon to close this display.

More Posts

|Abuutthi5 Blog | | More Posts

]

&
i
m
e

Recent Posts

New Supgplier... (10/13/2010 3:24 PM)
MNorthwestern Balloon Club Bleg {10/13/2010 3:13 P}

All Posts

Figure 18.5 — More Posts

Move your mouse over the More Posts button and you will see another popup
showing links to the most recent 10 posts, together with an All Posts link to view
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a complete listing of posts. When you click this link, a screen similar to the
following is displayed:

Home # Blogs # Fead Blog # All Posts )
Martin Smith: Northwestern Balloon Club's Blog

| Select the post you want to read from the list of all posts for this blog. |
All Posts

New Supplier... (10/13/2010 3:24 PM)
Morthwestern Balloon Club Blog (10/13/2010 3:13 PM)

| Return to Previous Page |

Figure 18.6 — Viewing All Posts

Blog posts are listed in descending date-time order with the most recent post at
the top. Click a link to view that post.

RSS Support

==  The blogs module fully supports RSS (Really Simple Syndication). On the main
..’ Dblogs page you will see the standard RSS icon (shown at left.) Clicking this icon
will subscribe you to this blog, so that your RSS reader notifies you whenever
there is a new post. Your browser may also detect that the current page supports
RSS and will display its standard RSS toolbar icon, which can also be clicked to
subscribe. Use your RSS reader’'s management tools to unsubscribe from a blog.
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BLOG MANAGEMENT FOR AUTHORS

If you are a blog author, the special panel at the top of each blog page will have
some additional options:

|Abuutthi5 Blog | | More Posts | Author Tools: | Maintain Posts | |.Pu:|d Post |

Figure 18.7 — Blog Author Tools

When you click the Maintain Posts button, you will see a screen similar to the
following:

Home # Blogs e Besd Blog # Posts Manager el

this

" to

%]
1=}
M
m
in
Q

T
[

i

m

Blog: Northwestern Balloon Club's Blog

| Add Post | | Edit Blog Properties |

Visible | Published Date Maintain

New Supplier... o | 101122010 2:24 PM|Edit Comments Delete

|N{:-rtrwastarr Easlioon Club Blog| o |:| 32010 3:12 F'h-'| Edit Comments I:elata|

| Return to Previcus Page |

Figure 18.8 — Posts Manager

The grid lists each post in descending date order, showing the post title and date
of publication, and whether the post is currently visible. Click the Add Post
button to create a new post. You will see the following screen:

Copyright 2004-2011 — Gembrook Systems — All Rights Reserved Page 120



ClubExpress User Manual — Version 5.0

{= Northwestern Balloon Clubs - Windows Internet Explorer

(_) htkps: ffdemodub. dubexpress. comfpopup. aspxfpage_id=2503%club_id=2454498item_id=4faction=nzw ﬂ @
Add/Edit Post @
| Uze this page to edit your blog post. |

Title |EIEI{>-c>ning Adventurs | L]

Visibility & Mot Visible (draft) O Visible {published) ®
(Easae 9 -6 - F- EEIRMEFE O- 2L 88500
B I U %% WM » % A-Mh- & ISIES %8

||N{}rma| 'lAr'laI 'l llpx =

Lt me tell you sbout 3 recent adventurs!

| E Zoom™ a

A Design (€ HTML O Preview |

‘Words= 0 Characters 0

|Save v"| |Caru:=el X|

I & Internet 4 v HaEsw -
Figure 18.9 — Add Blog Post

Specify the title for your post and whether it should initially be hidden (perhaps
because it's a draft) or immediately visible. Below is the standard ClubExpress
advanced content editor, with all of its available tools for creating web content,
including formatting and layout tools, the link builder and the ability to insert
photos and videos. Click Save to save your new blog post, or Cancel to close
the dialog without creating a new post.

Click the Edit link to modify an existing blog post. The same dialog will be
displayed. Click Delete to delete a blog post. You will be asked to confirm this
operation. If you select OK, the blog post will be completely deleted and cannot
be recovered.
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Viewing and Editing Comments

Click the Comments link to view and edit comments. You will see a screen
similar to the following:

Home # Blogs ¢ Besd Blog # Posts Mansger « Comments Manager Lol

Comments Manager

| Us= this screen to view and / or edit comments about blog posts. |

Blog: Northwestern Balloon Club's Blog (Martin Smith)
Post: New Supplier... (published on 10/13/2010 3:24 PM)

Comment Maintain

Hank Johnson  10012:2010 2:40 PM Edit Delete
Marty,

Thank you for pointing me in the direction of Joe's Ace.

Hank

Michelle (Admin} True 10132010 3:25 PM Edit Delete

Thanks Marty, | can use a few things so | will head over thers this weekend!

| Return to Previous Page |

Figure 18.10 — Post Comments

Comments are listed in descending date order. Click the Edit link to modify a
comment that might be inappropriate. Click the Delete link to remove it
completely; you will be asked to confirm this action.
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Blog Properties

Click the Edit Blog Properties button to modify the settings of your blog. You
will see the following dialog:

e

_____

= thiz page to st the title, author and d

mment on the blog & blo

blog, and v

Title

Morthwestern Balloon Club’s Blog

Author Martin Smith

Desoription

Don't forget to subsoribe to our blog about all
things "ballooning.”

Allow Comments
Wisibility

Active

Mz 400 characiers - 332 charadiers ki

Puklic W

]

|5ave I""| |Ean.1:'.e| 4

@ Internet

i

'\fﬂ"’

o 55%,

-

Figure 18.11 — Edit Blog Properties

You can modify the title and description of your blog, whether comments are
allowed, who can see the blog and whether it's currently active. Click Save to
save your changes or Cancel to close the dialog without saving.

The Add Post button is also available to blog authors on the main blog page.
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Chapter 19 — Content Editor

| INTRODUCTION

In a number of places within ClubExpress, you have the opportunity to create a
custom web page or part of a page. Two examples are when you are building the

website home page and when you are specifying custom web pages.

Instead of forcing you to learn complex HTML coding, ClubExpress makes it
easy to build this page, using a software tool called a content editor that is similar

to a word processor.

The ClubExpress Content Editor allows you to perform the following tasks:

More

Select text style, font, size, and color;

Specify the bold, italic and underline attributes;

Select background color;

Indent and outdent;

Specify left, center, right or fully justified text;

Specify numbered or bulleted lists;

Insert horizontal lines;

Insert and resize images;

Insert links to other ClubExpress modules, external websites and email;
Insert and specify the properties of tables and individual cells;
Use your computer’s clipboard, including cut, copy and paste;
Undo and redo changes;

Strip formatting from text;

Insert group boxes;

Insert special characters;

Insert “smileys”, small graphics designed to display an emotion;
Convert text to uppercase or lowercase;

Convert text to superscript or subscript;

Find and Find & Replace text;

Create complex styles to explicitly control the appearance of your text;
Spellcheck your text;

View your page in design mode, HTML mode or Preview mode;
Zoom the text for finer control;

Print the text being edited;

Track word and character counts.

experienced web designers can view and modify the underlying HTML
code created when you edit pages with this tool. Experienced designers can also
do much of the complex formatting using nested tables to achieve almost any

layout effect you want.
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USER INTERFACE

When you open the Content Editor, you will see a popup window similar to the
one below:

{= Northwestern Balloon Club - Windows Internet Explorer

Editing Test Custom Pages @
WA BR 2 d  EEEEE S 3-8 8dE0-0O-
| Paragraph &.. v FoniName = Rea.~ B 7 U A2 34 ¢ % A -« fy - 44 = = = 5 3’3|

]
whi
i

Test Custom Page =

ou dontneed to learn complex HTML programming to create pages in ClubExpress. This editor is like a simplified
word processor, allowing you to create and modify content using tools and conventions that you are already familiar
with! For example, here is a header.

Features
This editor supports indenting

It also supports different foreground and background colors, as well as bold, italic and underlining. You can easily

create textin d Iﬁerent sizes andfonts.

Of course, we support center justified text
and right justified text.

We also support horizontal rules like the one above, as well as tables like the one below, with full control over =
/" Design €% HTML 0% Preview C_‘, Zoom= @ |
Words: 232 Characters: 1333

|Save Vl |Cancel X

Figure 19.1 — The Content Editor screen

At the top of the screen are two toolbars of buttons, with similar functions
grouped logically. The meaning and behavior of each button is described below.
Underneath is the edit area, where you type text, highlight blocks, manipulate
tables and images and perform other editing functions. At the bottom of edit area
is another toolbar with special functions, then a word and character count.

Many functions work on a block of text that has been highlighted by dragging the
mouse cursor over the text. The editor also supports “Drag-and-Drop” to move
highlighted text from one part of the page to another.

Click Save to save your changes or Cancel to discard them. You will be asked to
confirm a Cancel operation. Both buttons close the window and return you to the
previous screen.
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Important Note: You should save your work every 15-20 minutes to maintain the
currently logged in session. If you don’t do this, the system may close the active
session and you risk losing all your work. This session timeout varies based on
your level of access (for administrators, it's 60 minutes.) The system will give you
a warning approx. 5 minutes before a session is due to expire.

TOOLBAR FUNCTIONS

The following table explains each toolbar button. Many use the same icon and
perform the same function as a typical word processor such as MS Word. Some
functions require a more detailed explanation; these are described in the
following sections:

Top Row

Cut the highlighted text to your computer’s clipboard.
& The shortcut key [Ctrl-X] performs the same function.

Copy the highlighted text to your computer’s clipboard.
-3 The shortcut key [Ctrl-C] performs the same function.

Paste text from your computer’s clipboard at the current
o cursor position. The shortcut key [Ctrl-V] performs the
same function.

Paste text from Microsoft Word, stripping out the overly
k3 complex formatting that Word places there.

Paste plain text from another application. The editor will
Fel strip out any complex formatting it finds.

Paste text in as HTML. The editor will convert the text
Fees into simple HTML before pasting.

Undo one or multiple changes. The shortcut keys [Ctrl-
Z] and [Alt-Backspace] perform the same function. Click

£} - the reverse arrow to undo the last change or the small
down arrow to select which changes to undo.

Redo the previous Undo. The shortcut key [Ctrl-Y]
performs the same function. Click the forward arrow to

> - redo the last undo, or the small down arrow to select
which undo point to reverse.

Strip selected formatting options from the highlighted
- text. A small drop-down menu will appear, allowing you
to choose exactly what should be stripped.
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Left Align the current line or block.

Center Align the current line or block.

Right Align the current line or block.

Fully Justify the current line or block. The editor will
insert additional spaces to line up both the left and right
margins.

Unjustify the current line or block. The editor will revert
I% to left justified text, removing any spaces inserted to
create fully justified text.

Indent the current line or block 1 tab stop.
= Outdent the current line or block 1 tab stop.

Insert or format a table at the current cursor position. A
drop-down menu will appear allowing you to paint the

.- rows and columns in the table and to specify other
options. For more information on all table functions, see
the special section below.

Click to insert a hyperlink to another ClubExpress

module, an external website, an email address or an
@ anchor (bookmark within a page.) The shortcut key
b= [Ctrl-K] performs the same function. For more

information, see the special section below.

Break the current hyperlink, removing the special linking
code behind the scenes, The current hyperlink will
revert to standard text. The shortcut key [Ctrl-Shift-K]

)

E 3

performs the same function.

Insert a photo from one of your photo manager libraries.
s | For more information, see the special section below.

Insert an image from your graphics library and other
o club-level photos (for example, logos). For more
information, see the special section below.

Insert a Group Box. This is a special HTML element
] which allows you to collect and organize other elements

Insert a Special Symbol. Click the small drop-down
Q- arrow to display a popup window of special characters.
Click a character to insert it in your text.
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Second Row

Mormal

Arial

SizE =

Insert an audio, video or Flash image, or a reference to
a YouTube or Vimeo video.

Insert a “smiley” (aka an “emoticon”), a small graphic to
indicate an emotion. Click the small drop-down arrow to
display a popup window of smileys. Click one of them to
insert it in your text.

Click the drop-down arrow to see a list of built-in
styles. Selecting a style ensures that your headings
match the styles used elsewhere in ClubExpress.
The change applies to the current line or block.

Click the drop-down arrow to see a list of standard
fonts. The change applies to the current line or block.

Click the drop-down arrow to select a text size. You
will see a list of sizes based on pixels; 12px is the
standard size.

Click to bold the current block of text or to start
bolding from the cursor position. [Ctrl-B] also works.

Click to italicize the current block of text or to start
italicizing from the cursor position. [Ctrl-I] also works.

Click to underline the current block of text or to start
underlining from the cursor. [Ctrl-U] also works.

Click to convert the highlighted text to lower case.

Click to convert the highlighted text to UPPER case

superscript

Click to convert the highlighted text to
Click to convert the highlighted text to susscript

Click to select the text (foreground) color. A color
picker showing standard colors will be displayed. You
can also define custom colors and add them to the
palette. Your change applies to the current block of
text or at the cursor position.

Click to select the background color. The same color
picker described above is displayed.
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Click to display a popup Style Builder dialog. This
dialog allows you to specify complex style information

plrly for the selected text. For more information, see the
special section below.

= Click to begin a numbered list of items.

= Click to begin a bulleted list of items.

e Click to insert a horizontal rule across the page.
Spellcheck your text. A popup dialog will appear to
highlight misspellings and other errors. See the

4 section below for more details. The shortcut key [F7]

performs the same function.

Find text on the current page or find and replace. The

i shortcut key [Ctrl-F] performs the same function.

Options at the Bottom

Design View. This is the normal view
where you write your text and use the

/" Design shortcut keys and toolbar buttons to insert
options and format your text.

HTML View. This view allows you to see
£ HTML and edit the underlying HTML source code.

Preview. This view allows you to see the
O Preview page as it will generally look when it's
being viewed.
Full Screen Mode. This mode makes the
edit box slightly larger by hiding all non-
editor controls.

T

Zoom. Click the drop-down arrow to zoom
Zoom your text in to see more detail or out to see
more of the page.
Print. Click this icon to print the current
= page being edited.

Displays an approximate word and
Words: 172 Characters: 1685 | character count for the current document.
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Document Inspector

Blue Top Mid Top Right
Center Left :Center Mid :Center Right
Bottomn Left :Bottom Mid

/" Design | €» HTML S Preview S Zoom-|d |

Words: 232 Characters: 1333
P> TABLE = TRODY = TR > TD = FQMT = RemoveElement
Figure 19.2 — Document Inspector

Below the word and character counter is a document inspector function. This line
will show you the hierarchy of HTML elements in the selected text. The example
above has the cursor positioned in the middle of one of the cells and it shows the
nested elements leading to the cursor position.

If you select one of the elements, the system will highlight that element. For
example, click the “TR” entry and the whole row is highlighted. You can also click
the “RemoveElement” option to remove the preceding element, in this case, a
font designation.
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Summary of Shortcut Keys

Ctrl-X Cut the highlighted text to the Clipboard

Ctrl-C Copy the highlighted text to the Clipboard
Ctrl-v Paste from the Clipboard at the cursor position
Ctrl-B Bold the highlighted text or start/stop bolding
Ctrl-I Italicize the highlighted text or start/stop italics
Ctrl-U Underline the highlighted text or start/stop underline
Ctrl-Zz Undo the last operation

Ctrl-Y Redo the last operation

Ctrl-F Find or Find and Replace

Ctrl-A Select All - highlight everything

Ctrl-P Print the text in the window

Ctrl-K Insert Hyperlink at the cursor

Ctrl-Shift-K | Break the hyperlink at the cursor

F7 Launch the Spellchecker
F1 Display popup help for the editor
Ctrl-w Close the editor window

Copyright 2004-2011 — Gembrook Systems — All Rights Reserved Page 131



ClubExpress User Manual — Version 5.0

| UNDERSTANDING GROUPBOXES

Jpcoming Events

Here is information about training
classes and races scheduled for the next
month.

Figure 19.3 — Using a GroupBox Control

When you insert a GroupBox control, the editor adds a blank GroupBox with the
opportunity to edit the Title and the Contents. Double-click in each area to edit
the text.

Behind the scenes, GroupBoxes are implemented using the HTML <fieldset>
control. Different browsers handle this control in different ways. In particular,
some browsers (for example, Firefox) will use the specified height and width
even if the contents of the GroupBox are larger, while other browsers (for
example, Internet Explorer) will ignore the specified height and width and
dynamically size the GroupBox to fit its contents. Note that this behavior is
outside the control of ClubExpress.

When you insert a GroupBox it will have a default width and height, specified by
the editor. This is done so that it's visible in the editor and can be selected and
edited. In Internet Explorer, you can select the GroupBox and drag it to a larger
size; for some reason, this does not work in other browsers. You can also switch
into HTML mode and manually adjust the size, which is usually specified in
pixels. For example:

<fieldset style="width: 200px;height:80px;">

If you remove either the width or the height, your browser will dynamically size
the GroupBox based on its contents. For example:

<fieldset style="width: 200px;">

specifies a box of 200 pixels wide but the height will be dynamic based on the
contents. To allow for the vagaries of different browsers, we suggest that you
remove their height: attribute and manually adjust the width: attribute to fit the
contents you have placed in the GroupBox.
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MANIPULATING TABLES

Tables are a powerful formatting tool for web pages. If you look carefully at a
complex web page (for example, Yahoo's home page, or CNN.com) you will see
that the page is composed by building multiple levels of tables nested within each
other. These give the effect of columns within a column and rows within rows.
Mastering nested tables and the various formatting options for tables will take
you a long way towards creating the most sophisticated custom web pages.

To insert a table at the current cursor position or to format an existing table, click
the Table icon on the top row of the toolbar. You will see the following popup
window:

I

] Table Wizard

o e A I
I E == = e e
Figure 19.4 — Entering a table and specifying table options

To create a table, drag your mouse over the boxes at the top of the popup to
specify the number of rows and columns you need. Release the mouse to see
the table. (If you need more than 8 rows or 8 columns, create the table with the
maximum number, then use the Insert row or Column function to insert additional
rows or columns. You can also adjust rows and columns on the Table Properties
screen.)

To highlight a table, click the border until you see selection boxes appear around
the border. When you right click the mouse, the following popup menu appears:

] ShowHide Border
[[4 Set Table Properties
Delete Table

Figure 19.5 — Right-clicking on a table

Select Show/Hide Border to specify whether the border lines for the table and
the cell as a whole are displayed. Select Table Properties to display the Table
Properties dialog (see below). Select Delete Table to remove the table.

Copyright 2004-2011 — Gembrook Systems — All Rights Reserved Page 133



ClubExpress User Manual — Version 5.0

Table Properties

When you select the Table Properties option, the following dialog appears:

Table Wizard (5]
| Table Design Table Properties '\ Cell Properties  \ Accessibility '\
Dimensions Border
Height - pixels, %
Width: . pixels, %
Layout
Cell Spacina: s
Border Color
Cell Padding: | 42 Sty -
Alignment. |[F] - Border Width
17
Backaground Color: | fy =
Border:
Style Builder |2y O
Id: Vertical:
[ [
Horizontal:

oK Cancel

Pigure 19.6 — Table Properties

In the Dimensions section, specify the overall dimensions of the table using
pixels or as a percentage of the page size. (Note that these settings may be
overwritten if the content in each cell forces the table to be wider or taller.)

In the Layout section, specify the cell spacing and padding (in pixels), default
alignment, and background color.

e Cell Spacing is the number of pixels separating one cell from those on
either side of it. It is the extra space inserted between the border lines of
the cells. A cell spacing of O places the internal borders of adjacent cells
on top of each other.

e Cell Padding is the number of pixels between the border of a cell and the
text or images within that cell. Think of it as the internal margin on all four
sides within the cell. A cell padding of 3 pixels often gives a pleasing look
to your table.

You can also click the Style Builder button to create more complex style effects.
The Border section provides a graphic controller to specify which cells should

have borders. Color and thickness can also be specified. If you specify a
thickness of 0, the borders will not be shown. A common setting is Border=0, Cell
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Padding=3 and Cell Spacing=0. This makes the table invisible but allows you to
use it as a powerful alignment tool for text.
This dialog has some additional functions:

e Click the Table Design tab to modify the number of rows and columns in
the table graphically.

e Click the Cell Properties tab to modify the properties of individual cells
graphically. More information about cell properties is below.

o Click the Accessibility Options tab to specify options that will make your
table accessible to people with disabilities using your website.

Click OK to save your changes or Cancel to discard them. Both buttons close
the window and return you to the page editor.

Cell Properties

When the cursor is positioned inside a table and you right click the mouse, you
will see a popup screen with the following options, which match the options on
the popup above.

Insert Row Above

Insert Row Below
Delete Row

Insert Column to the Left
Insert Column to the Right
Delete Calumn

Merge Cells Horizontally
Merge Cells Vertically
Split Cell

Split Cell Horizontally
Delete Cell

Cell Properties

EEYEEED @ B 7 # @&

Tahle Properties

Figure 19.7 — Right-clicking in a table
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Here is an explanation of the various functions:

Insert a row above the current row

-
& Insert a row below the current row

5 Delete the current row

S Insert a column to the left of the current column
o Insert a column to the right of the current column
;:E Delete the current column

e Merge cells horizontally

0E Merge cells vertically

= Split previously merged cells vertically

I Split previously merged cells horizontally

34 Delete the current cell

o Display the cell properties dialog

=g Display the table properties dialog

When you select the Cell Properties option, the following dialog is displayed:

Copyright 2004-2011 — Gembrook Systems — All Rights Reserved Page 136



ClubExpress User Manual — Version 5.0

Table Wizard (5]
|' Table Design '\ Table Properties ] Cell Properties |\ Accessibility
Preview Cell Properies
Height L pixels, %
Width: s pixels, %
Content
Alignment:

Backaround: |y -
Style Builder |4

Id:

[ no textwrapping

0K Cancel

Pigure 19.8 — Cell Properties

This dialog allows you to select a cell, then explicitly specify the height and width
of the cell, in pixels or as a percentage of the table (not the overall page width.)
Note again that these settings may be ignored if the contents of the cell
(especially an image) are too big to fit within the prescribed size.

Select the Content Alignment option to control how text is aligned within the cell.
Select Background to change the background color of the cell. Select the Style
Builder option to display another dialog that provides control over the complete
set of style options within the cell.

The No Text Wrapping property tells the system not to wrap text within a
specified width but instead, to expand the cell dynamically to accommodate the
text entered into it. Note that this setting is ignored if the text is wider than the
page minus the width of other cells or text in the same row.

Click OK to save your changes or Cancel to discard them. Both buttons close
the window and return you to the page editor.
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| HYPERLINKS

Clicking the Insert Link toolbar button displays the following popup window:

¢/~ Northwestemn Balloon Club - Windows Internet Explorer =10l =]
() https://democlub clubexpress.com. popup asp 654club_id=2454498f | S (| &

Build a Link Op

The "Link Type and Address" panel allows you to create various types of links: to a
page within your web site; to an external web page; to an email address; or to an
anchor within the current web page. First, =elect a link type. One or two additonal
choices will appear based on the selection you have made. Make your selection,
then go to the "Link Properties™ panel to specify the appearance of the link. A link
may be dizplayed as text or an image. Enter the link text, or =elect an image, as
appropriate. For web page links, you can specify whether the destination will

Link Type and Address
Link Type |Dcu:urnent j

Falder |Ofﬁcia| Club Dncumentsj
Document |C|ub Bylaws j

Link Propertiez
Link Display Type © Text © Button ' Image

Link Text [Club Bylaws

|Sa1.re :/l |Cancel X|

1] I;lzl
Do | | | | | @ iteme e - [ - g

Figure 19.9 — Build a Link

The link builder supports thirteen types of links:

1. Built-in Module — This is a link to another module within ClubExpress.
The next field is a drop-down list of active modules using the name you
specified.

2. Custom Page — This is a link to a custom web page. The next field is a
drop-down list of active custom web pages you have defined.

3. Photo Page — This is a link to a photo page. The next field is a drop-
down list of categories; once you select a category you can select a page
within that category.

4. Future Event — This is a link to an upcoming event defined in your
calendar module. The next field is a drop-down list of categories; once
you select a category, you can select an event within that category.
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5. Document — This is a link to a document stored in your documents
module. The next field is a drop-down list of categories; once you select a
category, you can select a document within that category.

6. Donation — This is a link to a donation fund. The next field is a list of
active funds.

7. Survey — This is a link to the opening page of an active survey. The next
field is a list of surveys.

8. External Page — This is a link to a web page stored on another website.
The next field will prompt for the External URL, the address of the website
you wish to go to.

9. Email Address — The next field will prompt for the Email Address.

10. Anchor — Select the “Anchor” option to place a hamed anchor at the
cursor.

11. Link to Anchor — Select the “Link To Anchor” option to create a link to an
anchor within the page (for example, from a mini-index at the top of the
page down to a section heading, or from the end of a section back to the
top of the page.)

12.Blog — This is a link to the main page of a specified blog, showing the
most recent posting/entry together with links to previous postings/entries.

13. Quick Link — This is a link to a page defined by a Quick Link, defined on
the Control Panel — Domain Names/Quick Links screen.

Links can be represented in three ways, using text, a ClubExpress-style button or
an image. If you select Text or Button, the next field prompts for the text to be
used. If you select Image, the field is replaced by a button that displays the
ClubExpress Select an Image window, described in the following section.

For linking to another ClubExpress module, a custom web page or a photo page,
or an external website, you also have the option of having the target page appear
in the same window (customary for another ClubExpress module, web page or
photo page) or a new browser window (customary for linking to an external
website.)

Click Save to save your changes or Cancel to discard them. Both buttons close
the window and return you to the page editor.
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External Links which do not support HTTPS

Under normal circumstances, ClubExpress manages the “http” and “https” text
for you so that links work whether or not users are logged in. But sometimes,
from the members-only side of the website, you will want to link to an external
website which does not support SSL (usually popping up the site in a new
window.) To do this, go into HTML mode, find the link and “src=" tag and include
“nossl-* in front of the actual link. For example:

src="nossl-http://www.myexternalsite.com/etc”

| INSERT PHOTO

Clicking the Insert Photo toolbar button displays the following popup window:

£= Northwestern Balloon Club - Windows Internet Explorer [ZI[EI[EI

Select Photo 0]

Enter one or two tags and click “Show Photos” to =ee photos with these tag(s). Click the ‘Master Tags’ button
to select one of the master tags as a search criterion. Select one or more photos from the list (using [Shift-
Click] or [Ctri-Click]) then click Select to add theze photo(s) to your page.

Matching Tag |summer | Select Master Tag

And Tag Select Master Tag
| |

Show Photos &

FPhotos Preview

Launching

Specify Display Format
@) Display As Link Link Text |Moming rush hour |
O Display As Thumbnail Image (click to show large size)

) Display As Embedded Image On Page

|Select /l |Cancel 4

Figure 19.10 — Insert Photo
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Enter one or two tags and click the Show Photos button to display a list of
photos with these tags. As you click on a photo, a preview is shown in the right
panel. You can also [Shift-Click] and [Ctrl-Click] to select multiple photos at a
time, but the preview panel will only show the first selected photo in the list.
Photos can be inserted into your custom page in one of three ways:

e As a hypertext link. You have the option of specifying the text to use.
When the link is clicked, a popup window will appear showing a larger
version of the photo.

e As a thumbnail image (with the longest dimension set to 120 pixels).
When the image is clicked, a popup window will appear showing a larger
version of the photo.

e As an embedded image on the page (with the longest dimension set
initially to 450 pixels.) You can adjust the size of the image using the
handles provided.

Click Select to insert the image(s) as defined, or Cancel to close the dialog
without inserting any images.
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INSERT IMAGE

Clicking the Insert Image toolbar button displays the following popup window:

{= Northwestern Balloon Club - Windows Internet Explorer EIE|E|

Select an Image @

Select an existing image from one of the available graphics libraries. You may also select a
new image from your computer. The new image will be uploaded to veur club's web graphics
lirary, and will be available for future use on the system.

Select From | Club Web Graphics v

Image Files Preview

BalloonHeader1 jpg
CameronAd.gif

consale gif
w

Launching2.jpg

Select :/l |Cancel X

Upload New Image

Figure 19.11 — Insert Image

From this window, you can select graphics files already uploaded (“Club Web
Graphics”) or standard graphics within the current theme (“Theme Graphics”), or
you can upload a new image.

Unlike photo libraries of club activities or member collectibles, these images
represent graphics and photos which are part of your website or which represent
official club images (such as logos, graphical tag lines, affiliate logos, awards,
and other special images.)

To upload an image, click the Browse... button and navigate to the file on your
local hard disk or network. Select the file, the click Upload Image to upload it into
ClubExpress. It will appear in the Image Files list. Highlight the file name and it
will appear in the Preview panel. If it's the right one, click Select to place it on
your page.
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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
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.

Editing Image Properties

To edit the properties of an image, click it so that selection handles appear. Then
right click and select Properties. You will see the following dialog:

Properties... a

Width px—
Height px 5

Border Color | fty -

Border Width :

Alt Text | |

Long Description [ ]

Image Alignment | 3 -

Taop
IMargin
Bottom

LI
=
['=]
=
=

0K Cancel

Figure 19.12 — Set Image Properties
From this window, you can perform the following functions:

e Specify the width and height of the image in pixels. The system does not
maintain the relative dimensions of an image unless you first click the
broken “chain” image to the left of the “Constrain” keyword.

e Specify a border color and width for the image in pixels. If this parameter
is left blank, it defaults to zero.

e Specify alternative text for users who have images turned off in their
browsers.

e Specify the alignment of the image. Some of the options in the list do not
apply to an image sitting on its own line; instead, they control the
positioning of the image when it's next to text.

e Control the horizontal and vertical spacing around the image, also
specified in pixels.
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INSERT AUDIO/VIDEO/FLASH

When you click the Insert Audio/Video/Flash icon, you will see a small drop-
down menu. The first choice allows you to insert an audio, video, or Flash file
uploaded to the website at the cursor position, while the second choice allows
you to insert a link to a YouTube or Vimeo video which will then play within your
website.

Uploading and Playing Media Files

Selecting the first choice displays the following dialog:

Insert Audio/Video @

Audio/Video/Flash files need to be uploaded to a folder in the Documents module
before they can be zelected on this dialog. Select a Documents module folder then
a file from that folder.

Select File

File Source (&) Upload Mew File (O Select Existing File

Destination Fnlder|:: Select = V| @

SelectFile | |(Browse.. ] @

Audio’Video Properties

File Type MiA
width[|  Jpx e
Height|  [px e
Auto Play []

|UpJoad8.Insert l'"l |Cancel X

Figure 19.13 — Insert Audio, Video, Flash

Select the first radio button to upload a new file and store it in a folder within the
Documents module. Select the destination folder and the file from your local hard
disk. Click the second radio button to select a folder and a file from that folder
that was previously uploaded.
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The system will detect the file type and give you an error if a non-supported file
was uploaded. For video and Flash files, specify the width and height for the
panel; this information can often be found in the file properties window of the file
on your local hard disk. For audio files, specify the width of the audio control
panel only. You can also check the Auto Play box so that when the page is
displayed, the sound or movie file will start playing automatically, instead of
waiting for the user to click a Play button.

Click Save to place the media file on the page, or Cancel to return to page
editing without placing the media file.

The following file formats are supported. However, please note that some
browsers and platforms (PC, Mac and Linux) may require special add-ins to
support certain file types. For example, Mac users will not be able to view
Windows-based formats without a special QuickTime add-in.

SWEF (Flash movie)

FLV (Flash video)

WMV / WMA / AVI (Windows Media video/audio)
MPG / M2V (older style MEPG video)

QT / MOV (Quicktime movies)

MP3 (Audio file standard)

WAV (Windows sound file)

AAC (Apple Audio Codec, used by iTunes)

Embedding a Linked YouTube or Vimeo File

Select the second radio button to display a simple text box into which you can
paste code copied from YouTube or Vimeo (or any other website which supports
embedded links and which allows you to copy a code block into your clipboard.)

In YouTube, look to the right of the video for the “Embed” box. You can
also click the “Gear” icon beside the Embed box to display a panel with
additional options, including whether or not a border should be displayed
(and its color), and the video size.

In Vimeo, the </> Embed button appears when you move the mouse over
the video panel itself. Click the button to display a popup dialog. Highlight
the code block directly and use the computer’s Copy function.

Paste in the code block then click Save to save your change, or Cancel to close
the dialog and return to the editor without saving.
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\ SPELL CHECKING

Clicking the Spell Check toolbar button switches the editor into “Spell checking

mode”:
|& ,y M- f. =E==== 545 - @ & E I
| - - - BT T B B o X | A - Iy is s =8B |
Spell checking mode. Misspelled words are highlighted in yellow. | Finish spellchecking Cancel

Test Custom Page =

You dont need to learn complex HTML programming to create pages in .
simplified word processor, allowing you to create and modify content us Colopexies You are
already familiar with! For example, here is a header:

. # 1gnore
eatures # 1gnore Al

# Change Manually
& Addto dictionary
It also suppors different foreground and kackground colors, as well as bold, italic and underlining. You can

Figure 19.14 — Spell Check Dialog

This editor supports indenting

Misspelled words are highlighted in yellow. There is a small popup menu below
the first misspelled word, showing available options:

Other words which might be what you intended to write;

Ignore just this occurrence;

Ignore all occurrences;

Change manually. A small window will appear to edit the word.
Add to dictionary, so that this spelling will be OK from now on.

Click the Finish spellchecking button to exit from spellchecking mode. Click the
Cancel button to cancel your changes and exit spellchecking mode.

Copyright 2004-2011 — Gembrook Systems — All Rights Reserved Page 146



	Chapter 1 – Introduction
	This User Manual

	Chapter 2 – Screen Orientation
	Introduction
	Page Header
	Member Login & Profile
	Menu
	Content Panel
	Social Networking Links
	Print This Page

	Content Box
	Page Footer
	Add me to your Mailing List

	Chapter 3 – Logging In
	Introduction
	Logging In
	Retrieving a Lost Username/Password

	Chapter 4 – Member Profile
	Introduction
	Accessing Your Member Profile
	Personal Info
	Financial/Historical Data
	Web Site
	User Manual

	Renew
	Payment
	Partial Payments
	Payment Method

	Contact Information
	Additional Member Data
	Membership Directory
	Visibility
	Birthdays and Anniversary
	Social Networking
	Biography
	Photo

	Chapters / Additional Members
	Chapters Only
	Secondary/Tertiary Members Only
	Chapters and Secondary/Tertiary Members

	Achievements
	Transaction History
	Administrator Options

	Payment/Credit History
	Credit Card
	Automated Payments

	Event History
	Cancellations

	Optional Additional Charges
	User Name / Password
	Interests
	Forum General Preferences
	Viewing Messages and Threads
	Email Address
	Message Delivery
	Authoring Messages
	Identification

	Forum Memberships
	Photo Pages
	Add Photo Page
	Configure
	Edit Content
	Description
	Delete

	Editing Photo Page Content
	Select Photos
	Add Multiple Photos
	Add One Photo
	Display Sequence
	Configure Page
	Page Description

	Bad Email Address(es)

	Chapter 5 – Interests
	Chapter 6 – Committees
	Chapter 7 – News
	Chapter 8 – Documents
	Uploading, Rating and Commenting on Documents
	Document Uploading
	Rating Documents
	Commenting on Documents


	Chapter 9 – Events Calendar & Registration
	Introduction
	Viewing Events
	Searching and Filtering
	Event Details
	vCalendar Icon
	Multi-Activity Events

	Event Registration
	Primary Registrant
	Companions
	Single Activity Event – No Release Agreement – No Questions
	Single Activity Event – Event-Specific Questions
	Single Activity Event – Release Agreement
	Multiple Activity Events
	Payment
	Partial Payments


	Chapter 10 – Membership Directory
	Introduction
	vCard Link
	Social Networking Links
	Photo Pages
	Blogs
	Edit Links


	Chapter 11 – Discussion Forums
	Introduction
	Navigating Forums
	Drilling into a Forum – Threads of Messages

	Creating Messages
	Adding Attachments to a Message

	Viewing Messages Within a Thread
	Replying to a Message

	Forum Posting via Email
	Member Profile
	Searching Through Messages

	Chapter 12 – Chapter Finder
	Introduction
	US MapUS/Canada Map
	Google Map
	Organization Chart
	Viewing International Chapters


	Chapter 13 – Photo Pages
	Introduction
	Photo Page List

	Chapter 14 – FAQ (Frequently Asked Questions)
	Introduction

	Chapter 15 – Donations
	Introduction

	Chapter 16 – Surveys
	Introduction
	Taking a Survey

	Chapter 17 – Storefront
	Introduction
	Viewing and Purchasing Products
	Product Details
	Shopping Cart

	Checkout
	Checkout Final Screen
	Payment Screen

	Downloading Digital Content

	Chapter 18 – Blogs
	Introduction
	Comments
	About this Blog
	More Posts
	RSS Support

	Blog Management for Authors
	Viewing and Editing Comments
	Blog Properties


	Chapter 19 – Content Editor
	Introduction
	User Interface
	Toolbar Functions
	Top Row
	Second Row
	Options at the Bottom
	Document Inspector
	Summary of Shortcut Keys

	Understanding GroupBoxes
	Manipulating Tables
	Table Properties
	Cell Properties

	Hyperlinks
	External Links which do not support HTTPS

	Insert Photo
	Insert Image
	Editing Image Properties

	Insert Audio/Video/Flash
	Uploading and Playing Media Files
	Embedding a Linked YouTube or Vimeo File

	Spell Checking


