
Important Copyright Notice

This manual is © Copyright, 2004-2023, Gembrook Systems, LLC – All Rights Reserved.

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

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

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

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

User Reference



Table of Contents

User Reference 1

Table of Contents 2

Getting Started for Users 3

Logging In 4

Turning Off These Notices 9

Making a Payment 11

Buttons at the bottom of the screen: 13

Tell a Friend 13

Posting to Social Networks 15

For all Services 15

Desktop Site 17

Desktop Site 24

Accessing a ClubExpress Site on a Mobile Device 30

User Reference

2 Copyright 2004-2023– Gembrook Systems, LLC – All Rights Reserved



Getting Started for Users
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, sororities and
alumni clubs, community service clubs, and professional and trade associations of all kinds.

ClubExpress allows you to move the administration of your club or association entirely online. And if your
club or association has chapters, districts and regions, ClubExpress has powerful support for subgroup
administrators, reports and functionality throughout the system.

Every club or association signing up for ClubExpress gets a public website with content for visitors
promoting the organization and its activities. Members log in to see members-only content, including a
complete membership directory and profile. When administrators log in, they have access to additional
screens and functions for managing the organization.

These instructions are designed for club or association members only. They do not include discussion of
coordinator and administration functions, which are described in the Administrator Instructions.

Subgroups: 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.

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

Logging In
Clicking the Member Login link displays the following screen:

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.

Retrieving a Lost Username/Password

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

The system will prompt you to enter your email address and, optionally, your 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 will not generate a new password. If
this occurs, or if your email address is no longer valid, contact a club or association officer to have your
password reset manually.

Logging in as a Different User
If you use a shared computer, there is an option on the drop-down name panel to log in as a different user:

When you use this option, any Remember Me setting is ignored and you will see the Login screen to enter
the new username and password.

Privacy Options
As an existing member, when you login the first time only, you may see a screen similar to the following:

Logging In
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You are asked to consent to the following 3 provisions:

l That your personal information will be stored and processed in the USA by ClubExpress on behalf of
your club or association.

l That you will receive transactional emails (such as renewal notices or payment confirmations) sent
by ClubExpress on behalf of your club or association.

l That your personal data will be shared with third parties to allow your club or association to conduct
its official business (such as credit card processing.)

You must agree to this option as a condition of membership.

When you click I Agree or I Agree (but do not send general emails), the screen will update and may show
an additional question:

Logging In
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The next question gives you the option to accept general purposes emails concerning club or association
business, such as a newsletters or event notices.

If your club or association shares personal data with third parties for marketing or fund-raising purposes,
the final question allows you to opt in or out of having your personal data included in such lists. You may
see some additional text from your organization explaining how and why they share such information and
why it’s important for your personal data to be included. If your club or association does not share
personal data for this purpose, this question will not appear.

You can change these options at any time by going to the Privacy Options screen on your personal Profile.

Click Save Settings to save these changes and proceed into the member section of the website.

If you are not willing to agree to these terms, you cannot continue your membership. Your club or
association has chosen ClubExpress to maintain its member records and the terms listed above are
required for us to fulfill our contractual responsibilities. You have the option of simply cancelling your
membership or of being removed completely from the database.

If you click I Do Not Agree, you will see the following screen:

Logging In
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l Cancel My Membership - cancel your membership immediately. You will be prompted to confirm
this action. You will no longer be able to log in to the website. You will not be further charged and
you will not receive any more communications from the organization. Note however that if you
change your mind, this action can be reversed and your membership reinstated.

l Remove Me Completely - cancel your membership and have your personal data removed completely
from the organization’s database. This option conforms to international regulations and the “Right to
be Forgotten”. You will be prompted to confirm this action. Your membership will be canceled imme-
diately and your “remove me” request will be submitted to the club or association for approval. Note
that they have the right to decline this request but must provide a reason. You then have the right to
appeal this decision with your local Data Processing Authority.

l If the request is approved, you will be notified by email. All personally identifiable information
will be deleted from the database.

l Your club may need to maintain accurate records such as transactions, payments, event
attendance, etc.

l This information will be retained but it will also be anonymized.
l This decision cannot be reversed. If you change your mind you will need to rejoin the organ-

ization from the beginning.

Pending Payments and Renewals
When members login, if they have a pending payment, they will see the following popup message:

Members can click the Yes,… button to jump directly to the Pending Payment screen, or the No,… button to
ignore the payment and continue with what they were doing.

This dialog encourages members to complete pending payments and will help clubs and associations
collect funds sooner.

If members logging in are in the Renewal Cycle (where the first renewal notice has been sent out) they will
see the following popup message:

Members can click the Yes,… button to jump directly to the first page of the renewal wizard, or the No,…
button to hold off on renewing.

Logging In
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This dialog encourages members to renew more quickly once the initial notices go out. It will help clubs
and associations accelerate their renewals.

Turning Off These Notices
These popup notices can be turned off by an administrator on the Control Panel – Website tab – Setup
section – Website Options screen.

Security
Your website should always be displayed in secure mode (https://) using TLS 1.2, the most current and
approved SSL standard. Users must be running a reasonably recent computer or mobile device and
browser:

l Windows Users - you must have Windows 7 or newer. Windows XP and Vista will not work. And in
some cases, your browser may need to be manually configured; see below.

l Mac Users - You must have OS X 10.9 ("Mavericks") or newer.
l Android Users - Version 5.0 ("Lollipop") or newer.
l iOS Users - Version 5.0 or newer

Browser Support:

l Google Chrome (version 30 or higher), Mozilla Firefox (version 27 or higher), Apple Safari (version 7
or higher), Microsoft Edge (all versions), Microsoft Internet Explorer (version 11 or higher)

l  If you are still using IE 8-10, TLS 1.2 may be available but is not enabled by default. Select Tools -
Internet Options - Advanced, then scroll to the end of the list. Uncheck the SSL, TLS 1.0 and TLS 1.1
boxes, check the TLS 1.2 box and save.

Cookies
Logging in to the web site requires that your web browser allows "cookies". A cookie is a small bit of info
stored on your computer by the web site which allows the site to remember you after you have logged in.
This cookie contains no personal information, and cannot be used by any other web site.

The following sections explain how to enable cookies for the most common web browsers. After following
these instructions, try to log in again. If you still have a problem logging in, please call ClubExpress toll-free
at 1-866-HLP-CLUB (457-2582 - outside the US, +1 847-255-0210) and we will be happy to work with you to
resolve it.

If you are using Internet Explorer, please follow these directions:

Logging In
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l Select "Tools - Internet Options" from the browser menu. A box title "Internet Options" will appear.
l Select the "Privacy" tab. If you do not see the "Privacy" tab, you are probably using a business com-

puter configured with a restrictive security policy. Contact your network administrator to see if it is
possible for you to access the site with this computer.

l Click the "Advanced" button. A box titled "Advanced Privacy Settings" will appear.
l Check the "Override automatic cookie handling" checkbox.
l Select "Accept" under "First Party Cookies".
l Select "Block" or "Prompt" under "Third Party Cookies". (This is optional, but recommended.)
l Check the "Always allow session cookies" checkbox.
l Press the "OK" button in both the "Advanced Privacy Settings" and "Internet Options" popups.

If you are using Windows 10 with the new Edge browser:

l Press the three-dot More Actions button on the top right
l Select Settings from the menu that shows up.
l Tap or click View Advanced Settings. You'll need to sll down to the bottom of the page
l Press the dropdown arrow under the Cookies field
l Select Block Only Third Party Cookies
l After picking your option, you can exit the settings panel by clicking anywhere else on the page.

If you are using Google Chrome:

l Select the Chrome menu icon Chrome menu.
l Select Settings.
l Near the bottom of the page, select Show Advanced Settings.
l In the "Privacy" section, select Content settings.
l Select Allow local data to be set (recommended).
l Select Done.

If you are using Mozilla Firefox, please follow these directions:

l Click the menu button in the top right corner and choose Options.
l Select the Privacy panel.
l Under History, set "Firefox will" to Use custom settings for history.
l Check mark Accept cookies from sites to enable Cookies.
l Choose how long cookies are allowed to be stored:
l Keep until: they expire: Each cookie will be removed when it reaches its expiration date, which is set

by the site that sent the cookie.
l Keep until: I close Firefox: The cookies that are stored on your computer will be removed when Fire-

fox is closed.
l Keep until: ask me every time: Displays an alert every time a website tries to send a cookie, and asks

you whether or not you want to store it.
l Close the Options tab. Any changes you've made will automatically be saved.

If you are using Safari, please follow these directions:

l Select "Safari - Preferences" from the menu. The "Preferences" settings box will appear.
l Click on the "Security" tab.

Logging In
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l For the "Accept Cookies" option, select "Only from sites you navigate to" (recommended) or
"Always".

l Close the "Preferences" box.

If you are using Netscape Navigator, please follow these directions:

l Select "Tools - Options" from the browser menu. A box title "Options" will appear.
l Click on the "Site Controls" option.
l Check the "Allow cookies" checkbox.
l Check the "From originating site only" checkbox. (This is optional, but recommended.)
l Press the "OK" button.

If you are using the Opera browser, please follow these directions:

l Select "Tools - Preferences" from the browser menu. A box title "Preferences" will appear.
l Click on the "Advanced" tab.
l Click on the "Cookies" tab.
l Check the "Allow cookies" checkbox.
l Check the "From originating site only" checkbox. (This is optional, but recommended.)
l Press the "OK" button.

Making a Payment
When making any payment, the screen will show one or more payments pending, including the detail for
each. If there is only one payment shown, it will be checked. If multiple payments are shown, none of them
will be checked; you must check at least one to pay, or select the Check All box to select all items.

Logging In
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Credits

If any credits are available, they will be automatically applied up to the amount of the pending payment.
ANy additional amount is available to be used or a future transaction.

Discount Coupons

Discount coupons can be applied on the payment page. If there are published coupons that apply to the
transaction(s) on the page, users will see a field to enter a coupon code.

Partial Payments

Some event registrations allow a partial payment to be made. If you see a pencil 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 owing.

Logging In
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Scheduled Payments

Some event registrations allow a partial payment to be made on a schedule specified by the event creator.
If an event has an associated payment schedule, the check box next to the transaction is grayed out and
you may check one or more individual lines. You may make more than one payment at a time, but only in
chronological order.

Payment Methods

Members and non-members can choose from the following payment methods:

l Credit card processed on this website
l PayPal (if enabled)
l Print invoice to send with check

Buttons at the bottom of the screen:

l Submit Payment will appear for credit card transactions. Done will appear for all other payment
types when you are just recording a payment received.

l Print Invoice (Report) allows an admin to print an invoice as a report. When members or non-mem-
bers view this screen, they will see Print Invoice (PDF), a slightly different option that directly dis-
plays a PDF invoice.

l Print this Page generates a direct, printable version of the page.
l Pay Later is the equivalent of the “Cancel” function, allowing you to leave this page without making

or recording a payment. Note that if one of the listed event registration transactions requires Imme-
diate Payment (a special option available for events only), this button will not be displayed. A pay-
ment must be made or recorded.

Tell a Friend
The Tell a Friend option allows you to send a short message to non-members to tell them about your club
or association.

To access the Tell a Friend feature, hover over your username at the top right corner of your screen.

Logging In
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Clicking Tell a Friend will open a pop-up dialogue.

Enter the first and last name and email address of the recipient. A short message (under 1000 characters)
is also required. Click Tell a Friend to send the message.

Logging In
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Posting to Social Networks
Members who are blog authors or who have the ability to create QuickEvents can also push content to
your club’s social networking pages, including Facebook, Twitter and LinkedIn.

In order to do this, you need to explicitly authorize “ClubExpress.com” to be allowed to post to your page or
feed via that network’s API (Application Programming Interface.) For Facebook and LinkedIn, this only
needs to be done once. For Twitter, it needs to be done in each session (by Twitter policy.)

For all Services
Note that the posting process is secure. ClubExpress does not have access to your passwords; we don’t
see them at all since the login and authorization is done on a page served by each social network.

Facebook
When you are posting to Facebook, be sure first to connect to the club’s page rather than your personal
page, via the “Using Facebook as…” option.

When you try to post to Facebook the first time, you will see the following dialog:

Posting to Social Networks
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You will usually want the post to be public, but you can click the Public drop-down to limit the scope of
your post. Click Okay to complete the authorization or Not Now to cancel the process.

For this feature to work, you must be configured as an “admin” on the club’s account, or have the privilege
to post to the page.

Twitter
When you try to post to Twitter the first time in each session, you will see the following popup browser
window:

The top right corner of the screen will show the Twitter feed you are trying to access. Click Authorize App
to complete the authorization or Cancel to close the window without authorizing.

Note that of the five bullets listed, the only one ClubExpress actually does is “Post Tweets for you.”

LinkedIn
LinkedIn offers different types of pages for its members, including Personal, Company and Groups.
ClubExpress is only able to work with Group pages so be sure your club is configured as a Group on
LinkedIn.

When you try to post to LinkedIn the first time, you will see the following dialog:

Posting to Social Networks
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Your LinkedIn group name and logo will be shown in the top left corner. Enter your username and
password, then click Allow access to complete the authorization, or Cancel to close the window without
authorizing.

Posting to a LinkedIn Group requires that the group is set to open posting, or that the admin who is making
the post on the club's behalf has admin/post privileges for the group.

Desktop Site
Below is an example of a ClubExpress Desktop Site.

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

Posting to Social Networks
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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.

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

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

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

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

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

Posting to Social Networks
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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 appearances (for example, as a narrow strip across the top of the page, above the page header.)

For clubs and associations using the new look and feel tools (added in version 6.0), the login panel will
look like this:

Posting to Social Networks
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l 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.

l Members who have logged in will see their name and a down-pointing arrow. Hovering over the
name and arrow displays the drop-down menu shown above, with links to the Profile screen, the
member’s Bio screen, a link to login as a different user, and a Logout link.

l Members who log in and whose membership is up for renewal will see the red icon shown above on
the left. This is a shortcut to the renewal page, allowing members to renew their memberships with a
couple of mouse clicks. A Renew link will also appear in the drop-down menu.

l If your club has enabled Trial memberships, trial members will see the same link to upgrade their
memberships.

l Members who have pending payments will see the second red icon shown above ($ symbol.) This is
a shortcut to the Payments screen, allowing members to pay online or print an invoice to mail a
check. A Payment Due link will also appear in the drop-down menu.

l 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.

l 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.

l Members who log in and whose membership is up for renewal will see a red Renew Now link. This is
a shortcut to the renewal page, allowing members to renew their memberships with a couple of
mouse clicks.

l Members who have pending transactions will see a blue Payment Due link. This is a shortcut to the
Payments screen, allowing members to complete any pending payments.

l If your club has enabled Trial memberships, trial members will see an Upgrade Membership link.
l 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 additional member data.

Posting to Social Networks
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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.

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.

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

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

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

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

1The 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.

Posting to Social Networks
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This widget appears on every page and may have between four and six icons. The arrow only will initially
be visible. Hovering over it slides the full panel out and moving away slides it back in again.

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

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

Content Box(es)
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:

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

l 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.

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

Posting to Social Networks
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Skip Navigation
For disabled users who access the website via a screen reader, ClubExpress includes a Skip Navigation
link at the top of the page, to jump immediately to the page content. This link is normally invisible to users
without a screen reader.

Internationalization
ClubExpress provides support for international members of US-based clubs.

l Dates will be shown in the local format. The US uses mm/dd/yyyy but other countries use dd/m-
m/yyyy or yyyy.mm.dd.

l Numbers will be shown in the local format. The US and other countries use a comma for the thou-
sands separator and a period for the decimal separator but some countries, especially in Europe,
reverse these.

ClubExpress also provides extensive support for clubs and associations outside the United States.

l Payments will be made in your local currency, using both credit cards and PayPal. Look for the cur-
rency symbol to confirm this. For example, in Australia, you could use “$AUS”, “AUS$”, or “AUD”.

l Local time zone support ensures that transactions, payments, event registrations, and other inform-
ation will be shown at the correct local date and time.

l Units of measurement are shown in the metric system everywhere in the world except the US!

Desktop Site
Below is an example of a ClubExpress Desktop Site.

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

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.

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

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

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

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

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

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 appearances (for example, as a narrow strip across the top of the page, above the page header.)

For clubs and associations using the new look and feel tools (added in version 6.0), the login panel will
look like this:

Posting to Social Networks
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l 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.

l Members who have logged in will see their name and a down-pointing arrow. Hovering over the
name and arrow displays the drop-down menu shown above, with links to the Profile screen, the
member’s Bio screen, a link to login as a different user, and a Logout link.

l Members who log in and whose membership is up for renewal will see the red icon shown above on
the left. This is a shortcut to the renewal page, allowing members to renew their memberships with a
couple of mouse clicks. A Renew link will also appear in the drop-down menu.

l If your club has enabled Trial memberships, trial members will see the same link to upgrade their
memberships.

l Members who have pending payments will see the second red icon shown above ($ symbol.) This is
a shortcut to the Payments screen, allowing members to pay online or print an invoice to mail a
check. A Payment Due link will also appear in the drop-down menu.

l 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.

l 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.

l Members who log in and whose membership is up for renewal will see a red Renew Now link. This is
a shortcut to the renewal page, allowing members to renew their memberships with a couple of
mouse clicks.

l Members who have pending transactions will see a blue Payment Due link. This is a shortcut to the
Payments screen, allowing members to complete any pending payments.

l If your club has enabled Trial memberships, trial members will see an Upgrade Membership link.
l 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 additional member data.
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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.

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.

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

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

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

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

1The crumb trail is named after the story of Hansel and Gretel, who left a trail of breadcrumbs into the
forest to help them return after being abandoned by their wicked stepmother.
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This widget appears on every page and may have between four and six icons. The arrow only will initially
be visible. Hovering over it slides the full panel out and moving away slides it back in again.

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

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

Content Box(es)
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:

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

l 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.

l 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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Skip Navigation
For disabled users who access the website via a screen reader, ClubExpress includes a Skip Navigation
link at the top of the page, to jump immediately to the page content. This link is normally invisible to users
without a screen reader.

Internationalization
ClubExpress provides support for international members of US-based clubs.

l Dates will be shown in the local format. The US uses mm/dd/yyyy but other countries use dd/m-
m/yyyy or yyyy.mm.dd.

l Numbers will be shown in the local format. The US and other countries use a comma for the thou-
sands separator and a period for the decimal separator but some countries, especially in Europe,
reverse these.

ClubExpress also provides extensive support for clubs and associations outside the United States.

l Payments will be made in your local currency, using both credit cards and PayPal. Look for the cur-
rency symbol to confirm this. For example, in Australia, you could use “$AUS”, “AUS$”, or “AUD”.

l Local time zone support ensures that transactions, payments, event registrations, and other inform-
ation will be shown at the correct local date and time.

l Units of measurement are shown in the metric system everywhere in the world except the US!

Accessing a ClubExpress Site on a Mobile
Device
ClubExpress websites dynamically adjust themselves for mobile devices such as smartphones and
tablets.

When you come to a ClubExpress website using a smartphone for the first time, you will see a screen
similar to the following:
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This screen explains how the website works, including the toolbar options at the bottom. Scroll down and
click OK to hide this screen and proceed to the website. You will only see it once.

On a smartphone, the main website will look similar to the following:
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At the top is a standard link for non-members to add themselves to the club’s mailing list.

Below that is the page header. You can define a special header just for the mobile version of the website. If
you don’t do this, you will see a portion of the club’s standard page header.

Below that is a “common content box”. This panel appears on every page but it is initially collapsed. Tap
the down-arrow icon to expand it. The system allows you to define two of these content boxes, one at the
top below the page header and a second just above the footer.

Next you will find the home page. As with the page header, ClubExpress allows you to define a special
home page just for the mobile version of the website. If you don’t do this, the standard home page will be
displayed but it may not be entirely suitable for use on a mobile device.

At the bottom of the screen, floating above the content is a standard toolbar with the following options:
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Icon Description

(Menu)

Tapping this icon displays the website menu.

(Login)

Tapping this icon allows you to login to the website.

(Profile)

When you are logged in, the Login icon changes to this one. Tapping it displays your indi-
vidual Profile menu.

(Full site)

Tapping this icon allows you to switch to the full website. While this may not make a lot of
sense on a smartphone, it’s certainly feasible on a tablet, many of which have a similar res-
olution to a desktop or laptop computer. If you switch to the full site, this toolbar is still vis-
ible and this icon changes to a different one that allows you to toggle back to the mobile
site.

(Print)

Tapping this icon allows you to print the current screen on any printer to which your
mobile device is connected (for example, through Apple AirPrint.) Note that printing sup-
port is quite spotty on mobile devices.

(To Top)

Tap this icon to jump back to the top of the screen.

Mobile Site Icons

Note that the overall look and feel for the mobile website is the same for all clubs and associations. It does
not depend on the Website Look and Feel that you have configured for the main website. But you can
customize the general appearance of the mobile site by using a special page header.

Menus
When you tap the Menu icon, you will see a popup menu similar to the following:
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Tap a menu choice or tap the icon again to hide the menu. For submenus on a smartphone, tap the down
arrow and the submenu will appear inline with the main menu. (On tablets, the submenu will appear to the
side.)

As with the main site, the menu will different for the public vs. members, and may even be different for
different member types.

Logging in
When you tap the Login icon, you will see a screen similar to the following:
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Enter your username and password then tap the Login button to complete the login process. Or tap Cancel
to cancel out and return to the previous screen. As with the main website, you can tap the Remember me
option to have the system remember you on this device, so that you don’t need to explicitly login each
time. But you should never select this option on a device that you share with other people (such as a tablet
at your local public library.)

Member Profile
Once you have logged in, tap the Profile icon to display the following screen:
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This popup menu allows you to jump to the home page, view your Profile screen or Logout. If you currently
owe money, you will also see a Payment Due option and if your club or association is using the E-
Commerce Storefront and you have placed items in your shopping cart, you will see a Shopping Cart
option as well.

Other Screen Changes
Changes have been made to various ClubExpress modules and special functions to better accommodate
mobile devices.

Example: Here is the Event Calendar:
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The icons at the top allow you to switch between views and also to navigate forward and backward within
the calendar. The default mobile view is List but you can switch to the grid view if you want.

A small number of screens are best viewed in landscape mode rather that portrait (for example, the
Document Library screen and the Payment page.) For these screens, if you are portrait mode, you will see
a message asking you to rotate your device into landscape mode before the page content will appear.

Other Changes
For administrators and coordinators, all module and club level administration screens are disabled when
you’re on a mobile device using the mobile layout. You cannot switch into the admin side of a module and
you cannot display the Control Panel.

Note however that you can switch from the mobile site over to the full site, where admin screens are
available. This may make sense on a tablet but we don’t recommend it on a smartphone.
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ClubExpress now allows you to create special mobile versions of your Custom Web Pages, the static
pages that make up much of the website. We strongly encourage you to do this, in order to make your
website more accessible to people using a mobile device.

Note: This mobile functionality is not available if your club or association is still using our old
template/theme system for controlling the look and feel of your website. We strongly recommend that
you convert to the new “Website Look and Feel” architecture to take advantage of these new features.
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