Member Password Issue Template  28/5/12  Ver 1.0


Dear Club Administrator

To assist you with delivering your passwords to your members the following template can be used if desired.

Simply copy the text and paste the information into your own document and then change it to show your Club name and contact details along with your State details when shown.

You can then add any personalised information to the email that you wish to send out.

DO NOT change the (Dear MEMBERFIRSTNAME ,) or  (Member No:  MEMBERMEMBERNUMBER) in anyway as this is used by the system to insert the correct information for each member when the email is generated.

Once you are happy with the wording you then log into your system and click on TOOLS and then EMAIL TEMPLATES and then click on ADD.  Give the email template a suitable name such as PASSWORD ISSUE EMAIL and then add a suitable subject heading (this is what will appear in the heading section of the email when you send it to your members).

Then click on the HTML tag and paste the information in from your document.  

NOTE: if pasting from word then it is suggested that you use the “Paste from Word” button to remove any coding from the email that is put in by Word and can cause problems for your members when they try to read it.

Then you must also click on the “Plain Text” tab and paste it into there as well.  This allows for members who will not be able to see the HTML version to still get the email.

To Send the email.

Check all your members have either their own correct email address in their records or that you have put a generic club email address in prior to taking the next steps below.

Log into your system

Click on MEMBERS then click on SEND EMAIL click on ALL MEMBERS and then select your password email template.  

Click on the ACTIVE and FINANCIAL buttons and then click on NEXT.

This will set the emails up to be ready to send and after this you click on the send email symbol on the right hand side of  the name heading under the CAMPAIGN MANAGEMENT heading / area.

The link below takes you to the online IMG help area about emails.

http://helpdesq.imgstg.com/forums/20158892-member-email
You can contact the Archery Australia System Administrator on databaseadmin@archery.org.au if you require any assistance with this also at anytime.


Dear MEMBERFIRSTNAME ,

Member No:  MEMBERMEMBERNUMBER

As part of our online membership system you are able to edit your own membership details so as to keep them accurate and up to date.

It is important that this information is kept accurate as it is the same information that is used by the Club as well as Archery Australia and Archery<INSERT YOUR STATE>.

Email addresses are very important as they are used to send any communications from the Club to its members.  If you did not supply an email address when you joined you will notice that the address of  <treasurer@InsertYourClubEmail.com.au>  has been put in for you. 

If you DO NOT have an email address of your own then please do not delete the above address so that the Treasurer can pass on any emails sent to you via normal mail.

If you have an email address please add it or check it is correct.

To allow you to do this you can log on from the Archery Australia website, http://www.archery.org.au/ and then click on the "Existing Members Renew" button. 

Click on "Login"  at the top of the screen..

You will then be asked to enter your Username and Password to log into the system.  These are shown below.

Your Username:  MEMBERUSERNAME  

Your Password:  MEMBERPASSWORD

You will be able to change your username and password once you have logged in and you are encouraged to do so.  If you ever forget your password then contact the Club Treasurer at   <treasurer@InsertYourClubEmail.com.au> to have him reset it and send to you again.

It will also be possible to pay your membership renewals via the system shortly with either a Credit Card or with some Debit Cards if you so wish.  Normal cash / cheque methods will still apply as well.


NOTE: there is a adminstration charge applied to all credit card payments.

Should you have any difficulties with the system please contact the Treasurer at the above email address so that they can assist you.

Regards,
The Treasurer
<Insert Your Clubname>.


