Membership Database Application

This application tracks member payments for dues, programs, and eventsegdioenatetters for past due notices, end-
of-year summaries; provides the capability for users to createra form letters; and generates reports.

When the application first starts, tRast Duescreen is displayed. This screen has tabs to show members that have

outstanding amounts due for 30, 60, and 90 days. Members that have incurred chargies filvlevdue date has not yet
arrived show in the "Current” tab.
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E Past Due

Past Due

30 Days Past Due T 60 Days Past Due T

First MNarne | Last MNarme i Amount Due ! Item
o - $225.00 Event - Cape May 2002
- $45.00 Ewvent - Songs of the Dream Garden
$50.00  Program - Newsletter Half Page
$198.00 Event - Cape May 2003
$50.00  Program - MNewsletter Half Page
$329.00 Program - Newsletter Quarterpage
$325.00 Program - Mewsletter Quarterpage
$225.00 Event - Cape May 2003
$325.00 Program - Newsletter Quarterpage
$325,00 Program - Newsletter Quarterpage
$50.00 Dues
$229.00 Event - Cape May 2008
$325.00 Program - Mewsletter Quarterpage
$120,00 Dues
$35.00 Ewvent - Mavigating Path Freedom
$225.00 Event - Cape May 2003
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TheMembers screen is shown below. A member can be navigated to by clicking on the appraipfiatbetic tab at the
top of the screen. Clicking on a member in the list causes their idédamation to displayed in the four tabs below: their
general demographic information, the events they have signed up for, trengsdbey have signed up for, and their
payment history. This screen also facilitates adding a new member andchgpaateleting the currently displayed
member.
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TheEventsscreen is shown below. Here, the user manages (adds, updates, delete)@vamsdsby the organization.
This involves setting the date and cost for the event as well adissmoynts afforded to members based on membership
level. This screen also allows the user to manage the membersth@ned up for the event.

2k . Event Description | Event Date | Cost I
2 |15 0
#* Cape May 2008 2008-10-31 £225.00
Jeditation Under the Star 2008-06-14
#*Mavigating Path Freedom 2008-07-13 $£35.00
#*Pathway o Freedom 1 2008-023-28 £525.00
Programs | | &*Songs of the Dream Garden 2008-05-10 $£45.00
Péyments

% | Event Description: {Meditatiun Under the Star Event Date: | Cost: [$65.00

\J)F Friend [0.00% F'atrunll5-':“3% Supporber|15-UU% Temple Benefactor |100.00%
Repoarts Family Member |0.00%

Letters | Members
Tt Mermber Mame Discaunt | Mem Cost | # Guests | £ Guest] Tot Due | amt Pd, | Bal Due | £ o
Tables | | i 0.00%  $65.00 0 $0.00  $65.00  $85.00 0,00 ot
"3 30.00%  $45.50 0 $0.00  $45.50  $45.50 $0.00 M;“;ﬁger
% - 100.00% £0.00 D $£0.00 £0.00 £0.00 $£0.00 |
Imp } Exp & 0.00% $65.00 0 $0.00 $65.00 $65.00 $0.00 ~8
. & 0.00% £65.00 0 £0.00 £63.00 $65.00 $0.00 Y
%}3‘ ] 100.00% $0.00 0 $0.00 4000 $0.00  $0.00 Delete
Config 12 MEMBERS $435.50 1 $0.00 $435.50 $435.50 $0.00 il Eember
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ThePrograms screen is shown below. Here, the user manages (adds, updates, deleterys mpomnaored by the
organization. This involves setting the date range and monthly cobeferént as well as any discounts afforded to

members based on membership level. This screen also allows the mserage the members that are signed up for the
program.



ThePaymentsscreen is shown below. Here, the user manages member payments forehtespesgrams, and
donations.



When the user clicks tHeeports button on the sidebar, they are presented with a list of various rdpirtan be run:

Upon making a report selection, they are presented with a correspondingtecset the parameters for the report:



Once the parameters are set and they click OK, the report is rurBvischess:



When the user wants to send a form letter to a group of members, they cliekténe button on the sidebar, which
invokes the Form Letter Wizard, which takes them through a serieseehsado specify who should get what letter. In
this example, the user wants to send letters to members that have gayatstainding for 90 or more days. They select
the "90 Days Past Due" option in the middle area of the screen, and cliSetbet from Past Due List" button.



Continuing the example, the list of members with payments outstanding foy®0rdaore is displayed. If the user
wants to send the form letter to all these members, all they need tdidk ihext"; otherwise, they can choose to
exclude specific members before moving on.



On the next screen of the wizard, the user can either create a neatécioipthe letter or use an existing template. Here,
they choose to use the existing "90 Days Past Due" template:



On the next screen of the wizard, the user can create the templatet ¢ibratdding a new template) or modify the content
of the existing template (if desired). They also select a Saiendpt the template.



Once the letter content and save option has been set, the letters (andllgptiailing labels) can be generated. Here,
they opt to open the generated letters in MS-Word. Once they click "Gebetiatiess”, the system creates the letter for
each of the selected members.



When the system is done generating the letters, the letters openWokdis-



The same process is repeated for the mailing labels:



TheTablesscreen allows the user to maintain various back-end tables (pickifistsoy the application. These include
membership levels, "how discovered”, and discounts.






Thelmport/Export feature allows the user to create a file to export, or to import adite &n external source. In the
first example, the user is going to export new member records (theansaptdo export only those records that have not
previously been exported (new), or export all member records).



Next, the user selects which fields from the member records they wamtotd: e



Next, the user selects the file format and location for the exporged fil



The user then clicks the "Export Now" button to complete the export process:



For the import process, the user chooses "Import Member Records'taerésn of the Import/Export Wizard:



Next, the user locates and specifies the format of the import file:



Next, the user maps the fields on the import file to the corresponding méehther



The user would then click the "Import Now" button to complete the import process



