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Use the "Search” field at the top right to search for a help topic.

HOW TO USE THE NEW MEMBER FORM WITH THE
ADDITION OF THE CRM MODULE

This should probably be titled the New Member Form for Proposed and Potential New
Members. This form is basically sent to people who have been approved by the club for
membership.

First you need to go to the My Club tab and click on the New Member Form on the left
column
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Next you click on the Emall Proposed Member on the top left.
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ROTARY MEMBERSHIP APPLICATION
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You now need two pieces of information if this is a person who is not in the CRM module. You need their first

name and their email address. If they are in the CRM module, then you just need to type at least part of their
last name to have the information entered in the body of the Pmail correctly. The major reason for this change
Is that if the club is using the CRM module, they are already in the system and it was causing an issue with

creating two new members.



Send EMal to New, Proposed or Potential Member &

Ser the fewProposee member the Hew Wember Enty Form

Cancel  Send EMtail
You a1 about o send ths to a NEW Member - that s not yet in your Ol

461 thethe potentl membars aeady s the sysem (e, tey e bengmanged i the CRM modudeor under o Pkentsl Membe 13, then ook up their s by enteing 1 2 charates o ther st name, More them ane e can be
adiressed, but oy f thei recods exitin thesystem. Eachwil b sent & personalze Ik o the ewsing recordto ugdted. Dong ths il avold rating a diplicate record inthe stem,

1Fyeu are seing the sppicationto & otental member that i NOT aleady n the system, the enter theic eml e b, Howeves, since v d not kot fst mame (o nick e, you il e b eplcig he g {5Mamets) i the

messags below wih thel nae,
NOTE: v 6 nck el the {44, e Member” il b s - 59t s il red: "D New Member, " When e b recaves e form, etk e ot o b v ot sl e Pt b 2 n My G

7o Eter prtial name here or antal adress of new member

Subject: Rotary Hew Hember

1f sending to a NEW MEMBER, please change the {%FNamed} vanabla below to the new
member's name below!

Dear [4FName%),

Now when the proposed or potential member receives the email and when the click
on here, they will open up the new member from. When they finish filling it out
and submit it, the secretary will receive and email that this has been sent and there
will be a new Proposed tab on the top of the club member list.
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Then you will need to click on the proposed new member’s pencil and make some edits
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Now when the member is inducted, you just need to click on the Proposed tab and click on
the pencil of the proposed member. Then on the information page that comes up, you
change the member type from Proposed to Active, put in the start date (which cannot be

Active/Honorary Members | Other Members | Proposed




more then 30 days). It is also a good idea to click on the Contact tab and make sure the
email address and address information is correct and that the preferred email and address

are selected.

Member Admin: John Depp PR
D-9969 Hollpsood (90969380)
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This will now move the member over to the Active/Honorary tab on the club and move
them into the Member Compare on the RI Integration page. It is highly recommended
that you go in on this page a day or two later and make sure that this person has rolled up

to RI and is on the list in alphabetical order.



