Instructions for the BBIVC Membership Database - Committee
Introduction

The database is held on the club web site, protected by password access at several levels. Individual members have access to their own personal details for the purpose of update and information. Committee members have access (subject to permissions set) to all members’ details (but not to their passwords).

Go to the normal BBIVC web site at www.bbivc.org.uk and select 'Services for Members' from the top menu. Then log in with your email address and password.

The left menu will show the ordinary options available to all members and, underneath it in blue, there will be an additional menu item called 'Committee Functions Menu'. Select this and the resulting page will show the options available to you. The list of options you have depends on your role on the committee. Not all of the following will be available to you.

Club Management

Two options exist under this heading. The first allows you to change the membership fees and the second allows you to change permissions for specific committee roles - and the rolenames themselves.

Manage membership fees

A table of fees will be presented and you may alter the fees for each item shown. The changes take effect immediately you press Submit Changes.

The fees shown here are used at various points in the web site as well as in some emails and in the membership wizard. If the committee decides to dispense with any item (such as not posting programmes) or adding a new item (such as a new membership grade for retired people) then the Webmaster will need to make further changes to the site to enable this to occur.

Change committee permissions

Each committee role has a name and a number of access permissions. This option allows you to change these.

For example, if a 'Labels Printer'  were no longer to be needed, but a new role to look after lists were needed, you could change 'Labels Printer' to 'List Administrator' in the role title field and change the permissions to include only 'Lists' for this role.

Web Announcements
Committee members may display announcements to the Public or to the club Members. Announcements are shown on the Home Page or the Members Home page respectively. For example, you may wish to announce a New Members Night (Public) or the programme deadline (Members).

Each announcement has a start date and end date and will be displayed from 1 minute past midnight on the start date until 1 minute to midnight on the end date. Announcements are not automatically deleted one expired, so you can pick up an old announcement and re-use it, to save typing all the details again.

Once you have added or changed an announcement, please check it on the appropriate home page to make sure it is correct.

Note that all committee members with announcement permission have access to all announcements.

The opening page allows you to select an existing announcement for change or deletion, or to choose to add a new announcement.
If you add a new announcement, the next page will present a form for completion. If you change an announcement, the same form will be presented but already completed with details.

If you choose to delete an announcement, you will instead get a confirmation request first and you must confirm the deletion to make it happen. Note that deleted announcements cannot be recovered.

In the announcement text box, you can use some HTML formatting tags to enhance the announcement. For example, you can make text bold by enclosing it within <b> and </b> tags - such as "... and you should <b>book now</b> to avoid ...".

Similarly, you make text Italic between italic tags <i> and </i>. Unless you are familiar with HTML tags, it is probably best to limit enhancements to these two. If you need help on formatting (such as adding a hyperlink) it is better to ask the Webmaster to do this for you.

Please always check your announcements by going to the appropriate home page to make sure they look OK. Incorrect HTML tags, in particular, can ruin the whole page.
Clubnights

Choose the ‘Manage Clubnights and Venues’ option. A new page will appear, with a list of current Clubnights and five options.

Add a New Venue

You will only need to do this if it is a venue that the club has not used before. Simply complete the fields. 

The name, address field should show the name of the venue and its street address and post code. This will be shown EXACTLY as you type it! Do not add instructions (like “on the corner of West Street, behind Waitrose”) - this should go in the ‘notes’ field.

Note that the ‘mapref’ field is simply the postcode in lower case letters without spaces - so BA2 5PQ would be entered as ba25pq. This is used within the system to generate a multimap reference - make sure it’s right or leave it blank.

If you do not know the venue telephone number, leave the field blank - do NOT put any message in it as this would cause a confusing message to appear to users. In the notes field you can add anything that would potentially be helpful to a club member or potential club member:

 Where to park

 Which bar we normally gather in

 What beers they sell

 Whether it’s light and roomy or dark and cosy

 If it has any ‘Good Pub’ or similar listing

Click on “Add Venue”

A confirmation will be shown.

Delete or Modify a Venue

Select a venue from the drop-down list and press the button to Amend Venue or Delete Venue.

Note that you cannot delete a venue if it is currently scheduled for a Clubnight - you must delete the Clubnight first.

Add a New Clubnight

Simply complete the fields. The clubnight date can only be chosen from the 16 next Thursdays in the list.

Choose the radio button that determines whether it is a Bristol, Bath or Joint clubnight or an AGM.

Choose the radio button that determines if it is a programme deadline, a programme collection night or both.

Select the venue from the list.

Enter the New Members Host from the drop-down list of members. If there is no NMH you will still need to select this option from the drop-down list.

Click on “Add Clubnight”

A confirmation will be shown.

Add more Clubnights as needed.

Delete a Clubnight

Simply select the Clubnight from the drop-down list and click on Delete.

See a List of All Recorded Venues
The screen that follows will show all the venues we have listed, with their details. This can be useful when decided where to host a clubnight.

Events

Use the events database

Choose ‘Use the Events Database’ to add, change or delete an event for a member. This is used in almost the same way as the member’s option, except that you will need to specify which member is hosting an event and you have some additional powers.

To add an event, select that option and compete the details on the form. Note that you MUST specify the host. If you wish to add an event from another club, select the HOST as ‘Another Club (see below)’ and then enter the other club’s name in the box below. A co-host will be ignored if entered if this is the case.

To change or delete an event, select if from the drop-down list.

If changing an event, you also have the option of setting the ‘Event tally’ to ‘Y’ to include the event in the tally for the host (and co-host). This can be useful if for some reason the system has not picked it up. You can also change it to ‘N’ to disallow it – for example, if you find that the member cancelled the event without removing it from the database or they had two events on at the same time (which has been known!)

Manage eTickets

You may make tickets available on-line to members - for the Christmas party, a summer barbecue or any other centrally-organised event. Members will then be able to book on-line and pay by credit/debit card. No physical ticket is issued - the member receives an email confirmation that they need to print and bring to the event as their booking confirmation - referred to as their eTicket.

Select 'Manage eTickets' to add a new ticket, change or report on an existing ticket or to delete a ticket.

To add a new ticket, you will need to specify the start date - the date from which the ticket will be advertised on-line. The ticket will be available from 1 minute past midnight on the date you specify. If you specify a date in the past, it will be available immediately you press the 'Add' button.

You also need to specify an end date - the last date that a member can purchase the ticket. It will be available up to 1 minute before midnight on the date you give. After that time, the ticket will not be shown to members, but will remain on the database so that you can still get reports about bookings. It will remain on the database until removed.

Give a meaningful title and a full description. In the description text box, you can use some HTML formatting tags to enhance the details. For example, you can make text bold by enclosing it within <b> and </b> tags - such as "... and you should <b>book now</b> to avoid ...".

Similarly, you make text Italic between italic tags <i> and </i>. Unless you are familiar with HTML tags, it is probably best to limit enhancements to these two. If you need help on formatting (such as adding a hyperlink) it is better to ask the Webmaster to do this for you.

Please always check your eTickets by going to the eTicket menu to make sure they look OK. Incorrect HTML tags, in particular, can ruin the whole page. Note that the eTicket menu item will not appear in the members' menu unless there is at least one  bookable eTicket on the system. So, when you add a new ticket, you may find that the menu updates.
Finally, add the cost, in pounds - but don't add the pound sign - the system will do that.

You may also wish to add details of the event in the normal events system. State that members may book on-line. To avoid having the event credited to you personally, choose the 'other club' host option and enter into the 'Other club name' field 'BBIVC Committee' or something similar.

When a member books on-line for an eTicket, they will receive an email confirmation that they should print and bring with them to the event. They will also receive an email confirmation from RBS WorldPay (our merchant acquirer) regarding their payment. Th treasurer will receive notice from RBS WorldPay regarding the payment and a further email will be sent by our system to 'eticketmanager@bbivc.org.uk' with details of the booking, including who made it. This is for records only. The email address will be set to forward emails to a committee member and the Webmaster will arrange this.

Once bookings have started, you can report on bookings to see who has booked, when they did so and the amount paid. This can be useful for checking booking numbers and could be printed before the event and taken along as a check-in list.

If you delete a ticket, the booking records are deleted with it, so you will no longer be able to print a record. Therefore, you should consider printing the booking record report before deleting. Deleting a ticket does not, of course, affect any bookings already made. It just deletes our record of them.

The Treasurer can also log into the RBS WorldPay site to get reports about payments made and, of necessary, to make refunds.
Members
Use member database

From here, you will then get a database-specific menu from which you can choose to:

 Add a new member

 Administer existing members (which includes changing data, deleting, suspending, renewing, regenerating passwords and adding to their event totals.)

 Combine two Singles into one Joint.

 Split a Joint into two Singles.

Adding a New Member

Complete the details as shown. Note the following:

 Joining date will be pre-filled with the current date. Strictly, it is the date of the committee meeting at which the member was accepted. Change the field as necessary. (For members transferred into the system and who were therefore members prior to the January 2005 intake, the joining date is set at 1 April 2004. This will make no difference as this date is only used by the Membership Secretary to identify newcomers.)

 Expiry date will be calculated on the basis of the joining date and the membership type but can be overridden afterwards by amending the membership details.

 Press submit to add the member.

A confirmation message will be displayed.

Joint Members

If you specified that this was a Joint Membership, you will now need to add the details of the joint member and a new screen will appear for this purpose.
Note that, for the joint member, common data will not be requested.

Notes about Web Access for Members

Members log in using their email address and a password. This has several consequences:

 If you enter a member record with no email address, they will not have web access.

 If you enter a member with an email address, the system will automatically generate a password and send an email to the member at the address entered, telling them of the password. You do not need to do anything to make this happen.

 Email addresses and passwords are separate for joint members - each has their own. Do not use the same email address for two members!

 The database is also used to hold data about contacts within AIVC - National contacts. They must be entered as Single, Postal, National members. The email field is not used for them, so you could enter their club name here instead.)

Renewing a Member

Firstly, select the member from the drop-down box. marked “Please select a member from the list”. (This also shows membership expiry dates. You should firstly CHECK their expiry date to make sure that you are not renewing a second time.)

Select ‘Renew Membership’.

A confirmation message will be displayed.
Note that trial members renewing will be renewed for the remaining 9 months of the standard membership.

Note: New members are marked as such on the database. When you renew a member, this marking disappears. This allows the club to administer the renewal rules regarding events and fees etc.

Deleting a Member

Firstly, select the member from the drop-down box. marked “Please select a member from the list”. (This also shows membership expiry dates.)

Select ‘Cancel membership’.

No recovery of data is possible.

A confirmation message will be displayed.
Regenerating a password

Firstly, select the member from the drop-down box. marked “Please select a member from the list”. (This also shows membership expiry dates.)

Select ‘Regenerate Password’.

If no email address is recorded for the member, a message will be displayed telling you of this.

Otherwise, a confirmation message will be displayed.

Suspending Membership

Firstly, select the member from the drop-down box. marked “Please select a member from the list”. (This also shows membership expiry dates.)

Select ‘Suspend Membership’.

A confirmation message will be displayed.

Unsuspending Membership

Firstly, select the member from the drop-down box. marked “Please select a member from the list”. (This also shows membership expiry dates.)

Select ‘Unsuspend Membership’.

A confirmation message will be displayed.

Modifying details for an Individual
Firstly, select the member from the drop-down box. marked “Please select a member from the list”. (This also shows membership expiry dates.)

Select ‘Modify details for an individual’.

A new screen will be displayed, showing the data currently held for that individual. Change it as required. Read the notes above regarding new members. Note that you cannot change a person’s password.

A confirmation message will be displayed.

Notes regarding web access when modifying details

If you change the email address (including deleting it or adding one where none previously existed) this will have the following effect:

	On entry:
	No email
	Email shown

	You delete the email address
	N/A
	No action will be taken, but the member will no longer be able to log in to the web site.

	You add an email address
	On submitting the data, the system will generate a password and send it automatically to the email address you specified.
	N/A

	You change the email address
	N/A
	The system will re-encode the existing password and will send an email to both email addresses to notify the member.


Manage members notices
This allows you to manage Notices on behalf of members.

Each Notice has a start date and end date and will be displayed from 1 minute past midnight on the start date until 1 minute to midnight on the end date. Notices are not automatically deleted one expired, so you can pick up an old Notice and re-use it, to save typing all the details again.

Once you have added or changed an Notice, please check it on the appropriate home page to make sure it is correct.

Members take full responsibility for the content of their Notices. If you add or change a member's Notice, make sure that the member is happy with it.
The opening page allows you to select an existing notice for change or deletion, or to choose to add a new notice.
NOTE: The intention is that members administer their own notices. This is important in order that the member takes full responsibility for the notice. A committee member should only add or change a notice under instruction from the member or to avoid unacceptable content. If a notice is unacceptable under club rules, it would be best to ask the member to correct it and, if that does not resolve the matter, to delete it entirely.
If you add a new notice, the next page will present a form for completion. If you change a notice, the same form will be presented but already completed with details. Adding a notice requires that you select the member from a drop-down list. If changing a notice, the member's details will be displayed but cannot be changed.

Notices will not display after the owner's membership has expired. This is achieved by ensuring that the end date cannot be later than the member's expiry date. However, once renewal has taken place, the notice can be extended.
If you choose to delete a notice, you will instead get a confirmation request first and you must confirm the deletion to make it happen. Note that deleted notices cannot be recovered.
Mailing
Produce labels

Under the 'Mailing' option, select 'Produce Labels'.
Select which records to include in the label run. You can select more than one type in a single run. Note that National contacts are included in the programme label run and should be selected when you select the Postal labels option.

Click on ‘Produce list file’.

The system will create the appropriate data from the database and you will then need to click the link to generate a file: this will be opened in a new little window.

In the new window, select menu ‘File’ -> ‘Save as’. Change the type to ‘Text’.  Choose a suitable location on your computer and change the name to ‘labels.csv’ (or another name you like - but ending with ‘.csv’) REMEMBER where you put it! (If you get an error message to the effect that you cannot save the file, try a different name for it - always ending in ‘.csv’.)

You can then close both the little window and the window containing the Labels Generator.

Follow the instructions in the separate sheet to print the labels. Note that they fit well onto Avery L7161 labels (7 down by 3 across). There are 7 lines on each label (max) so if you try any other label size you should first check that they will fit!

Note that members who have not renewed are not included in lists.

Moderate the Messages mailing list

To perform moderation tasks, you will need the mailing list admin password. The mailing list administration screen will open in a new window and should be closed after use.

Normally, moderation is not required as membership of the mailing list is limited to club members and the list automatically discards input form other sources (such as spam).

For the time being, leave moderation to the Webmaster.

Lists and Reports
Produce lists and reports

Select the type of list you want from the options available. The options may be enhanced in the future as needs are identified.

Note that members who have not renewed are not included in lists.

Click on 'Produce list file’.

The list is produced in the same window. You can either look at it on screen or save it to a file if you prefer. Close the window after use.

The list shows three columns:

1. Name(s), affiliation, programme method and events total.

2. Address and postcode.

3. Telephone numbers: Home, Work and Mobile. (1 means the first member and 2 means the second member where joint.)
List the clubnight venues in the database

Selecting this option will immediately produce a list, in tabular form, of all the venues on the database. This can be useful for checking.
Statistics

This is automatic once you have selected the menu option. 

Note that members who have not renewed are not included in the statistics.

Data Protection

Clean database

Selecting this option will immediately start a process of checking through the database and removing old records. The club's Data Protection policy is that a member's records will be removed after one year has elapsed from their last expiry date.

This routine should be run occasionally.

Data Subject Access Request

Under the Data Protection Act 1988, individuals have a right to obtain details of the data stored about them. Exemptions may be in place for clubs holding data about their own members. However, it is good practice to be able to satisfy a Data Subject Access Request if one is made.

Before running this request, perform a database clean (see previous item).

Choose the person from the drop-down list. This list includes current members, past members (not yet cleaned from the database), national contacts and those who have started the application process and not proceeded.

The report will appear on the following page. Select the whole report with your mouse and copy it to the clipboard (Ctrl-C will do that). Paste it into you word-processing application and add any other details that are needed, such as appear on paper records.

Web management

Web site and communications instructions document

This document contains details of the website, emails, mailing list and telephone. It is currently only available to the Webmaster.

Moderate the messages list

See above, under 'Mailing ->Moderate the messages mailing list'.

To access the control panel

This is simply a link to the control panel. To access the control panel you will need to have the control panel ID and password. Currently, this is for Webmaster use only.

Perform a database backup

Select this item to start a backup process. The content on the database is copied into a file, zipped and emailed to you. This can be used to reconstruct the database through the control panel.
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