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C- Static & Dynamic Groups

Overview

Communicating with your entire membership at once is sometimes the best method, especially
when sending out important communication that is relevant to all members. When
communication only applies to a group of members, it is best to use target marketing in emails
to effectively deliver the message. In order to use target marketing, Dynamic and Static
Groups should be employed. Dynamic Groups automatically add members based on defined
rules from the Directory and accounting system. Static Groups are created by manually
adding members, or allowing for opt-in/opt-out groups.

Use Case(s)

Dynamic and Static Groups are best used when using target marketing to send detailed
communication to member groups. Dynamic Groups are set by defined rules that pull from
the Directory or accounting system. Dynamic Groups may be groups such as: birthdays this
month, balance overdue, or membership type. Static Groups are created by manually adding
members to groups, but these groups may also be opt-in/opt-out, so that members may
choose to be included in the group. Static Groups may include: Bridge Club, Board of
Directors, or to receive a monthly Social Newsletter.

Group Definitions

Static Group: groups that include specific members that were placed there manually. These
can be inclusion or exclusion groups.

Static Opt-In Groups: special static group that allows members to opt-in to the group.
Members can opt-in/opt-out by accessing their Profile page in the Member Directory.

Dynamic Groups: groups that automatically include members based on rules you define from
the Directory or accounting system.

Note: in order for any of these groups to work properly, all information in the Member Directory
must be up-to-date.
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To access Static & Dynamic Groups follow the steps below depending on your access
role.

Admins: Hover over Admin bar in the left hand corner of the screen, select Dynamic Groups or
Groups. Note: these are linked in the same interface, so you can toggle between the two once
you either click Dynamic Groups or Groups.

ADMIN ‘_RecentCniﬂunicatinns L1 Today's
CONTENT MGMT COMMURNIC | USER /| PROFILES

iw

REDESIGN S 0

Editors: Hover over Admin in the main navigation, select Main Tools, and then Inbox/Groups.
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&5
Fitness & Spa Social & Digi Family | Admin v
o “ N, -

= Open Public

Calendar Main Tools
Directory Additional Pages
Inbox/Groups

Ariicles

Image Explorer

View Statement

Resort Statement Admin

Role Security Manager

The following Groups Interface screen will launch depending on which path you choose, either
Dynamic or Static.

From Dynamic Groups:

DYNAMIC GROUPS
inbox | Compose | Dratts | Filed | sent | Scheduled | Groups [ITTXITACCITINl Phone | Lists | HotPage
o = H # Export Group (73 Send Emalilto Grou [ Make Group Static A
R v
gl A
g 4
E Statement Date B k
X [Dymamic Date v | LT 7| mp: (Gt Mok = O incuge | B
!l."l 1"/ Ignere Year? &= . ® Exclude :
R
]
£l 3060Days ] E
[ Math Function ¥ [Caal| | wp |70 < ® Inciude | D
ﬁ -/ Exclude "
cit B
Starts With ¥ | wp = ® Include
') Exclude
| J &= 5 L
State ®
| wp [OHID & © Include
& ') Exclude
Editing: *

From Static Groups:
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INBOX

Edit Disclaimer Text

Mail Reporting

To send a message fo an existing group please click on the Compose tab.
Click a group's name to view its members Add Group | Import Groups | Group Update Log
Inclusion Groups Exclusion Groups | Select Category
Included
Group Name Description Count Opt In? Synced?

0 r

0 r
Activities Committee Do not delete - being used for security purposes 1 r
Advisory Board 8 r
All Members 15 r
Andrea's Group men's weekly dining group 5 =)
Ballroom Text Message 13 [z}
bharding test 1 r
Birth Dates 1961 - 1956 0 r
Birth Dates 1961 - 1956 0 r
Birthday Cake 10 =]
Board of Directors Able to view the confidential Board of Directors Meeting Minutes Pages on the 10 r

website

Since both groups are in the same interface, use the tabs to toggle between either Static or

Dynamic Groups:

Static Groups

Static Groups Interface

Inclusion Groups: lists all groups that are Inclusion Groups, meaning any member in this
group will receive communication sent to this group.

Exclusions Groups: lists all groups that are Exclusion Groups, meaning any member in this
group will NOT receive communication sent to this group. By default, anyone NOT listed in this
group will receive communication. This is rarely used, and is usually on used if a select few
people wish to NOT receive communication sent to ALL MEMBERS.
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Adding Static Groups

Click the Add Group link.

Mail Reporting

LMl Dynamic Groups | Phone | Lists o

"l

Add Group | Import Groups | Group Update Log

Edit Disclaimer Text

on the Compose tab.

| Select Category v |

The Add Group Interface will show as follows:

Add New Group @

Group Name |

Description

Group Type ® |nclusion " Exclusion

14 13

Add a Group Name, which should be detailed based on the type of group.
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Add New Group e

Group Mame |Eridge Club || &
Description

Croup Type ® Inclusion " Exclusion

L I

Add a Description if desired, which would be a few sentences explaining the group.

Add New Group @

Group Name |Eridge Club

Description All Bridge Club Members

Group Type ® Inclusion 2 Exclusion

4 b

Choose a Group Type, Inclusion or Exclusion.
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Add New Group @

Group Name |Eiri|:|ge Club .
Description All Bridge Club Members

Group Type ® Inclusion Exclusion

4 b

Check the Opt-In Group box if members are allowed to Opt-in/Opt-out of the group.

Add New Group e

Opt-In Group L]

Show Member Listing
Allow Invitations by Members

Only Allow Actions if in group? |

Group Category | Mone ¥

| Create Group | -

Show Member Listing will allow members to see who belongs to the group.
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Add New Group ®

Opt-In Group |

Show Member Listing

Allow Invitations by Members

Only Allow Actions if in group?

Group Category | MNone r

| Create Group | =

Allow Invitation by Members gives members the authority to invite other members to the
group via email.

Add New Group e

Opt-In Group L

Show Member Listing

Allow Invitations by Members

Cnly Allow Actions if in group?

Group Category | Mone ¥

| Create Group | z

Only Allow Actions If in Group gives the above permission only if the member is in the group.
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Add New Group ®

Cpt-In Group 4
Show Member Listing =)

Allow Invitations by Members

Only Allow Actions if in group? [

Group Category | MNone r
| Create Group | o
1 3

Choose a Group Category if categories are created to organize type of groups.

Add New Group ®

Opt-In Group 4
Show Member Listing =l

Allow Invitations by Members

Cnly Allow Actions if in group? L

Group Category | Meone r
[ Create Group | =
| 3

Click Create Group to continue.

10
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Add New Group ®

Opt-In Group L]

Show Member Listing
Allow Invitations by Members
Only Allow Actions if in group? /

Group Category | Ne r

| Create Group |

Click ‘Click here to Continue’ to add members to the group.

Add New Group e

Your Group has been saved

o/'[

Click here to continune ]

You may now begin adding members to the group using the Add Members Interface.

11
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Inbox | Compose | Drafts | Filed | Sent

« Back To Static Groups

Group Name Bridge Club
Description  All Bridge Club Members

Group Type Inclusion

~ I

Scheduled | Groups | Dynamic Groups | Phone | Lists

0 total members included in this group are shown below
[ Flefufifsfwfrfm[njojrfafr]s[Tufviw[x[¥]z]
F

No members are currently assigned to this group
Add Members to Group I Add Staff to Group | Remove Selected Users I

Edit Disclaimer Text
Edit Group Info | Group Update Log | Delete Group

Show All | Export Group

ndary Email E

Email

Click Add Members to Group to pull up the Directory Listing.

Inbox | Compose

# Back To Static Groups

Group Name Bridge Club

Description
Group Type  Inclusion

Last Name

Drafts | Fied | Sent

All Bridge Club Members o

0 total members included in this group are shown below
@ olcfofefrfefufrfsfrjr|m[nfofrfafr]s[T]ufviw[x]v[z]
Email Secondary Email

Scheduled | Groups | Dynamic Groups | Phone | Lists

Edit Disclaimer Text
Edit Group Info | Group Update Log | Delete Group

Show All | Export Group

Expired

First Name

No members are currently assigned fo this group

Add Members to Group II Add Staff to Group | Remove Selected Users I

This will bring up the Select Members Interface.

12
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Select Members ]

Search by Lost Mame, Member & or Email ABLC...

| | | Search | | Save Group I".-'IemI:uers|
Available Members Selected Members

Aaron, Randy “  No Results Found
Aarcon, Rebecca

Aaron, Rex

Aaron, Ricky

Aaron, Riley

Aasen, Gary

Able, Margaret -

Scroll through the member name display and click on the member’s name in the Available
Members column to move the member to the Selected Members box.

Select Members L

Fearch by Lost Name, Member ® or Ema | ABC..

Search | | Save Group Members |

Available Members Selected Members
Aaron, Randy -

Aaron, Rebecca »

Aaron, Ricky 4

Aaron, Riley - ;

Aasen, Gary q_h_____—_‘h——_____ o
Able, Margaret

Able, Matthew -

13
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By default, only members with a last name starting with A will appear. Use the ABC... box to

choose a different letter to continue to add members.

Select Members

Seagrch by Lost Name, Member £ or Email

| Search | | Save Group Meml:uers|

Selected Members
Aaron, Rex

Available Members

Aaron, Randy =
Aaron, Rebecca

Aaron, Ricky

Aaron, Riley

Aasen, Gary

Able, Margaret

Able, Matthew -

@

N

You may also use the Search Box to search for members by last name, member number, or

email.

O

!

‘_,f“'

| | Search | | Save Group I'-.-1em|:uers|
Selected Members

Aaron, Rex

Select Members

Search by Lost Name, Member 2 or Email

|Ka ren
Available Members
Aaron, Randy

Aaron, Rebecca

Aaron, Ricky

Aaron, Riley

Aasen, Gary

Able, Margaret

Able, Matthew -

=

Once all members are added, click Save Group Members to add the members to the group.

14
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Select Members o a
X

Search by Lost Mame, Member 2 or Email

|Karen | Search | | Save Group Members |
Available Members Selected Members
Mo Results Found Aaron, Rex

Karen Gallagher
Karen McCann

Xekominos, Karen

You may also create a Staff Only Group by following the same above steps, but add Staff by
clicking on the Add Staff to Group button.

Add Members to Group II Add Staff to Group l Remove Selected Users I

To Remove Users, click on the box next to the user’'s name and then click the Remove
Selected Users Box.

4 total members included in this group are shown below

B -ﬂﬂ--ﬂﬂ-ﬂ-ﬂﬂ-ﬂﬂ-

Email

Add Members to Group I Add Staff to Group || Remove Selected Users ||

Members Joining Opt-In Groups

Members can join Opt-In Groups in several ways.

Opt-In Groups will show on member’s profiles, so they can easily join and leave groups.

15
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Membership
Number

Relationship

Account
Type

Membership
Level

Membership
Begins

Membership
Expires

Title

First Name

Middle
Name

Last Name
Suffix

Display
Name

* Required Fields

MBG3001

0 - Self / Primary
Corporate

Golf
10/7/2010

1/2/2100

Click checkboxes fo have information displayed to
other members in the Online Member Directory

Aaron

Aaron, Randy

| Do not show me in the Online Member Directory

I Allow Spouse to Impersonate Me
Leam about this feature

click image for full view

Update Photo I Remove I

Opt-In Groups
Please select any groups below from which you
would like to receive information

 Ballroom Text Message &8

# Birthday Cake &3

1 Bridge Club

J car club

¥ Creative Writing Group & 83

Update Opt In Groups I

You may also add an Opt-In Group Plugin to a designated page(s) to market groups.
Clubessential can assist with adding this plugin to a page as needed.

16
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For future Special Events, be sure to check back on our Special Events page,
Special Events Newsletter here.

We look forward to making your special days memorablel

OPT IN GROUPS
O select Al

[ Andrea's Group

[ Ballroom Text Message &8

@ Birthday Cake 8

[T Bridge Club

£ car club

[J Creative Writing Group & 58
[ Early Birds

[J Electronic Statement Only
Update Opt In Groups I

Newsletters are another great way to advertise Opt-In Groups, and offer a way for members to
opt-in/opt-out of various groups. At the bottom of every Blast Email will be an Unsubscribe
Link.

We look forward to seeing youl

Grand Key Club

This message w isan Grand Key Club
lick here to unsubscribe from further communications

)

The Unsubscribe Link will take the user to a list of all Opt-In groups, whereupon they may
update what groups they are in.

17
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Unsubscribe Request I o R o

This form allows you to change the type of email you receive from your club, or to unsubscribe from club email altogether. Check the boxes for the "Opt In
Groups” below to indicate which types of email you would like to continue to receive, or uncheck the boxes for mail you no longer wish to receive. If you wish to
receive no email at all from the club at a particular email address, you may uncheck the box(es) at the bottom of the form. Click "Submit” at the bottom of the
form to make your changes go into effect.

[ select All

) Andrea's Group

[ Ballroom Text Message

| Birthday Cake

[ Bridge Club

" car club

[ Creative Writing Group

|| Early Birds

Emailing Static Groups

Emails can be sent to Static Groups in two ways, either from the Groups tab or by using the
Compose Email interface.

To send from the Groups tab, click on the group name in the Groups tab.

Next, click on the Send Group Email link.

Inbox | Compose | Drafts | Filed | Sent | Scheduled | Groups | Dynamic Groups | Phone

Edit Disclaimer Text

« Back To Static Groups Send Group Email

Description  All Bridge Club Members
Group Type Inclusion

Group Name Bridge Club o /

This will bring you to the Compose Email Interface where you may compose your email.

18
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INBOX
[N Drafts | Filed | Sent | Scheduled | Groups | Dynamic Groups | Phone | Lists | HotPage

Mail Reporting

Edit Disclaimer Text

Recipients
iMembers <Click to Add Members:

Staff =Click to Add Staff-

List Recipients  =Click to Add List Recipients>
Static Groups =Click to Add Groups=>
Dynamic Groups =Click to Add Dynamic Groups:

Mailing Lists <Click to Add Mailing Lists=>
Events =Click to Add Evenis>

Subject |

Boay [ HTML  \  Plain Text \ Text Message

To send from the Compose Email, go to the Compose Email Interface.

Click Add Static Groups link.

INBOX
P

Inbox ' Drafts | Filed | Sent | Scheduled | Groups | Dynamic Groups | Phone | Lists

Edit Disclaimer Text

Recipients
Members =Click to Add Members=

Staf <Click to Add Staff> e
List Recipients  <Click to Add List Reciuientsi/
[static Groups__<Ciick to Add Groups- ]

Dynamic Groups <Click to Add Dynamic Groups>
Mailing Lists <Click to Add Mailing Lists>
Events <Click to Add Events=

Mail Reporting

Subject |

Body [ HTML  \  Plain Text \ Text Message Y\ HotPage \|

This will bring up the Select Groups Interface.

19
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Select Groups e

| Update Groups |
Available Static Groups ¥ Selected Static Groups

Birthday Cake ~  No Results Found

Board of Directors

Board of Directors
Bridge Club
Bridge Ladies

car club

chris’ group

Cigar Group .

Scroll to find the desired Static Group and click the Static Group name to move to the
selected groups box.

Select Groups ®

| Update Groups |
Awailable Static Groups ¥ | Selected Static Groups

Birthday Cake 4« No Results Found
Board of Directors o

Board of Directors o~

o
Bridge Lag "}

car club

chris' group

Cigar Group -

Click Update Groups, to then begin composing the email.

20
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Select Groups o @
g

| Update Groups |

Available Static Groups ¥ | Selected Static Groups ﬁ
ALL MEMBERS “ | Bridge Club
ALL STAFF

Activities Committee
Advisory Board
All Members

Andrea's Group
Ballroom Text Message

bharding test b

Dynamic Groups

Dynamic Groups Interface

The Dynamic Group Toolbar allows for several options:

Add New Group

I # I E E “ Export Group ﬁ Send Email to Grou @ Make Group Static

Save

|ﬁ I H H 8 Export Group (53] Send Email to Grou [§F Make Group Static

Save and Close

21
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li E I EI “ ri Export Group iﬁ Send Email to Grou @ Make Group Static

Close Out

li E E “ Export Group % Send Email to Grou @ Make Group Static

Export Group: this will allow us to export group information in a new window, or export to CSV.

i - M 8 I Export Group I (53 Send Email to Grou [g] Make Group Static

Send Email to Group: this will take us to the Compose Email Interface to email a specific
Dynamic Group.

li E E a Export Group @ Make Group Static

Make Group Static: mostly used by Clubessential to create special groups for page
permissions.

li E E a Export Group % Send Email to Gmulﬁ E Make Group Static I

22
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Group Explorer: is where all of the groups are housed.

3)  Afteryou click "Save and Close”, Rule #1 of your new group is opened for

G b 4 Export Group (53 Send Email to Grou [§J Make Group Static
R
0
u
P
E
x - -
E Dynamic Group Instructions Dynamic Group lcon Legend
0
;E' Create New Group
CREATE NEW GROUP
R 1) Clickthe "Create New Group”icon in the toolbar # Creates new dynamic group
i SAVE
Saves active rule for group
2)  Typein the name of your new group into the pop-up window Ee
_r!;‘l bl i , E S?\;’iﬁﬁgﬁéﬁii and closes tab
 Hame:
oy ew roup |
\ CLOSE RULE
) s § e
e s o 2 Export GROUP
Laf it e T . Q‘:nns of exports acii

editing. EMAIL GROUP
7] :
4} Your new group is also placed in the Group Explorer Slideout Window MAKE GROUP STATIC

Group Explorer 'm: Makes active group a static group
al B " 5
g = HThe Gattia Group —
g m@mmnrmb
E El'ammﬁrwp
g o] ,._:] A-g Emad Addresses
Rlm G crtie Tune Ter Additonal Tips & Support

Create and Edit Rules for Groups How do | get a list of member
numbers from 1 to 9997

The member number field in your
roster is a text field. This allows you to
have numeric and alphanumeric

1) [Ifthe group is not already open, then you need to open the Group Explorer
Slideout Window and drag the group into the open area of the Dynamic
Group interfaca.

worm=m mrogepr=p<pe
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Available Fields: is where options for creating group rules are located.

3)  Afteryou click "Save and Close”, Rule #1 of your new group is opened for

G b 4 Export Group (53 Send Email to Grou [§J Make Group Static
R
0
u
P
E
x - -
E Dynamic Group Instructions Dynamic Group lcon Legend
0
;E' Create New Group
CREATE NEW GROUP
R 1) Clickthe "Create New Group”icon in the toolbar # Creates new dynamic group
i SAVE
Saves active rule for group
2)  Typein the name of your new group into the pop-up window Ee
_r!;‘l bl i , E S?‘:Ee‘?ﬁgﬁll_soii and closes tab
 Hame:
oy ew roup |
\ CLOSE RULE
) s § e
e s o 2 Export GROUP
Laf it e T . Q‘:nns of exports acii

editing. EMAIL GROUP
7] :
4} Your new group is also placed in the Group Explorer Slideout Window MAKE GROUP STATIC
Group Explorer 'm: Makes active group a static group
al B " 5
g = HThe Gattia Group —
g m@mmnrmb
E El'ammﬁrwp
g o] ,._:] A-g Emad Addresses
Rlm G crtie Tune Ter Additonal Tips & Support

Create and Edit Rules for Groups How do | get a list of member
numbers from 1 to 9997

The member number field in your
roster is a text field. This allows you to
have numeric and alphanumeric

1) [Ifthe group is not already open, then you need to open the Group Explorer
Slideout Window and drag the group into the open area of the Dynamic
Group interfaca.

worm=m mrogepr=p<pe "]]
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Adding Dynamic Groups

To add a new Dynamic Group, click the Add Group Button (Green Plus Sign).

DYNAMIC GROUPS

Dynamic Groups

Phone | Lists | HotPage

G ‘E | E “ Export Group @ Send Email to Grou m Make Group Static P
R — A"
0 | Stal_Pa A
u * I
P o L
E A
‘ £
o Dynamic Group Instructions Dynamic Group Icon Legend E
z F
R
E Create New Group |
R : 5 " ; CREATE NEW GROUP E
1) Click the "Create New Group” icon in the toolbar Creates new dynamic group L
D
- S
2) Typein the name of your new group into the pop-up window =
R ——g) oo
Geoup hame:
| bty Mew Group
“ coERLE
3 o 9 _
] 3 Ex GROUP
I i W O r B it e e
3)  After you click "Save and Close”, Rule #1 of your new group is opened for S
editing. @1 iiE o s v ey
4)  “Your new group is also placed in the Group Explorer Slideout Window E MAKE GROUP STATIC
Group Explorer ra: Makes active group 3 static group
G M - o
R am Gattia Group
o
g aamwmb
& | @ [g) My Mew Groua
E @ [go] A-q Emed Accresses
Blm GY e nine Toe Additonal Tips & Support
Create and Edit Rules for Groups How do | get a list of member
) numbers from 1 to 9997
1) Ifthe group is not already open, then you need to open the Group Explorer The member number field in your
Slideout Window and drag the group into the open area of the Dynamic roster is a text field. This allows you to
Group interface have numeric and alphanumeric T

Add a Name for your Group. Note: this should be detailed to what type of members are in this
group (ex: Male Golf Members).

Create New Group aa
roup Name:
Male Golf Members

Save and Close |

Next, click Save and Close.
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Click the Group Explorer tab.

Scroll to find the group, and then drag the group to the center of the Dynamic Group
Interface.

DYNAMIC GROUPS

G‘ b o
8| " [ga] NRCC Test Group

u i —

P| a3 Members with a Balance Due

o =

E i'J @ Members with Unspent Minimums
g i'J Anniversary Group

Et i W Members

"/ﬂ, Private Party/Special Event Charg
4 [g8) Golf Members

4 [0d) Ranking - 110 4

—*J @ Members With Profile Photos

ﬂ New Members JS

:'J @ Male Members (dynamic)
) TestGroups

£ [g8] Test Group 5

[ Male Club Members

L

Drag to
Center of Screen

4

26
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Next, open the Available Fields tab by clicking on it, which will list all applicable areas from
the Directory and accounting system.

Lists | HotPage
.

Available Fields
=8 Member Roster = &

.. 4k Display Name

.. HoF Membership Number
. H4G¢ Relationship

.. Mgk Account Type

.. Mgk Membership Level
.4k Membership Begins
..k Membership Expires
7 LKk Title

..k First Name

\ - Hek Middle Name

..Mk Last Name

- Hek Suffix

.. 4Gk Primary Email

.. H# Secondary Email Address
4Gk Third Email Address
.. gk Home Address

- JiGk aadTitle 1

.. Gk Street 1

ek Street 2

Mgk City

Mgk State

I

.. {3k Country

.4k Home Phone =

o —> ngi:l!'rn-m mroepr—-r
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Choose the appropriate rules needed by dragging them to the center of the interface. Once
all rules are added your screen should display the rules in the center of the Dynamic Group
Interface.

DYNAMIC GROUPS

Inbox | Compose | Drafts | Filed | Sent | Scheduled | Groups JENETuTel(IER] Phone | Lists | HotPage
ol B #® & ewoicroup (5 send Emailto Grou [§F Make Group Static
R
3 Editing: Male Golf Members Rule 1*
: Membership Level a
X [ Matches v | | Coffee Break - Social v wp [CoF - i
L & ) Exclude
R
S Gemk:.rB
= @ 3
& ) Exclude
EZ

Once all rules have been added, click the Save button and then Export Group to verify the
right members were added.

DYNAMIC GROUPS
Inbox | Compose | Drafts | Filed | Sent | Scheduled | Groups

Dynamic Groups

Phone | Lisis | HotPage

G E “ Export Group 1%1 Send Email to Grou m Make Group Static
R .
3 Editing: Male GOIf Members Rule 1* /
E| membership level
x [ Matches ¥ | [ Coffee Break - Social v mp [Cof - @iiic
5 o o @ © Exclude
R
R ocencer®
[ Starts With v | | | wp M B o
& ) Exclude

@worm=m mroepr=-p<pe
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This will take you to the Export Group Interface.

A
v
!
i
f Running a Dynamic Group
E 1) Clickthe "Available Fields” siide outwindow on the left side ofthe screen
T Available Fields
L T Select Al Fields.
s & € Member Roster
™ ®Display Name Test
I~ ®Membership Number
I~ ®Relationship
™ ®Account Type
L 3 | [~ eMembership Level

[~ ®Membership Begins

2) Place a check mark next to the fields you would like to display in the grid.
Available Fields

I Select Al Fields.

[ € Member Roster
[~ eDisplay Name Test
¥ ®Membership Number
¥ ®Relationship
I~ ®Account Type
[7;®Membership Level

3) Selectthe sortby field. Resulls are sorted in ascending order based on this field.
T

[~ ®Secondary Emal Address

[ i 1

Sort By: I Display Name Test

4) Click the "Run Group” button.

Click Available Fields, to choose which fields to export. (Ex: first name, last name, member
number, membership type). Then choose Run or Export.

(" Available Fields

Select All Fields.
=8 Member Roster re @
| 2% Display Name |
U Membership Number
| 4% Relationship
7 %k Account Type
71 4 Membership Level
| 4Gk Membership Begins
| 4Gk Membership Expires
| ¥ Title
| & First Name
| 4% Middle Name
() %¢ Last Name
7 £k Surfix
7 & Primary Email
I 3 Secondary Email Address

P 8% Third Craail Addraee
4 b

BOFM—1 MrFOBF—-B<b

Sort By: | Display Name v

! Run Group | . "
| Export Group |
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Once you've obtained the proper reporting, click the back button to return to the Dynamic

Run will allow you to review the results in the browser.

Export to CSV will create a CSV export. This is especially useful for off-site data

entry or tracking.

Group Interface.

Emailing Dynamic Groups

Emails can be sent to Dynamic Groups in two ways, either from the Dynamic Groups tab or

by using the Compose Email interface.

To send from the Dynamic Groups tab, click on the group name in the Dynamic Groups tab
and drag to the center of the screen.

5

Send Email to Grou m

DYNAMIC GROUPS
Group Explorer
8
§ - [gal NRCC Test Group
P| #[ga) Members with a Balance Due
E
X| 4 [ga] Members with Unspent Minimums
L
g 3 Anniversary Group
5 i'-f w Members
{b ‘(,; @ Private Party/Special Event Charg
+ [gdl Golf Members
# [ga] Ranking - 110 4
- [ad] Members With Profile Photos
L H

8

tf @ Male Members (dynamic)
i'-f @ TestGroups

@ New Members JS

i'-f @ Test Group 5

-

H Male Club Members

Drag to

Center of Screen

-

.——""""‘
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C- Static & Dynamic Groups

Next, click on the Send Email to Group button.

W

This will bring you to the Compose Email Interface where you may compose your email.

INBOX

Inbox |EMcuLEEE] Drafis | Filed | Sent | Scheduled | Groups | Dynamic Groups

Edit Disclaimer Text

Recipients
Members =Click to Add Members=

Staff =Click to Add Staff=

List Recipients  <Click fo Add List Recipienis=
Static Groups =Click to Add Groups:=
Dynamic Groups Male Golf Members
Mailing Lists =Click to Add Mailing Lists=
Events =Click to Add Events:

Subject |
Body [ HThIL \ Flain Text \ Text Message
I
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C- Static & Dynamic Groups

To send from the Compose Email, go to the Compose Email Interface.

Click Add Dynamic Groups link.

INBOX o

Edit Disclaimer Text

Recipients
Members <Click to Add Members=

Staff <Click to Add Staff=
List Recipients  =Click fo Add List Recipients= e
Static Groups <Click to Add Groups=>

I_Dynamic Groups <Click to Add Dynamic Grouos>_|

Mailing Lists <Click to Add Mailing Lists>
Events <Click to Add Evenis=

Subject | i
Body I HTML  \  Plain Text T\ Text Message

Scroll to find the desired Dynamic Group and click the Dynamic Group name in the

Available Dynamic Groups column to move Group to the Selected Dynamic Groups box.

Select Dynamic Groups o
s
_Update Dynamic Groups
Available Dynamic Groups Selected Dynamic Groups
30 Days Past Due “ | Male Golf Members |

&0 Days Past Due
B/7/09 Cocktails & App Email

List '
90 Day Report(LIVE DATA DO k\ o

NOT EMAIL. SAVE, OR MODIFY)
50 Days Inactive
Admin Level

3

Click Update Groups, to then begin composing the email.
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C- Static & Dynamic Groups

Best Practices

1. By using Dynamic and Static Groups, effective target marketing via the Blast Email
System can be achieved. The more groups available, the easier it will be to ensure that
the right people receive the right message. This should also increase email open rates
as users are not bombarded with messages that are not relevant to their interests.

2. Special Dynamic Groups may need to be set up to create certain recurring emails. For
instance, if you're looking to create a group that pulls members between the ages of
35-45 years of age, this is a Special Dynamic Group that must be set up by
Clubessential.

3. Want to send out various Newsletters to your membership? Create a Static Group that
is an Opt-In Group so members have the choice of receiving the communication. Don't
forget to Cross Market on your Newsletter as members may have varying interests.

4. Trying to target members who bought a particular beverage or food item? This can
easily be done using Dynamic Groups since rules are based upon information from the
Accounting System and the Directory. By creating a group of members who purchase
a particular beverage or food item, you can then target that group again for specials or
certain events based on their purchasing choice.

FAQ

Q: | created a Dynamic Group and have sent an email to the Dynamic Group, but no one
received it. Why?

A: Double check the Dynamic Group rules to make sure they are set up properly. To do so,
export the Dynamic Group to make sure members are in it. If members are in it, see if those
members received the email. If they did not, make sure the members have their Received Email
option enabled in their Profile.

Q: What's the best way to get people to opt-in to a Static Group?

A: Members have the ability to opt-in to static groups via their profile, or the unsubscribe link in
blast emails. A simple email reminder of how to do this in their profile or via the unsubscribe link
should encourage members to sign-up. Create specific Static Groups that are relevant to your
membership and the types of communication they wish to receive. Use that group to
communicate to members see the benefit in belonging to the group.
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C- Static & Dynamic Groups

Q: | have one member that does not want to receive blast emails sent to all membership,
but we need to keep his “receive emails” enabled since he belongs to various static groups
and dynamic groups that he wishes to receive communication from. How do we remove him
from the All Members static group?

A: The easiest way to do this, is to create an Opt-Out group. Add that only that specific member

to the Opt-Out group. Use this new Opt-Out group to email All Members instead, as this group
will contain all member except for the one member in the Opt-Out Group.
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