CLMS – Chicago Lodge Membership System

CLMS2WEB (www.elks.org/clms2web) is an online web-based system used to: Maintain Membership Records
· Home Tab
· Lodge Secretary News
· Links to Manuals
· ENF Hotline
· Order Supplies and Forms
· Download CLMS2PC for Windows
· Access CLMS2PC Online
· Online Help: Home
· Roster Tab
· Enter and Maintain Membership Records
· Add and maintain Candidates for Membership (by Initiation, Reinstatement or Affiliation
· Process incoming Members from another Lodge.
· Transfer Members to another Lodge (Transfer Dimit, Certificate of Release)
· Grant an Absolute Dimit.
· Enter Member Dues and Donations.
· Transmit ENF Donation data to ENF.
· Reports Tab
· Membership
· Charitable
· CLMS Status (Balance Count Report - helps find Out of Balance issues)
· ENF (has instructions for Remittance Forms (online and printed)
· Other (list of ZipCodes for your Lodge’s jurisdiction).
· Setting Tab
· Lodge Information
· Dues – Dues, Fees and Donations
· Mailings
· Suppress Return Addresses on Envelopes
· Intelligent Mail Barcode Settings
· USPS Mailer ID.
· Control Elks Titles on Member/ID Cards, Labels/Envelopes and Reports
· Email – Various SMTP, Email settings
· Other
· Life Membership Overrides (Membership Years-Default 30)
· ENF Account Setting (IMPORTANT, Check this setting)
· Spouse Cards, Disable all Spouse Cards
· Custom Fields (Define)
· Dates
· Billing Renewal Program (OSG)
· Officers/Committees/Auxiliaries Tab
· Edit Lodge Officers
· Edit Lodge Committees
· Edit Lodge Auxiliaries
· Accounting – Generate various reports based on Dues, Fees, Donations
· Options – Enable and Disable Expert Mode (WARNING: Be careful)
· Staff Tab
· Appoint CLMS2 Staffer (fully Secretary privileges or Read-Only for CLMS2WEB)
· Appoint Cyber-Assistant (maintains Lodge’s elks.org website)
· Appoint Grants Coordinator (submit Grant Applications to ENF)
· Appoint By-Laws Coordinator (update and submit Lodge’s By-Laws Revisions or Amendments).
· Appoint Local Hoop Shoot Coordinator (submitting names and contact information for your local Hoop Shoot Contest Winners and runners-up. Local Hoop Shoot Coordinators are not allowed access to CLMS, and cannot perform any other secretarial functions).
· Appoint Local Charitable Report Coordinator (submitting local charitable event data).
· Appoint MVS Coordinator (oversees the local lodge judging of your Elks National Foundation Most Valuable Student Scholarship Competition).
· Designate FRS Email Accounts (enter up to 3 mail addresses that can send data to FRS).
· Messages Tab – Internal messaging system between Lodges.
· Support Tab
· List of CLMS Coordinators for each State
· Link to Secretary Forum
· Link Knowledgebase 
· Right Side of Page
· Hyperlink to start a copy of TeamViewer (so CLMS Coordinator or GL Help Desk can connect to your computer)
· Form for entering and submitting a Help Desk Ticket
· Revise Lodge By-Laws (upper right-hand corner).  Connects you into By-Laws Revision system.
· Return to elks.org (upper right-hand corner).  To switch to elks.org web-site.

CLMS2PC (Windows):
· If CLMS2WEB is down, you may be able to use this for access to your local lodge membership information.  You can’t make any changes to the member’s data.
· CLMS2PC is used mainly for generation Reports, printing Dues Billings, Membership Cards, printing Labels, doing a Mail Merge.
· CLMS2PC uses the same User ID and password as CLMS2WEB.
· When you start CLMS2PC, it will synchronize the CLMS database on your PC with the master database at Grand Lodge in Chicago.  A “Quick Sync” will only take a minute or two, the “Full Sync” will take several minutes as it must download the complete database.  “Quick Sync” is the default when you start CLMS2PC, but “Full Sync” will automatically happen about once a month.

Menu Line – The “Sharing” menu allows you to get “Shared” Reports, Queries or Letters that other Lodges have developed.  In return, if you develop a Custom Report, Query or Letter and mark it “Share”, it will be available for other Lodges to download and use.

Roster Tab – Looks like Roster information in CLMS2WEB.  You can look (but not change) the Member’s information.  You can also select a Member (click on box to left of member number) and then:
· print a Dues Statement, 
· print Members address on an envelope, 
· print various Members Forms (5505, Transfer Dimit, Absolute Dimit, or Certificate of Release), 
· print a receipt for Members Dues (Fees and Donations)
· Mb Card (Member Card)
· ID Card (Spouse)
· Send email

Reports Tab
· General Reports
· Membership Dues Notices
· Dues and Fees
· Custom
Various Reports may have other parameters to select portions of the Members. 

Settings Tab
· Displays Settings from CLMS2WEB (no changes except following)
· “Default Reports” sub-tab, has drop down lists so you can select the Default Deport for Membership Dues Notices, Labels, Envelope, Member Card, Associate Card, Candidate Card, Life Card, ID Card, Payment Receipt.

Officers/Committees/Auxiliaries Tab will produce lists of the Officers, Committees, or Auxiliaries.  If you want printed reports, use Reports/General/Officers Report and Reports/General/Committee Members Report.

Accounting Tab will allow you to print Payment reports by date range.

Membership Cards Tab will allow you to print Members Cards on various stock paper
· Regular Members, Associate Members, Member Candidates, Life & Honorary Life Members, and ID Cards
· On certain cards you will have a choice of stock pager (2 up, 8 up)

Queries Tab (advanced Topic) will allow you to generate your own Queries.  The “Help” tab on the right gives you access to the CLMS2PC Manual which tells you what the Databases are and their fields and how to generate a valid query.

Labels/Envelopes Tab allows you to print labels or envelopes with member names and addresses.
· The best “Data Source” for many things is the “Lodge Bulletin V2”, which has many various groups you can pick from.
· At the bottom of the form, you will see a button “Print Forum List”.  If your Lodge has a Forum Trial under GLS Chapter 8 and 9, this will generate a RANDOM list of members for potential Jury Duty (see GLS 8.040 and 1.210).

Mail Merge Tab allows you to do a mail merge of members to generate letters.  Sometimes, you can just “Labels/Envelope Tab” and “Export Date” (button at bottom on form) to generate an Excel Spreadsheet to become the data source for doing a mail merge in MS Word.

Bulk Email Tab (Does Not Work Well, depending on your Email Provider (gmail, Hotmail, etc.). 



