Treasurer's Tasks on the Website

There are three ways that the treasurer needs to interact with the website in their role.

1. At any time of year a new member may pay a membership fee and need to have
their details added to the list of members.

2. Atthe end of the membership year the website is set up to send out reminders to all
existing members to renew their membership for the following year.

3. The treasurer needs to update existing member’s payment details when they make
their renewal payment for the new membership year.

To do any of those tasks, the treasurer must first logon to the website using their Username
and password.

Processing Payments for a New Member

The treasurer should check the WCG bank account regularly to see if anyone has paid a
membership fee.

When the treasurer sees a payment for membership, they should add that person as a
member on the website. In the ‘Bookings’ section, choose ‘Members’ and then press the
blue ‘Add member’ button:
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Treasurer's Tasks on the Website

Then the treasurer should add the member’s details to the system by:

Leaving (a) as ‘Yes’, and typing the surname of the person at (b) until the system
finds their record (their record will be there if they have booked onto a ride). After
selecting the correct person, their details at (g) will be filled in automatically.

The dates (c) should already be correct (this membership year), but can be changed;
and should be changed to 1st October the following year if the new member paid in
July, August or September.

Setting the ‘Member status’ (d) to ‘Active’, the paid flag (e) to “Yes’, and entering the
date their payment was made in (f).
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Pressing the ‘Become member’ button (h) when all the details are correct.
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The treasurer should then send the new member a ‘welcome’ email similar to the one below,
and ‘cc’ a copy to the membership secretary and the chair, so that they know that a new
member has joined.

cc: membership@wirralcycling.org, chair@wirralcycling.org

Welcome to Wirral Cycling Group

Hello <member’s name>

Just to let you know that we have received your payment for membership with Wirral
Cycling Group. The membership year runs from 1st October to 30th September each
year. So membership fees are payable on 1st October every year. If however you have
joined in the last three months of the membership year (July, August or September), then
you will not have to pay again until 1st October in the following year.

Welcome to the group. As a member you can now book onto any of our planned rides
via the booking form on our website <https://wirralcycling.ora/plannedrides/>.

If a ride is full, there is usually an option to book a place on the waiting list. If someone
cancels their booking, the system will assign their place to the next person on the waiting
list automatically.

When you have a place booked on a ride you will be sent an email confirming your
booking within 15 minutes. If you don’t see the confirmation, please check your
spam/junk folders (some email systems think our automatic messages are spam).

You will also receive an automatic reminder about the ride three days before the day of
the ride. Places are limited on our rides, so please cancel your booking (using the link in
your confirmation email or on the reminder) if you can no longer attend.

Here is a link to our guidelines for riding in a group <A Guide to Riding in a Group>.
Please make sure you read these as we aim to keep everyone safe on our rides. And
please remember to be Covid safe on rides, giving space, and not riding if unwell.

| look forward to meeting you on future rides and | hope that you enjoy cycling with us.
Kind regards
<Treasurer’s name>

Treasurer
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Sending out Membership Reminders at the End of the Membership year

The Events Made Easy (EME) plug-in that we use to handle ride bookings also has a
membership system to record who has paid to be a member of the group. It holds details of
each member (name, email address, phone number, postal address and the date they last
paid the fee) and it can automatically send out emails to remind members to renew their
membership at the end of each membership year.

The group’s membership year runs from 1st October to 30th September so we have set up
the EME plug-in to send out reminders to all existing members on 1st October with the
following message:

Membership Renewals

Subscriptions are due for the twelve months beginning 1st October.

If you have joined and paid your membership fee in the past three months (after 1st July this
year), then there is no requirement to pay again; your membership is valid until 1st October

next year.

The membership fee is £10 per year and can be paid by bank transfer as follows:

Bank Transfer details [Please keep this information confidential]
Account Name:  Wirral Cycling Group

Sort Code: 30-90-89

Account Number: 36605760

Reference: Enter your name as the payment reference

We prefer not to take cash or cheques. If you are unable to pay by bank transfer yourself,
an option could be to ask another member to pay the membership fee on your behalf via
bank transfer using your name as a reference and then give them the cash.

Please pay your membership fees as soon as possible. If you do not renew your
membership it will expire on 31st December.

If you are a ride leader please make sure that you renew your membership before leading
another ride as it is a requirement of our insurance policy that all ride leaders are fully paid
up members.

Thank you

The website administrator can change the wording of this message if required.
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The membership type in EME is set to
start on a fixed date of 1st October
each year; we started using this
membership type on 1st October 2023
and membership lasts one year.

The grace period is set at 91 days (i.e.
until 31st December). If a person’s
membership fee is not recorded as
paid before 31st December, the system
will change their membership status to

Expired.

The automatic reminders are sent to
any members whose membership has
not been renewed on 1st October, and
again after one and two weeks, and
the end of October and November; [0,
7,14, 31 and 61 days after 1st October]
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Five reminders should be enough for anyone, but in the past the treasurer has spoken to
people who have not renewed by the end of November and found that some of them have

just not ‘got around to doing it’.

If required the plug-in can be set to send out an automatic email a fixed time before 1st
October by entering a positive number in the Reminder box; or the automatic reminder
function can be disabled completely by setting the reminder box to blank. Ask the website

administrator if you wish to change any parameters.

The treasurer (or any committee member) can send an email to all members at any time.

All they have to do is go to the Library page, click on Membership Records (under
Committee Papers), and go to the bottom of the list of members’ Contact Details where there
will be a list of all the current members’ email addresses. They can then cut and paste that
list of addresses into the Bcc section of their email (not into the To: or the cc: sections!).

Bcc stands for Blind carbon copy and must be used to avoid revealing all of the members’

email addresses to others.
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Processing Membership Renewals

After 1st October, when the system has emailed a reminder to members to renew their
membership, the treasurer should check the club’s bank account every few days looking for
such payments.

The treasurer should make a note of the people who have made payments and then log-on
to the website and go to the members section of EME Booking:
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The treasurer should locate and put a tick in the box next to the name of the members who
have just paid and then select ‘Accept membership payment’ from the list of actions in the

‘Bulk Actions’ pull-down menu. Then change the option in the box marked ‘Send emails to
members upon changes being made’ to “No”. And finally (after checking that the ticks are

definitely against the members who have just paid their membership fee), press the button
marked ‘Apply’.

When the button is pressed the system will automatically update all those members with a
tick against their name by moving the end date of their membership forward one year to 1st
October next year, setting their membership status to Paid, and recording the date of their
last payment as today (the day the record was updated).

If necessary, any of those details can be amended manually by editing and updating the
person’s membership record.
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