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Overview

The Office System has the ability to send additional attachments with the Statement PDF when
sending Statement Emails. These additional attachments are attached in the form of a Hyperlink
within the body of the Statement Email. In this guide, we will walk through the process of adding

additional attachments.

Please Note: The Office System can only send PDF and JPG files as attachments.

Use Case(s)

o A Membership Director wants to send an additional Event Flyer with their Statement
Emails.

e The Club wants to attach a Newsletter to their Statement Emails.

e Event Registration forms are sent with Statement Emails to help accelerate the registration

process.

Member Statement Wizard

To begin, navigate to the Membership Module on the left-hand user menu and then

select Print Member Statements.
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The Member Statement Wizard will launch.

Statement Generation Wizard

Select month and year you wish to generate statements for.

Statement Period
Month: =
Year: |2017 bt
Companies: | (All)
" Memo Biling
Output Settings

V' Print Statements
¥ Email Statements
|attach PoF =]

" 5ave Statement Copy To File
| Export Statement To Third Party

[ =

Cancel { MNext

&> Member Statement Wizard 7 x

Select the applicable Month and Year of the Statement Email being sent.

&> Member Statement Wizard

Statement Generation Wizard

Select month and year you wish to generate statements for.

Statement Period

or\‘lonih: |8 'l
OYear: |2Dl? 'l

Companies: | (All)

[ Memao Biling
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Output Settings

Uncheck Print Statements, and change the Output Settings to Attach PDF (Rich).

Output Settings

™ Print Statements
V¥ Email Statements

Attach PDF {Rich)
B Email (Embedded HTML)

(

Click, Next.

Member Selection/Statement Details

On the next screens, select Members who are configured for an Email Statement, and the

applicable Statement Details settings as normal.

Please Note: For more information on selecting Members and the Statement Details

screen, please see our End of Month - Month End Wizard guide.

Adding the Attachment

Attach additional attachments in the form of a Hyperlink within the body of the Statement

Email by following the below instructions:

1) Enter a Subject for the Email Message (Optional). Then, write out the Email

Message that will be sent along with the Statement.
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http://kb.clubessential.com/display/OF/Office+-+Membership+-+End+of+Month+-+Month+End+Wizard

& Member Statement Wizard 7 x

Statement Generation Wizard
Please wait while we g your sel d ber's . Click Pause or Cancel to suspend operatiol

_(None) L,_'\)

August Member Statement

|»

Formats v  Paragraph ~ Font Family ~ Font Sizes - o St |
=== = ﬁﬂﬁe
¥ h & W |B 7 |A-B-Q E =E = E
| e i % T —— 4 Prefix
2 Aol | 5 I A B: Y < A B I S S
] First Name
< . b
) Middle Mame
Dear {%First Name®:} {%Last Name%:} , -‘.'jLastName _I
Attached, please find your Monthly Statement.
In addition, please Click Here for more information on this yvear's Halloween Activities. @ Attachments
Thank you frem all of us at Clubessential! Qﬁ Member

ﬁ Custom Fields

2} Member Financial
%% System
@ Web Custom Page

) webModule

Cancel Previous Next Finish

2) Highlight the Text that will serve as the hyperlink, and choose the Insert Link Icon on

the toolbar.

Formats + Paragraph ~ FontFamily <~ FontSizes -

3 h B & | B 7 |A~-H~ QO

4
i
4
il
Il

<3

Dear {%First Name%:} {%last N3

Attached, pleasze find vour Mopthle

Thank you from all of us at Clubessential!

In additian, pleas r more infoarmation on this vear's Halloween Activities.
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3) Click the Browse Icon to Upload/Browse to the desired PDF or JPG file.

Insert link

urd I

Text to display Click Here

Title

Link list | None
Target | Mone
Class | None

Ok Cancel

4) To upload the desired file, select the Upload Icon, and then choose Add Files.

MoxieManager
g Create ~ || B3 Upload

= L= | son~
FileSystems uploads
+ Favorites Filename -~ Size Type Modification date
W History ‘ [ MG_2544 JPG 103 KB jpg 01/22/2016 152615
B Uploaded
‘ [ not_found.JPG 5KB  jpg 01/22/2016 15:26:15
‘ [ not_found_large jpg 10KB jpg 01/22/2016 15:26:15
‘ [ not_found_member JPG 1KB  Jpg 01/22/2016 15:26:15

Upload

Valid extensions: jpg. jpeg. png. gif, html. htm. txt. docx, doc, zip, pdf

Max size: 100 MB

Drag files here

| B Add files
Upload [RelEES

5) Navigate to the desired file and choose Upload

Upload x
Valid extensions: jpg. jpeg. png. gif. himl, htm, txt. docx, doc, zip, pdi
Max size: 100 MB
Halloween Flyer pdf 0%
Files: 1 (417 KB) B0 Add files
Upload Close
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6) Once upload is complete (Finished at 100%), Close the Upload screen.

Upload

Max size: 100 MB

Valid extensions: Jpg. Jpeg. png. gif, htm. htm, tt, docx, doc. zip. pdf

Halloween Flyer pdf

100%

Uploaded 1 files(s) at 510 KB/s | [+ I

7) Select the newly uploaded file and choose Insert.

MoxieManager %
| @Create ~ | B Upload | & Manage ~ | o = i | sort~ [Filte Q,
File Systems | uploads T
il uploads
+r Favoriies = Filename -~ Size Type Modification date
B History 7 Halloween Flyer. pdf A17KB pdf 08/22/2017 10:19:15 [=]
b [ IMG_2544 JPG 103KB jpg 01/22/2016 15:26:15
[ not_found JPG 5KB  Jpg 014222016 152615
a8 not_found_large jpg 10KB  jpg 01/22/2016 15:26:15
[ not_found_member JPG 1KB  Jpg 014222016 152615

8) The URL to the file will be loaded automatically. Click OK to finish inserting the

Hyperlink.
Insert link x
Url hitps://demoadmin.clubepay_com/assets/de ﬁ)

Text to display

Title

Link list

Target

Class

Click Here

None -
MNone -
None v

2 oSl | Cancel
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9) The Text highlighted previously will now link directly to the uploaded file.

Formats = Paragraph ~ FontFamily = FontSizes -
¥ h o B B /7 | A~-A~-Q E E =E E
BH- = % Pl B L W=~ =~ F E |

Dear 4%First Name®:}+ {%Last Name%:} ,

Attached, please find yvour Mon#fily Statement.
In addition, please|Click Here for more information on this vear's Halloween Activities.

Thank you from all of us at Clubeszential|

Sending the Email

Once the necessary attachments have been inserted, select Finish to send the Email.

Prewvious

Best Practices

1. The Office System can only send PDF and JPG files as attachments.

2. Information on Members and the Statement Details screen, please see our Month End

Manual.

FAQs

Q: Can | include more than one additional attachment to the statement email, or am | limited

to just one?

A: Yes, since the documents are attached as a hyperlink in the body of the email, you can add as

many attachments as you like.
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http://kb.clubessential.com/display/OF/Office+-+Membership+-+End+of+Month+-+Month+End+Wizard
http://kb.clubessential.com/display/OF/Office+-+Membership+-+End+of+Month+-+Month+End+Wizard

