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Club members are responsible for ensuring their own contact and profile information is up
to date and accurate. You can request that specific members update their profiles using
the Request Member Update feature.

1. To send out an update request, you must go to your club homepage and log in. Then,
click on Member Area near the top right of the page.

2. Along the top of the screen you will see several tabs. Click on the Membership tab.
3. Next, click on Request Member Updates.

4. You are now on the Request Member Updates page.

Request Member Updates
This feature allows you to review how recently your members' profiles were updated, and by whom. You can send out an

email to each member displaying their current profile details and request an update if required (a link to their profile is in
the email). You can also customize the email message sent to your members. Click here to modify the message.
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5. To request profile updates from specific members, check the boxes next to their
names. Then, click on the button marked Send Update Request to Selected
Members.

Note: If a member does not have an email account specified, you will be unable to
check their name.
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Request Member Updates
This feature allows you to review how recently your members’ profiles were updated, and by whom. You can send out an

email to each member displaying their current profile details and request an update if required (a link to their profile is in
the email). You can also customize the email message sent to your members. Click here to modify the message.
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6. If you wish to send an update request to all members, click on the button marked
Send Update Request to All Club Members.

Request Member Updates
This feature allows you to review how recently your members' profiles were updated, and by whom. You can send out an

email to each member displaying their current profile details and request an update if required (a link to their profile is in
the email). You can also customize the email message sent to your members. Click here to modify the message.
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7. The system will automatically generate the text of the update request email.
However, you have the option to create a custom message. Click on Click Here to
Modify the Message to do so.



Request Member Updates

This feature allows you to review how recently your members’ profiles were updated, and by whom. You can send out an
email to each member displaying their current profile details and request an update if required (a link to their profile is in
the email). You can also customize the email message sent to your members]Click here to modify the message.
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8. On this screen, you may modify the member profile update request email as desired
using the editing field.

Modify the Update Member Profile Request Email Template

Use the editor to modify the email message sent to your members.
MNote: Once you click Save Template, the modified email text will become the new template and will be used for each
request. You can return to the original default text by clicking Restore Default Template.

Subject
Request for Update to Member Profile

Ternplate
To add a single line break, hold down Shift and press Enter.

AL BE B ks e s % mAn 220l
Format ~ | Font -|| Size v| B I US x, x* T, B- A-

r

@ Source |

Dear $FIRST_MNAMES,

Please review your membership profile below. If any of your information has changed, or you would like to update
this information, please click on the Update button. This will take you to Clubrunner where you can access your
Member Profile and make changes.
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9. When you're complete, click Save Template. Or, if you wish to restore the original

message, click Restore Default Template.



Modify the Update Member Profile Request Email Template

Use the editor to modify the email message sent to your members.
Note: Once you click Save Template, the modified email text will become the new template and will be used for each
request. You can return to the original default text by clicking Restore Default Template.

Subject
Request for Update to Member Profile

Template

To add a single line break, hold down Shift and press Enter.
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Dear $FIRST_NAMES,

Please review your membership profile below. If any of your information has changed, or you would like to update
this information, please click on the Update button. This will take you to Clubrunner where you can access your
Member Profile and make changes.
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