COMP MAIL MEMBER

To enter someone for mailing labels without adding them to the fraternal unit
membership they must be entered as a Comp Mail Member. As an example if you
wanted to add a State Officer or Deputy Grand Regent to your fraternal unit mailing list
you would follow this procedure.

Go to the Applications area of LCL by clicking the Applications tab.

# LCL.net Workspace

File GoTo Help

Chapter Number | 1464 |
Chapter Name | Oxenard /
e
FRU Information | Members Applications SpONSors

Click the |___New Application | button.

This will bring up a screen for entering the necessary information for the Comp Mail
Member.

The Application Date will default to today’s date. Click the Application Code drop
down arrow to enter the appropriate Application Code, which is “L - Comp Member”.

Application Number|510UD4DB |

applicationDate | 12/22/2009 v|
Application Code ﬂ
tpplication Status | 1~ Mew

1 - Multiple Membershi
Date Entered i e

2 - Re-Enrall

3 - Reinstate
Ballot Date 5 - Transfer In
Report Date L - Comp Member I\e-_-

It should be noted that only a limited amount of fields are necessary to enter a Comp
Mail Member (i.e., Name and Address), however there are other available fields that can
be populated. Those items that are not needed are “grayed” out.

Enter the Comp Mail Member name and address and any additional information that
you may want to populate for the Comp Mail Member.
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l i Application E|
|

FRU Number FRU Name |Ventura
b Member ID  [251000408 licant Name | |
Applicant Information
Sowiai T I
Application Number |51000403 Title v|
Application Code  [L - Comp Member Last Name l:l Suffix | v
-
Address Information Married Number of Child
—Tx [T T T O | Meries O Nemberof chiéren [
Address 1 | | First Name | |
Address2 | | M'lddleNama| |
T — R || e | |
Ratnase [ ||| Geemenl| 000 M@ | =y
Fees Paid o Bues Paid [ Country ~ | Birth Date |(none) v ST | |
Contact Information Employer | |
cetpione [( 5 ||| usrhone ]
eMail Address | |
Notes
o e J [t ][ o= ]

Notice that there is a special series of Member ID numbers for Comp Mail Members.

Click the [I button. The Comp Mail Member will now reside in your LCL
database under the Inactive tab within the Members area of the LCL net database.

To display the Comp Mail Member you will need to select the Members tab, then select
the Inactive tab, and then click the drop down arrow under the Status to select Comp
Mail. This will display all members in your LCL database who are Comp Mail

Members.
FRU Information | Members Applic

Fn | | st
Active | Inactive _

Comp Mail

> 851000105 Banana, Anna Dropped I
951000082  Garcia, Charlotte | DUPlicate
Bxpelled
951000091 H Joh
St Expired
951000114  Smith, Mary Resianed
951000115 Smith, Mary Terminated
Transferred
951000014 Volden, Amanda
Lnknown
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To display an individual record highlight and then double click the desired Comp Mail

Member’s record in the displayed list.

This will display the record as shown below:

Member Info “ Payments

Family

Activities |

ame nformaton e ]

Membership Status

Status Change  |12/22/2006

(Camp Mail Last Changed  [12/22/2006

Contact Information |

Home Phone | (922) 876-5432
L) =
|msrniﬁ'188@aol.mm |

Employment Information

Fax Number

eMail

Last Name Suffix l:l Individual Status
rrmeryhaires | secoiarypiiress | [IINITT TR o

Address1  [123MAIN ST ||| o mail O Birth |:|
Address2 | ||| Do Notsolict o Death |:|
City |OMAHA | MoosehavenResident Enroll I:I
StatefProv  [Nebraska | zp [ | Dues Exp
Country l:l Aﬁve Address [l ADF I:I
Bad Address [] Past Regent I:I
College I:I

Notice that the Individual Status is listed as Non-Member, this is so that the LCL
program can understand that this individual is not a member but should be selected
whenever Comp Mail Member labels are desired.

To print reports or labels for Comp Mail Members go to the Go To and select Reports

and Labels, Member.

File (RN velp

- Member Search
Ch
Application Transmit
Ch
S Daily Transmit
F

Monthly Reports

Get Avsards and Degrees
Get Member Information

Export

Reports and Labels *

General Information
07f21/19!
F7-00357
2MND 247

Institution Date
Federal ID

Meeting Night/Time

Lodage OXMNARD
eMail CHAFPTER

bers | | Applicat
tes

Address Change
Activities
Applicant

Arrears

Depaosit

Member Payments
Officer

Special Dages

Miscellaneous Code
Deceased

12-22-2009



Select Labels, Member Status. In the Selection area select Comp Mail from the drop
down list under the section entitled Member Status and then you can Sort by either
Name or Zip Code and then click the Create Report button to display the labels in the
right hand side of the screen.

Report |
X&[E &%= K-

& Reports

(<]
E
g

(5) Member Status MainReport
() New Member
() volunteer

ANNA BANANA CHARLIE LOPEZ MARY SMITH
123 MAIN ST 23456 DRUARY LANE 765 CASCADE DR
Member Status OMAHA, NE 12345 LOS ANGELES, CA 90002 OXNARD, CA 93033

Comp Mail »

Start Date

i

Label Selection
(&) Laser - Avery 5260
() One Up - Avery 4013
() Badges - Avery 5395
() Zip Code Report

Report

2, L
To print the labels click the M S8 T8 printer icon in the top of the screen.

These Comp Mail Members may also need to be deleted at some point in time when it is
no longer necessary to create a label for them. Here is how to delete a Comp Mail
Member.

Select the Members tab and select the Inactive tab. Click the Status drop down arrow
and select Comp Mail to display all the Comp Mail Members in your database.

FRU Information Members | Applications Sponsors

y 4
Find l:l Status [ Delete Comp’r"lemher l ’ View Member
Active Inactive ‘
Member ID Name Home Address Home Phone | Status Change D Status Dues Expiratian

» 951000105 Banana, Anna FRUIT OF THE LOOM LANE, HERSHEY, PA, 08/28/2006 Comp Mail

951000082 Garcia, Charlotte 112 SANTA BARBARA ST, SANTA BARBARA 08/23/2006 Comp Mail

951000091 Henry, John 8765 SANTA MARIA LANE, SANTA MARLA, 08252006 Comp Mail

951000114  Smith, Mary 123 MAIN 5T, OXNARD, CA, 93033 (805) 998-765 12/22/2006 Comp Mail

951000115  Smith, Mary 123 MAIN 5T, OMAHA, NE, 12345 (922) 876-543 12/22/2006 Comp Mail

951000014  Volden, Amanda 4121 5 B ST, OXNARD, CA, 93033 (805) 486-511 10/04/2005 Comp Mail

951000081  Volden, Peter 4121 5 B ST, OXNARD, CA, 93033 08/23/2006 Comp Mail

Highlight the Comp Mail Member that you would like to delete and click the Delete
Comp Member button at the top of the screen.
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The following message will be displayed to confirm that you want to delete this Comp
Mail Member.

LCL. net Question

\?/II Are you sure you wish to delete this Comp Member?

Yes Mo

Click Yes to confirm that you want to delete the record or No to keep the Comp Mail
Member record in your LCL database.

The following message will display to confirm that the record was deleted.

LCL.net Information

- | ) Comp Member successfully deleted.
8

The Comp Mail Member will no longer be in your LCL database.
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