
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.   
 

 
 

Click the  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”.   
 

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

Click the  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. 
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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: 
 

 
 
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.   
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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.   
 

 
 

To print the labels click the  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.   
 

 
 
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. 
 

 
 
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. 
 

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