Membership Pro — User Guide Version 2.0

Membership Pro

User Guide
Version 2.1.0 - July 2026

Product Membership Pro

Version 2.1.0

Document User Guide

Audience All users and administrators

Publisher Computer Aided Business Systems (CABS)
Contents
R 1o Yo 11 o o o PSR 2
2. GEIING STAMEU ... 2
3. MemDbErs & HOUSENOIAS ... e e ettt e e e e e e e e eatt e e e e e e eeennees 3
1 0] U o L P 3
T V=T o) SR AN A =] Lo F= T o =TT 4
6. CONTIDULIONS ... 5
7. MEMDBDEISNIP DUEBS ... ..ot e e e e e e e e e e et e e e e e e e e e e eatb e e e e eaaeaannees 5
8. FINANCE & CASNDOOK ... ... 6
(S T o] 091 0 10T o1 o= (o] o 13 SSUPUPRPPP 6
O =T o Jo ] ST PP S UPPPPPPPPTTTR 7
IS [ 1T T £ 1= U (o o U PPPSUR 8
12, TIPS & GIOSSAIY ....ceiiiiiiiiiiiiiiiiitiiiee ettt ettt ettt ettt ettt ettt ettt e e et e e e e e e e eeeeees 8

© 2026 Computer Aided Business Systems Page 1 of 11



Membership Pro — User Guide Version 2.0

1. Introduction

This User Guide is the complete reference for Membership Pro. It explains every area of the
application in the order you are likely to use them, from adding your first members through to
producing reports and administering the system.

Membership Pro manages the members of an organization and the groups, events, giving, dues
and communications that go with them. Wording on screen adapts to your organization type, so
the labels you see may differ slightly from the generic terms used here (member, group, event,
contribution).

How this guide is organized
» Getting Started covers installation, first-run setup and the main window.
* Chapters 3to 9 each cover one functional area in task order.
* Reports and Administration cover output and system settings.
Note What you can see and do depends on your role's permissions. If a menu or button

described here does not appear for you, your role may not have access to it; ask an
administrator.

2. Getting Started

2.1 Installing
1. Run the installer and follow the prompts.
2. Launch Membership Pro when installation completes.

Membership Pro runs on Windows 10 or 11 (64-bit). It needs no separate database server for
everyday single-computer use.

2.2 First-run setup
The first time the application starts, a setup wizard collects the essentials and prepares your
database. You will be asked for:
* Your organization's name, type, contact details and logo.
* Your currency and regional format, and the month your financial year begins.
* Where data is stored — the built-in database, or Microsoft SQL Server for shared use.
* An administrator username and password.
Important Your organization type and terminology are chosen during setup and are not

changed afterward, because they affect wording throughout the application. Choose the type
that best matches your organization.

2.3 Signing in and the main window

Sign in with your username and password. The main window has menus across the top,
grouped by area: Members and Households, Groups, Events and Attendance, Contributions,
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Dues and Finance (when enabled), Communications, Reports, and Settings. Most areas open a
list window where you can search, add, edit, and deactivate records.

Tip Most list windows share the same controls: a search box, a “Show inactive” option, and
Add / Edit / Deactivate buttons. Double-click a row to open it.

2.4 Activating your licence

Membership Pro is licensed per computer. Each PC you install it on is activated separately, and
an activation is tied to the machine it was performed on. Open Help » Licence... at any time to
see the current status or to activate.

Activating online

Open Help » Licence....

Enter the licence number and activation code supplied with your purchase.

Choose online activation. The computer contacts the licensing service, and the licence is
checked and installed automatically.

Activating from a licence file

If the computer has no internet access, your supplier can issue a licence file with the extension
.mplic. Open Help » Licence..., then paste the file’s contents or load the file from disk. The
licence is verified on this computer before it is accepted.

Important A .mplic licence file is a credential. Anyone who has the file can install the licence, so
store it as carefully as you would a password and do not forward it.

Moving alicence to another computer

Deactivate the licence on the old computer first; that returns the activation so it can be used
elsewhere. Then activate normally on the new computer.

Note Licensing and activation enquiries go to support@cabsystemsapp.com. That is a different
address from general product support, which is given at the end of this guide.

3. Members & Households

Members are the people your organization tracks. Households group members who live
together, with one member designated as the household head.

3.1 Adding and editing a member
1. Open Members and select Add (or select a member and choose Edit).

2. On the ldentity tab, enter the member's name and, if relevant, date of birth and
membership type.

On the Contact tab, enter phone, email and address details.
Set the member's communication preference — whether they may be contacted by email.
Optionally add a photo, and assign the member to a household.

S

Select Save.

Note If a member asks not to be emailed, clear their email permission. They will then be
skipped automatically whenever you send messages.

© 2026 Computer Aided Business Systems Page 3 of 11



Membership Pro — User Guide Version 2.0

3.2 Households
A household links related members together and identifies a head of household, which is useful
for addressing correspondence and for reporting.

1. Open Households and select Add.

2. Name the household and add its members.

3. Choose which member is the head of the household.

4. Select Save.

3.3 Finding members

Use the search box on the Members list to find people by name. Turn on “Show inactive” to
include members you have previously deactivated. Deactivating a member keeps their history
but removes them from everyday lists and pickers.

4, Groups

Groups organize members for any purpose — teams, classes, committees, ministries, or social
groups. A group can also carry its own recurring meeting schedule.

4.1 Creating a group
1. Open Groups and select Add.
2. Enter the group's name, type and meeting details.
3. Add members to the group.
4. Select Save.

4.2 Meeting schedules and automatic events
Give a group a recurring schedule and Membership Pro creates the group's meeting events for
you, extending them forward over time so the calendar stays populated.

1. Open the group and go to the Meeting Schedule tab.

2. Choose how often the group meets — weekly, or monthly (including patterns such as the
second Tuesday of each month).

3. Set when the schedule starts and, if relevant, when it should end.
4. Save. The individual meetings are generated automatically.

Tip To change a schedule later, edit it on the same tab. You can change meetings going
forward without disturbing meetings that have already happened.

4.3 Deactivating a group

Deactivating a group removes it from everyday lists while keeping its history. If the group has a
meeting schedule, its future meetings are switched off as well (past meetings are kept). You are
told this before you confirm.
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Note Reactivating a group does not bring back its old schedule. If the group meets again,
add a fresh schedule on the Meeting Schedule tab.

5. Events & Attendance

Events represent gatherings — services, meetings, classes or any occasion you take
attendance for. Each event has a type, and attendance records who was present.

5.1 Recording attendance
1. Open Events & Attendance and select the event, or add a new one.
2. Mark each member as present or absent.
3. Select Save.

5.2 Recurring events

Events can recur on a schedule, in the same way as group meetings. Membership Pro
generates the individual occurrences and rolls them forward automatically. Group meeting
schedules (Chapter 4) are one source of recurring events; you can also define recurring events
directly.

5.3 Changing arecurring event
When you change a recurring event you can choose the scope of the change:

» This and future occurrences — applies the change from a chosen date onward, leaving
past occurrences untouched.
* The whole series — applies the change across all occurrences.

Tip Use “this and future” when something changes partway through the year — for example
a meeting moving to a new time — so your historical records stay accurate.

6. Contributions

The Contributions area records giving and the funds and donors associated with it.

6.1 Funds and donors

» Funds classify giving by purpose (for example a general fund, a building fund, or a special
appeal).
+ Donors may be members or non-members; both can be recorded as givers.

6.2 Recording contributions

Contributions can be entered individually or grouped into a batch for a giving occasion, which
makes rapid entry and reconciliation easier.

1. Open Contributions and start a new entry or batch.

© 2026 Computer Aided Business Systems Page 5 of 11



Membership Pro — User Guide Version 2.0

2. Choose the giver and the fund, and enter the amount and date.
3. Save. Repeat for each gift in the batch.

If you name a giver who is not yet on file, Membership Pro offers to create a donor record there
and then, so you do not have to leave the entry screen. Accept the offer, fill in the donor’s
details, and the contribution continues with the new donor selected.

Note After you save a contribution for a member, Membership Pro offers to send a WhatsApp
thank-you. This applies to members only: donors have no member record, so the offer does not
appear for them.

6.3 Pledges

A pledge records a giving commitment, either as a single amount or spread across periods. As
contributions are recorded, you can track progress against the pledge and mark it complete.

6.4 Statements

Contribution statements summarize a giver's contributions over a period and can be produced
for a single member, a single donor, or everyone. Statements include your organization's tax
disclaimer where applicable.

Sending a statement

One action produces the statement and delivers it by the best route available for that person.
What happens depends on the contact details on file:

Email and phone, email succeeds — the statement PDF is emailed, and a short WhatsApp
heads-up is composed for you to send so the member knows to look for it.

Email and phone, email fails — the heads-up is not offered, because it would announce an
email that never arrived. A WhatsApp text-summary of the statement is composed instead.
Phone only — a WhatsApp text-summary is composed. There is no PDF and no email.

Neither email nor a usable phone number — nothing is sent, and you are told why.

In every case you are shown a summary you can copy, recording what was sent, to where, and
anything that was skipped and why.

Note The figures in a WhatsApp summary are produced from the same totals as the PDF, so a
summary can never disagree with the statement it accompanies.

7. Membership Dues

Note Dues are optional. The dues and finance areas appear only when “Collect
membership dues” is switched on in your organization profile. If your organization does not
charge dues, you can skip this chapter.

7.1 Turning on dues
1. Open Settings » Organisation Profile and switch on Collect membership dues.

2. Define your membership types (for example Regular, Student, Senior) and set each type's
annual dues rate.

3. Save.
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7.2 Generating assessments

An assessment is a member's dues charge for a year. Generate a year's assessments in one
step and Membership Pro creates a charge for every member according to their membership

type.

Tip Members who joined partway through the year are pro-rated automatically — they are
charged only for the months remaining in their first year, so no one is over-charged.

7.3 Recording payments and tracking arrears
1. Open a member's dues assessment.
2. Record a payment — full or partial — against it.
3. If a payment was entered in error, void it to reverse it.

Outstanding balances are tracked as arrears, so you can see at a glance who has paid, who
has paid in part, and who still owes.

7.4 How dues feed your finances

Each membership type's dues can be directed to a finance category, so different kinds of dues
can be tracked separately (for example senior dues and life-member dues), with a default
category for everything else. See Chapter 8.

8. Finance & Cashbook

The Finance area gives you a simple, consistent picture of money in and out, tied to your
membership records. Like dues, it appears when dues collection is enabled.

8.1 Finance categories

Finance categories classify money. A category can be marked as a target for contributions, for
dues, or both, which is how giving and dues payments find their way into your finances.

8.2 The cashbook

The cashbook lists finance transactions in one place, so you can review activity without piecing
it together from separate areas. Contributions and dues payments post to the categories you
have chosen.

Tip Set up your finance categories before generating dues assessments or recording
contributions, so everything posts to the right place from the start.

9. Communications

Membership Pro can send email to your members directly, with templates, personalization, and
a record of everything sent.
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9.1 Setting up email
1. Open Settings » Communications...

2. Enter your email (SMTP) account details — server, port, sign-in and the address
messages are sent from.

3. Save. You only need to do this once.

9.2 Composing and sending
1. Open Communications » Compose...
2. Choose recipients: all members, the members of a group, or a single member.
3. Write your message, or start from a saved template.
4. Insert merge fields (such as the member's first name) to personalize each message.
5. Review the recipient summary — it shows how many will receive the message and how

many are skipped — then send.

Note Members who have opted out of email are skipped automatically. You are always
shown the count of skipped recipients before anything is sent.

9.3 Templates and merge fields

Templates save messages you send often. Merge fields are placeholders, such as a member's
first name, that are filled in for each recipient when the message is sent, so a single template
produces personalized messages.

Open Communications » Templates to manage them. Select Add to create a template: give it a
name, choose whether it is an Email or a WhatsApp template, and write the body. Email
templates also take a subject. Template names must be unique.

Note A template’s channel is chosen when you create it and is shown but locked when you edit
it afterwards. This is deliberate: changing the channel of an existing template would remove it
from the picker that uses it.

Tip Template bodies can run to several lines. Press Enter to start a new line; it does not close
the dialog.

9.4 Event notices and birthday greetings
* Event notices send a message about an event to your chosen recipients.
« Birthday greetings send a greeting to members whose birthday is coming up.

» Birthday call list emails a formatted list of upcoming birthdays to the people you choose,
so they can reach out. You select who receives the list.

9.5 Sending by WhatsApp

Membership Pro can compose a WhatsApp message for a member and hand it to WhatsApp for
you to send. It is worth understanding exactly what this does before you rely on it:

Messages are text only — no attachments, no images.

Membership Pro opens the message in WhatsApp with the text already filled in. You press
Send. Nothing is sent without you.

© 2026 Computer Aided Business Systems Page 8 of 11



Membership Pro — User Guide Version 2.0

WhatsApp Desktop, or WhatsApp Web in your browser, must be installed and signed in. If
WhatsApp will not open, the message is copied to the clipboard instead so you can paste it
yourself.

Membership Pro cannot tell whether the message was delivered or read. The log records that
the message was handed to WhatsApp, not that it arrived.

Where you can send from

WhatsApp actions appear in six places, plus the member record itself:

Members list — Send WhatsApp... for the selected member.

Member record — Send WhatsApp... on the member you have open.

Event — WhatsApp Notice... to tell people about an event.

Dues assessments — WhatsApp reminder... for an outstanding balance.

Pledges — WhatsApp progress... to report progress against a pledge.

Contribution entry — after saving a member contribution you are offered a thank-you.
Contribution statements — the heads-up or text-summary described in Chapter 6.

The country code

The first time you compose a WhatsApp message, Membership Pro asks for your dialing
country code so local numbers can be turned into international ones. Enter digits only. It is
remembered afterwards and can be changed in your organisation profile.

Note Membership Pro checks that a number is the right shape, not that it belongs to anybody.
A number that is well-formed but not in use will open in WhatsApp, and WhatsApp will tell you
the number does not exist. Check the number shown in the preview before you press Send.

Sending to several people

When an action covers more than one member — an event notice, for example — Membership
Pro steps through them one at a time. For each person you can:

Open WhatsApp — hand this message to WhatsApp to send.

Copy — put the message on the clipboard instead.

Skip — move to the next person without sending.

Stop — end the run; nobody after this point is contacted.

At the end you are shown a summary you can copy, grouping everyone as Sent, Copied,
Skipped or Failed, so you have a record of what you actually did.

9.6 The communications log

Every message sent — and any that failed — is recorded in the communications log, with the
recipient, subject, time and status. Open Communications » Communications Log... to review it
and to see the content of any message.

The log covers both channels. Filter it by channel (Email or WhatsApp), by status (Sent or
Failed), by date range, and by member. Use Find... to pick a member, and All members to clear
that filter and see everyone again.

Note For WhatsApp, a status of Sent means the message was handed to WhatsApp with the
text prepared. WhatsApp does not report back to Membership Pro, so this is not a confirmation
of delivery.
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10. Reports

Reports are produced as professional PDF documents you can print or share. Open the Reports
menu, choose a report, set any options it offers (such as a date range or a particular group),
and generate it.

Reports are available across these areas:

Area SETIES

Members & Households Member directory; household rosters

Groups Group rosters (all groups or a single group)

Attendance Attendance summaries and trends

Contributions Giving by date range; giving by fund; batch deposit; contribution
statements

Dues & Finance Dues statements; arrears (outstanding balances); dues summaries

Tip Statements and many reports can be produced for one person or for everyone,
depending on what you need.

11. Administration

Administration covers the settings and controls that keep your installation running the way you
want. These features are typically restricted to administrators.

11.1 Users, roles and permissions

Each person who signs in has a user account and a role. Roles control what their holders may
see and do, down to individual reports and contribution functions. Adjust a role's permissions to
grant or restrict access; changes take effect the next time the affected user signs in.

Communications permissions follow the same pattern as the rest. Sending by WhatsApp has its
own permission; where a role has not been given an explicit setting for it, the role’s general
Communications sending permission applies. An explicit refusal always wins over an inherited
allowance.

11.2 The audit log

The audit log records changes made in the system — who changed what, and when. Open
Settings » Audit Log to review it. It is a read-only record for accountability.

11.3 Organization profile

The organization profile holds your organization's name, contact details, logo, currency and
regional format, fiscal-year start, tax disclaimer and the “Collect membership dues” setting.
Update it from Settings » Organisation Profile.

© 2026 Computer Aided Business Systems Page 10 of 11



Membership Pro — User Guide Version 2.0

Note Changing your currency or regional format takes effect immediately — amounts
throughout the application and in reports update to the new setting. Your organization type
and terminology, however, are fixed after setup.

11.4 Backup and restore

Protect your data with regular backups. For the built-in database, use the backup option
provided in the application, and always back up before installing an update. For Microsoft SQL
Server, backups are handled by your database administrator.

12. Tips & Glossary

12.1 Working efficiently
+ Use the search box and “Show inactive” option on every list to find records quickly.
» Double-click a row to open it for editing.

If you close an edit window with unsaved changes, you are asked whether to save them first, so
work is not lost by accident.
» Set up funds, membership types and finance categories before bulk data entry, so

everything is classified correctly from the start.
» Keep member email permissions up to date so messages reach the right people.

12.2 Glossary

Member A person your organization tracks.

Household A set of related members with a designated head.

Group A collection of members, optionally with a meeting schedule.
Event A gathering you can take attendance for.

Occurrence A single dated instance of a recurring event.

Contribution A recorded gift, classified by fund.

Pledge A giving commitment tracked over time.

Assessment A member's dues charge for a year.

Arrears Outstanding (unpaid) dues.

Finance category A classification for money in and out.

Merge field A placeholder filled in per recipient when a message is sent.
Role A set of permissions assigned to users.

Need more help? Open Help » Documentation for the full guides, or contact Computer Aided
Business Systems at support@membershippro.net.
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