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CLMS2 Web: Home Page/News



Lodge Secretary News

Important notices from the GER and Grand 
Secretary that all Lodge Secretaries should read 
and check regularly



ENF Hotline Lodge (Your Lodge #)
Beacon, Gratitude, Promise, Impact, Spotlight and Freedom 
Grant Applications and Status with a link to applications; 
Community Investment Program (CIP); ENF Remittance 
Sheets you can submit through CLMS.



Manuals & More
Links to the Secretary’s manual, Charity workbook, 
Elks.org user manual, Virtual  Home Page Owners 
manual and Grand Lodge manuals 





You will also see tabs for the following:

Supplies & Forms:
When you select Supplies & forms you will be able to order your 
lodge supplies and cards and forms from the GL.
Download CLMS2PC for Windows:
You will be presented with information and links to
both the CLMS2PC documentation and the installation package.
CLMS2PC Online: Quick access to PC when you need it in a 
hurry, just don’t use it for long term access
Online Help: Home: Can answer questions you may have on 
any functions in CLMS2 Web system.



CLMS2Web Roster: Control Panel



Add a Membership Candidate



This Candidate…
• Has never been a Member of the Elks *** means exactly that, not 20 

years ago, not from a Lodge that has closed, NEVER been an ELK, so 
please read their application carefully and investigate carefully.

• Is Transferring to this Lodge***Use this ONLY If the name of the 
transferring member does not appear on the Process Incoming Transfer list 
shown, also contact the Lodge they are dimiting from to ensure they are 
removed from their roster.

• Is affiliating to this Lodge via an Absolute Dimit from another 
Lodge*** This means they have presented you with a paper copy of the 
dimit or you can verify it by continuing the process and accessing their 
record from the old Lodge (Look Up).  If you can’t verify this, please call me 
as I have resources to obtain the information.

• Is affiliating to this Lodge via Certificate of Release from another 
Lodge*** They have presented you with a COR from their previous Lodge 
and you can obtain it by continuing the process and accessing their record; 
or you can assist them by contacting the old Lodge and forwarding the $20 
for a COR which when posted will allow you to add them.  Reinstatement 
fees will apply.



This Candidate…

• Is affiliating to this Lodge via Certificate of Status from another 
Lodge*** This is a member, who through no fault of their own, was a 
member of another Lodge that closed.  They were issued a Certificate of 
Status to affiliate with any other Lodge of their choosing.  If they don’t have 
a paper copy you can still process them and (Look Up) their information 
which will transfer to your candidates list.

• Is a former member of this Lodge who is reinstating his or her 
membership*** Pretty self-explanatory, this means they were once a 
member of your Lodge and were dropped per their request or for non-
payment.  Reinstatement fee’s will apply.

What you do will have impact to

CLMS2 Membership Records.  

Think carefully about how you

bring new members into your Lodge!



Process Membership Candidates



Process Incoming Transfers

If an incoming transfer has been granted a transfer dimit to your lodge, you'll 
be alerted by counters on the "Incoming Transfers" link of the main menu, 
and the "Process Incoming Transfers" link of the Control Panel. Click 
either one of these links to display your transfer candidate(s):

To process an incoming transfer, click the "Process Transfer," button, and then 
supply the appropriate application date. Click the "Create New Account" button 
and the transfer's membership data will be imported automatically from his 
previous lodge. No muss, no fuss, less typing!



Process Incoming Transfer
At this point in the process you'll be prompted to supply the application fee, if applicable. 
After you've clicked the "Submit Payment" button, you'll be taken automatically to the 
transfer's new roster record, where you can make any required revisions. When the 
transfer has been converted into a candidate for membership into your lodge, it can be 
processed just like any other candidate by clicking the "Process Candidates" link from the 
Control Panel. (Note that the transfer/candidate will not be listed as an official member 
of your lodge until all steps of the affiliation process are complete.) 



Transfer Dimit Cautions

• Never accept a transfer dimit with unpaid dues from 
their previous Lodge.  If this transfer appears in the 
March time frame, communicate well with the Lodge 
they are coming from and inform your candidate that 
they must pay dues to their previous Lodge if you can’t 
pick them up by the end of the month.

• Never add a member of another Lodge to your roster, 
they MUST be processed through the CLMS2 system.  
To do so will result in this member being in both rosters 
and clearly misrepresent membership numbers.

• Communicate well with the Incoming and Outgoing 
Transfer Dimit Lodges and call for help when mistakes 
are made that you don’t know how to fix.



Other Record Types

Adding New Associate 
Members, Stray Elks, 
Widow(er’s), Protocol, 
Vendors, Auxiliary 
Members, Lodges or 
Under-Age Child of Active 
Member

• Associate Members are 
admitted with a vote of the House 
Committee

• Stray Elks are Members who 
belong to another Lodge but reside 
in your jurisdiction

• Widow (er) 

• Protocol Members are 
Dignitaries in your District & State

• Vendors are usually Non-
Members who advertise in your 
newsletter

• Auxiliary Member

• Lodges in your District/State that 
you may communicate with

• Under-Age Child of Active 
Member



Lodge Stats
• Easily access current 

Membership Stats or 
click on Full 
Membership Stats for 
a complete report



Alerts; Delinquent Members and Membership Dues

• Make a regular practice of addressing Alerts 
each time you access CLMS2; Flagged 
Records MUST be looked at and handled; 
Pending Outgoing Transfers should be 
monitored with a follow up call to the 
receiving Lodge if members are not picked up 
in a reasonable time; Incoming Transfers 
should be picked up immediately and 
processed as timely as possible; Pending 
Submission and Membership Inquires should 
be addressed promptly.

• Delinquent Members; Drop for non-payment 
will populate once the system shows them 
more than 12 months delinquent; All 
Delinquents can easily be accessed by clicking 
on this prompt.

• Process Dues Payments give you a list of 
members by name or input a membership 
number that takes you directly to their dues 
payment.



Grand Lodge Submissions

• Here you will be able to submit your  Semi-
Annual and Annual Membership Report, which 
are automatically submitted on the dates given.

• Confirm Officers and Committee Assignments 
each time you make a change

• Submit New, Renewal or Replacement 
ER/Secretary *very important at the end of the 
year after elections so there is no break in the 
access for CLMS for the current or new 
Secretary and so Grand Lodge has the new ER 
in their records

• Confirm/Update Lodge Information as it 
changes

• Confirm/Update PER List as it changes *this 
would include spouses

• Charitable Report Submitted, is where you can 
review prior reports submitted.  *Please 
remember that the current report for the new 
year is not be available until Mid June.  You can 
click on the Update Charitable Giving Data to 
make entries or corrections that are 
automatically submitted to Grand Lodge. 



Reports Tab  
Membership

• All Active Members

• Elks.org users

• Top Proposers

• Changed Records

• Flagged Records

• Online Membership 
Apps

• Current Lodge Year 
Changes

• Necrology

• Grand Lodge 
Membership Reports

• Amount Due Grand 
Lodge

• CLMS Membership 
Snapshot

• Membership & 
Lapsation

• 60 Day Reinstatements

• Expelled Members

• Suspended Members

• Current Lodge 
Secretaries



Charitable Reports & CLMS Status



CLMS Status Balance Count

• Click on Balance Count and this will display a 
list of possible reasons you need to look at 
that may be why you are Out Of Balance.



Out of Balance

• Click on the Members Name 
which will take you to their 
Contact Screen and select 
History.  Run your cursor 
over the little i which will tell 
you when the record was last 
changed and the ID of the 
person who changed it.

Date added: 

04/06/2016

01:27 PM

Changed by ID

3411160



How Do I Correct my Out of Balance Status?

• Remember those of you with lodges that were out of balance at the end of 
the lodge year can request an adjustment from the Grand Lodge. If your 
Active Count was lower than the Ending Member Count please send the 
Grand Secretary's office a copy of the last page of your final Active 
Membership Report (That is Under Reports, Membership, then click on All 
Active Members)  with the total membership number circled (on the last 
page) and your signature on the paper. Send this to the Grand Secretary's 
office with the request for an adjustment (cover letter requesting an 
adjustment). If you have questions about this please contact them at       
773-755-4708.

• If your Active Count is Higher than the Ending Member Count you don't 
need to do anything. The Grand Lodge will automatically make an 
adjustment to put you back in balance. 

Lodges who do not adjust are giving the CHEA Membership 
Committee an inaccurate account of our Membership 

numbers.  Get this accomplished ASAP!!! 



Settings Tab

• Lodge 
Information 
*This is where 
you must change 
the Exalted Ruler 
and Secretary  to 
ensure  
Membership 
Cards and data 
to CLMS2 is 
correct.  Please 
update this as 
changes occur!



Settings Tab

• Dues; Update Message 
imprint on Dues 
Statements 

• Mailings; Update Bar 
Code Information, return 
address and Elk Titles

• Email; email settings

• Other; Life Membership 
overrides and ENF account 
setting

• Custom; Custom Fields

• Dates; Dates Committees 
were confirmed and ER 
and Secretary were 
appointed



Officers/Committees

• Edit Lodge Officers

• Edit Lodge Committees

• Confirm Officers/Committees

for Grand Lodge



Accounting Tab

Payments

Edit Rates

Transaction Recap

• Edit Rates, Batch Editing (select) Dues

• This should take

you to the list of 

Delinquent, Current

and Prepaid Dues 



Options

• Enable Expert Mode

– This is where when activated you can delete, change, alter, add, 
pretty much do anything you want to a record in the system 
*CAUTION, do so at the risk of changing things permanently!!! 

• Enable Demo Mode

– This is a great place to be when you want to try something you 
are not sure of or simply use as a training tool.  Changes here 
are not permanent.  *Another trick is to check here if you have 
lost important records that you think are gone forever, they just 
may be here! 



How Do I Drop a Member who is not 
12 months delinquent?

• When a Member has given you a written request to drop them and turned in
their membership card, you can drop them!

• Always use every method available to retain members; however, if they
insist on being dropped, you can go in to Expert Mode and Add a New Drop
Date.

• When in Expert Mode access the member record, click on their History and
use the drop down file in the body of that file to choose “Add a New Drop
Date”.



Staff/Messaging/Support

• Staff manages website users; Appoint CLMS2 Staffers, 
Appoint Cyber Assistant, Appoint ENF Grant and  
Scholarship Coordinators, Appoint By-Laws Coordinator, 
Appoint Local Hoop Shoot Coordinator, Appoint Local 
Charitable Report Coordinator and Validate Elks.org users

• Messaging; Accesses your Inbox, Sent Messages and where 
you Compose Messages

• Support; CLMS2 Coordinators, Secretary Forum, 
Knowledge Base, CLMS Helpdesk and opening a ticket 
*Always consult with your Coordinators before doing this



CLMS2 PC
This is the vehicle that prints the general information you have placed 

in CLMS2 Web!  Always, input and update in the Web prior to 

accessing PC and always sync before obtaining information.  



CLMS2 PC Roster
• Remember there are drop down files for types of records; filters for 

status of membership; active or non-active; and sorting 
selections…Remember to click on the Filter tab to change your selection

• Once the members name is highlighted you can then choose below in 
green boxes the following:  Statements, Envelope, FORMS/”5505”, 
Receipt, Mb Card, ID Card and Send email



Reports - General



Reports – Membership Dues Notices



Reports – Dues & Fees



Settings

• Lodge Information

• Dues/Fees

• Mailings

• Email

• Other Settings

• Custom

• Default Reports



Officers & Committees

• A listing of all the Officers and Committees with click access 
to individual information

• Committees are broken down into the Grand Lodge 
mandatory and prescribed Committees and Subcommittees 
and any others that you have created; it lists the Chairperson 
and members that you have designated in CLMS2 Web



Additional Tabs

• Accounting

• Membership Cards

• Queries

• Labels/Envelopes

• Mail Merge

• Bulk Mail

• Help



Accounting - Payments



Membership Cards

Printing Lodge Membership Cards can be 
very simple as long as you put in the correct 

information ie; Card type, Report output, 
Paid through date, Card start position and 

Card Name.  Don’t forget to select Print/Send 
to bring up your membership cards that you 

will be printing.



Queries & Labels/Envelopes



Mail Merge



CLMS2 PC HELP Tab



CLMS2 Web & PC For Beginners

Thank you to the CHEA Lodge Secretaries who have made 
my learning experience in the CLMS2 Web and PC 
system amazing!  It is always my pleasure to serve in this 
capacity and I hope I have brought some valuable key 
learnings to your CLMS2 Web and PC experience.  

Please welcome your new CLMS2 State Chair, Norm 
Stump!  I wish you all success in the management of your 
Lodge Membership System.

Fraternally,

RaeLene Pritchard, PER

Merced Lodge #1240


