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Mount Baker Bicycle Club

Website User Training 
December 15, 2017
6pm
Roots Room, Community Food Co-Op, Cordata Store

presenter: Jennifer Longstaff    news@mtbakerbikeclub.org

Topics Outline

1. Login and user profile
A. Check membership expiration date
B. Privacy and visibility to club members
C. Join groups with similar interests
D. Identify volunteering interests

2. Forums: online announcements discussion groups
A. Joining Forums
B. Configure Forums preferences
C. Reading and Posting to a Forum

3. Events Calendar
A. Reading Calendar details
B. Adding member rides
C. Editing your entries

4. Website and MBBC Club Administration
A. Types of  Administrators
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The Club Express Platform

The Mount Baker Bicycle Club (MBBC) ported its website and most of its administration to the Club 
Express platform at the beginning of 2017.

Club Express is an environment focused on the needs of multiple-member clubs such as ours. 
It provides a set of administrative tools intended to let members and club administrators keep all 
necessary data in one place and make maintenance and communication easier.

The MBBC has had feedback that people would like to find others of similar interests and riding 
abilities to go on rides together. Club Express now gives members the ability to reach out to others 
and communicate interests and ride preferences.

Features available in our Club Express setup are:
Website with built-in pages as well as customizable ones
Mobile app
Mobile-friendly website
Online calendar
Discussion groups
Events information registration 
  - large events such as Chuckanut Classic, down to small such as signups for a ride
Financial setup, credit cards online, transactions recording
Membership signup, renewals, ongoing database
Member common-interest groups
Social network sharing
Communications: email list, automatic emails, blogs
Reporting for all configurations of data
Customizable options for all of the above

We’re not yet taking advantage of many of the features available to us. This handout is intended to 
introduce our club members to some of our most asked-for features, and get members using more 
of the tools available from our website. As we make more use of the website, administrators can 
decide what additional features to configure and make available.

As with any feature-rich system, there are so many choices, menus, and selection options, it’s 
often confusing and difficult to find what you’re looking for. Club Express provides an 837-page 
systems and user manual (YIKES!) so instead of sending people off to look there, this handout 
should show enough basic information to get you started!

*note there are some Club Express behaviors that don’t always make sense - likely due to Club Express 
adding features on top of existing ones and having issues with integration. I’ve found that it’s usually 
possible to figure out how to do something, to hunt around for features in unlikely places, and to work 
around seeming inconsistencies! Even so, there are still bugs in the Club Express system, and I’ve filed 
several bug reports with them. Improvements and fixes will probably be forthcoming, but until then we figure 
out our own workarounds!
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1. Login and user profile - mtbakerbikeclub.org

Step one: You must log in to your MBBC Member Account. All the features described in this 
handout are only available to club members who are signed in. Click the “Member Login” label at 
the top right-hand side of the home page:

The Login dialog will appear.

Enter your user name and password. 
Both will have been assigned when 
you first joined the club and your 
member account was set up. 

When you log in, you’ll notice that  
the home page menu on the left side 
will change from the public menu to 
the Member’s menu.

Now that you’re logged in, the “Member Login” label is replaced by your name. Click on your name 
and you’ll have the option to edit your member profile. This is where all the good stuff is!

                

Your member profile has many options 
but the ones we’re most interested in are: 
Contact Info, Additional Member Data, 
Standard Member Directory, Interests, and 
the Forums category.

1A. Check membership expiration date 

Notice that the Membership Summary section 
shows when your membership expires. 
People often forget whether they have 
renewed, or when their renewals are due. 
This information is available right here!
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User profile

The Contact Info screen contains the information 
you provided when you became a member: 
name, address, email, phone, etc.  If any of this 
information changes, you can update it on this 
screen.

1B. Privacy and visibility to club members

None of your information is available to the public. 
And not all of it is available to other club members. 
You can determine exactly what is visible to club 
members from the privacy menu on the Standard 
Member Directory screen. 

The default setting allows other members to see 
only your name, city and state. If you don’t even 
want anyone to see that, you can choose to be 
completely invisible to other members via the Do 
not list me in the directory selection.

But hopefully you’ll choose to show a bit of contact 
information so that others in the club can reach 
out to you for ride invites and to share other common interests. There is an option to share email 
address but not phone or street address, and other choices allow sharing even more. You must 
change this option for any club members to be able to contact you. Even if you’ve listed email 
address, bio information, etc. none of that will be visible to others unless you choose one of these 
menu options from this screen. Remember, this is only visible to club members!

The Standard Member Directory screen also lets you fill in any social contact information you’d like 
to share, such as LinkedIn profile, Twitter name, and Facebook account. There’s also a section for 
you to write up a bio to share, as well as a spot to upload your photo.
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1C. Join groups with similar interests

The Interests screen 
is launched by clicking 
from the box called 
Website.

Check the type of 
riding (you can check 
more than one) that 
you’d like to identify 
yourself as being 
interested in. Your 
name will now appear 
in that category and 
others will be able to 
contact you if they’re 
putting together this 
kind of ride.

Currently this is the 
only set of Interests 
listed, but a website 
administrator can add 
any category and any 
set of choices. If you’d like some new Interests added for club members to flag, contact Jennifer or 
another website administrator.

1D. Identify volunteering interests

Additional Member Data is launched by 
clicking it from the Personal Info box in 
your member profile.
  
This is our current list of volunteering 
needs within the club. This list changes 
occasionally, so if you’re looking for 
current opportunities to help out the club, 
review this list and select items you’re 
interested in helping with.

This list is available to website admins 
who can then pass along peoples’ names 
when we’re looking for volunteers for a 
specific event or task.
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Viewing member profile data

To see other club members’ shared information, the sub-menu Membership Directory can be 
chosen from under the Member Center menu.

From the directory screen, you can search by last name for a particular member, or you can scroll 
through the alphabetical list. You can view more information about members who have elected to 
share more than just name and city. Clicking on the member’s name will bring up a member screen 
showing as much of their information as they would like to share. The following screen is of a 
member who has chosen to share “All information except email address.”
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Viewing member interests

To see what interests are shared by other members, the sub-menu Interests can be chosen from 
under the Member Center menu.

The list of interests (that were 
available for selection as shown 
on page 5) is displayed, as well 
as the number of members who 
have chosen that interest.

If you click on View Members for 
a particular interest, you’ll see a 
list of those members.  
For example, the list of  
Serious road rides, slow speeds 
members is below:

This is an abridged list in the same format as 
the standard member directory (page 6).

You can search by last name for a particular 
member, or just scroll through the list. And for 
those members who have made their contact 
information available, you can now contact 
them and ask them to join you on a ride!
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2. Forums: online announcements discussion groups

Forums are a means for club members to have discussions on the club’s website, and for 
administrators to post special announcements to everyone (on the website rather than via email). 

To use the website’s Forum 
features, you must first set your 
Forums default preferences 
and join the Forums that you’re 
interested in. All the setup 
screens are launched from 
your member profile, under the 
Forums box.

Forum General Preferences 
launches a large configuration 
dialog (left). These are your 
default preferences for all 
Forums, and contain options 
for number of messages to 
view in a single view, threaded 
vs flat display, whether to 
receive Forum messages via 
email and how often to have 
the email delivered, and how 
you wish to appear when 
authoring messages. You can 
even set a new picture to be 
displayed with any Forum 
messages you post.
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2A. Joining Forums

Forum Memberships launches another screen that lists the Forums currently available to join.  
At the time of this handout, Forums haven’t really taken off so there are only three!  
Site admins can add more at any time, and make them private to a set group of members, or 
available to all members. (An example of a private forum might be one just for ride leaders, or just 
for board members.) What new forums would you like our admins to add?

Everyone is automatically added to the Special Announcements forum. To change your 
preferences (away from the defaults) for this forum only, click on the edit pencil on the right.

To join other available forums, click on the green Join-Forum button at the right side of the screen.

2B. Configure Forum Preferences for a 
particular forum only.

The dialog at left is an example of setting 
preferences for one particular forum (in this 
case, the Special announcements forum). 
Default preferences (page 8) are in effect 
unless overridden by new preferences set 
here, but only for the Special announcements 
forum.
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2C. Reading and Posting to a Forum

Access the Forums through the Member Center menu. Choose the sub-menu Forums.

The Forums view shows all forums that are available for you to read. Since everyone is 
automatically a member of Special announcements, you can also post a message there. If you’d 
like to post a message to any others, return to your member profile and join that forum, then all the 
message-post tools will be available to you.

Choose a forum, then click the Start New Thread option to start up a new message topic (a 
thread) - in this case here’s what you’ll see when starting a new thread of messages under Special 
announcements.

You can also respond to an 
existing message after reading it. 
A Reply button is shown by each 
message when you’re a member 
of that forum.

If you haven’t set up your forum 
preferences to receive messages 
via email, you’ll have to check 
back on the Forums web page to 
see if there’s anything new posted.
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3. Event Calendar

The Event Calendar on the MBBC website is a great resource for posting and looking for rides 
and events. Site admins as well as members can add items to the calendar, and they will then be 
posted on the left side of each web page on the site, starting 3 weeks before their event date.

To view the calendar, click on the sub-menu choice Event Calendar, under the main menu for 
Rides or for Events. The calendar will appear either as a grid view or a list view - you have the 
option to change the display.

3A. Reading Calendar details 

To see the details of any event, click 
on the event name, either from the 
calendar view, or from the left column 
Upcoming Events list.

B. Adding member rides 

All members have the ability to add 
their own short events. To get started, 
click Add QuickEvent above the 
calendar.
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3B. Adding member rides (continued)

The QuickEvent dialog opens, showing the fields you need to fill out before posting your ride.
At this time, the only category that members are allowed to choose is Member-Posted Rides. If 
members would also like to post in other categories, such as Gatherings (maybe you just want 

to invite friends out for beers!) the 
admins can add more categories to the 
QuickEvent menu.

The image below shows a filled-out 
QuickEvent page, ready to be submitted.
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3B. Adding member rides (continued)

Required fields when setting up a 
calendar entry are:

Title - make it short but descriptive. 
This appears on the calendar and 
on the left side of all pages on the 
website.

Description - you have 250 
characters to describe the event. 

Visibility - do you only want club 
members to see this on the calendar, 
or anyone who’s viewing the site?

Contact person - if you’re creating 
the event, the default name here will 
be YOURS. You can choose whether 
to show your contact information - 
email/phone - to no one, members 
only, or to anyone viewing the site.

Start and end date/time - (obvious!)

Registration section - we’re not 
utilizing the registration/signup 
mechanism for calendar events 
yet. So make sure you choose 
Not Required for registration (and 
choose some artibtrary number for 
Maximum Guests).

Start location - even though the 
Location box is pretty large, Club 
Express only allows about 30 
characters to show up on the event 
details (bug!) so keep your location 
name short.

Add the street address and check Show Map Link if you want the location to appear on a map for 
people to find your ride. If you’re starting at some obscure trailhead, there may not be an obvious 
street address that will show the correct location on the map, so if that’s the case, you’ll have to 
use some of your Short Description field to explain where to start!

Location Phone and Location Website are optional.
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3B. Adding member rides (continued)

After adding your event, it will appear on the calendar and then (after a few minutes) also appear 
on the left side of the website, under the Member-Posted Rides category.

3C. Editing your entry

After posting your event, open it up from the calendar and make sure everything looks correct. If 
you need to make changes, click on the pencil icon on the right to edit the event. You can only edit 
the event if you’re logged into the site and if you created the event. Site Admins can edit any event.

You can also cancel an event after you have posted it, but note that cancelled events still appear 
on the calendar (with the word “Cancelled” next to them). This is so people can check back and 
see that there was an event at one time and it has been cancelled - so they don’t think they were 
imagining things when they read the calendar in the first place!



Mount Baker Bicycle Club website user-features training                      December 15, 2017                                              15

4. Website and MBBC Club Admin

We currently have a main website administrator, and a few sub-admins. We can customize the 
levels of administrative permissions different people have, therefore creating different groups of 
admins for different parts of the website and the club.

4A: Types of  administrators

Membership: 
Add new members and renew memberships for people who mail in a check
Monitor end-of-year renewal dates and open renewal web page a month before the end of the year
Generate reports showing current list of members when needed (for member-only events, for other 

clubs to give our members a discount on rides, etc)

Forums:
Add new forum topics and categories when requested
Monitor traffic on forums, ensure all forum content is civil.
Receive any concerns or complaints about uncivil behavior on the forums and deal with it

Calendar:
Find new events and add them to the calendar. For example: weekly rides, weekly ride schedule 

changes, special rides, out-of-area rides, local meetings and gatherings
Edit existing calendar entries if necessary to clarify information, correct dates and times, etc.
Add new categories to list of possible calendar events
Update calendar entries when new information comes in (see below “events content”)

Events web page content:
Update details on our website list and description of yearly rides and events each year as new 

plans are finalized
Add new special events to website, including photos, graphics, and formatting on web pages

Rides and Routes web page content:
Create PDF files of popular local routes (using RideWithGPS and cue sheets), add the files to the 

website database and create description and add rides and routes to website.

Finances:
Our club treasurer is currently the administrator of the financial data, much of which is accessible 

through our Club Express interface. She may need some additional help at certain times of the 
year.

Ride With GPS Administrator:
Manage routes on the club RideWithGPS routes library. Clean up out of date ones, make rides 

public if we’re also promoting them on our website. 
Approve members to join the club account, upgrade people to Route Manager if they need to use 

route-editing capabilities.
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5. Intro to Ride With GPS Club Account

When joining the club Ride With 
GPS account, you’ll be given a 
URL to link to the MBBC. Using 
that specific MBBC location, you’ll 
set up your own account (make 
your own login, password) and log 
in.

You’ll end up on a page like this:
You can set up your own profile, 
and you might want to take some 
time to read or view some of 
the Ride With GPS educational 
material about setting up routes. 
Ride With GPS has LOTS of 
helpful videos and instructions 
online. You’ll be using them the 
more you use their tools.

After setting up your personal account, click on the MBBC logo under Organization.

Now you’re on the MBBC homepage. But you’re not there yet - click on the “Sign into Club” orange 
button on the right. When the header turns yellow and the MBBC logo shows up on the top right, 
you’re there!

 



Mount Baker Bicycle Club website user-features training                      December 15, 2017                                              17

5. Intro to Ride With GPS Club Account (continued)

You can look at the existing set of 
routes by clicking Route Library from 
the menu bar. (Note that in Ride 
With GPS terminology a Route is a 
route map, and a Ride is a recording 
of a ride you have done. For our 
purposes, we are just talking about 
Routes and maps. But feel free to 
explore the Ride features too!)

Existing routes have maps, elevation 
profiles, cue sheets, and in some 
cases additional points of interest 
and notes added. You can find local 
routes and even routes people have 
used when riding out of town. 

(Our club’s library of routes needs a 
little more organization; we hope to 
get to that one of these days!)

To enter your own route, return to the Home page (Home on the menu bar).
Then click on the Plan selection on the menu bar. You are now Planning a new route.

Depending on the MBBC default settings, you might initially be taken to a default location. Since 
Ride With GPS is out of Portland, the default route start is Portland. To go to Bellingham (or 
elsewhere), fill in a zip code in “Jump to a Location.” If I enter 98225 in the top right, the map re-
centers on Bellingham.
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5. Intro to Ride With GPS Club Account (continued)

Now looking at Bellingham, I can zoom in, and pan to our current location at the Co-Op. Ride With 
GPS uses Google Maps and the same pan/zoom/street-view tools that you’re familiar with if you 
use Google Maps.

At this point, the best way to learn the mapping software is to play around with it, read some of the 
documentation about route editing, and get used to it. Here are a few introductory tips:

The first place you click on the map is your start location. A green marker appears.• 
The next place you click is the next point on your route. If your next location is on a road, the • 
default Follow Roads will take its best guess as to what’s the best road to take. 
If the next place isn’t on a road, choose • Draw Lines and your map will draw a straight line on 
your route. This is useful (as below) since we’re riding out of the parking lot.

Once on the road, switch the instructions to • Follow Roads. Zoom out and click on an 
intermediate spot up the road along your route.
If you make a routing • 
mistake, there’s an Undo 
button right below the 
map window.
You’ll notice that as your • 
route gets longer, the 
elevation profile will start 
to appear in the window 
below the map. You can 
choose to hide and re-
open the elevation profile 
any time.
You’ll also see the cue • 
sheet being created 
on the left, with a new 
instruction every time there is a turn on the route.
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5. Intro to Ride With GPS Club Account (continued)

Save your route often as you’re editing. The Save button is on the left, above the cue sheet. When 
you save the first time, you’ll be asked to name your route. After that, you can continue saving to 
the same route.

You can continue editing after every save, or change to View mode when you’re ready to print.

View of a 
completed route 
- map, cues, and 
elevation.

Click Print PDF 
to create a ride-
ready route to 
share or print 
or put up on a 
website.
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5. Intro to Ride With GPS Club Account (continued)

The web page for “Print Options” is pretty spectacular (in other words, large). You have a few 
choices for formatting your printed route. Experiment with size of the route, arrangement of pages 
for the cues, and 
generate a PDF 
file to see how it 
looks.

This is just an 
intro to the 
features of 
Ride With GPS. 
Hopefully it’s 
enough to get 
you started!


