
J O N A S  C L U B H O U S E  O N L I N E  T R A I N I N G
E M A I L  M A R K E T I N G



L O G G I N G  I N / M E M B E R  V I E W :
1) Go to Club Member Website (Clubhouse Online)

a. Login – this should be the credentials set up for Admin use

2) Once you login, this is the main view that Members/ Residents can see 

a. Member Central 

i. Calendar to look at events that are already scheduled

ii. From here you can go directly to Club Central by clicking manage events or create events

iii. Book a tee time 

b. Member Directory 

i. View Members

3) To access Club Central, go to the far right dropdown under your name and choose

    ‘Switch to Club Central’

O P E R AT I N G  C L U B  C E N T R A L :
1) Dashboard 

a. Email marketing, event management, document, importing files, tee times, etc.

2) Email Marketing

a. Dashboard – shows recent campaign and growth summary

b. Email campaigns – where you can view the campaigns that are scheduled and create new email campaigns

c. Media Library – stores files

d. Contacts – add or remove contacts, also view them

e. Lists & segments – you won’t need to touch these unless you are specifically making an email list apart from 

    the ones already established

f. Experiments, autoresponders, reports, workflow, etc are not frequently used

E M A I L  M A R K E T I N G :
1) How to create an email campaign

a. There are templates from previous campaigns  in place. Please use the corresponding template for the
    appropriate type of communication.

b. Before creating an email, add your files to the Media Library

c. To create an email campaign, click new email campaign

i. Choose a template and build the campaign

        ii. It is not suggested going this route when there are previous communications that can be copied 

2) Creating an email campaign with established template (this is the way we will do it)

a. Click on a preexisting campaign that associates with the campaign to be developed ans select copy

b. The preexisting email and copied email will still be selected - make sure to deselect the preexisiting email before
     editing your new email

c. Once you choose the campaign, either click on it and click copy or you can check mark the box and click copy



d. Next you will deselect your copied email and click edit on your new email

e. Rename the campaign (if it’s a duplicate that just needs to be scheduled, the system will automatically add a 

     - 1, - 2, etc. to the email)

    ex: DWN – Bingo Night – mm/dd/yy

 



f. The header should be the Club header. 

i. The image URL should be the website URL (either Club or Member website)

 

g. The body of the email 

i. On the right you would choose Change image

1. Select upload then upload your jpeg

 
 



ii. Choose Link (optional) and click edit

1. This is where you would link it to the associated website.

iii. Under the body you would edit the “Click here to view the pdf”

1. Highlight the click here and click the hyperlink button and click change file upload and upload the pdf you want  
    to use.

iv. In the text area of the email, you will then add the date/ time of the event, RSVP info (hyperlink) and contact info  
    (hyperlink email) 

 



v. Under upcoming events

1. Click on image and edit and add jpeg then link to pdf

 
h. Once everything looks as you want it, click next 2 times

i. There will potentially be a long HTML code aftr your first “click next”, delete this and click next again

i. The subject of the email

i. Choose a subject/ preheader

ii. Keep the from name and the from email the same

iii. Keep footer the same

iv. Click save draft



 
j. Proofing

i. Click preview and test 

   1. Use this section to proof your links - just click directly on the links to make sure they are linked properly

ii. Add your exact email address to the test email to test it (may show up in your junk email folder)

   1. If you select another person’s email, the preview will be sent directly to them (unlike SS)

iii. Close preview

 

 



3) Scheduling an email

a. Once you have received the proof and everything looks good, you will need to schedule the campaign

b. If you want to schedule to a specific list other than all contacts, then choose select recipients and choose  

    from one of the segmented lists already made: Golf Members or Social Members

 



c. Click schedule and send

i. To schedule at a specific time, you will click start sending on this date and time and click the date and time you  
    want it to be sent. 

ii. Click schedule and send
 

 

V I E W I N G  T H E  E M A I L  C A M PA I G N  C A L E N D A R :
1) Unfortunately, it does not show in a calendar format. Campaigns are shown in a vertical list format.

2) You can change the calendar list to ascending/descending by clicking the names of the categories 
      (scheduled, last updated, sent, etc.).

a. Click twice to get to descending - all recurring emails will show up at the top

3) Looking at the email campaign calendar, you can see when it is scheduled, who it is scheduled to,   

     when it was last updated as well as the action that it is on.

a. The hand means stop sending, the clock means schedule and send, and the chart symbol means it has already  

    sent and you can view the report


