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This overview document will show you the various Administrative Control Panel sections of the AFM  
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To view a sample Group site as viewed by a member please visit our home page  

 

 

 

AssociationFeeManager.com 

800-768-6024 

info@associationfeemanager.com 
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Account Control Panel Administration 

The following screen shots will show you from an administrator stand point the controls and financial reporting 

provided within the Association Fee Manager system. 

 

Main Administrator Account landing page 

Every time you login as the Group Administrator (Admin) you will see this screen. This screen will list all 
feature updates as they happen thereby keeping you informed at all times of system features as they occur. 

The main admin menu is always displayed in the left hand column for easy and intuitive access to all areas of 

the Admin control panel. 
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General Group Information 

Within each section of the Admin Control Panel the right hand column will display field explanations or 
information and links for you to use or give out to your members.  

Information entered here is displayed on various pages within your group site and can be update at any time. 
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Display Settings 

This section allows you to set how your group’s site will look and what main sections will be available to 
members. 

Certain types of information will not be available unless a member has logged in – no member information is 
displayed unless a member is logged in. This allows you to let non-members register and view important 
information on your group. 

 

Within the Display settings you can upload a custom header image to further customize your groups site look 
and feel.  

Upload a custom logo that will display on your own PayPal payment page too. 
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Payment Settings 

The Association Fee Manager provides our group with more payment flexibility than it most likely will need. All 
payments are processed through your groups PayPal account and the Association Fee Manager never collects 

any money for your group. The Association Fee Manager will automatically set up the correct PayPal button 
needed for your members to use when paying, quick, easy and simple.  

As you can see from the screen shot below Groups have up to 10 different payment options they are able to 

offer members in addition to the ability of offering flexible payment plans on a Monthly – Quarterly or Annual 
basis. Groups can also elect to pass the transaction cost to their members as a convenience fee at he click of 
one button. Depending on how much money you collect it is also possible to have a lower processing charge 

and the Association Fee Manger allows you to adjust the processing charge at anytime.  

Groups are also able to accept any payment using 3 different methods – Online – Mail – Delivered, AFM 

provides all payment instructions and a live google map for hand deliveries. 
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With the Association Fee Manager you have the ability to add your own custom instructions or notes, as 
needed using the built-in HTML editor giving you the ability to style your messages very similar to a how a 
typical word processor operates. 

All the pages listed in the drop down menu shown use the built-in HTML Editor. 
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The member registration portion of the Account Control Panel provides all the flexibility needed to manage 
your membership. Records can be filtered or searched in virtually anyway you may need and provides a quick 
glance ability to review fees that may still be outstanding. 

Member accounts can be set to active or non-active yet will still allow an inactive member the ability to login 
and self-active their accounts again after their fee payments have been made. 

Included in the Members list is a quick email link to allow you to email any member individually. 
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The built-in email function allows you send broadcast email messages at any time and include attachments 
such as forms or images. Member Accounts will also list all email messages sent by your group to provide a 
historical record of information sent to members for future reference. 
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All emails your group sends out are stored - including the attachments sent for historical reference purposes.  

 

 

 

The Associated Fee Manager quickly allows you to send emails to specific members 
Groups have the ability to customize the Email subjects user can select for email they 
are submitting used in the Email Contact form used on the group site.  

You can also determine in which order the customized Email Subjects will appear.  

 

Email messages are created using the built-in HTML editor giving groups full control over the styling of 

messages. 
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The Association Fee Manager Reporting is simple yet powerful and fully customizable on the fly. 

 

Customize reports simply by setting the filter on any column heading desired. Filtered report totals will then 
show. 
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Viewable Member Transactions  

Select Individual Member Account histories on the fly. With the ability to edit any 

transaction if required and updates will be reflected within the Member Account 
automatically. Zoom into individual Invoice transactions 

 

 


