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AGENDA
1. THE LATEST FROM THE ITC 

2. HOW TO ADD/REMOVE/CHANGE WEBMASTERS

3. HOW TO ADD/CHANGE/REMOVE AN EVENT

4. HOW TO ADD NEWSLETTERS/ PHOTOS TO A MICROSITE

5. HOW TO PASSWORD PROTECT INFORMATION ON A MICROSITE

6. HOW TO ADD PAGES AND MANAGE THE SIDE MENU

7. SHOULD MY UNIT USE JOTFORM?  HOW DO I DO IT?



THE LATEST FROM THE ITC
ITC RESOURCE WEBSITE

• TUTORIAL VIDEOS (STEVE PADGETT)

• EDITING THE LEADERSHIP PANEL 

• MAP DELAYS

• USING SLACK (SKIP TO THE 3 MINUTE MARK)

• EVENTS NOT SHOWING UP IN THE BLUE BERET?

• ADD/CHANGE IN WEBMASTER/ASSISTANT NOTIFICATION

• WORDPRESS DEADLINE EXTENDED UNTIL SEPTEMBER 1st

TO EXPORT THE WORDPRESS MEDIA 

DATA,  LOG INTO THE OLD WEBSITE, 

ACTIVATE THE “EXPORT MEDIA 

LIBRARY” PLUGIN, GO TO THE MEDIA 

LIBRARY AND CLICK ON EXPORT. 

https://itc.airstreamclub.net/
https://itc.airstreamclub.net/airstreamclub-org-resources/video-tutorial-working-with-events/
https://us9.campaign-archive.com/?e=c393344fa5&u=714a911e970d9dc3ab428f988&id=1268950874
https://us9.campaign-archive.com/?e=c393344fa5&u=714a911e970d9dc3ab428f988&id=1268950874
https://www.youtube.com/watch?v=RRxQQxiM7AA
https://itc.airstreamclub.net/2021/06/10/events-not-appearing-in-blue-beret/
https://itc.airstreamclub.net/2021/07/11/to-add-change-webmasters-or-assistant-webmasters/


ADD/REMOVE/CHANGE WEBMASTERS

WHO CAN MAKE A CHANGE IN WEBMASTERS?

WHAT NEEDS TO BE DONE? 

I NEED HELP MANAGING MY SITE.  CAN 

I GET A HELP AUTHORIZED?  



ADD/REMOVE WEBMASTERS

WHO CAN MAKE A CHANGE IN WEBMASTERS?

THE UNIT/REGION PRESIDENT MUST NOTIFY HQ OF 

THE CHANGE

WHAT NEEDS TO BE DONE? 

SUBMIT AN EMAIL TO HQ  (NEW 7/12/21) AT 

INFO@AIRSTREAMCLUB.ORG INFORMING THEM OF 

THE CHANGE OR SUBMIT THE OFFICER REPORTING 

FORM. COPY THE ITC AT ITC@AIRSTREMCLUB.ORG

FOR INFO, IF USING THE EMAIL OPTION.

mailto:MEMBERSHIP@AIRSTREAMCLUB.ORG
https://airstreamclub.org/form/officer-reporting-form
mailto:ITC@AIRSTREMCLUB.ORG


WEBMASTER ASSISTANT

THE UNIT/REGION PRESIDENT HAS TO SEND AN EMAIL TO 

ITC@AIRSTREAMCLUB.NET REQUESTING THAT A 

WEBMASTER’S ASSISTANT POSITION BE CREATED FOR THE 

CLUB/REGION.  PROVIDE THE NAME, EMAIL ADDRESS AND 

BRN OF THE INDIVIDUAL THAT WILL ASSUME THOSE DUTIES.

mailto:ITC@AIRSTREAMCLUB.NET


ADD/CHANGE/REMOVE AN EVENT

ADD EVENTS THAT ARE BEING CREATED ONLY FOR THE 

UNIT/REGION THAT YOU CONTROL AS WEBMASTER.  DO 

NOT CREATE A LOCAL EVENT FOR REGION OR 

INTERNATIONAL RALLIES.  AVOIDING DUPLICATE EVENTS 

MAKING CHANGES TO AN EVENT IS EASY, JUST 

REMEMBER TO SAVE THE CHANGES.

REMOVING AN EVENT BY UNIT/REGION WEBMASTERS IS 

NOT ALLOWED, EMAIL ITC@AIRSTREAMCLUB.NET TO 

REQUEST THE DELETION.  

https://us9.campaign-archive.com/?e=c393344fa5&u=714a911e970d9dc3ab428f988&id=d614762d1a
mailto:ITC@WBCCI.NET


ADDING NEWSLETTERS AND 

PHOTOS TO A MICROSITE

HOW TO VIDEO

https://www.youtube.com/watch?v=EwQEQoB6P3I


WHEN YOU SAVE ANY FILE TO YOUR MEDIA LIBRARY, 

NOTE THAT THIS IS THE SAME DIRECTORY AS ALL THE 

OTHER UNITS IN ACI, SO YOU NEED TO START THE 

FILENAME WITH YOUR CLUB OR REGION SO YOU CAN 

EASILY ACCESS IT.  ALWAYS USE THE SAME PREFIX SO 

THAT ALL YOUR MEDIA CAN BE EASILY FILTERED.

IF YOU RECEIVE A LINK TO THE NEWSLETTER, THEN A 

LOT OF THESE STEPS ARE UNNECESSARY.

ADDING NEWSLETTERS TO A MICROSITE



SELECT THE FILE AND CLICK OPEN.

ADDING NEWSLETTERS TO A MICROSITE



NOTE THE REGION 3 PREFIX 

ADDED TO THE ORIGINAL FILE 

NAME.

MAKE SURE YOU ADD YOUR 

UNIT/REGION TAG TO THE 

FILE.  IT IS A SMART TEXT 

BOX, SO TYPE SOME OF THE 

NAME AND SELECT IT FROM 

THE LIST.

ADDING NEWSLETTERS TO A MICROSITE



BEFORE YOU SAVE THE FILE, 

CLICK ON THE LINK TO OPEN THE 

NEWSLETTER IN A NEW WINDOW.

DON’T FORGET TO SAVE THE FILE!

ADDING NEWSLETTERS TO A MICROSITE



THIS IS THE CORRECT LINK 

TO THE NEWLETTER AND IS 

THE ONE THAT YOU WANT TO 

PASTE IN YOUR NEWSLETTER 

PAGE.

ADDING NEWSLETTERS TO A MICROSITE

COPY THE LINK.



IN A REGION PAGE, YOU NEED A 

SEPARATE LINK TO EACH CLUB.  

IN A CLUB PAGE, YOU JUST NEED 

TO CREATE A LINK TO EACH 

NEWSLETTER YOU POST. 

IF YOU HAVE A REGION SITE, 

DOUBLE CLICK ON THE 

APPROPRIATE CLUB NAME TO 

OPEN THE HYPERLINK TEXT BOX 

FOR EDITING.

ADDING NEWSLETTERS TO A MICROSITE



ADDING NEWSLETTERS TO A MICROSITE

HIGHLIGHT THE EXISTING LINK 

AND PASTE THE NEW LINK 

OVER IT AND CLICK SAVE.



ADDING NEWSLETTERS TO A MICROSITE

AFTER SAVING THE 

NEWSLETTER, CLICK ON 

THE LINK TO MAKE SURE 

IT SAVED CORRECTLY.



ADDING PHOTOS TO A MICROSITE HOMEPAGE

THE TOP CONTENT IS WHERE THE 

LOGO AND BANNER IMAGE GOES.

THE TOP CONTENT SECTION ALSO 

CONTAINS ANY SUMMARY TEXT THAT 

SHOWS UP BELOW THE BANNER.



ADDING PHOTOS TO A MICROSITE 

HOMEPAGE PHOTO GALLERY

THESE ARE THE IMAGES 

CONTROLLED TOTALLY BY THE 

MEMBER PROFILE INFORMATION.

PHOTO GALLERY



ADDING PHOTOS TO A MICROSITE 

HOMEPAGE PHOTO GALLERY

EACH IMAGE HAS 

TWO PLACES IT HAS 

TO BE ENTERED FOR 

IT TO SHOW UP ON 

THE PAGE, IMAGE 

LIGHTBOX AND 

SMALL IMAGE.

THE WEIGHT 

SELECTOR 

DETERMINES THE 

ORDER THAT PICS 

WILL BE 

DISPLAYED.  THE 

LOWEST NUMBER 

WILL BE THE 

LARGE IMAGE 

AND THE REST 

WILL BE 

SMALLER. 

SELECT ADD IMAGES 

LIGHTBOX TO ADD 

MORE IMAGES.

CLICK ON THE 

PHOTO GALLERY 

TAB TO OPEN THE 

IMAGES LIGHTBOX.



CREATING A PHOTO GALLERY PAGE

YOU ARE LIMITED 

TO A BANNER, AN 

IMAGE ABOVE THE 

HEADER AND 3 

PHOTOS, THAT 

USERS CAN 

TOGGLE BETWEEN.

THIS IS A LANDER PAGE. YOU 

CAN CREATE A SMALL PHOTO 

GALLERY HERE, JUST LIKE ON 

THE HOMEPAGE.

YOU CAN CREATE A REGULAR 

CONTENT PAGE AND CREATE 

LINKS TO A SEPARATE PHOTO 

STORAGE PROGRAM.  THIS 

GIVES YOU MORE 

FLEXIBILITY, ALLOWS MORE 

PICTURES TO BE VIEWED AND 

REDUCES THE FILE SIZE ON 

THE ACI SERVERS.

OR

LANDER PAGES ARE DESIGNED 

TO EMPHACIZE MAJOR THINGS 

ABOUT YOUR UNIT/REGION, 

NOT TO CREATE MASSIVE 

PHOTO GALLERIES.



PASSWORD PROTECTING A PAGE

PASSWORD PROTECTING A WHOLE PAGE IS NOT 

POSSIBLE; HOWEVER, YOU CAN POST PASSWORD 

PROTECTED DOCUMENTS TO YOUR UNIT/REGION 

MICROSITE.

• CREATE THE DOCUMENT IN WHATEVER 

PROGRAM YOU NORMALLY USE, INCLUDING THE 

PASSWORD PROTECTION.

• CREATE A CONTENT PAGE ON YOUR SITE AND 

CREATE A HYPERLINK TO THE DOCUMENT ON 

THAT PAGE. SECU REGULAR MEMBERS ONLY 

PAGE

• EMAIL THE PASSWORD INFORMATION TO 

• YOUR MEMBERSHIP.

https://airstreamclub.org/southeastern-camping-unit/secu-regular-members-only


ADD PAGES AND MANAGE THE SIDE MENU

MANAGING THE SIDE MENU

HOW DO I ADD MORE PAGES TO MY SITE? 

I ADD PAGES TO MY SITE, BUT THEY ARE NOT IN 

THE ORDER THAT I WANT.  HOW DO I FIX THAT?

https://www.youtube.com/watch?v=zorZ8mGmAGw


ADDING PAGES TO YOUR MICROSITE

CLICK ON MANAGE, CONTENT, ADD 

CONTENT AND SELECT THE TYPE OF 

PAGE YOU WANT TO ADD.



MANAGING THE SIDE MENU

LIKE PHOTO WEIGHTS 

DISCUSSED EARLIER, 

EACH PAGE ON YOUR 

MICROSITE HAS A 

WEIGHT THAT 

CORRESPONDS TO THE 

ORDER THAT THE 

PAGES ARE IN ON THE 

MENU.

THE LOWER THE 

NUMBER, THE HIGHER 

ON THE MENU THAT 

PAGE WILL APPEAR ON 

YOUR HOMEPAGE.  

SEPARATING INITIAL 

PAGE WEIGHTS BY 10 

WILL ALLOW YOU TO 

REARRANGE OR ADD 

PAGES WITHOUT 

HAVING TO RENUMBER 

EVERY EXISTING PAGE.



SHOULD MY UNIT USE JOTFORM?  

HOW DO I DO IT?



• THE SIMPLEST USE OF A JOTFORM IS TO PRINT IT AND MAIL 

IT TO THE RALLY ORGANIZER.  THE FREE VERSION OF 

JOTFORM IS PERFECT FOR THIS.  

• FOR SMALLER UNITS, THE FREE VERSION MAY WORK WITH 

LIMITED FORM SUBMISSION, WITHOUT ANY PAYMENTS 

INVOLVED.

• ONLINE PAYMENTS AND CREDIT CARD PROCESSING WILL 

REQUIRE A PAID VERSION OF JOTFORM.

USING JOTFORM



JOTFORM NON-PROFIT PRICING

MUST HAVE A UNIT/REGION 

FORM 990 TO APPLY (ONLINE) 

FOR NON-PROFIT PRICING.

IF YOU DON’T TAKE ONLINE 

PAYMENTS, OR EXPECT A 

LARGE NUMBER OF MONTHLY 

ONLINE RESPONSES, THE 

“FREE” VERSION MAY WORK 

FOR YOUR CLUB.

SIGN UP FOR JOTFORM

LIMITING FACTORS

FOR “FREE” FORM

ARE 5 FORMS MAX 

(IN THE SYSTEM AT 

ONE TIME), 100 

SUBMISSIONS OR 

10 PAYMENTS

PER MONTH.

https://www.jotform.com/


WORKING IN 
JOTFORM



2. LOG INTO JOTFORM

3. SELECT CREATE FORM     (HINT! CREATE YOUR FORM WITH THE IDEA

THAT IT MAY BE MODIFIED AND USED FOR OTHER RALLIES LATER.)

(CLONING AN EXISTING FORM SAVES A 

BUNCH OF TIME, ESPECIALLY IN MANAGING 

THE FORM’S CONDITIONAL LOGIC.)

FIRST

A. DECIDE ON THE BASIC DESIGN.

B. LOOK AT OTHER CLUB’S FORMS FOR 

IDEAS.  IF YOU FIND ONE THAT YOU LIKE, 

FIND OUT WHO CREATED IT AND ASK IF 

THEY WILL  CREATE A COPY AND HAVE IT 

ASSIGNED TO YOU.  JOTFORM’S WEBSITE 

CAN TELL YOU HOW TO TRANSFER A 

FORM (THIS CAN TAKE A COUPLE OF 

DAYS) OR SKETCH IT OUT ON PAPER.

C. THEN… 



BLANK 

FORM

USE ONE OF JOTFORM’S

MANY TEMPLATES

IMPORT 

AN 

EXISTING 

PDF INTO 

JOTFORM

CREATE A FORM

FOR THIS EXAMPLE, A CLASSIC 

BLANK FORM WILL BE USED.

3 OPTIONS
2 OPTIONS

CLICK CREATE 

FORM TO START.



CLICK HERE TO ACCESS 

FORM ELEMENTS LIST 

ANYTIME.

BASIC FORM 

ELEMENTS

DEFAULTS TO THE BASIC ELEMENT GROUP

A SIMPLE FORM CAN BE 

CREATED USING JUST 

BASIC FORM ELEMENTS



CREATE A FORM

START WITH A BLANK CANVAS AND 

DRAG AND DROP YOUR ELEMENTS 

ONTO THE FORM.   THEY CAN BE 

REARRANGED AT A LATER TIME.

CLICK ON PREVIEW 

FORM TO VIEW 

CHECK THE 

LAYOUT OF YOUR 

FORM OFTEN 

DURING THE BUILD 

PHASE.



TWO HEADER FIELDS WERE USED TO START THIS FORM.

TO OPEN ANY 

FORM ELEMENT 

PROPERTIES 

MENU, CLICK 

ON THE 

PROPERTIES 

BUTTON 

(GEAR). 

THERE IS NO IMAGE 

SIZER HERE, SO 

USE ANOTHER 

PROGRAM TO SIZE 

YOUR PICS TO SUIT 

FIRST, OR USE THE 

DEFAULT SIZE.

TO DELETE ANY 

FORM ELEMENT, 

CLICK ON THE 

DELETE BUTTON 

(TRASHCAN). 



THE ONLY DIFFERENCE IN NAME AND PARTNER NAME FIELDS IS THAT NAME IS A REQUIRED FIELD.

EACH FORM 

ELEMENT HAS A 

UNIQUE SET OF 

PROPERTIES TO 

EDIT.



CREATING A SUBMIT BUTTON

SELECT YOUR BUTTON STYLE

OR CREATE YOUR OWN 

FROM A FILE IMAGE



CONTINUE SELECTING AND 

REARRANGING FIELDS UNTIL 

YOU HAVE THE BASIC DESIGN. 

YOU’LL HAVE AN OPPORTUNITY 

TO EDIT THESE AND CHANGE 

THE DESIGN AS YOU REFINE 

THE OPERATION OF EACH FIELD 

ON THE FORM.

REMEMBER TO PREVIEW YOUR 

FORM OFTEN.



JOTFORM TUTORIALS
ITC TUTORIAL “CREATING JOTFORMS”

HOW TO USE JOTFORM

SMART FORMS WITH CONDITIONAL LOGIC

BUILD YOUR FORM TO ACCEPT PAYMENTS

JOTFORM INTEGRATION WITH THIRD PARTY APPS

JOTFORM PDF EDITOR

JOTFORM ONLINE TEMPLATE STORE

JOTFORM APP FOR YOUR PHONE

IMBED WIDGETS IN YOUR JOTFORM

CREATING REPORTS IN JOTFORM

FORM CALCULATIONS

https://itc.airstreamclub.net/airstreamclub-org-resources/creating-jotform-tutorials/
https://www.youtube.com/watch?v=XXwv6n61xEg
https://youtu.be/QGNHaaH_iZo
https://youtu.be/IFtji540Uhk
https://www.jotform.com/integrations/?utm_source=integrations-and-apps-b&utm_medium=email&utm_content=banner_integrations&utm_campaign=onboard
https://www.jotform.com/products/pdf-editor/?&utm_medium=email&utm_content=cta_button&utm_source=PDF-editor&utm_campaign=onboard&username=012info
https://www.jotform.com/theme-store/?&utm_medium=email&utm_content=topbanner&utm_source=3-theme-store&utm_campaign=onboard&username=012info
https://www.jotform.com/products/mobile-forms/story/?classic&utm_medium=email&utm_content=cta_button&utm_source=7-mobile-forms&utm_campaign=onboard&username=012info
https://www.jotform.com/widgets/?utm_source=6-embed-widgets&utm_medium=email&utm_content=cta_button&utm_campaign=onboard&username=012info
https://www.jotform.com/help/187-how-to-create-a-visual-report-with-your-form-submissions?utm_source=&utm_medium=email&utm_content=button_reports&utm_campaign=onboard
https://www.jotform.com/help/chapter-9-form-calculations


OPEN 

DISCUSSION



THANK YOU!


