
Website Dinner Meetings and 
Sign-up Instructions 

WFFC Website Development 
Committee  

12/18/16 

1 



Dinner Meetings & Signups Overview 

1. Website instructions on how to sign in to “Public” and/or to login 
to the “Members Only” area to view the scheduled Dinner 
Meetings information, Who’s Attending reports (members only), 
how to signup for a dinner meal or cancel out of one. 

2. The Dinner Meetings Events Calendar for the year are presented 
on page 4. Education Classes. Signups for classes may be made on 
the Public (as Guests) or on the Members Only (as Members) 
sides of the new website.  

3. Class payments are set up so that a Member or Guest may “Pay at 
Event” with a check or cash or prepay with a Credit Card, 
described in pages 9 to 14. 

4. Dinner Meetings cancelation instructions are described on pages 
14 and 15. 
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“Public” WFFC Dinner Meeting Events Access 

PG 5 

WFFC.com 

Click 
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“Members Only” Dinner Meeting Events Access 

Click 

PG 5 

WFFC.com 

In the new WFFC 
Website, your email 
address is your Login 
Username 

Your password is the 
same one that you 
use in the current 
WFFC Website 

Click 

Click 
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PG 5 

Click 

“Members Only” Dinner Meeting Events Access - continued 

PG  
4 



Dinner Meetings Events Calendar  

PG 7 

PG 3 
& 5 

6 

Click to view 
calendar as a 
List or in days 

of Month 
view 

Click 



Dinner Meeting Event Information 
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PG 6 

PG 8 

continued 

Click 

Enter the number of 
Members or Guests 

you are signing up for 
the Class 
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Dinner Meeting Event Signup – cont. 
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PG 7 

Enter the number 
of Dinner Meeting 

Attendees 

Click 
PG 9 

Enter the “First” and 
“Last Names” of the 
Attendees signing up 

for the Dinner Meeting 
Meals 
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Dinner Meeting Event Signup – cont. 

PG 
10 

PG 8 

Click 

Verify that  the Quantity 
of Meals signed up for is 
correct, and if not make 

corrections before 
clicking on the “Proceed 

to Checkout” button 
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Dinner Meeting Event Signup – cont. 

PG 9 

This information is required for a the Member or Guest to be able to process the dinner meeting signup.  
If a member is signing up for themselves and or guests, this information is filled in from their Roster 
Information. If a Guest is signing up for a dinner, they will have to fill out all of the “*” information. “Pay 
at Event” and “Credit Card” payment Order Receipts are sent to Billing Email Address. 

PG 
11 

Pay at Event 

PG 
12 

Prepay Dinner 

Will pre-populate with 
logged in member 

information. Update 
payee information if 

required. Guest payees 
must complete all billing 

information   

Dinners may be paid for at the Dinner Meeting or 
prepaid for by credit card – your choice. 
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Pay-at-Event Dinner Signup – cont. 

Members or Guest who signup for “Pay at Event” dinners, must pay for their 
meal(s) at the Dinner Meeting by Cash, Check or Credit Card at the Ghillie Check-
in Table. 

Select “Pay at 
Event” 

Click 
PG 
10 

PG 
14 
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Click 

Credit Card Dinner Prepayment 

Members or Guests may prepay directly for their dinner meal(s) by Credit Card 

Enter Credit 
Card 

information 

Click 

PG 
10 

PG 
13 

Select “Credit 
Card” 
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PG 
14 

PG 
12 

Credit Card Dinner Prepayment – continued 
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Dinner Meeting Signup Confirmation Email 
Emailed Dinner Meeting Pay at Event and Credit Card receipts 

PG 
11 

PG 
13 

Dinners paid for at the Dinner 
Meeting will be recorded by the 

Treasurer by order number. 

Click for 
Cancellation 
Instructions 

PG 
15 

Click for 
Cancellation 
Instructions 

PG 
15 
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Dinner Cancellations Process 

Click 

Dinner Meeting Sign-up Cancellation Instructions: 
 Click on “Contact Us” located on the menu bar above to send a dinner 

cancelation email request. 
 In the “Send to” drop down list, select “1st Ghillie” 
 In the “Reason for Contact” drop down list, select “Cancellation” 
 In the “Your Message” box, record the date and Order # of the Dinner 

Meeting Meal to be cancelled and add your phone number in case we 
have questions. 

 Click on “Submit” 
Dinner Cancelation requests must be submitted to the 1st Ghillie before 
midnight on the Thursday before the scheduled Tuesday Dinner Meeting 
date, after which, your dinner payment is guaranteed the Seattle Tennis 
Club. 

PG 
14 
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Dinner Meeting Event – Who’s Attending Report 

A Roster name 
match 

determines if a 
“Member” 

The “Who’s Attending” is the list of all of the Members or Guests who 
have signed up for the Dinner Meeting and is only available to members.  

Member Zip Codes 
listed to encourage 
Dinner Meeting  
carpooling  

PG 7 


