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[bookmark: _heading=h.30j0zll]Preparing your Member Jungle Site to Launch

This document will assist you in setting up and configuring your new Member Jungle site in order to prepare your system for launch.

You can use this checklist to check off the items as you go and allocate tasks to your other administrators.

If at any stage you have a problem completing a task, feel free to raise a support ticket via our support portal at https://support.memberjungle.com

Hold Ctrl while you click on each item link to view the knowledge article with instructions for each step.
[bookmark: _heading=h.1fob9te]Site Details & Organisation Settings
☐  Add Your Organisation Details
☐  Add Your Tax & Compliance Information
[bookmark: _heading=h.3znysh7]Add Administrators
☐  Create administrators and authorised contacts
[bookmark: _heading=h.2et92p0]Membership
☐  Create your membership levels (Read info on Level vs Product)
☐  Create your membership products
☐  Customise your membership forms
☐  Build your automated membership emails
☐  Manually Add Your Members or Import Your Member Database
☐  Understand How You Can Manage Your Members Once They Are In The System
[bookmark: _heading=h.tyjcwt]Payment Gateway
☐  Setup Your Payment Gateway
[bookmark: _heading=h.3dy6vkm]Website Design
☐  Add Your Site & Invoice Logo
☐  Add Your Social Media Links
☐  Select A Theme Design or Build Your Homepage
[bookmark: _heading=h.1t3h5sf]Website Content
☐  Add A Page
☐  Manage Your Pages
☐  Add Page Content Using The Editor or Page Widgets
☐  Add Your Terms & Conditions and your Privacy Policy
[bookmark: _heading=h.4d34og8]Mobile App
☐  Customise Your Member Jungle Mobile App
☐  Understand How The App Works as an Administrator
[bookmark: _heading=h.2s8eyo1]Access Training Resources
☐  Support Portal
☐  Video Training Library
☐  Free Online training Sessions
☐  Raise a Support Ticket
[bookmark: _heading=h.17dp8vu]Get Additional Help from a Member Jungle Professional
☐   View and Select From Our List of Optional Add-ons
[bookmark: _heading=h.3rdcrjn]Domain Name
☐  Have you considered what your website URL will be? It is possible to keep the current yoursite.memberjungle.club URL, however you may own or wish to purchase a Domain to better reflect your club. When you have decided this, please Raise a Support Ticket to advise us of your decision so that we can have everything in place ready for your launch! It's never too early in the process to let us know!
[bookmark: _heading=h.26in1rg]Launch Time!
☐  Once you have completed your setup and configuration, Raise a Support Ticket to advise our team on the day and time you would like to launch. We will carry out some checks and get your site launched on the Domain you have advised.

We may have already noticed that you are nearing completion of your build, and send you our launch pack which includes comms to help tell your members. If you haven’t seen that email, feel free to request it!

The final steps to launching include some checks that you will need to carry out. Have a read of our article “Your New Member Jungle Site Is Ready To Launch – What Now?”, which will give you a launching check list. 
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	[bookmark: _GoBack]Your Company Name:
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