
Zonta International

Zonta Club President &  

Treasurer Training

Preparing for the 2022 Dues Period 



Our goal for this training 

• Share what is new for 2021-2022 dues collection

• Review managing the club online

• Walk through paying dues online and updating your 

club’s roster

• Demonstrate the online dues payment system on 

the website



2019-2020 Dues Collection

• Challenging

– Dissatisfied members – delayed response time

– Dissatisfied employees – overtime in May & June

– Additional cost - $20,000

– Data privacy
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2021 Dues Collection

What is new in 2021?

Invoice available online only

Member transfer form

New members can be added after 

1 April 

No dues extension 



Resources for Clubs

Member Dues 

Tools 

Member 

Transfer Form 

Add Your Voice-

Global 

Membership 

Campaign Page

How to Manage 

Your Club 

Online 

Club Bylaws 

Template



Your District’s Test Club 

• Username: 

dist1test@zonta.org

Password:

• For Practice Only 

mailto:dist1test@zonta.org


Login



Reviewing the Club Profile

• Once logged in, click your name at 

the top of the homepage

• Click the “Manage Club” button 

located under the “View my directory 

profile” button



• About My Club

• Forms Available

• Contact Information 

• Z Club Details

Club Profile 



Updating a Member’s Information

• Scroll to the bottom of your club’s 
profile for a list of your club’s contacts

• Click on the member you want to 
update

• It will take you to their profile, where 
you can update the My Personal 
Details and My Address sections

• Reach out to Member Records to 
update the Membership Profile 
section



Updating a Member’s Information

• To update a member’s e-mail address 

or mailing address, click on the pencil 

icon in the My Address section

• Update the mailing and e-mail 

address and click on Save & Close



Pay Dues and Manage Club Roster



Add New Members 

• Click the “Add New” 

button under the type 

of member you are 

adding to your club



Or Skip Adding New Members

• If you do not have 

any new members 

to add, click the 

“Next Step” button 

at the bottom of 

the page



• Enter the new 
member’s 
information

• Once complete, 
click “Next” at the 
bottom of the 
screen

Enter New Member Information



Adding New Members

• Once all new 

members have 

been entered, 

click the “Next 

Step” button at 

the bottom of the 

screen 



• Click either the 

Join/Renew box or 

the Resign box for 

each member

• When finished click 

the “Next” button at 

the bottom of the 

screen

Update Membership Roster 



• This step will allow 

you to reinstate 

former members 

• When finished, click 

the “Next” button at 

the bottom of the 

screen

Reinstate Members



• Review the list given – all 

the current, new, and 

reinstating members 

should appear here.

• If correct, click the 

“Confirm” button at the 

bottom of the screen

Check Final List



• The “Invoices” section 

will show all members 

with a balance owed

• To view a PDF of the 

invoice, click the “View 

Invoice (Form A)” 

button

Checkout



Selecting “Pay Later”

• If there are 

members you do 

not wish to pay 

now, click the “Pay 

Later” button 

beside their 

invoice line item



Payment

• You can choose to pay via 

PayPal or credit card. 

• An email confirmation is 

sent to your email address 

on file. You can also select 

an additional email address 

for a receipt confirmation. 



Club Presidents Page



Club Officer Form



Live Demonstration Using the Club Profile



Questions? 


