FAQs - Frequently Asked Questions

Website: grandclayarts.com

What if T forgot my username? What if I forgot my password?
On the Homepage, click the red Member Login button. Under “Reset Your Password”,
type in your Username or Email. The system will email your username and a link to set
your password.

How do Service Hours work?
Members are required to maintain 12* service hours at all times. Each service hour
"rolls off* one year from the date it is earned, so you must keep a current tally of 12*
hours.

It is a good idea to plan how you will earn hours regularly throughout the year. For
example, plan to monitor once each quarter, earning 3 hours, four times a year.

*Members who reside in The Grand fewer than 90 days need 6 service hours.

How do I log my Service Hours?
When you sign up to Monitor, work in the Glaze Room, or for Kiln duty, your service
hours are automatically tracked for you. For other work, go to the homepage and click
on Log Service Hours. Hours that you enter will be logged for you at the end of the
month.

How do T sign up to monitor?
From the homepage, click on Volunteers’ Calendar, OR log into the website, click on the
Volunteering button; then click on View Monitor Calendar.

Once there, click on the blue bar on the date you’d like to volunteer. In the pop-up
window, click the green Sign Up button, then select and save your timeslot.

What if I cannot make my monitor timeslot?
Try to find a sub. If you cannot, click on Volunteering, then click My Volunteering
Calendar. There are instructions at the top of the page to Cancel your timeslot.

How many Service Hours do I have?
Log in to the website; click on Volunteering; click on Volunteering Reports; click the
green Run Report button.

How do I know if a monitor is on duty?

Log in to the website, click on Volunteering, then click on View Monitor Calendar.
Monitor names and timeslots are displayed on the calendar dates.

How do I register for a class?
Log in to the website and click on the Classes button. Select a class or event from the
list and follow the screens to register.

Note that all classes must be paid for by credit card, online at the time of registration.
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How do I request a cubby?

On the Homepage, click on “Cubby Request”. Fill out and submit the online form, and
the Cubby Coordinator will contact you.

What if I forget my door code or my cubby number?
Log into the website and click on “Change Contact/Profile Info”. The member profile
information includes door code and cubby number, if one is assigned.

What if my door code does not work?
Send email to techsppt@grandclayarts.com.

What if I get a new CAM ID, move, or change other contact info?
Log in to the website and click on “Change Contact/Profile Info”. Type in all

new/changed info. It is very important to keep your CAM ID current, as this is the ID that
lets you into the studio.

Note that the Webmaster must confirm your CAM ID, which may take a day or so.

How do T make my payments?
When you receive an invoice via email, for membership, cubby rental, or other charges,
you will have the option to pay online via PayPal or credit card. To pay online, click the
link at the bottom of the invoice to enter the PayPal interface. You do not need a PayPal
account; you may pay as a Guest and use your credit card.

If you do not have the email invoice, login to the website and click on Billing Info. From
there, you can pay by credit card as described above.

Alternatively, bring the invoice to the studio, along with a US check or cash. There are
envelopes for each type of payment. Put everything in the appropriate envelope and slip
it into the supply room door slot.

Note that when paying with a credit card online, it is best to do so from a personal laptop
or computer.

What if I'm not getting emails from the club?
Check your SPAM, JUNK and even your TRASH folders.
If you do not find the emails, add the following to your email Contacts list:
groupmessaging@memberleap.com
*@memberleap.com
*@grandclayarts.com
Note that not all email apps will allow use of the star (*).
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