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Poll: How often do you review your 
already established processes?



NOVI NOTES

Novi Notes 

Internal reference section on how to use the Novi AMS platform!

https://training.noviams.com/admin/novi-notes


DATA CLEANUP

How often do you reach out to get updated information from your membership?

Tip: 
Direct Members to the member compass! 
/member-compass#profile 
/member-compass#companies

Data Cleanup 
Roundtable Resources 

Clean data is the foundation of member management!



DATA CLEANUP

Tell us! How do you incentivize your members to update their profiles?

Clean data is the foundation of member management!



MEMBERSHIP - When to Review Dues

  Dues Renewals:
● Review dues rules and make updates before the renewals run.
● If your dues includes a custom field input, account for “null” as an input.
● Data Clean up Reports - Missing Billing Contact, Missing "X" Custom Field

Invoices not Sent/Printed 
● Review & confirm they look accurate
● How often?

Drop Process: How long after their invoice is overdue?  

Checking for unsent invoices & upcoming drops



MEMBERSHIP

  
Drop Process: How long do you wait to drop after the invoice is overdue?  

Tell Us!  

Checking for unsent invoices & upcoming drops



MEMBERSHIP

● Anniversary: Keep your whole team in the loop 
throughout the year
○ When are your least/most popular months?

← January is definitely NOT the time for 
adjustments 

● Calendar: Strategically set alarms leading up 
to renewals

When to revisit your processes

Use your reports for help!



MEMBERSHIP

How often are you checking your Recent Signups list?
● Daily/Weekly/Whenever you remember?

Our 
recommendation:

Don’t let it get over 10! 

Managing new signups



CONTENT CHANGES

Develop a system for your Novi Files and avoid broken links!

Keeping your frontend content spotless



CONTENT CHANGES

Other Tips: 
• Don’t forget to “Unpublish” blogs 
• Document any code you might reuse 

• Div columns, social media feeds, etc.

Keeping your frontend content spotless



EVENTS

Tips:

Categorize to stay organized!

Online events - resend confirmations within 15 minutes of start

Syncing Event attendee lists & cleanup

Marking Attendance & CEUs

Managing Events Processes



ECOMMERCE

On top of membership renewals, make sure to monitor subscription renewals.

Review your Orders like your Recent Signups!
● And don’t forget to check “Requires Fulfillment”

Make use of ecommerce categories
● Consider the user experience. How will they search

for this product?

Managing subscriptions and new product orders
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