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Introduction
The below are End-User Notes to provide an overview of the Lodge Secretaries Database.  There are many 
features within the program; however, those that are self explanatory have not been listed within this 
documentation.

The primary goal of having our Lodges use the system is to provide streamlined, consistent, automated reports 
such as Quarterly Returns to the Grand Lodge from Lodge Secretaries, District Deputy Grand Master Official 
Visit Reports for his assigned lodges, Yearly Lodge Reports, Yearly DDGM Reports but most importantly, 
preserve historical records.  

The system empowers Lodge Secretaries to make faster decisions by bringing timely, actionable data to them 
instantly by automating and synchronizing business processes.  The reporting and analytics platform is built 
around business intelligence; such as lodge membership, Quarterly Returns, District Deputy and Lodge 
Secretary reports using an intuitive dash board and interactive reports, modern data visualization and advanced 
analytics so users can view data in meaningful ways based on members Initiation, Passed and Raised Dates.

The software was developed for 3 role types.  The Grand Secretary, District Deputy Grand Masters and Lodge 
Secretaries. The Most Worshipful, Deputy Grand Master, and Grand Secretary can see all data with no edit 
ability; whereas, if logged in as a District Deputy, it will show only the constituent lodges that you are assigned 
to and if logged in as a Lodge Secretary, you can see only data pertaining to your own lodge with full edit ability.

Database backups are electronically delivered to each Lodge Secretary for his Lodge.

Principal Grand Lodge Officers:

1. Login into the system, by visiting: http://mwphglcal.lodgehelper.com (Do not enter WWW as this 
software is on a sub-domain for one of several layers of security).

2.  Find your username in the drop-down list.  If this is your first time, please enter the word 
“password” and change it at your earliest convenience.

Figure 1
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3. Assuming that you have logged in as Most Worshipful Grand Master, Deputy Grand Master, the Grand
Secretary or other Principal Grand Lodge Officer, you will see a listing of all the Subordinate Lodges as 
shown in Figure 2.

Figure 2

4. On May 1 of each year, Most Worshipful or the Grand Secretary should update the system values (fees) 
as well as the Report Header as shown in Figure 3 by selecting the “Add/Update Official Icon”, then 
selecting the “Update Trestle Board Link” and if necessary update the DDGM Lodge Assignments as 
shown in Figure 4.

Figure 3.
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Figure 4.

5. To obtain YTD Quarterly Returns for subordinate lodges, select the “Combined YTD Reports Icon” as 
shown in Figure 5.

Figure 5.
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The below is a result of selecting the Combined YTD Lodge Report:
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To obtain the yearly DDGM Yearly Report (below), please select the “DDGM GL Report Icon”.  The below reports 
data is taken from the Lodge Profile Sheet (Figure 7) of each Lodge of your assigned district.  This enables the 
DDGM to have streamlined and immediate data.  No communication is needed to his assigned lodges as the 
Lodge Master and/or Secretary enters this data for their lodges throughout the year.  The report also determines 
the current Most Worshipful and DDGM.
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Lodge Profile Sheet:

Figure 7

Dues Delinquency Report and Reminder Letter to member:
The below is a screen shot of the Dues Delinquency Report:

The below is a semi automated Dues Reminder Letter or Imminent Suspension Letter.  The 
letter is displayed on screen only to enable the Lodge Secretary to print and mail.  All data is 
taken from the Lodge Profile Sheet ( i.e. lodge officers and report header). 
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Automated System Task
The below is an automated system task the server performs each day at 1pm.  It 
searches the database for newly Entered Apprentices and sends them a 
congratulatory email.  Similar automated letters are also provided to the Fellow 
Craft and new Master Mason.
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DDGM Official Visit Report:

DDGM Official Visit Form (Continued)
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Public and Private Calendars:
The system enables each registered user (Grand Lodges Officers, DDGM's, and Lodge 
Secretaries to create calendar events.  If one wishes to make the event public, he should 
select the check mark for “make event public”.  This calendar function can also serve as the 
Masters Trestle board.  The calendar is integrated with Google Street Maps.  Selecting the 
event location will provide a street level view of the location.  Please see below images:
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DDGM VIEWS:

6. Assuming that you have logged in as a DDGM you will see a listing of all the Subordinate Lodges 
assigned to you as shown below.  To create your Official Visit Report, select the Icon to the left of the 
lodge name, then select the “New DDGM Report Icon”.  See pages 4, 8 and 9.
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Mass Email Distribution:
The system enables registered users to send mass emails to several categories and depending if you are logged 
in as a Lodge Secretary, DDGM or Grand Secretary.  The below image shows the categories  while logged in as a 
DDGM.  If logged in as a Lodge Secretary, the categories are:  1) All Past Masters of my Lodge 2) All Lodge 
Secretaries 3) All members of my lodge.

After selecting the above category, the “Template” is displayed.  It can be deleted.  One can use cut and paste 
or freestyle typing.

Page 16



Lodge Secretaries View:
Assuming that you have logged in as a Lodge Secretary you will see your own lodges' data.  No other Secretary 
can see the data from another lodge.  The data shown is for the current year.  No data is deleted.  Data for 
previous years can be found by running a report with a specific date range.  Members purged from your roster 
are maintained for history.
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LODGE DATA (Continued)
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Building your Initial Lodge Roster:

1. Select the “Add Member Icon” at the top of the control panel.
2. Select “Initiation” for petition type as shown below

NOTE:  You will be editing each members record after all have been entered to update his initiation, 
passed and raised dates as well as other information.

3. Enter the members first, middle and last names, then select the dummy record as the petition signer. 
The petition signer list will grow as you add others; therefore, consider adding two Past Masters first.
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Updating Lodge Members Profile Sheet:

After each member has been added to your electronic roster; their profile sheet must be updated with all 
information shown below.

Membership Dues:

To record a members dues payment, select the “Update Dues Link” within the members Profile Sheet OR from 
the Secretaries Control Panel by selecting the “Multi-Record Update Icon”.  Select the month and enter the 
payment amount.
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Lodge Profile Sheet

The Lodge Profile Sheet should be updated after elections as well as when directed by the DDGM to provide him 
with your Lodge Report for Grand Sessions.  Select the “Update Lodge Icon” to accomplish this.

Lodge Meeting Minutes

To add meeting minutes, select the “Add Minutes Icon” on the Control Panel.  A “Template” is provided.
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Quarterly Returns:

Quarterly Returns are run by selecting the “Secretary Reports Menu” then selecting the appropriate quarter. 
Reports for previous years or months can also be accomplished by selecting  “Quarterly Returns by any date”
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Craft Listing:

Lodge membership information can be downloaded to Excel Spreadsheet and Adobe PDF as well as directly 
printing or Avery Labels.  This is accomplished by selecting the “Print Craft Listing Icon” on the Secretaries 
Control Panel.
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Searching the Constitution

A keyword search can be performed by selecting the “Search Constitution Icon” on the Control Panel

Help Desk Support:
Call the Help Desk at (714) 805-9OTS (9687) between the hours of 9am – 11pm PST

Video Tutorial:

View the video tutorial at:  http://youtu.be/Y_O_NTN8mOI 

Page 24


	Introduction
	Principal Grand Lodge Officers:
	Lodge Profile Sheet:
	Dues Delinquency Report and Reminder Letter to member:
	Automated System Task
	DDGM Official Visit Report:
	Public and Private Calendars:

	
DDGM VIEWS:
	Mass Email Distribution:
	Lodge Secretaries View:

	Building your Initial Lodge Roster:
	Updating Lodge Members Profile Sheet:
	Membership Dues:
	Lodge Profile Sheet
	Lodge Meeting Minutes
	Quarterly Returns:
	Craft Listing:
	Searching the Constitution
	Help Desk Support:
	Video Tutorial:


