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Welcome to the your new Minnetonka Tennis Club member portal. Accessing your Member Protal allows you to 

update personal information, view your statement, register for classes, and more! The guide below outlines the 

various features available to allow for effective use of your Member Portal.  

 

1 HOW TO LOG IN  

Initital Login: To access the Member Portal for the first time, begin by opening 

https://minnetonkatc.clubautomation.com. Be sure to not include www. when opening the Member Portal.  

Once on the site, locate the “Access My Account” button listed under “First time here?”. 

  

In the “Register Now” window, enter your first name, last name, and email address under “Find my account”. 
After entering your information, select “Search” in the bottom right corner.  

https://minnetonkatc.clubautomation.com/


 

Member Portal 
 

  

 

 

For further questions, please contact us:                                                                                             Club Automation | Member Portal 
Phone: 952-473-2591 

 

3 

 

Once your account has been identified, you will receive a “We found your account.” prompt. A verification email 

will then be sent to your email address with the final login instructions. Please open your email to access these 

instructions. Please reach out to the club if your account access cannot be completed.  

 
 

           
 

The email you receive includes a verification link that must be opened to complete the setup of process. Once 

the link is selected, you will be directed to an information page where you will enter/verify your personal 

information.  

 

Note: You will only be directed to this information page during your initial log in. Future logins will not require 

this additional step.  
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Finally, complete all required fields on the information page, agree to the standard liability waiver, and select 

“Save Account”. You will then be directed to the Member Portal home page! 

 

Standard login: After completing the initial log in steps, your account has been created and you no longer need 

to use “Access My Account” to log in. Going forward, you will enter your “Username” (your email address) and 

“Password” in the “Login to MinnetonkaTC” box.  

 
 
Questions: If you have any problems accessing your account, select “Forgot your password?” and a new 

verification link will be sent to your email. If you need help accessing your account or if the email address you 

provided isn’t recognized by the system, contact the club at 952-473-2591 for further assistance.  
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2 ONLINE PROTAL OVERVIEW 

Home Page: When logging in you will be directed to your “Home” page. The home page lists the following:  

¶ Current balance – listed just below your name  

¶ Club Announcements – be sure to review for any updates or announcements from the team at 

Minnetonka Tennis Club! 

¶ Upcoming events and registrations – listed on the right side of the home screen will be any upcoming 

court reservations as well as your future class registrations  

¶ Note: if you are the primary account holder, select the dropdown menu to the right of your name 

(highlighted in yellow below) to navigate to different family members’ profiles  
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Member Portal Tabs: Located on the left side of the Member Portal are the various tabs you will use to access 

your profile, classes, statement, etc. Below are the list of tabs you can access through your Member Portal.  

¶ Home: This will navigate you back to the “Home” screen outlined above 

¶ View My Info: Update personal and billing information 

¶ View courts: View court availability schedule 

¶ Junior Program Registration: Register for junior programs 

¶ Adult Drills: Register for Adult Drills  

¶ View My Statement: Select to review charges and payments posted to your statement  

¶ Pay my Bill: This will allow you to make online payments for any outstanding charges on your account  

¶ Account Access: Determine what linked family members are able to access on their unique Member 

Portal  

¶ Notifications: This feature allows you to opt in or out of club email communications  

¶ Contact Us: Feel free to reach out with any questions!  
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3 VIEW MY INFO 

From this tab you can update your personal and billing information, along with any linked users’ information 
when logged in as the primary user.  

Personal Information: To update your personal information, begin by selecting “Edit” in the top right corner of 
the Personal Information box.  

 
 

Billing Information: To update your payment method, begin by selecting “Edit” in the top right corner of the 
Billing Information box. Bill information can be updated on the primary account.  
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4 JUNIOR PROGRAM REGISTRATION 

¶ Coming Soon! 

 

5 REGISTER FOR ADULT CLINICS 

¶ Coming Soon! 
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6 VIEW MY STATEMENT  

On the “View My Statement” tab, you can review all charges and payments on your user statement.  

¶ When logged in on a primary account, you can navigate between the statements of linked users by 

selecting the dropdown to the right of your name – highlighted in yellow in the picture below.  

¶ Statements are organized by month and will show all charges and payments generated in the month 

selected. To navigate between months, select the month dropdown menu found toward the bottom left 

side of the statement screen – boxed in red below.  
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7 PAY MY BILL 

Navigate to this tab to pay outstanding balances. To begin, locate the “Select Payment Account” menu. Next, 

select the payment type you will be using for the transaction. Once the payment type is selected, enter the 

account information in the fields provided. 

 

Next, select the payment amount, which will either be “Statement Balance” or “Current Balance”. After selecting 
the balance amount, click on the green “Continue” button to proceed with payment.  

 

After selecting continue you will be prompted to verify your payment information and complete your payment. 

You will receive confirmation that your payment was completed and has been posted to your statement.  
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8 ACCOUNT ACCESS 

This tab allows primary account holders to determine what linked users can access on their portals. For example, 

if a parent is the primary account holder and their children are linked to their account, they have the ability to 

allow or deny access to specific Member Portal features on the children’s accounts.  

The features the primary account holder can allow/deny access to are listed below. Select the feature to allow 

access and uncheck to deny. Select “Save” in the bottom right to confirm changes.  

1. View charges – if unchecked, the “View My Statement” tab is not visible on the user’s portal  

2. Register for Classes – if unchecked, the “Register for Classes” tab is not visible and registrations cannot 

be completed  
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9 NOTIFICATIONS 

Through the notifications tab you have the ability to turn on and off various forms of club email communication. 

To edit your notification settings, select “Edit” in the top right corner of the Notifications box.  

Note: only email notifications are currently available. SMS notifications will be available in the future.  

¶ To turn notifications on: ensure the “E-mail” box is checked to the right of the notification type 

¶ To turn notifications off: uncheck the “E-mail” box to the right of the notification type  

Once the desired notifications have been selected, click “Save changes” in the bottom left corner to confirm 

notification preferences.  

 

 

10 CONTACT US 

If you have any questions regarding the Member Portal, please do not hesitate to reach out to us! The “Contact 

Us” tab allows you to send an email directly to the team using the “What did you want to ask us?” box. You can 

also reach us directly at 952-473-2591. 

We are excited for you to begin using the Member Portal! Please don’t hesitate to reach out with any questions, 
we are happy to help however we can.  


