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How to Get the Most from the 
 Lone Star Santas / MemberPlanet Database 

 

This User Training Manual has been prepared to help our members to navigate and to 
take full advantage of our organizations’ database.  It covers how to logon, update your 
profile, pay dues, obtain background checks, purchase insurance, order our Convoy of 
Toys green vests, check and RSVP to events, and much, much more. 

Please Keep in a Safe Place 
 

Who is Lone Star Santas Charities, Inc.? 
 
Lone Star Santas Charities, Inc. (Lone Star Santas) is both a Fraternal and a Charitable [501(c)(3)] all-
volunteer organization.  We are organized in Texas for Santas, Mrs. Clauses, Elves, and Helpers who 
were born, live, or work in Texas, and who have the genuine Christmas Spirit all year long. 

Fraternal: Each of us who interact with children must be Background Checked annually.  We 
encourage Hospice Training.  We facilitate at least one Santa School each year alternatively in 
Dallas and in Houston.  We encourage attendance to our gatherings.  Eatn’ Meetn’s are held 
every month or so in both the Houston and Dallas areas and gaining popularity in the San 
Antonio and Austin areas.  At least once annually, we host a Santa Roundup, somewhere in 
Texas.  This is a 3-day event with vendors, educational speakers, and entertainment.  Every 
couple of years, we facilitate a Santa Cruise out of Galveston to various locations.  We also 
encourage our members to attend national Santa Conventions.  We provide a Find-A-Santa 
page on our website for individual Santas to promote their own Santa business (see next page). 
Each of these events encourage camaraderie, promote better trained Santas and Mrs. Clauses, 
and promote the image of Santa Claus. 
Charitable: We have our ‘Convoy of Toys’® Mission to Provide Love, Hope, Joy, Toys all wrapped 
up in a Big Santa Hug directly to children affected by natural disasters like tornados, floods, 
wildfires, etc.  We work with local churches, schools, and local relief organizations to select a 
venue and contact children and families affected to come to the venue and receive Love, Hope, 
Joy, and Toys.  We issue our special ‘Convoy of Toys’® green vests as we are required by FEMA 
to have a uniform of sorts, identification, and a current background check on record.  Again, 
this is where some Hospice Training helps. 
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Requirements to Join Lone Star Santas Charities, Inc.: 
• Born, live, or work in Texas.  Some exception. 
• Email: Must have an email address for EACH member.  This is required to post background check to your 

profile.  Each member … Santa, Mrs. Claus, Elf, etc. needs a profile.  Therefore, each member needs a 
separate email address. 

• Profile: Each must create a profile using www.LoneStarSantas.Org / member log.  See page: _____ 
• Background Check: Must have an annual Background Check.  It may be obtained using 

www.LoneStarSantas.Org/Member-Services .  See page: _____ 
• Dues:  Must have annual Dues paid up.  See Page: _____ 
• Insurance (optional): To obtain Insurance, go to www.LoneStarSantas.Org/Member-Service.  You must 

be up-to-date on your annual Dues and annual Background Check.   See Page: _____ 

 
How to be part of the Find-A-Santa page on our website: 
 
As a service to our members in good standing (current on Dues and Background Check), we offer a Find-A-Santa 
page.  This page is used for our individual members to ‘advertise’ their services as Santa and Mrs. Claus.  Lone 
Star Santas does not act as an agent.  However, we periodically place an ‘ad’ on social media like Facebook 
indicating how to find a Santa in Texas.  This service is totally separate from your Profile entered via 
memberplanet.  To get on the Find-A-Santa page: 

• Peruse other entries to see how other Santas have listed their services in ‘bullet’ format. 
• Create your own ‘bullet’ list. 
• Be sure to list your contact methods … Phone #’s, email, your website, etc. 

o We will ‘link’ to your website if desired 
• Be sure to list the areas and/or cities you service. 
• Be sure to attach a good .jpg photo of yourself.   

o NOTE: When you submit a picture of yourself dressed as Santa, please insure it contains only 
you or you and your Mrs. Claus.  Images including children are not allowed.  Managing and 
maintaining current authorization from parents on multiple members is something that the 
Board decided was not what we wanted to do, so please limit those in your picture to you and 
your Claus partner. 

• Email everything to Santa Gene Goetz santagene@att.net . 
• Be sure to do this as early as possible.  Entries and Changes are cut off October 1st of each year. 

 

Our ONLY means to communicate with our members is via: 
• eMail 
• Facebook:   LSS Charities, Inc. - Members-Only group 
• Website:   www.LoneStarSantas.org + MemberPlanet 

Due to the size of our organization, we do not have the capabilities 
to utilize snail-mail or phone calls on a regular basis. 

http://www.lonestarsantas.org/
http://www.lonestarsantas.org/Member-Services
http://www.lonestarsantas.org/Member-Service
mailto:santagene@att.net
http://www.lonestarsantas.org/
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How to Log on to LoneStarSantas.org 
1. Go to Lone Star Santas’ website http://lonestarsantas.org. 

 
2. Place the pointer or mouse cursor over Member Login. 

 
3. Click.  

 
 

 
 
 
 

 
 

 
4. This will take you to the Lone Star Santas’ MemberPlanet where you will be able 

to Create an Account or Log in to MemberPlanet.  
 

 
 
  

http://lonestarsantas.org/
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How to Create a New Member Profile/ Account  
 

1. Enter your information: First name, Last                                            
Name, Email, and Password as shown. 

2. Click the Create my account button.  
3. Enter the required information on My Profile: 

Mobile and address. For the required information 
click the Edit button that is to the side of the page 
shown below.  

 
4. When you click the Edit button for Contact. You will be directed to the page below. Please 

select the phone number type and enter phone number. **Additional information is optional. 

 
5. Click the Save button that is at the bottom of the page.  
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6. When you click the Edit button for Location. You will be directed to the page below. 
Please enter the following information: Country, Address, City, State, Zip Code, and Time 
zone.  

 
7. Click the Save button that is at the bottom of the page.  

 
8.  Click the Continue button at the bottom of the page that is shown below.  
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9. You will be directed to the page shown below. Where you give additional information for 

your badge and vest. The information that is required are: Title on the badge, First and 
Last name on the badge, Location, Vest size, if you have a spouse or additional family 
member.  
**Note: For Location please put town or city** 

 
 

10. If you have a spouse/ helper that is also a member of our group. If yes, please provide 
their name. If no, please press Continue.  
 

11. When you press Continue, you will be directed to the Membership Level form.  New 
members will choose New Members.  
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12. When you press the Choose button. The Total at the bottom will change from $0.00 to 

$50.00 as shown below.  

 
13. When selected and the Total is now $50.00. Press the Continue button.  
14. You will be directed to Checkout choosing either the payment type: Credit Card or e 

Check. An image is shown below of the page.  
 

 
15. Please enter credit card information. If you are using a check, please press the e Check 

button and enter your account information. 
16. Press the Pay Now button.  
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How to Login to your Profile (Member) 

1. Go to Lone Star Santas’ website http://lonestarsantas.org. 
2. Place the pointer or mouse cursor over the Member Login. 
3. Click.  
 
 
 
 
 
 
 
 
 
4. This will take you to the Lone Star Santas’ MemberPlanet where you will be able 

to Log in to MemberPlanet.  

 
 

5. Enter your username or email and password in the Log in to MemberPlanet side. 
 

6. Press the Login button. 
  

http://lonestarsantas.org/
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How to Obtain a Background Check  
1. Go to Lone Star Santas’ website http://lonestarsantas.org. 
2. Click the Member Services tab.  
3. Click ClearStar Logistics.  

 
 

 
4. You will be directed to the page shown below. When on this page press the orange Apply 

button.  

 

http://lonestarsantas.org/
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5. Please read the terms and conditions. When you have finished, you must be completely 
scrolled to the bottom of the form in order to accept the terms and conditions that were 
given.  

**Note: Please make sure you scroll all the way down on the terms and conditions.  

 
 
 

6. Click the box to accept the terms and conditions.  
 

 
7. Click OK. 

 
8. Enter in your Basic Information and Current Address. 

 
 

9. Click the box to agree to the authorization. 
10. Press the Submit button.  
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11. Read all the following in the Documents page. 
 
 

12. There are two of the following that have check boxes if you do/don’t agree.  
a. Right to Enter into Documents in Non-Electronic Form 
b. Resident Notice and Acknowledgments (CA, ME, MN, NY, OK, WA) 

 
**Note: If you click the check box to Exercise the right to non-electronic from. You will not have to 
provide an electronic signature, but instead turn in a handwritten one which could delay your 
process.  
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13. Provide an electronic signature and full name in the Name box.  

 
 

14. Click the Continue button.  
 

15. Provide payment information.  
 

**Note: Only can be paid by debit/ credit card.  

 
16. Press the Continue button. 

 
  



- 16 - 
 

How to View and Update your Profile 
1. Go to Lone Star Santas’ website http://lonestarsantas.org. 
2. Place the pointer or mouse cursor over the Home tab. 
3. Click Member Login. 

 

 

 

 

 

 

 

4. This will take you to the Lone Star Santas’ MemberPlanet where you will be able to Log in to 
MemberPlanet.  

 

5. Enter your username or email and password in the Log in to MemberPlanet side. 
  

http://lonestarsantas.org/
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6. Press the Login button. 

7. You will be directed to the page shown below. When on this page, hover over the My Profile 
tab, and click on Profile Information 

 

8. You will be directed to the page shown below. On this page, you can view your profile and 
update information by first clicking on Basic Info and then clicking on the blue Edit button. 
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9. After changes have been made, click on the blue Save button to save all changes. 
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How to Obtain a Convoy of Toys (For Donation) 
1. Go to Lone Star Santas’ website http://lonestarsantas.org. 
2. Click on the Convoy of Toys tab, located towards the top center

 
3. A description pops up. To donate, click on Donate now: Click here located towards the center-

right of screen 

 
 

A. If donation will be made through debit or credit card: 
1. Enter desired donation amount 
2. Fill in all of the card information and contact information below 
3. If you desire to create a PayPal account, click on the box labeled Yes, I want a 

PayPal account 

http://lonestarsantas.org/
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4. To finish, click on Donate Now 
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B. If donation will be made through a PayPal account: 

1. Enter desired donation amount 
2. Click Log In 

 
3. Enter PayPal user log-in credentials 
4. Click Log In 

 
 

5. Finish the Donation payment 
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How to Obtain Insurance 
1. Go to Lone Star Santas’ website http://lonestarsantas.org  

2. Click on BG Check / Insurance. 

 

 
3. Click Philadelphia Insurance Companies 

 
  

http://lonestarsantas.org/
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4. You will be directed to the page shown below. When on this page press the blue Liability 
Insurance Program & Enrollment Form button. 
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5. You will be directed to the page shown below. On this page, you will be able go through all the 
information provided and can view the different coverages. Contact information including 
name and phone number are provided for you to reach out to the appropriate parties if you 
wish to request more information or enroll into the insurance program. 
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How to Check your Dues/Payment 

1. Log In 

 
2. Shows when next payment due. 
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Check for Lone Star Santas Events (Option 1)  
1. Log in to MemberPlanet.com 
2. Click the Events Icon 

 
 
3. Click on view to see each event information  
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Check for Lone Star Santas Events (Option 2) 
 
1.  Log in to MemberPlanet.com 
2.  Click on Events  

 
 
3. Click on All Events  

 
 
4. Click on each event to see its information  
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Find a Member using the Directory  
 
1. Log in to memberplanet.com 
2. Click on Directory 

 
 

3. Click on  directory  
 
 

1. You will be directed to the page below either type or click on the first letter of the member’s 
last name 
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How to RSVP to Events 
 

1. Go to the Member Planet and sign into your Lone Star Santas account 
at http://www.memberplanet.com 

2. Select “Events” 

 
 
 
3. Select the event that you would like to RSVP to. 
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4. Choose “Yes” to RSVP if you are attending, “Maybe” if you are not sure if you are attending, or 
“No” if you are not attending. 

 
 

5. Enter the basic information required, Name, Last Name, email, and adults attending to the 
event, and optional add a comment in the “add a comment box” then click continue.  
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6.  The confirmation will window open, you may either share the event on Facebook, tweet, 
LinkedIn, or email, or close your browser. 
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How to Order Your Customized Vest  
1. Go to Member Planet and sign into your Lone Star Santa’s account to 

http://www.memberplanet.com 
 

2. Select “Packets” 

 
 
 

3. Select the “Customize your vest” option 
 

 
 

 
 
 

  

http://www.memberplanet.com/
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4. Fill out the required information, Firs Name, Last Name, Street Address (Shipping), Street, 
City, state, phone number, email Address.  

 
 

5. From the drop down button option select the the size that you would like to order 
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6. Select if you would like your Monogram name on the from and /or Large Lone Star Santa 
Patch on back  

 

 
 
 
 
 
 

7. Type Name to monogram, example: “Santa Jim” 

 
 
 

8. Fill out the require information, Number of Monogram(front) Max is 1, Number of Large 
Patch(back) Max is 1 

 
 

9. Select a payment option  
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10. If paying with a credit/debit card, fill out the required  Card Number, Select Month, select 
Year, type in the CVV, type in the zip code, type in the full name, and lastly, your email address 

 
 
 
 

11.  If paying with Check, fill out the required information, type Account number, type Routing 
number, type Full Name, and email. 

 
 
 
 
 

12.  Click on “Pay now”  
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How to Order your Name Badge  
1. Go to the Member Planet and sign into your Lone Star Santa’s account to 

http://www.memberplanet.com 
2. Select “Packets” 

 
 
3. Select the “Order your New Badge option” option 

 
 
4. Fill out the require information, First Name, Last Name, Street Address(Shipping), Street, 

City, state, phone number, email Address,  

 
 

http://www.memberplanet.com/
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5. From the dropdown menu Select your Santa role then type the require information “first 
name”, “last name”, and “City”. 

 

 
 

 
 
 

6. Select a payment option  
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7. if paying with credit card fill out the required  Card Number, Select Month, select Year, 
type CVV, type your zip code, type your full name, and email  

 
 
 
 

8.  If paying with check fill out the required information, Account number, Routing number, 
Full Name, and email. 

 
 
 
  
9.  Click “Pay now” 
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