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Membership Administrator and User Guide  
 

Permissions :  You need to have membership or administrator authorizations 

to do many of these tasks.  

 

Procedures  

How does a member change their password?  
A member can change their password in two ways.  
The first is to use the Welcome button drop down menu option and click on Change Password. 
 

 
 
This will take them to a Password Change page.  The member will need to enter their old password, 
followed by a new password, and then retype the new password. Save the new password by clicking on 
the Update Password button. 
 

 
 
¢ƘŜ ǎŜŎƻƴŘ ƳŜǘƘƻŘ ƛǎ ŦǊƻƳ ǿƛǘƘƛƴ ǘƘŜ ƳŜƳōŜǊΩǎ ǇǊƻŦƛƭŜ ǇŀƎŜΦ  The Membership/Web tab contains the 
Change Password link. If necessary, a primary member can also manage and change his password and 
the ǊŜƭŀǘŜŘ ƳŜƳōŜǊΩǎ ǇŀǎǎǿƻǊŘǎ ŦǊƻƳ ǘƘŜ Change Password option. 



Clicking on Change Password will open up the password changing option. 

 
 
The member will need to enter their old password, followed by a new password, and then retype the 
new password. Save the new password by clicking on the Update Password button. 
 

 
 
PLEASE NOTE: If you have membership or administrator permissions on the site, the old password 
Requirement will not be needed. This feŀǘǳǊŜ Ŏŀƴ ŀƭǎƻ ǊŜǎŜǘ ŀ ƳŜƳōŜǊΩǎ ǇŀǎǎǿƻǊŘ 
 



!ÄÍÉÎÉÓÔÒÁÔÉÏÎ ÔÏ ÃÈÁÎÇÅ Á ÍÅÍÂÅÒȭÓ ÐÁÓÓ×ÏÒÄ 
Members can recover a lost password and/or user name with the recovery option located within the 
Login or help pages; or it may be necessary for the admin ǘƻ ǊŜǎŜǘ ŀ ƳŜƳōŜǊΩǎ ǳǎŜǊ ŀŎŎƻǳƴǘ ǇŀǎǎǿƻǊŘΦ  
 

 
 
Select Membership from the drop down Welcome menu options at the top of the page or select 
Membership from the Modules tab on the Dashboard.  Click on the Manage Members tab to open the 
membership list. 

 
 
From the Member List page, you can Quick Find the member by typing the name in the search or you 
can scroll through the list. Once you have found the member, click on the Show/Edit link. 
 
Clicking on the Show/Edit link will display the primary member and the records related to the primary 



member.   It will also display the membership type and number. 

 
 
Click on Show/Edit button beside the member again.  ¢ƘŜ ƳŜƳōŜǊΩǎ ǊŜŎƻǊŘ ǿƛƭƭ ŀǇǇŜŀǊ ƻƴ ǘƘŜ ǇŀƎŜΦ ¸ƻǳ 
will need to click on the Membership/Web tab to reset or change the password. 
 

 
 
The Membership/Web tab will open the website information. Here you will find a Change Password 
link.  Clicking on the link will open up the Password Change box. Type in the new password and repeat. 
Please remember to click on the Update Password button to save the new password. 
 
 



Creating a New Member Record  
Click on the Membership option from the drop down Welcome menu 

 
 
Or select the Members tab from the Dashboard.  
 

 
 
 
Click on the Manage Members tab to open the Member List.  To add a new member and create a 
record, click on the Add New Member button at the top of the page. 
 
The New Member Record (Master Record) page will open.  
 
The name and email (either personal or business) and member type from the Membership/Web tab 
must completed and saved to the database in order to create the new member user account. 
 
IŜǊŜΩǎ ǘƘŜ ŜȄŀƳǇƭŜ ƻŦ ŀ ǊŜŎƻǊŘ ǘƘŀǘ ǿŀǎ ŎǊŜŀǘŜŘΦ ¢ƘŜ aŜƳōŜǊǎƘƛǇκ ²Ŝō ǘŀō ǿŀǎ ŎƻƳǇƭŜǘŜŘ ōȅ ƭŜǘǘƛƴƎ 
the system know that this person is going to be a full member. 



 
 
RE-opening the Membership/Web tab from the New Member Record (Master Record) will display the 
Create New User Account button.  You will see a new button called Send Create Account Invite Email. 
 

 
 
By clicking on the Send Create Account Invite Email button, an email is sent to the registered email 
address for the newly create record.  
 
For each new member email, a special unique link is generated for each member record.  Once 
validated, the member is linked to a page where they create their user account and password.  Upon 



completion, the new member will be linked into their primary member record and be able to login using 
their new username and password.  
 

 
 
Here members agree to the terms of use of the site. 
 

 
 



Changing Details in Member Profiles  
¢ƘŜǊŜ ŀǊŜ н ǿŀȅǎ ǘƻ ŎƘŀƴƎŜ ŀ ƳŜƳōŜǊΩǎ ǇǊƻŦƛƭŜ ƛƴŦƻǊƳŀǘƛƻƴ: 
 
From the Welcome menu, click on the Membership from the drop down menu options;

 
 
Click on the Member List to locate the member.  From there use the Quick Find to locate the record and 
then click on Show/Edit next to the member.   
 

 
 
You will be taken directly to the member record if there is only one record associated with this member.  
If there is more than one record, you will be taken to a list of all related records. In the event of more 
than one record, click on Show/Edit link on the particular record you would like to edit.  
 
Make the changes and then click on SAVE to return to the Member Relation list or SAVE AND RETURN to 
return to the Member Directory list. 
 
Or you have the option to: 



From The Dashboard, click on the Members tab and then on Manage Members.  Follow the directions 
from above.

 
 
 

Hiding a Member from the D irectory  
Should a member want complete privacy from the directory, you will need to add him to a separate 
membership type.  You will first need to go and create this Membership Type under Members tab from 
the Dashboard. 
 

 
 
Make sure you enable Exclude From ListΦ Dƻ ōŀŎƪ ƛƴǘƻ ǘƘŜ ƳŜƳōŜǊΩǎ ǊŜŎƻǊŘ ŀƴŘ ǎŜƭŜŎǘ ǘƘƛǎ ƴŜǿ 
membership type as his new assigned type.  After saving the change, this member will not be seen in the 
general directory. However, the administrator ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ǾƛŜǿ ǘƘŜ ƳŜƳōŜǊΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ŦǊƻƳ ǘƘŜ 
directory. 
 
 

Linking an Existing User Account with a Member R ecord  
 
This can be achieved by going into the member record to the Membership/Web tab. If the member 



already has a user code but it is not linked to his account; a Link Account button will appear. This is 
based on the system finding a user account with the same eƳŀƛƭ ŀŘŘǊŜǎǎ ŀǎ ǘƘƛǎ ƳŜƳōŜǊΩǎ ǊŜŎƻǊŘΦ 
Clicking on the Link Account button will update the member records. 
 
 

Creating Additio nal User Accounts for Related Members  
 

New accounts are created by sending a registration link to the email address of the member. The 
Primary member can also perform this function. 
 

Click on the Add Related Record button to create an additional record that be connected to the primary 
record for the member.  Fill out the fields for the related member.  Click on Save when the fields are 
complete. 



 
 
bƻǿ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ŎƭƛŎƪ ƻƴ ǘƘŜ [ƛƴƪ ¦ǎŜǊ !ŎŎƻǳƴǘ ōǳǘǘƻƴ ǳƴŘŜǊ ǘƘŜ aŜƳōŜǊǎƘƛǇκ ²Ŝō ǘŀō ǎŜŎǘƛƻƴ ǘƻ 
link the related member to the primary record. 
 

 
 
When the link of the related member to the primary record is successful, you will see that the User 
Account is linked. 



 
 
You can view that related members are linked to the primary contact in the member list section. 
 

 
 

Membership Management 
You can track member applications easily from the Pending Member Access Tab.  You can see Pending, 
Approved, Rejected and Completed applications.   
 

 
 
Pending is the default option for the Pending Members tab. It will list all applications to be Accepted or 
Rejected by the administration. 
The Approved (No User Account Yet) button opens up all the members who have been approved to use 
the website, but have not created a user account. When the approved member has not created a user 
name; then the area under User Name will be blank. The administrator has the option to send a 
Reminder message for the member to complete the registration process. 
Clicking on the Process link will open up a Pending Member Edit page. You can see that no user name 
has been created for the account. Click on the Send Reminder button to send a reminder to the new 
member to complete the registration process. 
The Rejected button opens up the list of people who have been rejected from the website. 
The Completed button opens up the members who have completed the registration process by creating 
Username and Login for the website. 



 
 
 
 


