
 

 

 

 

Once you are logged in, click “Chapter Resources” and then select “Manage Chapter” 

which brings you to this screen. The most popular options are in big boxes—“Manage 

Membership” or “Officer Reporting” as well access to the “National Directory” 

 

Other options, such as downloading logos, or making updates to member addresses or 

emails appear in the menu on the left. 



  

Use this option to update or 

add new officers for the 

chapter 

Click here to enter an email 

interface to send the national 

office a request to replace a 

missing/damaged card for a 

member. 

This option allows you to 

edit member records 

outside of a payment 

batch—items like address 

changes and email updates. 

Click here to update 

information about the 

chapter itself like the write-

up or photo that appears on 

the website’s Find a Chapter 

feature. 

This page is for non-financial chapter updates—

items like updating officers or changing a 

member’s address.  



 

 

 

 

 

  

This is the interface for the national directory…there are options to 

generate the entire directory or just subsections. Click on your desired 

option to get further selection criteria as appropriate (i.e., just 

information for a specific state or chapter or just a list of national 

directors). At the bottom of this page is also a button to click to access 

items like the bylaws, pledge, mission statement, and other items. 



 

 

 

 

 

 

  

This page allows you to get a roster of members in either pdf or Excel format. You can 

get just current, paid members or get a list that includes unpaid, prior members. 

Select “yes” here if you want to 

include the national board of 

directors (perhaps for a newsletter 

mailing) 

If you’d like to include family 

members in your report, select 

“yes” here (for a hard copy 

newsletter mailing, leave this 

option as “no” if you want to 

send just one newsletter per 

household) 

This dropdown allows you to 

select chapters and/or 

divisions you have rights to 

access 

Select from the dropdown menu 

here to indicate if you want  your 

chapter members or if you want to 

solicit Members at Large in your 

area. 

 

Use this dropdown to indicate if you 

want just active members who have 

paid for the current year or if you 

want to also include prior members. If 

you option for former members, you 

will get an option to indicate a date 

range. In this example, the report will 

pull members who lapsed at the end 

of 2024. 

 

If you want to include Members at 

Large in your area, select “yes” on 

this dropdown (if, for instance, 

you want to send your state 

newsletter to all members living in 

your state) 

Click here when you are ready 

to run the report. 



 

 

The default option for your roster is a pdf report. This is a 

read-only report that you can print out. The Excel option 

generates a spreadsheet that can be used to import data into 

your own electronic chapter records, can be sorted and 

organized however you wish, or sent to a vendor for a 

newsletter mailing or emails extracted for your own 

electronic communications. 

The report automatically displays as a 

pdf. Click here to export and print the 

file as is. 

 

 

If you prefer to have an Excel format, select “Excel” from the 

dropdown menu and then click “Run Report” to generate it as 

an Excel file. After that, you can click this icon to export and 

download your file. 



  

Use this option to update or 

add new officers for the 

chapter 

Click here to enter an email 

interface to send the national 

office a request to replace a 

missing/damaged card for a 

member. 

This option allows you to 

edit member records 

outside of a payment 

batch—items like address 

changes and email updates. 

Click here to update 

information about the 

chapter itself like the write-

up or photo that appears on 

the website’s Find a Chapter 

feature. 

This screen is used to add a new officer to your list of active 

chapter officers. You can retrieve their record by ID number, 

searching for them by name or browsing down the list. 

Only paid, active members of your chapter are 

eligible to hold office so those are the only records 

you will see listed. Non-members may not be listed 

as officers. The “A” showing in this field indicates 

the page is pulling active members. 

Click here to select the person and 

go to the page where you will 

indicate which office they hold. 



 

 

 

  

Once you have selected the person, you will come to this page where there 

is a drop down to indicate the office the person holds. If the same person 

holds more than one office (i.e., secretary and treasurer perhaps), you 

will need to add them again for each additional position. 



If all of your officers are the same from last year, you will 

see a one-click link to “renew all records” – the records 

that will get updated are those showing in the list (in this 

case, officers from 2023-2024) If you have additional 

people to add, you’ll click “add new officer” 

National bylaws state that officers 

must be in place by September 1st of 

each year. This means that for the 

easiest entry you should update your 

officers before that date. If you wait 

until after that time, you will no 

longer see your full slate of officers to 

be able to make individual changes. 

You can use this section to view “past 

members search” by changing this 

drop down.  



 

This interface allows you to pull a list of past 

officers for just a specific time period (in this 

case, the 2025 officers that have not been 

updated yet for 2026) or a full list of all your 

past officers. 

 

Enter the term ending date and click “find” to 

get a list. You can also further limit your search 

by selecting a specific position. 

 

 

Use the list that comes up to edit individual people—you 

can click the pencil icon to edit a record—in most cases 

you will simply be updating the term end date from the 

current year to the new one (in this case from 08/31/2025 

to 08/31/2026). 

 

Please do NOT ever use the red “x” mark to remove 

someone from the list…doing that will remove any details 

that they ever held office at your chapter. If they are no 

longer in the position you should just let their term expire 

or, depending on the time of year, change their end date.  

 ] 

 

If you need to see more information about a person to 

verify it is the right record or make changes to their 

address, phone, email, etc. you can click on their name in 

this list.  

 

Throughout the system fields underlined in blue are items 

you can click on to access more screens of information 

about the person. 


