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MMMS ONLINE USER DOCUMENTATION

Welcome to MMMS Online! With MMMS Online you may view and update your
Moose Account information on the web, and pay your lodge, chapter or legion dues
online with a credit card.

If you are an administrator, Recorder or Moose Legion Secretary, you may also view
your Fraternal Unit’s deposit information, search for members in your unit, and pay
other member’s dues for them.

This document describes how to use MMMS Online for Members, Administrators,
Recorders and Moose Legion Secretaries.
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SECTION 1 - LOGGING IN To MMMS ONLINE

1. Log in to the Moose International Website and Click on the Member
Information and Address Changes Box.

Memberes Information 4_. Click Here
and Address Changes

Note: the example screenshots in this document may have a different address

than the one you are using, because this document was created using a test web
server.

You should see the following screen:

Wi - FORElT el Eajilrs

P DU S| i e s ety e

By Memibership Record Online

L NewUses Rturning Ussrs

e | Ermget Your Liper J07

gl badore You Cain ey ol dues anfine. T B a Farpmend Enrme! tue Fnemroed?
e i RS, |_3|!II'I I

A sl e wkar, o Wil need 0D Sel g a ket

Feeadl all ardas of il fofbin o ey [oF i dFia s .
o et i procead. Returning
R users sign in
ey coeabe] by thee Man here.
My riemitership Reoord

& IF youer U T by youer Moose BE D PO e
Imadng 2eros whien enbering your Moose &

& IF yus hawes forgal ben wour Passened, enter yoer
e 10 arwl ok Ghe Forgod Wour Passeood? ok

New users click w1 s hessee forgat ben your Sser B3, enfer your

. MDCESE |00 Mt i thie e 10 boe and click the
here to register. Forgot Yo Possword? ik

0 LR T-2000 Moo [miermalional, The Family Fratamiy. All rights iesorved

If you know your User ID and Password:

1. Type your ID and Password into the appropriate fields.
2. Click the “Sign In” button.

3. Continue with Section 3 - My Memberships.
If you have not yet registered,

= Click the “Register Your Moose ID” link.
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SECTION 2 - REGISTERING FOR THE FIRST TIME

After clicking the “Register Your Moose ID” link on the login screen, you will see the

following screen:

J Mg s Reghetrsiom Baber Mogse [ - Mormrmgll fabered faphores

e oo S el el

= -n_:n__ﬂ_g:ﬂ___j;p#—ﬁrmlmw 17 raNwwee TR e, s

MOOSE

Intemational, inc,

By Memberahip Recond Oniine
Enter Moose 1D
1 Ertese Mgoee 10 B OGECErisl 3 Wellp Bl 4, Gk Paswsand
Fivzse B |
Lask hame;

[ﬂ.u'tllr-ll-l.-'ll- || gmsmap \ |

& WOLF I 10 E i MIOOSE 10, sk
T PR nacite sy |":I'|rJ" Fo it
& Wi Pavneord iy yoor lask neume gy speiied on g seemieerst

cartd or dues menec nobes

Click “Continue” after
entering your Moose ID
and Last Name.

1. Type in your Moose ID number, and your last name.

2. Click the “Continue” button.
Now you will be asked to enter your email address:

TR e

B Dl e Fyees o il

sre D3 3 e - z

Wy Mamzarehip Racore Criine

Hal Exvall Ackdenin

L I M LR L e L Rl I e P

Varrmes Gresd ddora ia:
el ey

“"-'-ITI__ ﬁ

]

After entering your email
and email confirmation,
click “Continue”.

= Wi Uy B e MUER LS Ml
D] ankalr oy Felyg iren-
= Yo SayTecs A Wi e o

spliot o pAr warkarvlps © e or chans e al o e

& 1 b v i ] s w0 o e e e sl el e el wrhon A7, Yawe e S Enead
ol poar sk pual or veaes el @ oo

& LN 0000 Vo i b, Thp Pty Frmpersin, 401 iy, v
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3. Type in your email address in both boxes.
4. Click the “Continue” button.

Note: It is best to use an email address that you can check from the computer
you are using, because you will receive an email with a link to continue the
registration process.

After entering your email address, you will see the following screen:

]'l-'.. A= s Fisghetrahim Fer il Bmal - Foeokalt Babeine] Eapilones

D [t Yew Fpoim Lok peo
==k O [E D | A [ b s 20877 Rk Tl E el uchions g

My Membership Reconrd Online

| Werify Email Address
1, Endes Pigose 10 E GebEmell 3 werilp Bead 9, Seb Passserd

T Activade Yo Accinmnt:

o Chfir this Evbarmmt D s

o Dpis U el account at e add Vel 7 e :
= Lok T & messale with the silgect: "Wy Mambershin Rooosd Dk Bl CoisSimatioi”
o Cfick n this lnk in his esall message b0 coMtinug the activation process.

sl il

BT e st b correct or change your smasl acoiiness sien,
piease ook on the nk betowy,

Chanee Enl S

i V972006 Mo Imiermational, The Faimily Fratarmity. Al rights resorvad,

5. Follow the instructions on the screen, which say to close the Internet Explorer

Window and check your email.
Soon (usually less than one minute) you will receive an email containing a

link that you may click on to continue the registration process:
6. Access your email account and locate the “My Membership Record Online”
email that was sent.

NOTE: If the confirmation email does not appear in your Inbox, please check
your “Bulk” or “Junk Mail” box. Some ISP’s will route the confirmation message

there instead.
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PADNISE Py Pl shep Reosid Dakne Bsl CanSisatien Aogiest Stmnd Hedder ®
regisr Harg [ Fr 1= 12= 1% 3P
TR T B Ny i LT

Drepr BAOOEE Blember,

Yoo hawe chsnged wour regetened pmad address for tie By Membership Beoord Onling' web site. In case gon
ewer forget your password, soo may ra quast that an emal b= send o this sddeess with vour cument passwerd by
chicking =n the Forget Towr Passwerd ™ kol on the bWy Membership Becord Cnbre’ Logn sereen

T confirm that this email address & vabid, please chok o the bk belowr, sluh wl.l actvaie :.l-:-u poceusd By
cheleng <0 the Ink balew, vou wil be taken o By Membership Begord O L 3 Click the link to return to the
membershi iformabion of pay yoor does Moose web site

Note: If you can not click the
link, cut and paste it into the
[f yom arrree at an errer soreen, please by copying the showe bnk mio the Address bar £ yor In{  address section of Internet
Explorer.

Flease o not raphy to this Email

I yom need firther assitance, please contart tie kecos Help Desk at (630) 906-3658

7. Click on the link in the email to bring you to the Set Password screen.

]vu s (s Registrebom 5ot Fasswon] - Mioaorselt babenset Eaplore
e [ Yew Feodes Tk Hep

o T A S| A ] i 1102, T AR SR e 5

MOOSE

Imiemational, ing.

By Membership Fecord Online

Sl Password
0, Enfes Maose L0 FGetEmasil 3 Werily Bl 4, Seb Pesssand

Py o

Bebppe Mew Fasiwond

| [

& Pagswnrd mnisd havs befvasen & s 20 characbers. nchishes
« Fassword maest hunee at least one Nedfer and ooe oanber,

Click the “Finish” button after
entering your password and
password confirmation.

Type in a password of your choice and then retype it.

Click “Finish”.

You have now completed the registration process and you should now see
the “My Memberships” screen.
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SECTION 3 - MY MEMBERSHIPS

If you typed in your login information correctly, you should see this screen:

D [ Yen Fportm [soh e

Hulp by phene: (838) 9063058

Teep Maeces | [V Miberitg] | [Plrgs Sooognt] | [hgwinPiony] | [Logost]
My Memberships
Mambaer x| 17T Hmssher Hama  Marcus, Tray
Memberships
FAL Tyser FAL Mumber AU Home Siates
LODEE 13 & Chadex bk Eakict

) 1997-21006 Facoss [miemmatioral The Famiy Fraterni) all rights reserved

Membership information for
one or more Fraternal Units.

On the “My Memberships” screen you should see your Member ID and your
name, as well as each of the Fraternal Units that you belong to. (All Lodges or
Chapters and Legions.) In the example above, Trey has only one membership for

Lodge 1368, in St. Charles.

If you want to see more information about one of your memberships:

= Click the “Select” button next to the Fraternal Unit.
The screen on the following page will open.
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MOOSE

Intematanal, re

Frey Flascos | [y Mesheyhes] | Mo scant] | Baonbal | [legoot]
| My Lodge Membership

[Mambes Infarmaiion

b JB DLTROLTS
FRU Himileey 22

FRL Masnne: S Chasia Doses hiewd baen :-.:nd
| Enraisgh 07 2072060

T e ershi

Duire Duse

First Agene Trey arrierghip S Aot
Hiiddle nane Iradbiling] Saptins < Martr
Lkt Hpsne Marmm Ao Ml [T
ol Dy Ao Salkat [

Floagefipreen Begilent o

Primary Address Bacondary Addrnl

Bedideets 1 TLTL'W DROEH &8 74

Addeess Aedieest ¥
CHy HAPESLLE City
Stete Brrm State
Hip oode BEES Fip ool
Couwstry | Unksc Staten Caumbry
daiiee [T s [
T
Jipmie Phone (515 3017531 Eirthdete | WL TR -
Yok PR Ereollment DOYE0,200L
Wowk Exit Enies Evplention [T/aLZET
Fasl Lesgwan
Eona] brnymar TE-sooss § patac con Fedlowt
Pebgriim
. LiEeMemtsr | it
Life Hember Date . il
Lite paermes Tyoe Mt gl (IS

Last Changed D5'1%006

 sporsr B Spomeortaioy |

Soonsor Reme By Seuren Cwrrand Cempaign [
HID | LEEFAL Pani Canpaign [

LODGE Rumbsar U685 51 Ohares, 1L Eifwdimn 0

Bl | Svr ] B ] Gl |

e
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***Example: Here you can see Trey’s name, address and contact information,
as well as his member status and Dues status (in red). If Trey’s Lodge
membership was coming due soon (or his dues had expired but he had not been
dropped yet), instead of seeing “Dues have been paid through 07/31/2007”, he
would have seen a button that says, “Click Here to Pay Dues”. An example of

Paying Dues is in Section 5 - Paying Your Dues.

At the bottom Trey can see who sponsored him, as well as his Sponsor History.

He can also modify certain fields:

st T Statn
Tip codm BO563 Tip coedn
Counbry Lrited Staies Coumbry

actw [F actrew [T

Hemu Phon (EL5) 5117511 Bthdate S/LL1E%

‘Work Phone Erwollmt 07202005
‘Work . Dy Exgiratian 0731007
Fax Ligian
Email R -rodse e an tellaw
Pilgrim
[ Unbember
Lifm Membar Dt i
Lis Mamber Tyae Siatirs Changed 07222008

Last hanged 0915008

e B oo |

Epiit 0w Agai Bryan Sshartan

Cirent Campaign 0

MG L0BETEL

LODHGE Rismitesi 1528 51 Charian, 1 Lifetime D

Click “Edit” to update the
Member information.

Edi

Falg by phone {E30] 904-3658

To Edit Your Information:

1. Click the “Edit” button
2. Make the changes
3. Scroll down and click the “Save” button.
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SECTION 4 - ACCOUNT MANAGEMENT

You may modify your User ID, password and email information.

1. Click the “Manage Account” Link at the top of the screen:

]'-'u s e by ropmahersBips - Macrgso® Indesnet Enplarer

B Ek Yew Fpotm [ Hed
e oG A A D | ke [ i 053 20 7T et e ber i, sa

MOOSE

Imiemational, Inc.

Towy s | [M blratrshipe] €Prgs oo
T

My Memirerships

rMambar i TREILITE Hmmher Hama Moo, Ty

FRILN Tppe FRILR Musmbed FFLY Mamas Glates Click the “Manage Account’
LODBE 134 S Chadar fcie Eakici link to access the Account
Vs Iy phvare: (89150 95691858 Management section.

2 19597210 Pdones Tnierrevtiorenl Thes Eamie Ersivrniby, &) riohbe, reegr sy

You will be directed to the Manage Account page:

: Hnzsn Dnlie Hasage Accoent - Hcresolt Intemet Exglerer
B [l Yew Faoies Took Hep
== - [H] A |w|I]I#q:;,|H.IM.FFM_\'m|Mmmd:.llpa-

MOOSE

Iemetionsl, inc.

Tewy Marces | [MyBanbarobien] | [Manse dceourt] | [Scein Marl | Dlosost]

Manage Accaunt

Manage Accaunt

Ctresk Uges 10 17500525
Enber Pess User 1T v

Ember Hes Passsard:

Comfirm How Passssrd:

ol Aokl hreswe T i) T
[ ange tmnl | After entering a new user
ID, click the “Save” button.
[ =cbek  J[ Sewe 7]
= Lai 1D and Passeoid must e Botwoon & and 20 Chaiacbers
v Ui 10 it Fiind ot Bie b Qv el wiliedi B Chha aeC R
s Passwind it haes at Bast ane BTed Gl o i,
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***Example: Here Trey is changing his User ID from his Moose ID, to tmarcus. After he
clicks the “Save” button he can see his User ID has been updated. Trey has finished
modifying his account and so he decides to logout.
]'-1 o Db PABT e B Ot - SOt e Euploe i

I

|+- = = - D0 | S ekmem ] haip 6 O 7T, S ewsveshIrbanags it s

|mm<wlmmalwllﬂmﬁmﬂ;

Manage Account

Aromemt Infprsation for "Stmeroes™ changed spcoesshuly,

Ciisrent Liger By w0
Ervtis s Liser B0

Logout

Eritmr Birwr Fasssar
Caniirms Mrw Fassword:

Erviall elidespgn TR Per-neoceiedaahin, pon

| o | Sane

= Lo B and Passseond mist honee bobw b @il S Cnae GLTeTS.
u Ut B il Ditng o Keakl o (e Bl b
s Pokswid s D ot leasl ol e and one sl

Click here to “Save”
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SECTION 5 - PAYING YOUR DUES

If your membership is coming due soon, or your membership has expired within the last
6 months, you may pay your dues online. If you are eligible to pay your dues online you
will see the following icon on the screen when you view your membership information.

MOOSE

Ilesnationsl inc.

Tamrs B | (M Marbsinn | | [Mecss Secount] | [don Merl] | [Reasu]

My Lodge Membrership

Mamber Informakon

ol Tlick Hmw Te:

FRISFassshiay 1719
-
FRLR e, Shaltryolla
N derturahi
T Pt Jaman PeTlEhin STati - Epred
ekl e T Indisifusl Status Mawbar Click the “Pay Dues*

icon.

1. Click on the “Pay dues” icon

You will see the renewal information as shown here:

Confitm Member Reneaial

b s oo 11t The renewal you e selacbed i i renieal ou wish T ey,
Remewal Informabion

mmber [0 nonz202s
Coupmn DONDCDONONOHETRSLEL
Expirastion Ciste 331000
1=t Froemal Lnk LODCE 17173 Sreloypeie
1=k Fraiemal Link Duss: amount; 40,00
2nd Froiemal Lnk Hons
21 Fraierra | Uik Do Arnour: L0000
Todal Amsount: 1,00
Renswal Madng Address
e i Brhn
Scidree 1 111 K KHOARIDGE
Ao 2
City SHA BWILLE
Siata KXY . « .
Zp ok e Click Sutf‘mlt
Coiriry "1 Payment.
Email efrkrimonsset o
[ Concal || Submi Payrmnt |

Do

2. Click on the “Submit Payment” button.
You will see your shopping cart, which will contain your dues:

Moose University Education and Training 13
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MOOSE

International, inc.

James Bruhn | [My Memberships] | [Manage Sccount] | [Admin Menu] | [Logout]

Shopping Cart

Shopping Cart ltems

¥hen you are finished adding dues, click the "Proceed To Checkout" button to enter your credit card information
to pay for the dues that you have selected.

s

| Wiy Remove LODGE 1715 Shelbyville Dues - James Brubn $40.00 |
1 Item Total: $40.00

[ Remove All ltems from Cart ] [ Proceed To Checkout ]

Help by phone: {630} 906-3658 \

. “ " | Click “Proceed
3. Click the “Proceed to Checkout” button. to Checkout.”

The Payment Information screen will open.

MOOSE

It Geal, ec.

Tammmrs Bruben | (M Meskwstan] | [Marses Sccout] | Didnin Meow] | [Reaewt]
Fayment lformation

Fiegge werdy el the Credit Cond Sy Sefichecs i enned belos is i somee o Dl inlormsions S ed o i Do Coid bl B the:
mlrmatrm s 2ot corredt, plesse change # eow. Ths sl net affect your seeling sddress, as # wil osly Be used bs werifs the deame.

ROTE: Dzl Sy imsbeate Bhat rdsrmetizn mrest be ertered

Credit Card Billing Information

Larmay Bruhn

111 M PSSR IDGE

SHELEAWTLLE \
Change any information

4o s

Uirded atan w |

Wk rices oG .

Mg comlirmatiom will be sent o iy sl addrees. Enter Credit Card
information here.

L5
Aififroas 1
Addrass 3
City
Y - here, if needed.
B Contin
Consitry
[

Credit Card Informalion

Credit Cand Mussher s L s . »

: T e Click “Continue
Expiration Dete (1979 ! when ready.
(0] What b the?

| Jaas Fialds || Casmeal Paginemn || [arr

[P s — e LT T
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Your address will automatically be filled in.

4. Check the name and address associated with the credit card you are going to

use.
5. Change any incorrect information now.

6. Enter the Credit Card information, including the CVN number.

Note: If you need help with the CVN number, click the “What is this” link and it

will display the following information:

Credit Card Verification (CVN) information is displayed below:

n Mg Dipllige CEW fldar panilisn - WU Rl Ideeed Foapliin e

Visa or MiavierCard

1. Tum paur card ower

2. Lok in the mgnabere stnp

3. Yeuwall fnd weur card nunber o the lastd digits <fo

4. The F-digit momber. s the anvd 15 your SV oomber

I it ds bemgr da.g. 4-2 dEgas) anly enter the last 3 af thain.

J [ il Wil ke Riavdugr

Ausssireitn Exprada:
iy the front <f yone card theee 15 4-dgd CWTT numkar
It 15 abezve and bo the mght =f the mpeeaied card g
I # ix bomger (v, g, 4-5 digdy) only enter the

Credit Card
Verification
Number (CVN)

7. Click the “Continue” button after you are finished entering your Credit Card

Information.

You will see the confirm transaction screen as shown on the following page.:

Moose University Education and Training
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CONFIRM BEFORE CHECKOUT
Please confirm that the following information is correct.
If there is an error with the address or payment information displayed, please correct it now by clicking the Update Credit
Card button.

Marne Jarnies Bruhn
Address 1 111 M NORRIDGE
Address 2

City SHELBYWILLE
State K

Zip Code 4005635

Country s

Credit Card Information

Card Type Visa Click “Submit
Credit Card Mumber XXXX-XXXX-KXXX-6781 Payment” when
Expiration Date {mmjgyy) 11/06 ready.

Shopping Cart ltems

Item Dues Exp | Amounk

LODGE 1715 Shelbyville Dues - James Bruhn 3/51/2006  $40.00

/ 1 Item Total: $40.00]

/
[ Cancel Payment ]i[ Update Credit Card ] [ Edit Shopping Cart ]I[ Submit Payment ]

You may now cancel the payment, update your shopping cart, or submit the
payment. If you are ready to make the payment,

8. Click “Submit Payment”.
You will be shown your completed order information:

Jamas Brehs | [My Meanbarshipa] | (Mansgs scoount] | [8don Mar] | (Losost]

Order Complete

T ppiie Fepe sl o o genEiet e, Flhasd e i Fescming Feor o,
PRSACRE AT IS RECERR TN e A

Credit Card Billing Address '

i s B
Sadrerag 1 iii K WOARIDGE
Sadreras =
iy SHELENVILLE
Siam kr
i Cod A0S
Couriry s
Cregit Card nformation
(Card Type = Be sure to print a
ekt Card Harbser HO0E KEKK- 000071 receipt

Shopping Cart ltems:

LOCAIE 1716 Syl Doy - Dovmeer ey 3000 (a0 a0l a0

// LTt Tatsl g1
[fiack To My Membership| | Primt Roceigt |
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Click “Print”
when ready.

9. Click the “Print Receipt” button if you would like to print a receipt.

A popup screen will appear:

— o
43 http:#/63.208.77.209 - Moose Online Order Receipt (Print Version) - Microsoft I... [= || [X]

ame: James Bruhn
Address 1: 111 W NORRIDGE
Address 2:
City: SHELBYY¥ILLE
State: K
Zip Code: 40065
Country: us
Credit Card Type: Visa
Credit Card No: HEHH-KHHE-{HXX-6781
Credit Card Exp Date: 11/06

Payment Received on: 9/25/2006 5:11:27 PM

LODGE 1715 Shelbywille Dues - James Bruhn 3/31/2006 £40.00

1 Item Total: $40.00

;ﬂ Dane 8 Internet
10. Click the “Print” button.
11. Select which printer you would like to print to.
12. Click “Print”.
13. Click the “Close” button when you are finished.

This concludes the documentation for regular members. The following
documentation is for Fraternal Unit administrators, and it explains the additional
features available to them.
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SECTION 6 - LOGGING IN AS AN ADMINISTRATOR

Any Administrator, Recorder or Moose Legion Secretary, if they know their Fraternal Unit

Pass Code may log in on the FRU Administrator Login screen.

1. Log into MMMS Online.

2. Click on the “Admin Menu” Link at the top of the page:
The FRU administrator Login screen appears.

|Moose Online My Memberships - Microsoft Internet Explorer

le Edit Wiew Favorites Tools Help

b o~ = - @ ot | =] |quress I@ http: /63,208, 77, 209 mmmswebfolsMemberships, aspi

A

MOOSE

International, inc.

Trey Marcus | [My Memberships] | [Manage Account] andmin Menu 'I [Logout]

‘ My Memberships ‘

Member ID 17901535 Member Name  Marcus, Trey
Memberships
FRU Type FRU Number FRU Hame Status
LODGE 1368 St Charles bictive Select | — | Click "Admin
”»
Help by phone: (630) 906-3658 Menu”.

3. Type in the 10-digit Fraternal Unit Passcode for the Fraternal Unit you would

like to manage:

MOOSE

Imteenetional. inc.

| FRU Administratar Login

Logie o Stoiss almisctrative D,

Fratmmal linit Passcode

T

iz a By phiases (601] 906 1656

Troy Harcan | [y Mecheretn| | Bnscs scoenil | Borm e | ko)

Type the Passcode.
into this field.

Moose University Education and Training
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Note: If you do not know the Fraternal Unit Passcode, contact the Moose
International Help Desk to obtain it.

Once you are logged in, you will see the Administrator Home page for the
fraternal unit you are managing:

3 Mot Do Adian Blome - Biirosatt Eterat Espdor

B Eot Wew Fivories  Tood | Heo

ST L | Y e = y | 7
D 0 (] (& | e Faotier ) | [+ dga G L) K

-ﬁ_'l"'a AL L 8, Sy 2l ot T N [

Leggpad i as Admin foer 8 Charkes, B LODGE EDSE | Sichard Sar | Lminteny] | [Leooul]

Administration Home TOU ARE N TEET RODE

e

Sawrrh lor Plamaor

Py Mswibet [hies :ﬁE
Cfferw lain benance Bt
Py i e b e e 5t n
Eab pdmminstratoe | o Open
Lawt Sysc Date 3 3 O B S0 AM

Fela by phosves (R3] 306 - 1658

***Example: You can see that Trey has logged into Lodge 1368. On the left side
of the screen there is a menu of additional options available to Administrators,
Recorders And Moose Legion Secretaries including:

o View Deposit List — view payments received from Moose International

e Search for Member — search by name or individual ID

e Pay Member Dues — select from a list of Members who currently owe dues
o Officer Maintenance — enter or edit FRU officers

¢ Administration Home — go back to the page displayed above

o Exit Administrator — log out of the administrator portion of this
website

Let’s look at each of these options individually.
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SECTION 6 - VIEwW DEPOSIT LIST

1. Click “View Deposit List” from the Admin menu on the left side.

The following screen will appear:

Note: If there are more items in the list than can fit on one screen, a link called

“Next” will appear at the bottom of the list.

2. Click the link called “Click to Select” if you would like to see more

information for a particular deposit.
3. Click “Next” to view another page in the list

4. Click the “Printer Friendly Version” link, which can be found directly below
the Admin Menu selections to print all Items from all pages and to see a

version better suited for printing:

View Deposit List

(== BT 125478 Fieroerwmn Dums

Hela by phone (E30] 908- 3658

Wisws [Hepirat L I Diepersil Lisk

Paymui I} | Chargs Type Aurerunt Paid Cabs
Pay Momber et | D0clafepel M543 erbergh Duss £312.00 414200
e Maintemiron [ Dkel MM Vererrn Som DEAD0 4700l
AdWEARIGON oM ||y i sy 139358 vertasg st £3002 00 40
Exit Adminmslrefior ook o Tairi AN RO ThaEl SEER DD 314000
Ferbersh Dot 00 TR
barsarsp D SEE.D0 133N
Brpert Duss SLOE DO 1710008
YEToeren Foa S0 33100
Basrdarshin Duss T3 00 LT3
¥Ersera Doan SETADO 17170300
WEnberehan Tuesd S1400 LFH000
vgrzarrs Jun FEDD 112008
Wunbershin Do SOXA D0 1IN
warcandm Dums SR DD 11403000
okl fes JEMEE benbershig Dost FUEN00 1TAEE
Chr o talg 99447 xTzanwrs Dum S3G.00 1ZrY1i5007
ok do fegr]  HEIER Ipsnpaang Duss 9000 11227007
ok ptpiyni MR VErserr: Jum SO0 13iT730a7
Lk i MM Fenbershn Dt A DD TLT
shch o Tainni 1IN FamoerEm Duar SERS DO TN13007
SOyl 335391 Ferbershg Dot ST 0O 110217007
cheda talipt | 1ackan SgTrarm D B1, 10800 115912037
[k 4o Celei] 323443 Hrpert Duss R 00 1150007
000 KU TRI0ON

S 00 SUT20007

OU ARE W TE2TWMODE

‘Wil [hrin
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Here is an example of the printer friendly version:

Fravyout [0
138340
133111
128405
123636
122425
1192594
116180
113117
109701
106402
L00BRS
95435
91750

9161

Charge Type
Wembership Dues
Wembership Cues
Wembership s
Wembership Cues
Wembership Cues
Wembership Dues
Wembership Dues
Wembership Dues
Wembership Cues
Wembership s
Wembership [ues
Wembership [ues
Wembership s

Membership Dues

LODGE 1715 - Shellryville, KY

Armount
$78.00
§52.00
$208.00
$130.00
§52.00
$52.00
$130.00
$260.00
$182.00
$26.00
§26.00
§26.00
$104.00

§130.00

X Biiw- 163 309, 77,209 - Maose Dnline ddmin Pt Ll [Prisd Terhon - Miceossdt Intedmat Expl . ?fI_E -‘E:

[Gime]

Paid Date
By 14 2000
T 2R
T 15y a0
TET a0
By 5y 2000
Oy E3 2T
By 15 2000
By 14 2000
= ]
By 2y Zn0s
B 152000
]
A2 0

4 172G

Woid Date

[=hi N ]

At the top of the Printer Friendly Version, there are two buttons.

5. Click “Print” to print the list using the popup printer selection screen.

6. Click “Close” after printing the List or to close the printer friendly version
window without printing the List.
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When you click “Click to Select” to open a specific deposit, a screen like this will open.

MOOSE

Intemational, inc.

Logged in as Admin for Shelbyville, KY LODGE | Trey Marcus | [My Memberships] | [Manage Account] | [AdminMenu] | [Logout]

Administration for Shelbyville, KY LODGE: Showing FRU Payout 138340

¥iew Deposit List

Deposit Information

Payout ID 138340

Charge Type Membership Dues
Payee Shelbyville
Amount $78.00

Paid Date 08/14,2006

Yoid Date

Deposit Details

Search for Member

Pay Member Dues
Administration Home

Logout Admininstrator

I Printer Friendly Version l

Greeger, Joe 10120974 Dues 04/01/2006 Through 0331/2007 426,00
Johnson, Rob 17714341 Dues 07/01/2007 Through D6{30/2008  $26.00
Wagner, Tim 10405903 Dues 10/01/2005 Through 09)30/2006  $26.00

7. Click the “Printer Friendly Version” link to see individual deposit information
in a version better suited for printing:

8. Click “Print”

Click “Close”

) http:#/63.208.77.209 - Moose Online Admin Payout {Print Version) - Microsoft Internet Explorer,

Charge Type: Membership Dues
Payee: Shelbyville

Amount: $78.00

Paid Date: 08/14/2006

Yoid Date:

Bill To Member ID Charge Amount
Greeger, Joe ” 10120974 Dues 04/01,/2006 Through 03/31/2007 $26.00
Johnson, Robert . 17714341 Dues 07/01/2007 Through 06/30/2008 £26.00
Wagner,Tim 1040503 Dues 10/01/2005 Through 05/30/2005 26,00
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SECTION 7 - SEARCH FOR MEMBERS

You may search for members by either Individual ID, or by name:

MOOSE

leienitionsd, ing

Eopged in me Admin for 5 Charkes, ILLODGE | Trey Merces | My Menbwshs] | Banees socanil | Bcnin Meul | [Lossad]

Search for Mamber

Wiew Depost Lid Memibar Saarch |
Sexarrch for Membor ID
Fay Heter Dues W_ —h
HAdminivtrabon Faoms

Loapind b Agnvimyg bepioe

Two search options:
By Member ID or By
Name.

rihl'rnn—--:uu]'wdl-m.

To Search by Individual ID:

CRFi |iH:ﬁfm.'.ﬂiﬁ??-ﬁﬁ1ﬂ'm¢¢armwﬂ.ﬁ¢sdl:jﬂﬁ [k ] Gocgls WMy Tabec! T

IntEmatingl, e

Loy in as Admim frer St Chasrles, [ LODGE | Trwey Mancas | M Menberainsd | [eensce decoont] | Dacken Yarsd | [lessat]
Baarch for Membsr

View Ehe sl List Membed Search |
Swarch far Hembar Merber I 5 i - . =
Firp Ml Erier

Adminivtration Home
Lorgas Bl rrerareraber

Mesmber B0 HTI0IEI5

E e |

Enter the Member
ID here.

Fember 1D | FHU Type | Rame

Rk W GEwet 1701515 LODGE o, Trep  LLRL'W CODER 0E 5059 einbey

Heps by pbeie (63300 S04 2558
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To Search by Name:

Lggeelin o Aihinds B Sheilypvalle, €Y LOGGE | Dhebes Men | [0 Mesderdans] | [Mafogs Aocoand] | [Sdren Mer] | [aas]

Saarch for Membar

el e
Seaeih Fow Mernies Maries B0 Smarch| | Mamtm Masn Seech
Pay Humher Dues

Aol atom bgme |

Logrret Adeininstrator - | LSt e el ko

Shangisg Caet || Shabes: & Stajus o

| Bubmit Seaimh |

Click here to view

individual Membe
Information.

r

N (e 0P Ge [hame  Jaddess stats |

Chglctbn "glagt LTI Tu o] Jackson, Robart 123 MEn o Flarshae
Ghcnd Sedet  LOROT LA LaCsE Lackoon, Pl A THALL Hichory b Mleyaber
Cighhg Sglert  1R2IM LoD lachoon, Arghew . 321 Wt v Flarsbar

} Chkbd Selet  1™RIA e koo, Tomy 54, SRR P e Plerabesr

fieke By phoses (630} 306~ 1o 50

***Example: In this case we searched for any member of this Lodge with the last
name of Jackson. The search results show all members of Lodge 1715 that have
the last name Jackson.

Clicking on the “Click to Select” link will display the same member information

that can be seen when displaying your own member information under “My
Memberships”.

Note: Even though you can edit the information under “My Memberships,” you
cannot edit another member’s information when logged in through the
administrator tool. Only a member or the help desk at Moose International can
change a member’s personal information.

If you search for a member who currently owes dues, when you view that
member’s details, the “Pay Dues” icon will appear and you can add that coupon
to your shopping cart.
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SECTION 8 - PAY MEMBER DUES

Perhaps one of the most useful features of the FRU administration is the ability to pay
multiple members’ dues simultaneously.

As described above in Section 7 - Search for Members, the administrator could use the
searching feature to find each member, click on their details, and the click the “Pay Dues”
icon. However, if for example the administrator wanted to pay 10 members’ dues
simultaneously this would be cumbersome and tedious.

To pay Multiple Members Dues Simultaneously:

Click the “Pay
Members Dues” link.

1. Click the “Pay Member Dues” link.
A list of all members who owe dues will be displayed:

Loggadl b as Admen For Shelesfile, 07 000G | Tharkes Al | (B Meoberitil | (Mansae fceark] | (2denPa] | omstd

Fay Members Dues

ol e B ther Bat bo se sl il inatGod.

vemw Dapeafl Lisk Membars Who Cws Dues

oAy Huogan M Flgis Mers Bag Do Senosni fidfiens iy
oy Mermber Doy 5
wovvostoen tome (L) TS| bokd | OMIAE BRI TEMANGT | SELROLE
Lugmut Mdrmrnsiratar [ 1Esan Hany Chask D6/ HLE00E £l [0 CIDSPRING OF; | SHELEWALLE
7] S Huasir, Bl DRI LI TNETVEREY | EHELEVALLE
/ [0 i Buckar Jchewe i 2k e 1Y 418 1] 1260 sl &T EHELEYMALLE
Select the Members to Fl IO B ey DRALGGE GALHD A BEELE
be added to the [ 100288 | BumdewrN | DGNANE | PA00 | (TINHORRDGE,  SHELEVALLE
Shopping Cart. ¥ E ESESED Buad Cabm D6/ FL/200E il [ 222 M SHELETILLE
O iessaEw by Tory D6 WLFT0E L 0 EEEAOLDER LN | SHELEAALLE
] hotcets  Cube P GHOIGOGEC  gaLD0 ":n T mEmMLE
O 1w Cook . Jawl | DEILTING .00 S W AN EHELETWILLE
[ 1emsEn Do Frak B [I1GOE. MO IWEETAD  EHELEVALLE «)
t Temiber of Congons; 47 Click the “Add
Selected Coupons
| Al Selacted Coupoi o Shiggies Can | to Shopping Cart”

rﬂ: by phene: (835) 906- 3058

If the list of members is longer than can fit on the page, a vertical scrollbar will
appear so that you can scroll down to see all of the members.

2. Check the box on the left side for each member whose dues you would like to
pay.
3. Click the “Add Selected Coupons to Shopping Cart” button.

You will now see your shopping cart:

Note: Once your shopping cart has at least one item in it, the administrator
menu on the left side of the screen will contain a link for “Shopping Cart”.
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Daipgesd i e Adeshs ba Shethipyille, €Y LODHEE | Dhewles Aflen | [Py Vegnbeichdpe] | [P Aocpgnd] | [Sden berad] | [adgeE]

Shopping Cart

bt el Sroqqeng Cart Sems

Sagrrh e Memibes 5 =
Wik wora gre o hed asvdl L E Heam P Ta toret”™ lreldnm in msker yeur oredi
Py Pimmbiar TUSS | o julcummabion it pay i She Sss sty have seleched

e I "
L nguvst Ark=simins b nr

g L o " Emreres LOEEE 1715 Shiyies Cusin - B Pt $41.00
<L 1 = |
. By LGDRGE 1715 Sheibervile Dugs - Cakin Bt f 2 IRLI]
Click here to e i
ARG
View details. 1
I ! HBulil Kaaa [eas " Raimovs &l haims Tem Can IlI Precaad To Chackest | I

Lbig'pl.i-:mm}m-mu

You may remove any item individually by clicking the “Remove” link,.

You may remove all items by clicking the “Remove All ltems from Cart” button.
You may add more items to the cart by clicking the “Add More Dues” button.
You may make the payment by clicking the “Proceed to Checkout” button

You may view the details of each coupon in the cart by clicking the “View” link on
the left side of the row: Here is an example of a coupons detail:

ﬁh
Wiew Shopping Cart Rem
Member I 2
Coupon # COOD0OCOONCOOTE2441607

Expiration [k 02021080
LstFraternal Unit  LODGE 1713 Shelrvile
1=t Fraviermal Link Duss amount; 4000
2nd Fraternal Lnit Fons
2nd Fraiera | Unk Duss Asmoun ! .00
Total Amsount: 80,00

kama iavin Eyd
Addnage 1 222\ EE
Addnezs 2

City SHELEYYILLE
Sharia K

2ip Code 40065
Cowniry [1=1Y

| Clnsn

Eels by phaose (BT} S06-T658

@] Cora B ntamat

4. Click the “Close” button to close the cart item details.
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5. Click the “Proceed to Checkout” button to pay the dues in the shopping cart.

Proceed To Checkout

The remainder of the process for submitting a payment is identical to paying
individual members’ dues, as described in the Chapter 5 - Paying your Dues.
The only difference is that now you may have multiple items in your shopping
cart, and each screen all the way to your printable receipt will reflect this.

6. Click the “Logout” button (on the left side of the screen.)

Note: If you currently have items still remaining in your shopping cart when you
click the logout button, you will asked if you are sure you want to log out.
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SECTION 9 - OFFICER MAINTENANCE — (AVAILABLE MAY 1, 2008)

Entry of Fraternal Unit Elected Officers, Appointed Officers and Chairmen of Standing
Committees is to be performed in the Officer Maintenance function found on the left side of
the Administration Home screen.

Adding an Officer to a Office Showing as Vacant

Click the Officer Maintenance button on the Administration Home screen.

3 Mo Dot Adia Home - Biresalt gt Espioio

B Bt Wew Faaooies Todw  Hso

D= O 8 @ | e sreee @ B faGF L)

W o A 10 1 TR DR AT e

MOOSE

Itenational, nc
Leggad in a8 Admin foer- & Cherkes, B LODGE ESEE | Sichard Sasr | Eeminrenyl | [Leagul]
Administration Home OU ARE N TEETKIODE

Sawrch [or Mambe

ol e
Fesmbar R

Pay Member Dues . .
e —— L .- ;ﬁ Officer Maintenance Button
et R b BT Stadt n
Eat Adnnnsbrafioe F apen
Laxt Sysc Date 3 3 TR B 504G A

Hels By phone: (RI0) 306-1658

The Officer Maintenance screen will open

ST —

Bes+ ) 220 e e @ 3B F0
W= e A e S
Firmerml
gl - s P R, L (Ol | ] sm.w  Soamoutt
Ifce Berisnarce VoL AES N TRERTRIOOE
i e LNy ) -k ———
b b ety
i e S
vy e Lo L T e e T e
e p— e T T
i e - e e L, T i
s 3 S e 1 =
o r— b Bl ks b e
—_— e - o — 1 i m L]
.

e & op
s b j T T
Do e 1T Tl =
p mn=i s
taza TR I -
= ] THALAETT e
= =W ke ET= A

Helte by pheme M]3 W
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To enter an Officer or Chairman into an Office that is currently showing as Vacant on the

Officer Maintenance screen:

3 Mo CHfioes
Fle Edt \ew Fpeorites: Jook [Heln

N AT | B B >
Qo= - @ 1x] [#] €| P grrees @ G- 3 L

AGGrans ﬂ Fitsoe il 10, 1%, a0 ryrecord 2 peyddm D Foar Maintenancs, sspo

MOOSE

Intemational, Inc.

Logged in as Admin for 5t Charles, L LODGE 1358 | Richard Barr

11| Dghwin Meryil | [Logput]

Officer Maintenance YOU ARE IN TESTMODE
View Deposit List voo- 2007 # | [ showHeinty [Cetate]

Search for Member
rvvennerov [

“YACANT™

SYACENT=

|
Fielp by phone: (630) 506-3658

wa 2T

Officar Maintenance Title Hamme Member 1D Home Phone  Start Dote  End Date Type
ﬁ:::::::m | Gavamar Horsean: Do || [OMBERESE. T Ofoe %
i Balding. Patec BTiEsas 0501 3007 fficer
EVACARTS . e |
Sursr. QfRr Rematis : WS T BT =
F HHh e (R Lfficar
050172007 Lfficar
Cffiper

Appoirbed Officer

|

1. Click the Line Item for the Office. (The Line ltem turns All White)

2. Click the Edit button.

MOOSE

Esiemationsl, inc.

Logged in e Admin far 9t Charies, 1L LOOGE 1368 | Acherd farr |

Officer Maintenance

Tmanowr dohreeri Laoren W 5 | DOEESETHT

¥OU ARE [N TEST MODE

[y wrad | [Losout]

=D

Vew BeporR liatT. fey- | mor = [ o sittmes
Samrch far Flambar
Py PR vAe DN A
el bk vt Tale e Weisher D Homss Phone St Dol Bl Doie T
Admerestewtion Hone o e ) 7B ; : &
Exft &d mininstratar = - " it o - o
Acdrararirstor Eattrn Fatur ) LT LLR I
] | dirbr Grearrer =HACANT* Ed|t Button
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The Edit Officer screen opens

MOOSE

Intematfornal, e

Lopged in sw Adriin for 58 Chades, 11 00GGF 1168 | Hichserd Barr |

iy Mambership Record Online

L Vg [Lescat]

YOU ARE IN TEST MODE

= [avter or Bt Ohcer tormstan

| e
St b o Hisimilies
Pay Membsr Duss Tille R
[ D T — 3
Admmnistrabien Harme -
Exit AR Mamiier M
“Ehart Date ] w
Erd Qe -
| ) Rakal

Member Field

3. Click the Drop down arrow in the Member Field
The Member List Drop down will appear

=0

]
i."'

F, s w i Raiies o)

I

dnirmen | ] itz 1 10 18 d LSS PO 2T L e 3T Tom B 200 TR S

Itemational Inc

Leggad in as Admin o B Cherles, O LODGE EXEE | Sichard Saar
My Membarship Recosd Gnling

Viewrs D paail Lisk
Sesrch for Hesibey
Fay Marmder Dues
[ifece s Mt en g
A mivisbraiian Home
Eqit fadvvdrirdirator

s Enker pr B rier micematios

| Lgmnriend] | [Legout]

TOU ARE N TEZT KMIODE

Member Selection
List Drop down

Scroll Bar
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4. Click the Name of the Member holding that Office in the Member Selection
List drop down to enter that Members Name in the Member field.

Use the Scroll Bar to scroll down through the list of Member until you find the
Member Name desired.

The screen will open with the selected name in the Member field

| MOOSETHE FAMILY FRATERNITY |

Lopged i sw Admiin Sor 55 Chades, 11 LOSGE 1768 | Richmed Barr o Yeme. | [Loacat]

Iy Mambership Record Online YO ARE IN TEST MODE

i

Sepwrh For Hiammiies

Fay Memiz=r Dune Titia
Cices HMamberanoe
Admmnistrabion Hame e
LT ST Y T Mambier [
Shart Dute
Ersd Db
| T |

Selected Member Name in
the Member field

5. Click Save to save the selection in the Officers List on the Officer
Maintenance screen.

_or-
Click Reset to clear the Member selection and choose a different Member.
_Or-

Click Close to close the Edit Officer screen without saving the selected
Member to that Office.

6. Return to the Officer Maintenance screen to make sure the correct Member is
listed for that Office.
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Adding a Member to an Office to an Office that does not show as Vacant

Click the Officer Maintenance button on the Administration Home screen.

3 Moo Do Adin Home - Biorosatt bstoermet Esploro

B Edt Wew Feonies Too  pso

Qs O 8 @ | e e @ (- 4a G LR

A Fime A 10 18 e DA oA s

MOOSE

Itenational Inc
Logged i as Bdmin frer 8 Charkes, B LOGGE E3SB | Sichard Sasr | Beminbeny| | [Lesgul]
Adminigtration Home YO ARE N TEZT MODE
e e |
wrh
:.m::.:ﬁ i e
o PR LODGE Officer Maintenance Button
- sme Bt Charies
Adminiriration Mo | gy n
Ext Admmnslrafos St apen
Last Sy Mate 3y 3 TR B S0 A

Hela By phones (R3] 906-165E

The Officer Maintenance screen will open

B Moose Online Admén (Hficer Maintenance - Microsoft Inbernet Explorer

R o —
Q- 0 XM B G Psws e @ -3 LIEA
Addréod m e 110, 16. 15, 40 fryrecord T ipay SdminOfFicerMantenance_aspn.
intemational, inc.
Logged in as Admin for St Charbes, T LODGE 1368 | Richard Barr | | | Dhgmin Serel | [hogput]
Officer Maintenance YOU ARE IN TESTMODE
View Deposit List  yay 2007 - ] Show Hetory for~ - =
search for Member
Ry omees |
| Officer Malnkenance Tale: Name: Member 1D Home Phone Start Date  End Date Type
| ;
“‘:"’:"“m fome Sovemer Yansmen Dave || 010365291 T O B
= dmnesraicr Baldro, PeterV || 017083251 05/01/2067 e
e e Trstirer Jtbacr, Laien W e || 003582717 & 050172007 [
i s i i i
Trustes {1 Yasr} Jsrien, Offeed || 003850577 052172007 fa
ko Ve e S & R
Trustee (3 Yams) Gramms, ookt 10EIEEE I8 s, 2007 Olficer
JiorParGovemor  Bar RicnodlG 341825 l5 aamianey | e
Sergaant A A “VACANT™ Apoainied Offic
e G SVREANTS epanied 04
Duter Glard “VRCANT= Appainted Offic &
¢ >
| T
Help by phome: (630} 506-3658
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To enter an Officer or Chairman into an Office that is not showing as Vacant on the Officer

Maintenance screen.

Eie Bt ew

Q-0 @

Aty e6s m etape 110, 10 150 S0y myrecord ToeyAdmin O oer Mandenance_aspx

fo P Sermoin @ - 55 53

Iintermational, Inc.

Logged in as Admin for St Charkes; IL LODGE 1368 | Richard Barr |

I ) | o voge | [Logout

Officer Maintenance YOU ARE IN TEST MODE
Vicw Depasit List yape 2007 8- ] srow Hstorr et fEddl
Saanch for Membar
. omees |
Officer Malnbenance Tl Mamar Member 1D Home Phone  Start Dete  End Date Tpe |
AT oo Govemer Vemaman O || D10365293 37 08012007 e 7% I
Exit Adminimstr
s \ Balno, FebecW | O17289751 85/01/2007 [
lurias Govarfar Lee Flsbed®  DG03DI6ES DRG0 OHficer
o e Trere dohrscrs, Lsen M 5c || DOS594T17 g D5//2007 e
Trustes {1 et Jomeen, Offord || 003250577 050172007 o
S T e i R
Trustes (3 Yede! Gramima, 5o 010505663 [ DA 2007 i
i 3 e s asovaT L Ofcs
Office Not Vacant |- Sonartsd Ofix
| Outer G SVRCANT= Soporisd Off 1
¢ >
Help by phone: (630 906- 3658

1. Click the Line Item for the Office

2. Click the Edit button.

. (The Line Item turns White)

MOOSE

Inberra Bl e

Logped in mw Admin for St Chasrlee, 0 LOOGE 1538 | Sichard Beor

O e Madnlenancs Yo ARE B TEZTMODE
fier Deadl L
Samrch for Mamanr
Pay Membar Dises
e P mta nance s Harne Mesber B Horet Phore S8 Dote End Dals Toe
A e | e | ot Vit Dl || 10065283 AT -
e Acmirsatcr Baidnaz, Fatar § =1 L i B i
e Goweres Mg, i T SN s | Edit Button

Lawut]

| igrmren] |
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The Edit Officer screen opens

Lol i #05 Aibibs bar ST Ol s, 1L LOKSEE 1958 | Ridhsdl Barr | [y bignd | TLogouti
ey Membership Record Online ¥OU ARE IN TEST MODE

o

Samrch for Plamier

Pay Hember Des Tilla T
e Man bana nce =
T L T
B TR e BT i kot i =
Lsit Admnmstratoe Maimizer. [0 CIDERSET
SEat Lty [eramr |
End bats e == |
Saan | Hneni f Close

& EaTaw o B Qe i End Date Fleld

3. Enter a Date in the End Date field for the Member currently listed for that
Officer position.

4. Click Save.
The Officer Maintenance screen opens with the Office showing as Vacant
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5. Click to Highlight the Line Item that now shows Vacant.
6. Click Edit.
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The Edit Officer screen opens
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7. Click the Drop Down arrow in the Member field.
The Member List Drop down will appear
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8. Click the Name of the Member holding that Office in the Member Selection
List Drop down to enter the Members Name in the Member field.

Use the Scroll Bar to scroll down through the list of Members until you find

the Member Name desired.

The screen will now show the selected name in the Member field.
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9. Click Save to save the selection in the Officers List on the Officer

Maintenance screen.
_or_

Click Reset to clear the Member selection and choose a different Member.

_Or_

Click Close to close the Edit Officer screen without saving the selected

Member to that Office.

10. Return to the Officer Maintenance screen to make sure the correct Member is

listed for that Office.
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