Club Management: Adding New Members

Note: these actions are only accessible to members with officer permissions.

From the homepage navigate to the My Club page.
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Select the Manage Club Members button located on the right of the screen under the Member Actions tab.
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Here you will see the options available to manage a member within your Club select Add New Member and
press the next button.

Manage Club Members

Choose what you want to manage below.
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Type in you’re the new members first name, last name, date of birth, and gender, then select search.

Manage Club Members

Please complete fields to begin new membership process

Smith

2 Sept 1998

The system checks all existing members to see if the information entered matches a member in the system.
If the member is a match, you may need to transfer or reinstate that member depending on their status.

Manage Club Members

Please select your possible match or click "next" to continue creating a new contact.
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If the member is not a match, a screen will appear for you to continue entering their information. Enter as
much information as you can, then scroll down and select next.

Manage Club Members

Create New Contact

Smith

*Address Fields Required
Address
Coun
Australia
Street

Bond Street

Kings Meadows
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Enter the membership start date and select the membership type. The membership category will
automatically generate as ‘Active’ however this can be changed if required. Select next.

Manage Club Members

2 Aug 2024

Regular Member

A sponsor is required to add a new member, you can either search the sponsor by name or Line ID (also known
as member ID). Make sure that the name of the sponsor is exactly as it appears on their membership record.
Note: If more than one person holds that name in the area you will see a list of people available to choose from.
In this case only one person was found, select the correct sponsors name and select next.

Manage Club Members
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You will then be asked to verify that you have selected the correct sponsor. Select next to do this.

Manage Club Members

Use this sponsor for the new membership?

Name: Shae Collis AEADOWS

Lion ID: 4926580
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Once the system has added the new member you will see a green confirmation bar appear at the top of the
page to confirm your transaction has taken place. The page will refresh back to the My Club screen.
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To view the new member you just added, scroll down the page and use the Club Members List located to the
right of the screen. If required, select view all to expand the list for easier reading.
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