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This presentation will show you how to “Create your First Chapter” 
for this Website. 
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How to Create a Chapter 

1. Use the “Login” 

link at the top right 
to Login into the 
website. 

2. Fill out your email 

and password and 
click the “Login” 
button in the window 
box. 



How to Create a Chapter 

1. Click on “Add your 

own chapter, group 
or family” button to 
start the process. 

 

2. You can see the 

two other chapters 
that this user has 
already created. 
 

3. You can customize 

the function that 
each user or member 
sees and has access 
to. 



1. Fill in the fields on this 

form. 

2. If you are part of a larger 

organization, please select 
the “Chapter Type & #”. 

3. Add any number of 

“Administrators” that need 
access to this chapter setup.  
These must be email 
addresses are are part of 
your chapter roster. 

4. Click on the “Browse” 

button to upload a chapter 
Logo. 

5. Remember to click the 

button green button to 
Submit information. 

Create – General Information 



Create – Select Functions 

1. Select the function 

that your chapter 
want to use on this 
website.  You can 
always change these 
at any time. 

2. We have not 

selected the “Sign-In 
Sheet” and “Forums”. 

3. To save your 

selections, please click 
on the “Submit” 
button at the bottom 
of each page. 



Create – Public Information 

1. Select if you want to 

show public 
information on our 
Home Page. 

2. If you do, please fill 

out the rest of the 
form. 

3. Select the Direct 

checkbox if you want 
to go directly to your 
existing website. 

4. You can select what 

information your want 
after a user click on 
your Logo on the 
Home Page. 



Create – Security 

1. For each function, 

you can select the 
following permissions 
for your users. 
 -  Browser Role – Read        
but no editing. 
 - Edit Role 
 - Administrator Role. 

2. Select the Default 

Role for each function 
and/or add individual 
email for that Role. 

3. Only functions that 

were select on the 
“Function” tab will 
appear on this page. 

4. Again, go to the 

bottom of this page to 
“Submit” the 
selections. 



Create – Site Options 

1. Additional Chapter 

Officers can be added. 
Just type in the new 
officer title and click 
“Add Officer – Submit”. 

2. The Fixed Table 

Headers will keep the 
table header in view as 
you scroll for your Roster 
or Dues functions.  

3. Select the rest of the 

fields and Submit. 
 



Create – Message 

1. You can create a 

custom email message in 
the “Roster” function.  
Just enter your message 
and the “Custom Email” 
option will appear in the 
“Send Email” box. 

2. The options below the 

line are for the Join 
membership function 
only.   This is when a new 
member asks to join your 
chapter.  

3. Select the rest of the 

fields and Submit. 
 



Money  – Future Use 

1. This page is for a 

future function. 
 

Just click on the “Dues 
Info” tab on the top to 
bypass this page. 



Create – Dues Info 

1. If you are using the 

Dues function, please 
select the yearly dues 
amount for each type.  
If you leave them 
blank, that type will 
not be displayed. 

2. Dues Leeway is used 

for members that are 
at the later part of your 
dues cycle.   

3. If you want “PayPal” 

as a dues option, check 
that option. 

4. See next slide page 

for additional “PayPal” 
option. 



Create – Dues Info - PayPal 

1. If you plan to use 

PayPal for your Dues, 
please check the 
checkbox. 

2. Follow the 

instruction on the 
PayPal PDF Document 
to create a PayPal 
account.    

3. To create the PayPal 

button, use the link 
“PayPal to create a 
donation button”. 

4. Copy and past the 

button code into the 3. 
input field. 



Member Options 

1. Member options will 

allow “Logged In” 
members to view 
personal and chapter 
information.  This 
information will be 
displayed on the “My 
Account” page. 

2. Each option has a 

security group to allow 
only that group to view 
that options 
information.     

3. You can also create 

a Group for further 
group customization of 
members. 

4. You can see examples of this in the “Introduction” presentation.  



Chapter created, Options 

1. Congratulations on 

your first chapter.  
Multiple chapters can 
be created, but are 
independent from each 
other.. 

2. Click on the “Show 

One” link on the right 
side to only show one 
chapter at a time.    

3. Notice that the 

“Forum” and “Sign-In 
Sheet” icons are 
missing for your new 
“ABC 123” chapter. 

4. Click on the 

“Member Roster” or 
“Import”  icon to start 
adding your members. 



Intro – Chapter Information 

1. Chapter Name – 

Provides the name, 
location and distance 
from the website 
user. 

2. Information on the 

Meeting time and 
location. 

3. Phone number for 

the chapter contact is 
optional. 



Intro – Chapter Information 

1. Chapter Name – 

Provides the name, 
location and distance 
from the website 
user. 

2. Information on the 

Meeting time and 
location. 

3. Phone number for 

the chapter contact is 
optional. 



 Questions / Comments:  Use the “Contact Us” link 

 

 Best free website for organizations to manage and 
grow memberships. 

 

Conclusion / Questions 


