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I
Accessing the system through the Internet

League of Women Voters Online MICF and Roster can be accessed using Microsoft Internet Explorer, or other common web browser.  

Start Microsoft Internet Explorer; in the address field please enter:

https://www.lwv.webmembership.org 

This will bring up the Member Login page.
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You must have your Account ID and Password supplied to you by the national office. The password is CASE SENSITIVE. Please turn your caps lock off.
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Enter the account ID (or League email address) and password supplied by the national office.

Press "Submit" to login. The Member Home Page will load, displaying your League information.

[image: image5.png]3 The League of Women Voters : Get Involved!

rosoft Internet Explorer MEIE

J A ‘ Q G ) ‘ B3 v A
Back o Sop  Reiesh Hom e et Fint Eat A0
| Ackbess [T g iwmen o vt org it s b - 5754520414458 =] ks

- MEMBER DATABASE W

THE LEAGUE
OF WOMEN VOTERS®

Home Member Information Change Form (MICF)

Update profile

%Member Today's Date: 05/12/2003 |
View Roster Your League #: OH399

Download Roster Your League Name: LW\ of Ohio Test

Set Password Member #: 1579452

Session Signoff Member Status: [Active =

Member Code:[L [T [V
Expire Date: [07/01/2003 | (mmddiyyyy)

Prefix: [Mr and brs. v

First Name: [Relph

Middle Name:

Last Name: [Crandall
Home Phone:
Work Phone:

Email Address:

h
&l0oe [ 13 [® menet




The system functions are in RED and UNDERLINED to the left of the page, and at the bottom of the page.  These functions allow the editing of the Leagues contact information, editing and viewing of members, and editing viewing and downloading of the League's roster.

II
MICF
To view and edit a members MICF, select MICF from the options to the left (or bottom) of the page.  The MICF search window will appear.
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The member's Member Number/Account ID can be entered into the Member Number/Account ID field if it is known, then press "Search" to locate that member.

If the Member Number/Account ID is not known, enter any combination of First Name, Last Name, League, Email Address, State and/or Zip.  Press "Search" to find all members that match the search.  Note that searches are not case sensitive and will only return members in your League.
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The search will return the results of all accounts that match.  To see the details of an member record or make changes to it, click on the underlined Member Number/Account ID.
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Clicking on a Member Number/Account ID on the search page brings up the MICF change form. The details of a member's record can be viewed and edited from here.

If you have changed data in a field but do not wish to save the changes, click on the "Refresh" button to refresh your screen back to the original data

After changes have been made, click on the "Submit" button to save the changes to the database.   The "Submit" button is located at the bottom of the page, it may be necessary to scroll down the page (using the scroll bar to the right) in order to find the "Submit" button.

If another feature is selected from the menu at the right or bottom of the page without first clicking the "Submit" button, changes will not be saved to the database.  The "Submit" button must be pressed after changes are made.
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The "Submit" button is located at the bottom of the page, use the scroll bar to the right to scroll down.
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After submitting changes click on MICF on the left-hand side to search again and view or modify additional members' data.  

III
Add Member

To add a New Member, click on Add Member on the menu to the right and bottom of the page.

Fill in all the information.  The new member code should be "L1V" for most adds. 

Expire Date must be entered.

Press "Submit" to save the new member's information to the database.
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Below is a sample Add.

Please "Submit" after you have entered all data.

The new adds are not immediately available on your roster.  They are put on hold until they are reviewed by the National Office, at which time the account is set to active and is made viewable through the Online MICF and Roster.  It may take several days before a new add is available online.
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IV
View Roster

 The entire active member roster for the League is available by selecting View Roster from the menu to the right or bottom of the page.  After a short delay, the roster for the League will be displayed.

To print, make sure you print in landscape mode.
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Clicking on an Member Number/Account ID brings up the MICF form and allows changes to the member's information.  Clicking the Email Address brings up the users email software (which must be installed on the PC) and allows an email to be written and sent to the member.

V
Download Roster

Selecting Download Roster produces a roster of active members for the League in a Microsoft Excel downloadable format.  The download roster page provides a Download link.  Pressing on the link brings up the League's roster in a Microsoft Excel format.  

Microsoft Excel must be installed on the PC in order to use this feature.
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Select "File" then "Save as…" from the menu in order to save the data to a Microsoft Excel spreadsheet on the PC.  This file can be used to do Microsoft Word mail merges or Microsoft Outlook e-mail merges.

The menu items are not available from the Excel download.  Clicking "Back" button on the browser will return to the download page and provide the menu.

VI
Set Password

After you have successfully logged in, please Set Password to something of your choosing.  Enter Current Password and New Password and Confirm your New Password, then hit Submit.

Remember, Password is case sensitive, turn off your caps lock.

[image: image16.png]Back | bl S Refesh

2 |

Seach  Favares

Q £ B

History

o

Ml Piint

T

Edit 7 A0L instant

| Ackbss [T s i v st org/addmerter. s

=] ks

Download Roster
Set Password
Session Signoff

Member Code:
Prefix:

First Name:
Middle Name:
Last Name:
Phone Number:
Email Address:
Street Address:
AptiSuite #:
City:

State:

Zip Code:

w THE LEAGUE
OF WOMEN VOTERS®

New Member

CFm
Mrs.

[Jane

[Burraws
3019934545
fiounows @l com

6767 Burrows Lane

[anyplace

OHIO <

[40000
053172004

Expire Date (mmiddiyyyy):

Submit

Home
Update profile

r

2 (@ Intemet




VII
Update Profile

Update Profile allows the user to change the contact information for the league.  In this way the leagues address, phone and email address can be changed online.  The email address entered here can be used instead of the Member Number/Account ID when logging into the system.

Edit the data as appropriate then click "Submit" to save the changes back to the database.
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VIII
Session Signoff

Session Signoff ends the users online session.  It is important to log out of the session when work is complete in order to help ensure the security of the system.  Session Signoff returns the user to the Member Login page.
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