




Find a Member
Member Management Overview
Use this link to search for a member’s record in your council. You must first search for and then select a member in Search Results before going to the member’s respective screen under Member Management.




Search Results
Member Management Overview
The results of the search based on the criteria of the values inputted in the Find a Member screen or the Find a Member by Last Name feature. Note that the more information provided in the Find a Member search, the more precise will be the search results.



General Information
Member Management Overview
This screen highlights general information on the member, some of which can be updated and maintained by the council: member’s name information, his addresses, and contact information.



Fraternal Information
Member Management Overview
This screen highlights fraternal information on the member, some of which can be updated and maintained by the council: degree and membership status information, proposer information and officer and program roles held in the council.




Personal Information
Member Management Overview
This screen highlights personal information on the member, some of which can be updated and maintained by the council: member information, spouse information, children information and the member’s next of kin.




Contact Notes
Member Management Overview
This screen provides space for the council to maintain a log of contacts with the member.




Change History - By Date
Member Management Overview
This screen highlights the changes made to a member’s record or to the council or Assembly’s record at the Supreme Council office, which were not reported through the Member Management application.




Change History - By Member
Member Management Overview
This screen highlights the changes made to a member’s record or to the council or Assembly’s record at the Supreme Council office, which were not reported through the Member Management application.




Change History - Unit
Member Management Overview
This screen highlights the changes made to a member’s record or to the council or Assembly’s record at the Supreme Council office, which were not reported through the Member Management application.




Assembly Information
Member Management Overview
This screen highlights general information. Some of which can be updated and maintained by– key contact information, detailed contact information, address information, and meeting location and time.



Assembly Officers - Current
Member Management Overview
This displays the current officers for the fraternal year. Information provided is the officer’s position, name of member in this position, the individual’s membership number and the date the member started in this role. As changes are made in the Change a Current Officer section, they will be reflected in this section.




Assembly Officers - Next Year
Member Management Overview
This displays the officers for the fraternal year. Information provided is the officer’s position, name of member in this position, the individual’s membership number and the date the member started in this role. If all officers remain in their respective positions for the coming fraternal year, click the “Submit as is” button. As changes are made in the Change an Officer section, they will be reflected in this section. The start date will automatically be displayed as July 1 of the fraternal year. 

Note: since reporting for the new fraternal year, the start date is not editable.




Title List
Member Management Overview
This screen displays the Supreme Defined titles (Prefixes, Suffixes, and Salutations), and space for the council to maintain the councils defined titles.




Reports
Member Management Overview
This is the screen that you are currently on, and provides access to pre-defined reports (Current Officers, Current Service Program Personnel, Member Birthdays, Years of Service, Member Wedding Anniversaries, Council Members by Assembly, Wife Birthdays, Contact List, Ordination Anniversary, and 4th Degree Prospects). To create a specific council report that is not included, use the Data Extract Tool feature.



Labels
Member Management Overview
Provides access to pre-defined labels for members in a format that will allow you to use common standard label paper (included are label formats that are 2 and 3 names across).




Letter Templates
Member Management Overview
Provides access to a number of letter templates in Word document format. Note that each template contains fields that must either be populated with regards to the respective letter or council or Assembly, or fields that can be used in merging data from the Data Extract Tool feature.





Data Extract Tool
Member Management Overview
A feature that provides the capability to extract respective data for every, which will allow you to create your own personalized reports or letters.



	Member Management
	Find a Member
	Search Results
	General Information
	Fraternal Information
	Personal Information
	Contact Notes
	Change History - By Date
	Change History - By Member
	Change History - Unit

	Assembly Administration
	Assembly Information
	Officers - Current
	Officers - Next Year
	Title List

	Print Center
	Reports
	Labels
	Letter Templates
	Data Extract Tool




