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Changing Member Record Types
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Member Record Types are used to group members together based on the types set up by
an Organisation at each level of the database. Every member that registers to a Club or
Association is assigned a Member Record Type. The Member Record Types assigned to a
member can be viewed on the Members Record and can also be reported on via the
Reporting tool. For accurate reporting it is important that members are assigned the
correct Member Record Type. The following steps describe how to modify the Member
Record Type of a registered member.

1. Use the Member Search Functionality to retrieve the member record that you would
like to modify. Alternatively, from your dashboard, click on Members and from the drop
down menu select List Members. The list of members that belong to your club will
appear. Click on the magnifying glass to the left of the member's name you wish to edit.
Once you have clicked on the magnifying glass, you will be directed to the member's
dashboard.
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2. The Member Record Type currently assigned to the member is displayed on the right
side of the members dashboard below the registration status.
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3. Click on Member Records.

‘""’1" Sailing Management System

Dashboard  Transactions  Tags| Member Records |Preferences

John Member -

4. In the Member Records Summary click on the magnifying glass to the left of the




record of which you would like to change the Member Record Type.
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Entity Season Type Age Group Active Date

ER | Yachting Australia 2014 - 2015 Adult Under 18 30/04/2015
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Entity Season Type Age Group Active Date

Yachting Australia [.. 2014 - 2015 Adult Under 18 30/04/2015
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Entity Season Type Age Group Active Date

myClub 2014 - 2015 Adult Under 18 30/04/2015
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5. The member record will appear. The Type is the Membership Record Type currently
assigned to the member. Click on the arrow on the right to display a drop down menu
with all the Member Record Types that have been set up by the club.



Member Record

To modily this information change the information in the boxes below and when you have finished press the "Update Record” button
MNote: All boxes marked with a © are compulsory and must be filled in.

Season: o
Entity Type: Chib v | &
Entity:

Type: [ Adult E}

Age Group: |'l.l|mr!3 'f-"]

Active Date: 307042015 o

Inactive Date:

Financial: ]

Active: [
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6. From the drop down menu select the appropriate Member Record Type.

Member Record

To madify this information change the information in the boxes below and when you have finished press the "Update Record’ button.
Mate: All boxes marked with a © are compulsory and must be filled in.
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Conference Attendea: YA Sanior Instractors ONLY (Friday, Saturday & Sunday)
; Conference Aftendes: YA Staff Member
Entity Type: Discover Sailing Participant
Event Participant
; Life Member
Entity: SSSRYA Instructor Comention Participant
Eu:lal
Type: S ——
Age Group: [Under 18 V]
Active Date: 300412015 o

Inactive Date:

Financial: O
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7. Check all details and click on Update Record.



Member Record

To modify this information change the information in the boxes below and when you have finished press the ‘Updste Record” bution

Hote: All boxes marked with a © are compulsory and must be filled in

Season: 204 - 2015 v| &

Entity Type: Chub w| &

Entity: Yachiing Australia ] ©

Type: [Youth {under 18) w|a
Age Group: Under 18 v|

Active Date: I042015 o

Inactive Date:

Financial: O

Active:

L8]

Update Record

8. A message will display that the member record has been updated successfully.
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9. The new Member Record Type shows on the member's dashboard below the
registration status.
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For further assistance please contact Online Services:
onlineservices@sailing.org.au

0284247400
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