ADDING NEW OFFICERS FOR 2008-2009

1. Before doing anything — if you are not sure that the Association has your correct e-mail address,
please check with the AAUW-NYS Communications Director (communications@aauw-nys.org).

2. Go to www.aauw.org . Click on MEMBER LOGIN in the far upper right corner of the page.
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3. The AAUW MEMBER LOGIN page will display. Enter your member number and click the
“LOGIN” button. If you do not know your member number, please see appendix A (pg 7).
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4. You will be taken to the Member Center. Click on “Member Services Database”.

ff- AAUW - Welcome to the Member, Center, - Windows Internet Explorer.
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5. The ACCESS MEMBER SERVICES DATABASE login page will open with your member number
in the appropriate field. If you have an account in the database, type in your password and click the
“Log in” button. If you do not have an account, please see appendix B (pg 9). If you have an account,
but do not remember your password, please see appendix C (pg 11).
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6. You will be directed to the “Welcome Screen”. Your individual screen may be different, depending
on the rights you have within the database. The details here are blanked out, but your name, member
ID and branch will be displayed. Click on “State & Branch officer listing.
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@ Copyright American Association of University Women. 1111 16th Street, NW. Washington DC, 20036.

Done L3 € Imternet H100% v

7. Within the State and Branch Officer Listing and Maintenance screen, click on “Branch Officer
Maintenance”.
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@ Copyright American Association of University Women. 1111 16th Street, NW. Washington DC, 20036.

L& @ mternet H100% v

Page 3



8. Click on the arrow next to “Select a Term Year” and change it to “2008-2009”. Then click on the
“Edit List” button below it.

/= Edit Officer List - Windows Internet Explorer
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9. The existing officers for 2008-09 will be listed, but are blanked out here. Click on the “New” button.

£ Edit officer List - Windows Internet Explorer
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10. The “add” process works one at a time.

a. Click the arrow next to “Select a Position” to choose the office (the list is pasted in here.
Choose “BR08-other-position” for the offices that the Association does not record
individually.

b. Then click the arrow next to “Select a Person”. The currently registered members of your
branch will appear — choose the appropriate one.

c. Change the “Effective Date” to July 1, 2008 using the Month/Day drop down menu or click
the Calendar icon.

d. Click the “Add” button. You’ll be taken back to the screen shown in #9.
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@ Copyright American Association of University Women. 1111 16th Street, NW. Washington DC, 20036.
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11. Repeat steps 9 and 10 until you have added all the officers. Once you have completed your entries,
review your list for accuracy. Corrections to entries and address updates, etc., can also be made in this
section of the site. In the UPDATE column next to each officer listing, (last column), see OFFICER
and CONTACT buttons to make changes. Click OFFICER to replace an officer; Click CONTACT to
update contact information. (Note - Email is a required field. If no email is available, enter:
noemail@aauw.org . NAME CHANGES cannot be performed via this service. Click “HELP VIA
EMAIL” at the top of the web page to report name changes.)
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f Edit officer, List - Windows Internet Explorer
¥[8 %)x |
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BROS-Fducational Foundation 1

BRO9-Legal Advocacy Fund
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* Officer records with “pending” status will be pracessed within the next business day. You may

further change these records by clicking "Officer™.
* |pdated address after submitting Contact Change request will be processed to AAUW main

database within the next business day.

Position [count| Position [count|  Position  [Count] Position  [Count|
L]

2 ‘ Membership | 1 ‘ Finance

‘ President/Chair ‘ 2 | Program |

12. You can stop now and just quit the program, BUT it would be very helpful to your Communications
Director to have a useful copy of what you’ve done. Please click on the “Download” button near the

bottom of the screen.

* Officer records with “pending” status will be processed within the next business day. You may

further change these records by clicking “Officer”.
* Updated address after submitting Contact Change request will be processed to AAUW main

database within the next business day.

Position Count| Position (Count Position (Count|  Position  |Count
President/Chair 2 Program 2 Membership 1 Finance 1
Educational 1 Public Policy 0 Communications 0 Diversity 0
Foundation
Lezal Advocacy Fund| 1 | College University | 0 International 0 | Mewsletter | 0
Relations Affairs Editor

other-position 1

——
\ Total Officer Count: 9

Download a Pt of current and newly updated officers (with pending status) in
comma delimited format {.CSV)
Printer-Friendly Version

Back to Edit Officer List Menu

© Copyright American Association of University Women. 1111 16th Street, NW. Washingten DC, 20036. 3
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Done

13. You’ll be given a choice of opening a file or saving it. This file can be used as part of a database or
used for mail-merging into Word. If you would like a copy, click on the “Save” button. If you are
only doing this to make your Communications Director happy, please click the “Open” button.

Page 6



File Download - Security Warning

Do you want to open or save thiz file?

EE Mame: officerlist. csy
Tope: Microsoft Excel Comma Separated Yalues File, 1.63KB

From: SWC, 33U, arg

Open ][ Save ]| Cancel |

potentially harm your computer. [F pou do not bust the source, do not

| ‘#I YWhile filez from the ntermet can be uzeful, thiz file type can
b
\—/I open or gave thiz software. What's the risky

14. A file will open or download to your computer, depending on which option you chose — it may be in
one of a variety of formats, depending on the software on your computer. Please just use the “file”,

“send-to”, “mail recipient” option to send it to Communications@aauw-nys.org. If you do not know
how to send attachments, please save the file and contact the Communications Director for assistance.
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Appendix A. Determining your membership number.

1. On the member login screen, click on the “member ID lookup” link.
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2. Enter the appropriate information (name, state, zip) and click the “Submit” button.

{= AAUW Member ID Lookup - Windows Internet Explorer
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3. Your information will appear on the screen, with your membership ID. Click on the “Enter Member

Center” button

Member ID Lookup - Windows Internet Explorer

6::}: | httpsf . aauw orgfasun _id_lookup.cfm

V| 2 ([ % |MyWeh Search | -

Eile Edit Wew Favorites Tools  Help

w oG Igglv[gmuw-pﬂemha Record Che. . I(gmuw Mermber 1D Lackup x] I

fa - e - [ Page v Todls ~ 2

|N THIS SECTION Printer-friendly version ‘o A
Email page =3
Contact Us Home
Site Index
AAUW Member ID Lookup
RELATED LINKS OF INTEREST .
Search results for : Elizabeth Preble
Join/Renew Membership
Support our work! Donate Now! First Name
Take Action! E-mail Congress! Last Name
Login to the Member Center
News and Updates State
ShopAAUW Zipicada
Submit
Partners, sponsors and advertisers ;]
support our mission. Learn more »
The following match was found in the AAUW member database. Please record your Member ID for future
) subscribe to RSS feeds reference. Continue the Member Center Log In process by pressing the "Enter Member Center” link below.
] First Name Last Name State Zip
Enter Member Center
Home | Contact | Reporta Problem | Privacy Policy | Terms and Conditions | Spensors and Partners
© 2008 AAUW + AAUW Educational Foundation + AAUW Leadership & Training Institute
1111 Sixteenth Street, N.W., Washington, DC 20038 » Tel: 800/328-AAUW + E-mail helpline@aauw.org ||
~

EB 0 Internet

H100% -

4. You’ll be returned to the Member Center login screen with your number positioned correctly. You

can now proceed to #3 in the basic instructions.

Member Login - Windows Internet Explorer
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Appendix B. Setting up a member database ID and password.

1. You are on the the ACCESS MEMBER SERVICES DATABASE login page. Click on the words
“register here”.

= Login Required - Windows Internet Explorer

@.\-7 =[] hetps:fjsve.aaum. crglRECorsiinc Lo, aspimember_id=3376779 v & [4][%] | |[2]-
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w e [@Lugm Renuired [71 - B ® - [rage - @Toose

American Association
of University Women

Access Member Services Database

® Member Services Database
Welcome Message This is the AAUW Member Sendces Information Access areg,

If you are an AAUW member and do not yet have a plsword, you can register here.

® Member Services Database If you are an AAUW member you must be logged in to the memberoe
Intro Memo
Login (Member ID)
o Member Services Database Password
Start Up Reference []Remember me on this computer.

{Cookies must be enabled for this to work)

If you forgot your password, you can recover it by clicking here.

@ Copyright American Association of University Women. 1111 16th Street, NW. Washington DC, 20036,

8 @ mternet #100% -

2. Enter the information requested and click the “Submit” button. Note — if you already have an
account (in other words all the information is duplicated), the system will tell you that and you’ll
have to recover your password (see Appendix C, pg 11)

= Register - Windows Internet Explorer |Z”E‘g‘

@;‘/ - \g, https: jfswe. aauw, org/RECore inciregister. asp vl ) ‘ IR ‘ ‘ Ll
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American Association
orUniversity Women

Register
To register for the Member Serives
area, you must be a current
member of AAUW. To create a login for the member sendces area, you must enter all of the follawing information. The

information entered must match your AAUW member record.
First Name
Last Name

State | Selecta State ¥

First 5 digits of your zipcode

Last 4 digits of Home Phone | |

[

@ Copyright American Association of University Women. 1111 16th Street, NW. Washington DC, 20036.

Done (3 € mternet H100% v
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3. You’ll come to a screen which confirms that you’ve begun the registration process. An e-mail
message will be sent to you at the address on file for you. (That’s why the first sentence in
these basic instructions said to check to be sure they have the correct e-mail address for
you.). The e-mail will have a link for you to set up a password and a security question. The

security question is used in case you forget your password and have to have it sent to you.
(see Appendix C, pg 11).

= Registration Complete - Windows Internet Explorer

EEX
@.\-; + ||| httpsijjsve.saum crgRECorsiinciregister_chsck.asp v & [4][%] | |[2]-
File Edt View Favortes Tooks Help
W [@Reg\stratmncumplete [71 B8 & - [ page - £ Tools - »
american Association

ot University \Women

Confirmation required
Verification required to continue To create your enline login and password, you will need to verify your identity.

Instructions for how ta do this have been sent by e-mail to the following address:

The e-mail will include a link which you will follow to choose your login and passwaord.

@ Copyright American Association of University Women. 1111 16th Street, NW. Washington DC, 20036.

Done

8 @ mternet #100% -
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Appendix C. Process to retrieve a forgotten password.

1. You are on the the ACCESS MEMBER SERVICES DATABASE login page. Click on the words
“recover it by clicking here”.

= Login Required - Windows Internet Explorer

@.\g 3 = ] bitps:fjsve.aaum orglRECoreiincLagh asprmember_id=3376773 ~[ 8] *(x]
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American Association
of University Women

Access Member Services Database

® Member Services Database
Welcome Message This is the AAUW Member Sendces Information Access area.

If you are an AAUW member and do not yet have a password, you can register here.

® Member Services Database If you are an AAUW member you must be logged in to the member center first.
Intro Memo

Login (Member ID)

* Member Services Database Password
Start Up Reference

[]Remember me on this computer.
{Cookies must be enabled for this to work)

If you forgot your passwordfyou can recover it by clicking here.

@ Copyright American Association of University Women. 1111 16th Street, NW. Washington DC, 20036,

8 @ mternet #100% -

2. 'You will be asked to re-enter your membership number. Type it in, then click the “Submit”
button..

(= Recover your, password - Windows Internet Explorer,

@.\g 5 = ] hitps:fisve.aaum orgirecorsjinc getPassword.asp NENEIEN

Fle Edt View Favortes Tools Help

% | @ recorer your password = -8
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ot University \Women

Recover Your Password

To recover your online password, enter your AAUW member id in the space provided below.

e

@ Copyright American Association of University Women. 1111 16th Street, NW. Washington DC, 20036.

Dire: (& & mternet H100% <
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3. When you first signed up, you answered a security question of some sort. That question will be
asked on this screen. Answer the question, then click the “submit” button.

/= Answer your hint question - Windows Internet Explorer

@.\-7 =[] hetps: v aaum.orgfrecorefinclgetpassword_action asp v & [4][%] | |[2]-
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American Association
of University Women

Answer your hint question

Below is the question you chose as your hint when registering for the member services area. To recover
your password, ente - : S

ded. If your answer matches the one you entered at

regi Prthe password will be e-mailed to you.
Question:

What's your favorite color?

Answer:

If you do not remember the answer you provided, call AAUW Helpline at 800/326-2289 to recover your
password over the phone or send an e-mail to helpline@aauw.org.

@ Copyright American Association of University Women. 1111 16th Street, NW. Washington DC, 20036,

Done [ € mternet #100%

4. 1f you answer the question as you did when you signed up, you will receive an e-mail with your
password. If your answer does not match the original one, you will have to contact the
Association Helpline via e-mail or phone.

W FEvOrmEs 1005 HEp

Answer vour hink question l l ﬁ kit D

Igl

American Association
orUniversity Women

Answer your hint question

Below is the question you chose as your hint when registering for the member services area. To recover
your password, enter your answer in the space provided. If your answer matches the one you entered at
registration, the password will be e-mailed to you.

Question:
What's your favorite color?

Answer:

|| |
e
——

If you do not remember the answer vou provided, call AAUW Helpline at 800/326-228% to recover your

password over the phone or send an e-mail to helpline@aauw.org.

Page 13



Page 14



