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Add a Member

To add a new member, click on System, Membership, “Add a New Membership” menu item.
= System 2 Reports =% Administrative @ Help
E& Membership

E Drganizaﬁnn<

}é Dues b

|==m |

User must search for the “new” member before proceeding in the system to ensure duplication of the
person does NOT occur. The search filters on this screen are identical with those on the Find A Member
search.

Tip in Search: Many times when you are doing a search a member is really on the database but spelled
differently, this results in adding duplicates to our database. To prevent this many times you do not need
to completely type out the members name. Example: Robert W. Armstrong - you can locate this by just
"Ro" as first name and "Arms" as the last name. This will bring you back a list of possible members, from
the list just search through, if you get too many then increase your search by adding additional
characters. Also note a space for “*State of Residence” is provided but not normally needed and should
only be used if you need to narrow down the search which normally this can be accomplished in the name
fields.

2 e Membership- Add Membershi;
5 System &Z Reports i Administrative @ Help p-ncc. P
Please search vour 'new member’ to ensure they are not already in the system.
First Last State of Residence Retun
[ Il I vl Oso Match
(First Name ONLY — no prefix or (Last Name ONLY — no suffix) (Only to be used if you need to .7 100 ® Wild
Middle Name/Initial) narrow the search parameters so - -

1500 () Exact

fewer
(Al

matching members are found.)

After searching the database the system will return records matching what you have entered as the First
and Last Name, below you will see two examples of what is returned and what steps to follow next:

Example 1 - is what is returned if a match has been found.
Example 2 - is what is returned if no match has been found.
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Example 1 — Match

Because the system has found members within the full database it will return the total records found along
with a complete list of each record with their member affiliations and status within that body. If you do
not find the record follow the procedures outlined below in Example 2 — No Match. If you have found the
record that you wish to append (add) another membership, click on that record.

Please search your 'new member' to ensure they are not already in the system.

First Last State of Residence
[Robert ||| [Bigtey | [ V| M
. atch
(First Name ONLY — no prefix or (Last Name ONLY — no suffix) (Only to be used if you need to ®Wild
Middle Name/Initial) narrow the search parameters so O Exat
fewer
matching members are found.)

If all the data is correct and you CANNOT find the member below in the list of

To append a membership to a person below, click]

matches chick the following:

on their record
Your search returned 1 people.

Bigle}-‘i ﬁ 101 Regent Ct, Southlake, TX 76092-7124

[Knights Templar Nlinois 1 - Apollo Affiliated on 05/01/2015

I would like to ADD a new person and membership to the database
Jse the scrollbar at the right to view all matches.

[Knights Templar Tllino1s 15 - Sycamore Affiliated on 05/15/2015 Member# 1483858
[Knights Templar Illinois 36 - Bethel Knighted on 05/07/2014 Member 1300450

[Knights Templar Kansas 1 - Leavenworth Affiliated on 05/07/2015 Member# 1483801
M’ imﬁla.r Texas 106 - Park Place Affiliated on 08/04/2014 Membegs 1
Once the record is selected you will need to select the “National” body from the pull down, because this

pull down is controlled by your permissions in many cases it will be defaulted based on these
permissions.

| Return to list of matches | | Cancel |

With the member below, you are appending a member and his membership to the database

-
Cryptic Masonry
Knights Templar
Royal Arch Masonry
fd person:

[Bigley, Robert W. (Robert) 101 Regent Ct, Southlake, TX 76092-7124 Born 09:"11:"1943|
[Knights Templar Tllinois 1 - Apollo Affiliated on 05/01/2015 Member# 1483864
[Knights Templar Tllinois 15 - Sycamore Affiliated on 05/15/2015 Member# 1483858
[Knights Templar Tllinois 36 - Bethel Kmighted on 05/07/2014 Member# 1300450
[Knights Templar Kansas 1 - Leavenworth Affiliated on 05/07/2015 Member# 1483801
[Knights Templar Texas 106 - Park Place Affiliated on 08/04/2014 Member# 1479858
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After you have selected the national body based on your permissions the state and local body will be
defaulted. If you have state permissions you must select the “Local” body you want to add the
membership to.

Because you are adding a membership to the current member you will need to select “Select Status™ on
how you wish to append (add) this new membership to the member.

| Return to list of matches ‘ | Cancel |

‘With the ber below, you are appending a member and his bership to the database

In the following body:
| National H State || Local |
|Knights Templar [v] [Okiahomal~] [3 - Oklahoma e PR P -,
‘ Affiiated ’
Reinstated
S ——
b=
[Bigley, Robert W. (Robert) 101 Regent Ct, Southlake, TX 76092-7124 Born U9f11f1943|
[Knights Templar Illinois 1- Apollo Affiliated on 05/01/2015 Member# 1483864
[Knights Templar Illinois 15 - Sycamore Affiliated on 05/15/2015 Member# 1483858
[Knights Templar Illineis 36 - Bethel Knighted on 05/07/2014 Member# 1300450
[Knights Templar Kansas 1 - Leavenworth Affiliated on 05/07/2015 Member# 1483801
[Knights Templar Texas 106 - Park Place Affiliated on 08/04/2014 Member# 1479858

After you have Selected Status and clicked on **Continue™ the system will do a double check on the body
you are appending (adding) this membership to, and if the system finds any members that are a potential
match based on the last name it will list them and ask you to confirm that this member is not already in
your local body.

‘With the ber below, you are appending a ber and his membership to the database

In the following body:
| National ][ State ][ Local [
Knights Templar v [Okiahoma | [3-Oklahoma] ] Affiliated v

Use the Affiliated selection when affiliating an existing member to another body.

Caution - You are about to add new record to the system for:
Bigley, Robert W. [DOB] 09/11/1948
But currently, in the database for this local body, are the following members that "look" like the member you are adding.
Please verify you're not adding a duplicate.

Name Born  Membership#| Status Address

bigley II, Rob W |01/19/1948 1483979  |Reinstated unknown, unknown, unknown 00000-, unknown
bigley, marci |01/01/1948 1483900 Affiliated unknown, unknown, unknown 00000-, unknown
bigley, robert  |01/01/1948 1483911 Candidate unknown, unknown, unknown 00000-, unknown
bigley, robert  |01/01/1949 1483981 Candidate unknown, unknown, unknown 00000-, unknown
bigley, robert  |01/01/1948 14839083 Candidate unknown, unknown, unknown 00000-, unknown

I've reviewed the above. The new membership does appear to already exist in the
Local Body. I will not add a membership at this time or I need to do further

Mvestigation®
Cancel

I have double checked andanangaiihe above Commandery
Jof0cts are the same membership [ aff™miging.
Continue & Save record

Person:
igley, Robert W. (Robert) 101 Regent Ct, Southlake, TX 76092-7124 Born 09!11!1943'
Knights Templar linois 1- Apollo Affiliated on 05/01/2015 Member# 1483864
Knights Templar Tllinois 15 - Sycamore Affiliated on 05/15/2015 Member# 1483858
Knights Templar linois 36 - Bethel Knighted on 05/07/2014 Member# 1300450
Knights Templar Kanszas 1 - Leavenworth Affiliated on 05/07/2015 Member# 1483801
Knights Templar Texas 106 - Park Place Affiliated on 08/04/2014 Member# 1479858

If you find that this membership is already in the local body click **Cancel*. If you have done a double
check and you want to continue to add this membership click "*Continue & Save record"

Once you have clicked ""Continue & Save record” the Member Add Orders screen will appear. At the top
of this screen is the member’s current orders with dates and the location where they were taken. These are
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for information display only and only those with permission to that Local body can change the date and or
location, so if you see a mistake please let your Grand Recorder or System Administrator know.

MBigicy. Robert W- [DOB] 09/11/1948 [Home] 101 Regent Ct, Southlake, TX 760027124 [

National Body: Knights Templar

of Birth Listed: 09/11/1948 Change Date of Birth to: | 9/11/ d
Orders Date State Local CommentN
Order of the Red Cross [lo4/29/1972 |[IHtinois [[37 - Melita
Order of Malta [l04/20/1972 |[[llinois |[37 - Melita
f the Temple (Knighted)||05/07/2014 |[Illinois |37 - Melita
ple (Knighted)]| a)

Local Comments

Affiliated |

First Line Signer: | Select a member v|

|Save | | Cancel | | Reset |

The member status that you have selected prior to this screen appears bottom left. You only need to add
the Date of that status into the system and the person that was the First Line Signer of the application.

This pull down for “First Line Signer” may not have all members going back in history or if you do not
know who signed it n select "Unassigned**

lOrders AT N te Local Comments
Order of the Reff Unassianed " 1Nois |[37 - Melita
Abbott, Eric L. = =
Order of Maltl Akers, Trasen Solesmont l]m\ls 37 - Melita
Order of the Jen ;<" EMin M. ttindks [37 - Melita
Amis, Rufus Travis

Andrews, Larmy Leoan
Dal Arnett, Michael Ray Ljjcal Comments

. Baird, Guy T. 0]
Affiliated SelKtd b ivin, John Timothy

allard, Kieth

nnon, Ed e —
ames, Larmy Leroy 0 .
e .Jr., Garrett T. _Save_ I Cancel | | Reset |
. rve Mlasmar VAR

Note — the First Line Signer pull down table only contains members within the local body that the
membership is being added to, it displays the names in three colors:
Black - Active members ---- Red - Deceased members ---- Gray - Inactive members

First Line Signe§

At any time prior to selecting "*Save™ you can click on ""Reset" this will erase all your information

entered but will keep you on this window, or if you select "Cancel™ it will cancel out of everything you
have done and back you out of this screen.
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Once you have selected “Save” in the previous screen you will be taken back to the Edit Status screen,
which will confirm everything has been added as you have entered it.

Bigley, Robert W. [DOB] 09/11/1948 [Home] 101 Regent Ct, Southlake, TX 76092-7124

wieeat | KNiGhts Templar | = |
Member? Grand Commandery ~ Commandery Status. Status Date. Comment Medified Date  Modified By

» 1484088 Oklshoma 3-OMahoma  Affliated 6292015 712902015 yrisl

Profile igley, Robert W [ 3 - Oklahoma, Oklahoma, Kmights Templar, York Rite] [Membership# 1484088]

Edit Status "

Other Relationships oo s | 111948 4

ExempuosFat = '

ST [[cancel | | s Afiatec Ve TIPS [RGB v

Payments/Other il e Line Signar d =

w | History | If record is in Error and you need removed p ly with a Delete Adj - Contact System Administrator.

| A dues card request has been generated. A dues card for the current year will be mailed to the mailing address of the Commandery in the next
[Reprint dues processing cycle.
feard?
Commants
- On this screen besides changing a member's status. vou are allowed to change the status date and

1 e cad o the 1st line signer for the current status shown (edit errors will still apply on the date field). If you
frmed have errors during the change process because your dates are not being accepted by the system
b but they must be corrected, please contact your system administrator who can help you.

Example 2 - No Match

Because the system has found no member within the full database that matches based on the data you
have entered, before you add this member please double check the spelling to ensure you have
entered it correctly so we don’t end up with a duplicate in the database.

If it has been correctly keyed click on:
"1 would like to ADD a new person and membership to the database™.

Please search vour 'new member' to ensure they are not already in the system_

Furst Last State of Residence Return
[Robert ||| [Bigleytedt | ‘ v
- 50 Match
(First Name ONLY — no prefix or (Last Name ONLY — no suffix) (Only to be used if you need to ® 100 @ Witd
Middle Name/Initial) narrow the search parameters so - -
fewer (_)Exact
matching members are found )

o matches were found

I would like to ADD a new person and membership to the database

OR

Please search your 'new member' to ensure they are not already in the system.

Furst Last State of Residence
[Robert ||| [Bigley | | v| M
g atc]
(First Name ONLY — no prefix or (Last Name ONLY — no suffix) (Only to be used if you need to
Middle Name/Initial) narrow the search parameters so
fewer
matching members are found )

If all the data is correct and you CANNOT find the member below in the list of
matches click the following:

I would like to ADD a new person and membership to the database
Use the scrollbar at the right to view all matche:

To append a membership to a person below, click]

on their record
Your search returned 1 people.

[Bigley, Robert W. 101 Regent Ct, Southlake, TX 76092-7124 Born 09/11/1948|
[Knights Templar Illinois 1 - Apollo Affiliated on 05/01/2015 Member# 1483864
[Knights Templar Nhinois 15 - Sycamore Affiliated on 05/15/2015 Member# 1483858
[Knights Templar Nlinois 36 - Bethel Knighted on 05/07/2014 Member# 1300450,
[Knights Templar Kansas 1 - Leavenworth Affiliated on 05/07/2015 Member# 1483801
[Knights Templar Texas 106 - Park Place Affiliated on 08/04/2014 Member# 1479858

MMS - [Masonic Membership Solutions) - Email: manager@yris.us - Phone: [713) 349-8700
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After clicking on the add link as noted above you will be taken to the Membership Add screen, in this

screen, you will need to add the remaining member information including **Address™ and **Date of
Birth". (both are mandatory).

Date of birth is very important because it is used in edit checks and reports, so please have the
correct date entered, but if you do not know the date you can key in with 1/1/1900.

If the members address is unknown, click “Unknown” in the address area.

1/1/1900 v

... I'will add the new person below:
0f
& FPlease do not guess, i

e V] i [Om
900.

Placs0f .
Lzt Hanley [y | | P]\“nrk| ‘ [
+rex[Corie =4 [ o N =
G vy
.\.h:dlel:l s @n OF Oux Emni-{| | ¥
.
) s - I

Prefermed First Name which mamber wishes to be called if

Home/Primary Address

different then First Wame sapplisd

Tab T'.La| | S]:cmsz| | -

Nommal mailings will be uzing First-Middle and Last Name 23

-
= Tab

supplied above bat if member desites something other than that - | |

to print - pleass sapply the full name block as it should appear Status Current Children I

in the mailing address block in the following

feld | | Iomeie| None v|

Hiotez

Continue | | Cancel |

... I'will add the new person below:

6/12/1979 v
P:eﬁx ‘Il;airil?f Please do not guess, if ?ME: m

unknown enter 1/1/1500. Home/Primary Address
usfanley | | | s | D Addess 1s USPS Certified

- Dat=0f v ccounry | USA v Unknown
‘zes[Corrie - mea O [ =
mm @ yyyy Tv Home b

\ME|:| s @ U U EM{‘ caddress 1101 Business Pkwy S |
Suﬂix Em]:'.a)'al‘ | Emﬂ\\"

Prefered First Name which member wiske: to be called if | |

different tham First Name sopplisd . B
£ Iot"['.l;e‘ | Sj:cmsa‘ | “City |Westmmsier |

P

2hove

- - — “Stata |Maryland v|
Normal mwém_]} he ning ;:ﬁ-hhod.aﬂﬁt \mz%‘i Tab

s e bt if 2sires ing t i

e o B st e Suna_CUTeN_ V| cue [z

in the mailing address block in the following

s | | 60 coce None M To USPS Certify,

Mo

click here

mtinue | | Cancel |

After the address has been entered click on “To USPS Certify, click here”.

MMS - [Masonic Membership Solutions) - Email: manager@yris.us
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Once you have clicked “Continue” from the previous page your next step is to select the “National”
body from the pull down, because this pull down is controlled by your permissions in many cases it will
be defaulted in based on these permissions.

| Return to list of matches | | Cancel |

You are adding a membership to the new person that you just added to the database.
In ] =

National ||STaleHLoca.l|
— select national body — IR 13|

Cryptic Masonry
Knights Templar
Royal Arch Masonry

—
Selected person:

|Hﬂnlev, Corrie 1101 Business Pkwy S, Westminster, MD 21157-3066 Born 06f12f’1979{

After you have selected the national body based on your permissions the state and local body will be
defaulted. If you have state permissions you must select the “Local” body you want to add the
membership to.

Because you are adding a member and his membership you will need to select
“Select Status” on how you wish to append this membership to the new member record.

‘ Return to list of matches | | Cancel |

You are adding a membership to the new person that you just added to the database.

In the following body:

| National H State H Local |
|Knights Templar || [Maryland v [17 - Carroll

Petitioner/Candidate

Knighted - All Orders Required
- Affiliated

T

Person:
|Han1ey, Corrie 1101 Business Pkwy S, Westminster, MD 21157-3066 Born 06/12/ 1979'

Note: If you select:

“Petitioner/Candidate” - will allow you to add Petitioner & Candidate data as well as partial
orders

“Knighted - All Orders Required” —Petitioner and Candidate dates are not recorded or required
but ALL ORDERS are.

“Affiliated”- used when a member is Affiliating but cannot be found on the database (this
normally happens if a demit was issued prior to 2010 — if it was issued after 2010 please contact
your Grand Recorder or System Administrator) Using Affiliated will require you to enter in the
dates for Orders and where they were taken so make sure you have that information before
proceeding.

“Reinstated”- used when a member is being Reinstated but is not currently a member of your
local body (this normally happens if a suspension was issued prior to 2010 — if it was issued after
2010 please contact your Grand Recorder or System Administrator) Using Reinstated will require
you to enter in the dates for Orders and where they were taken so make sure you have that
information before proceeding.

MMS - [Masonic Membership Solutions) - Email: manager@yris.us - Phone: [713) 349-8700
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After you have Selected Status and clicked on "*Continue’* the system will do a double check on the body
you are appending (adding) this membership to, and if the system finds any members that are a potential
match based on the last name it will list them and ask you to confirm that this member is not already in

your local body.

‘With the ber below, you are appending a ber and his membership to the database

In the following body:
[ National I State I Local |
Knights Templar [~ [Okiahomal v [3-OKahomal v/| Affiliated [~

Use the Affiliated selection when affiliating an existing member to another body.

Caution - You are about to add new record to the system for:
Bigley, Robert W. [DOB] 09/11/1948
But currently, in the database for this local body, are the following members that "look" like the member you are adding.
Please verify you're not adding a duplicate.

Name Born  Membership#| Status Address
bigley II, Rob W |01/19/1948 1483979  |Reinstated unknown, unknown, unknown 00000-, unknown
bigley, marci |01/01/1948 1483900 Affiliated unknown, unknown, unknown 00000-, unknown
bigley, robert  |01/01/1948 1483911 Candidate unknown, unknown, unknown 00000-, unknown
bigley, robert  |01/01/1949 1483981 Candidate unknown, unknown, unknown 00000-, unknown
bigley, robert  |01/01/1948 14839083 Candidate unknown, unknown, unknown 00000-, unknown

I've reviewed the above. The new membership does appear to already exist in the
Local Body. I will not add a membership at this time or I need to do further

investigatioft
Cancel |

ecked and none of the above
5 are the same membership I am ad®y
Continue & Save record

Person:
igley, Robert W. (Robert) 101 Regent Ct, Southlake, TX 76092-7124 Born 09!11!1943'
Knights Templar linois 1- Apollo Affiliated on 05/01/2015 Member# 1483864
Knights Templar Tllinois 15 - Sycamore Affiliated on 05/15/2015 Member# 1483858
Knights Templar linois 36 - Bethel Knighted on 05/07/2014 Member# 1300450
Knights Templar Kanszas 1 - Leavenworth Affiliated on 05/07/2015 Member# 1483801
Knights Templar Texas 106 - Park Place Affiliated on 08/04/2014 Member# 1479858

If you find that this membership is already in the local body click **Cancel™. If you have done a double

check and you want to continue to add this membership click **Continue & Save record™

MMS - [Masonic Membership Solutions) - Email: manager@yris.us - Phone: [713) 349-8700
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Because you have selected “Petitioner/Candidate” status option you will be taken to the Add Orders
screen to enter the dates. If you have all orders you may enter them all at one time but it is required that
you MUST enter “Petitioner” date and the “First Line Signer”.

Don’t forget the system will do a double check on the body you are adding the member to, to see if it finds
any members that could be a potential match based on the last name you supplied. (this is explained
earlier in this document)

This pull down for “First Line Signer” may not have all members going back in history or if you do not
know who signed it, you can select ""Unassigned**

Note - the First Line Signer pull down table only contains members within the local body that the
membership is being added to, it displays the names in three colors:

Black - Active members ---- Red - Deceased members ---- Gray - Inactive members

M¥fEznlcy. Comric [DOB] 06/12/1979 [Home] 1101 Busimess Pkwy 5. Westmnster, MD 21157-3066 [N

National Body: Knights Templar

Current Date of Birth Listed: 06/12/1979 Change Date of Birth to: |6/12/1979 -

Si Local

Date

Petitioner |4/27/2015 v

irst Line Signer
|Selecl a member

~ i —
Candidate
Note: If Petitioner Date is unknown enter 1/1/1900. DO NOT MAKEFE UP A DATE. Candidate Date must be greater than or equal to Petitioner Date.
Orders Date State Local Ce
Order of the Red Cross v
Order of Malta

Order of the Temple (Knighted)
Order of the Temple MUST contain a valid date and will be used as Knighted date below.

Date State Local Comments

First Line Signer:

| Save | | Cancel | | Resel|

MMS - [Masonic Membership Solutions) - Email: manager@yris.us - Phone: [713) 349-8700
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Because you have selected “Knighting- All Orders Required” order status the Members Add Orders
screen will appear. Don’t forget the system will do a double check on the body you are adding the
member to, to see if it finds any members that are potential matches based on the last name you supplied.
(this is explained earlier in this document)

The member status that you have selected prior to this screen appears bottom left. Because All Orders are
required on this screen just fill in the order dates. The State and Local body information is defaulted from
the previous screens based on your permissions. You will be required to enter the First Line Signer of the
application.

This pull down for “First Line Signer” may not have all members going back in history or if you do not
know who signed it, you can select ""Unassigned**

Note - the First Line Signer pull down table only contains members within the local body that the
membership is being added to, it displays the names in three colors:

Black - Active members ---- Red - Deceased members ---- Gray - Inactive members

Orders Date State Local C
Order of the Red Cross Select adate +
Order of Malta

Order of the Temple (Knighted)

i a valid date and will be used as Knighted date below.

Local Comments

First Line Signer:

‘ Save | | Cancel ‘ | Reset |

At any time prior to selecting "*Save' you can click on ""Reset™ this will erase all your information
entered but will keep you on this window, or if you select "Cancel™ it will cancel out of everything you
have done and back you out of this screen.

Once you have selected “Save” you will be taken back to the Edit Status screen, which will confirm
everything has been added as you have entered it.

Bigley, Robert W. [DOB] 09/11/1948 [Home] 101 Regent Ct, Southlake, TX 76002-7124
izt | KNights Templar a4 ﬁ Price]] I

Memberf Grand Commandery  Commandery Status. Status Date.
1484088 Oklzhoma 3- Okdahoma Affiliated g

71282015

- Oklahoma, Oklahoma, Knights Templar, York Rite] [Membership# 1484088]

ot | 1171948 v

Ty

B
Exemptions Edit

Dues Payments El_ 6292015
e | Cancel | R Miated ¥ s i . T LinsSignar | ADDOH, Eric L v
Payments/Other A e Lims Signar : -

cror and yon need removed p. Iy with a Delete Adj - Contact System Administrator.
A dues card r s been generated. A dues card for the current year will be mailed to the i
processing cycle

KTEF-Donations .
Clubs View [ History |

address of the Commandery in the next

print dues
fard?
Commants
On this screen besides changing a member's status, you are allowed to change the status date and
3 fas card camnct be. the 1st line signer for the current status shown (edit errors will still apply on the date field). If you
o have errors during the change process because your dates are not being accepted by the system
s but they must be corrected, please contact your system administrator who can help you.

MMS - [Masonic Membership Solutions) - Email: manager@yris.us - Phone: [713) 349-8700
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If you selected “Affiliated” or “Reinstated” status the Membership — Add Membership/Orders screen
will appear. Remember at this point you are adding the member because you could not find him in the
database as well as his dates of his orders/degrees and where they were taken. Don’t forget the system
will do a double check on the body you are adding the member to, to see if it finds any members that are
potential matches based on the last name you supplied. (this is explained earlier in this document)

The member status that you have selected prior to this screen appears bottom left. Because this member
was not originally found in the database and you have elected to add the member data as well as the
membership you still must enter in the order dates and where they were taken. In this screen you have the
ability to select the original state and body which may be out of your jurisdiction. (If you do not locate
that body please contact the System Administrator before adding (“Cancel” out). Because all Orders are
required on this screen and they are used in many different reports the dates and locations must be correct
and are very important — DO NOT GUESS.

The bottom section State and Local body information is defaulted from the previous screens. You will be
required to enter the date and also the First Line Signer of the application.

This pull down for “First Line Signer” may not have all members going back in history or if you do not
know who signed it, you can select "Unassigned™ It is noted that Reinstated does not require a first line
signer — just select ““Unassigned”

Note - the First Line Signer pull down table only contains members within the local body that the
membership is being added to, it displays the names in three colors:

Black - Active members ---- Red - Deceased members ---- Gray - Inactive members
Ererson, John [DOB] 0110171948 [Home] 1033 Long Prairie R4, Flower Mound, 1X 750222230 [

National Body: Knights Templar

| Current Date of Birth Listed: 01/01/154: i ] b

Date State oo, Comments
Order of the Red Cross Selecta date |Selecia state v l_ll

Order of Malta -

Order of the Temple (Knighted) v

o orders information for this person. All orders up to Order of ust be earned before this person can be Affiliated.
- Order of the Temple MUST contain a valid date and will be used as Knighted date below.

Comments

Affiliated

First Line Signer: | Select a member

Save Reset
_—

At any time prior to selecting "*Save" you can click on "*Reset™ this will erase all your information
entered but will keep you on this window, or if you select "Cancel™ it will cancel out of everything you
have done and back you out of this screen.

Once you have selected “Save” you will be taken back to the Edit Status screen, which will confirm
everything has been added as you have entered it.
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Edit Status Function

If you want to edit an existing Members Status you first must search for the record by Name or
Membership Number. To Find a member begin by either clicking on the logo (top left) or click on
""System then Memberhip*'and select "'Find a Member** sub menu.

( _ Mazonkc Membarahlp Solutions 2.0.26(8)
)ﬁ:-_, Disclalmed
q‘%y-" ,?’:) Users Online = 4
Solutions I

> System & Reports ~j Administrative 3 Help
)

o 0
(& Membership

I}h Find a Member

= Organization Add a New Membership

—_ ———

)# Dues 3

— /

Tip in Search: Many times when you are doing a search a member is really on the database but spelled
differently, this results in adding duplicates to our database. To prevent this many times you do not need
to completely type out the members name. Example: Robert W. Armstrong - you can locate this by just
"Ro" as first name and "Arms" as last name. This will bring you back a list of possible members, from the
list just search through, if you get too many then increase your search by adding additional characters.
Also note a space for “State of Residence™ is provided but not normally needed and should only be used if
you need to narrow down the search which normally this can be accomplished in the name fields.

After searching the database the system will return records matching what you have entered. The number
of results will be displayed on the left. To display the entire list of results, click on the down arrow icon
on the right hand side of this highlighted box.

[ ini i Person Maintenance - Profile e
[T System KRZIEWIE 5 Administrative @ Help S » Ao . T » embnr | Pratle ] 2201 212
Filsor by MDY of Biste Search | R Marck
Fint Lt o mm ok Clear @ Oswo ® waa
[ | [frankiin | D / D / l:l V| Search Speca Cow Oan @) -
ranklin, Benjamin Frederick [DOB] 09/18/1948 [Home] 1032 Long Prairie Rd Sie 5, Flower Mound, TX 75022-4230 v
|
[YouWearch found [4] members. Above is the first member found. To see the A N =
4 thepmembers, click the blue down arrow to the right of the yellow box. MI N
Eiit Membership types nsed: Regular
DOHC Save B v A= 66 ‘DmorBin 91181948 v BT PhooeHame :| s
O e it e I R e I
Honors Edit = Fhono-Wark e
failing Ot “Fust Be“lamm—| Do of Dot Y| il Phore-Call [rea
Blu ssias [Frederick
Bl S pooenet | o |
Memberships s V] . | | e
Do foerwnd Bt Wirmaar aviei e wen sl swisnns # FeoaiH e
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The list of results will appear showing Member Name, Birth Date, and Address. Note: Red records are
deceased members.

= - - Person M
T sysem @ Repors =y adminsatve. € e

Filear by MDY of Birte

First Last Mombees P R—
| | fanin | | o
Person DOB Home Address City 5tate| Zip I
t |Frank|in, Benjamin Frederick 9/18/1948 1033 Long Prairie Rd Ste SFlower Mound TX  75022-4230
= Franklin, Lawrence R. 7/25/1927 3117 Osprey Rd Louisville KY  40213-1226
D.0LC. Frankdin, Leonard Dudley |11,|'21,r‘ 19?{246895 Caitlin St San BernardinoCA  92407-197 °
M’fﬁ [Franklin, Robert 1. | 6/12/1930 3235 Florinda St Pomona CA  91767-10
Il I"m'! i = :
Blue Lods:
Other Orza
[

Click on the member line in the results grid, this will automatically select the record and link all his data
into the Member Profile screen. On the left side will be the base core functions which are linked to your

permissions.
> System & Reporis % Administrative (2 Help iff?f.&&ﬁtfﬁﬂf;ﬁﬁgi :
Filtor by MDY of Btk Search | Rem Muzh
First Lt Mambers mm &y Smn:?:::’imn Clear ® 100 s ) wag
[ | frankin | mmliE. == | smges | OweOu | Ow

Membership types used: Regular |

P v Az 66 Dusormis | O11B/1948 v WY Pmetime| | [

cil N — I e T o =
[ Bt bt e [
et S
Saffix v | |

I

Preferred First Name which member wishes to
be called if different than First Name supplied Gnder (@) agte () Famsle () Unimom

above,
s;«:s:mmal |
Normally, mail sent to the member will be st |
addressed, first middle last; but, if the member v
wants mail to be addressed using a different b s lLI
first name, please supply the complete altemate Explayar | |

name below along with last name
| b Tiﬂ:l |

it coss | None v

Notes

Depending on what you are wanting to do you will have two options.

Example 1 - if you are changing a member’s current status.

Example 2 - if the member has partial Orders/Degrees and not yet elevated to full membership and you
wish to add more Orders/Degrees or he is currently at a Candidate status and you wish to add one or all of
the Orders/Degrees.
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Example 1 - if you are changing a members current status.
Click on ""Memberships

i system <Z Reports [~ Administrative @ Help Person Maintenance - Profile

System b Membership & Find s Member [ Profile Edit]

Filsar by MDY of Birts.

Filtw by
it Last Mombard TIVY Stata o{;;:i-ducn

— | I e I o e O

Found Franklin, Benjamin Frederick [DOB] 09/18/1948 [Home] 1033 Long Prairie Rd Ste 5, Flower Mound, TX 75022-4230

1 [Your search found [1] member shown above.

W Age: 66 Do HM18/1948 » =TT FhameHs
Cancel st | FrANKIN | Sirh Locaticn | | Phons-T)
«zint | BENjAMIN Dt of Diss Lo ——— ot
nzials |Frederick i 5ave || Cance
* S 2 Email-Ha
Suffic hd | |
Emal Wi

Preferred First Name which member wishes to

3 System &£ Reports ™3 Administrative @ Help ship - Change Status

e - Memberships [ Edit Starus |

lEranld.in, Benjamin Frederick [DOB] 01/01/1900 [Home] 1033 Long Prairie Rd Ste 5, Flower Mound, TX 75022-4230
Watiemat | KNIQOts Templar W

Member# Grand Commandeny Commandery Status Staws Date Comment Modified Date  Maodified By
mia - Santa Rosa igl : i pe
1481693  Califomi 14 - Santa R Krightad 101252014 Automatc Status upgrade. proper order eamed whiie 2t 4342014 kha

mm *Dats of Bist .1'2;1900
Esemplioms E&Y
m—?almim Ad | Cancel | sess | Kiighted
Hist
ETEE-] Istory
: me‘é M record is in Error and you need removed permanently with a Delete Adjustment - Contact System Administrator.
fard? F— i -
Yes order earned while at proper status, On this screen besides changing a member's status, you are
®No allowed to change the 1st line signer for the current status
[ duas cad canmce shown. If you need to change the status date please contact
Fantact your Systa \%stemadministratm who can help you.

At this point please note the different messages. Please pay attention to these messages as they will
change based on a members current status.

Also from this screen you can view the members current status history by clicking ""History"".
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In the Status field, pull down the menu, this will provide the different statuses that are available for the
members’ current status. (Example shown below: current status is Knighted so the other two statuses
available will be Demitted or Suspended.)

> system & Reports i Adminisirative &3 Help Membership - Change Status

Syatem o Memberzhips | Edit Starus |

Franklin, Benjamin Frederick [DOB] 01/01/1200 [Home] 1033 Long Prairie Rd Ste 5, Flower Mound, TX 75022-4230

Watiezal | KNights Templar W

Member#  Grand Commandery Commandery Status Staws Date Commant Medified Date Modified By
» 1481693 California 14-SantaRosa  Knighted 10/25/2014 Automare Siatus upgrade. proper order eamed while =t 43/4/7014  khopa
Profile ranklin, Benjamin Frederick; [ 14 - Santa Rosa, California, Knights Templar, York Rite] [Membership# 1481693]
Edit Status -
Other Relationships +Duworgi 1 V1900 ¥ Current Date of Birth is unknown please update - but if unknown leave 1/1/1900
Add New Member mesdd T
Esemptios Edi
Dues Payments Cancel * s s
Arrears Adjust | | - Dy Status Date camnot be changed at  Fittee [ setect a member v
Payments/Other Demitted this time S
KTEF-Donations | History | Suspended
Clubs View Reprint dues Ifre m Error alﬂMﬂ“&d permanently with a Delete Adjustment - Contact System Administrator.
jeard? Commams | Dytomatic Status upgrade, proper ]
order earned while at proper status. | On this screen besides changing a member's status, you are
C allowed to change the 1st line signer for the current status
. duns car? camnot shown. If you need to change the status date please contact
Jromtact your Syitam your system administrator who can help you.
E ini i Membership - Change Status
= System &# Reports 5 Administrative @ Help TS D e St

Franklin, Ben [DOB] 01/01/1900 [Home] 1033 Long Prairie Rd Ste 5, Flower Mound, TX 75022-4230
s 1S Torgiar ]

Memberf Grand Commandery Commandery Status Status Date Comment Medified Date  Madified By
» 1482377 Califormia 2 - Sacrameanto Candidate B/82013 172372015 khope

ranklin, Ben; [ 2 - Sacramento, California, Knights Templar, York Rite] [Membership# 1482377]

111900

e ddyyyy

¥ | Current Date of Birth is unknown please update - but if unknown leave 1/1/1900

Duee Payments E D | /82013 4

Amears Adwust | Cancel T Fim Lins sigme | Select @ member v|
Payments Other

KTEF-Donations " pidee®ved permanently with a Delete Adjustment - Contact System Administrator.

Clubs View | iy | If the Status date you are entering is unknown, please use a 1/1/1900 date — DO NOT make up a date

But date must be equal to or greater than Petitioner date and less then or equal to when he took his Orders once
they are added to file

Commaents

On this screen besides changing a member's status, you are
allowed to change the status date and the 1st line signer for
the current status shown (edit errors will still apply on the
date field). If you have errors doring the change process
because your dates are not being accepted by the system but
they must be corrected, please contact your system
administrator who can help you.

If the members’ current status is **Candidate’* you can select ""Enter Orders' in the Status field. This
will bring up the Order/Degrees screen for you to enter in the dates.
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Orders/Degrees screen - by selecting "*Add™ you can add only one order or all at once, in this screen the
National, State and Local bodies are all defaulted from the previous screens.

> System & Reports (7 Administrative (&3 Help erson Maintenance - Orders/Degrees

stens o Mdsmsbership » Fisd 3 Member [ OrdersDegrees |

Filtar by MDY of Birtk

7t

First Last

Found Frankiin, Ben [DOB] 01/01/1900 [Home] 1033 Long Prairie Rd Ste 5, Flower Mound, TX 75022-4230

1 [Vour search found [1] member shown above.

Pmﬂe!“% Orders/Degrees: Franklin, Ben
0O0HC. If you wish to edit or

DdasBereF Al “tuina | Knights Templar v delete any order,
ers = click on order row.

i

[Found| Franklin, Ben [DOB] 01/01/1800 [Home] 1033 Long Prairie Rd Ste 5, Flower Mound, TX 75022-4230

1 [Your search found [1] member shown ahove. PriorT]

Orders/Degrees: Franklin, Ben
If you wish to edit or
“ttutianal | KiGhts Templar ~| delete any order,
click on order row.

Lorms. W% Order of the Red Cross
s Amarsd o0 All Orders

If this member"s orders, were conferred from a location other-than those locations which appear in the above lists, please contact your System
Administrator for firther assistance.
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Example 2 - if the member has partial Orders/Degrees and not yet elevated to full membership and you
wish to add more Orders/Degrees or he is currently at a Candidate status you can add one or all of the
Orders/Degrees.

Because a member has some of his Orders/Degrees or is currently at a Candidate status click on
""Orders/Degrees Edit™ which will bring up the Orders/Degrees screen.

= System &Z Reports ™ Adminisirative () Help Person Maintenance - Profile

System & Membership # Find s Meber [ Profile Edit |

Filsar by MDY of Bisth Search | Banm
First Lut Mambars mm 4wy e m @00 Oz
[— 1 1= O | r= 9 | e | Omox

[Found Frankiin, Ben [DOE] 01/01/1900 [Home] 1033 Long Prairie Rd Ste 5, Flower Mound, TX 75022-4230

1  [Voursearch found [1] member shown above. Priar]T] I

% Membership types used: Regular

ho Puatic v ‘Dusorpes 111900 v mmtiryy mmtioms| | e
= I I — O e B e =9

I =¥

Eaffix ~ |

Preferred First Name which member wishes to Eamad Work l:l
e called if different than First Mame supplied ender (®) sl () Fuanale () Uslewowen
above.
s_wxa‘:mml |
Normally, mail sent to the member will be Childizm |
addreszed, first middle last; but, if the member ¥
wants mail to be addressed using a different eb St M
first name, please supply the complete altemate Explayar | |
name below along with last name.
| Jab Tiﬂil |
e case | NONE v

Hotes

In the Orders/Degrees screen by selecting **Add™ you can add only one order or all at once, in this screen
the National, State and Local bodies are all defaulted from previous screens.

5 System &7 Reports ™y Administrative @ Help

Filtar by MDY of Birtk

i

First Last

Found| | Frankdin, Ben [DOB] 01/01/1900 [Home] 1033 Long Praifie Rd Ste 5, Flower Mound, TX 75022-4230

]_ [Your search found [1] member shown above.

Pmﬁle” lE‘Ei)?lil Orders/Degrees: Franklin, Ben
0.0HC. If you wish to edit or
Orders Degrees Edit “Nasonst | KNIghts Templar V] delete any order,
Honers Edit click on order row.
feiline Opi Local Camments
Blue Lodze L
Other Organizations
N
——

Found Franklin, Ben [DOE] 01/01/1900 [Home] 1033 Long Prairie Rd Ste 5, Flower Mound, TX 75022-4230

1 [Your search found [1] member shown abhove. PriatfT]
T
Sl 5 Orders/Degrees: Franklin, Ben
If you wish to edit or
“ttutianal | Knights Templar v delete any order,
click on order row.

[ - = ey
<nights Templa Califomia 755
Cancel Knights Templar w || California will2-5

If this member"s orders, were conferred from a location other-than those locations which appear in the above lists, please contact your System
Administrator for firther assistance.

agras State = Comments
pems. e Order of the Red Cross
e Auiad A All Orcers

MMS - [Masonic Membership Solutions) - Email: manager@yris.us - Phone: [713) 349-8700




