ADDING YOUR OWN MAKEUPS

1. To log in to your club website from the home screen, look at the top right of the screen, above the
banner where you'll see the words Member Login. Click on this and enter your login details when
prompted.

2. You have now been returned to your club homepage. Click on Member Area.

3. You are now on the Member Area homepage, where you will see a number of tabs. Click on
the Admin tab.
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You'll come to the Admin list.
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Look for Meeting Services, Report Make-ups and click on that.

My Attendance
My Committees

My Billing Account Balance

Website Manager

Website Designer 3.0
Edit Home Page Links

Birthday & Anniversary Report
Gender Distribution (Summary)
Download Member Data new:

Member Designations

@ Meeting Services

Input Attendance

Edit Stories Report Make-ups *
Edit Events 2.0 Print Member List/Attendance Sheet
Edit Speakers Print Member List (Simple Version)

Edit Download Files
Edit Site Pages

Edit Photo Albums
Edit Club Documents

MyEventRunner Registration (new window)

@ Club eBulletin

Edit Bulletins new
Send Bulletin

Archived Bulletins new:

Attendance Report

Monthly Club Report

Customized Attendance Report
Edit Duty Roster - Who Does What
Member Leaves of Absence

Member Attendance Exemption

Administrator

Edit Club Info & Settings

Edit Meta Tags

Upload/Remove Meeting Venue Map
Edit Club Logo new:

Edit Custom Fields

Website Sponsorship Area




Adding a Single Makeup

1. To add a single makeup for a single member, click on the Add Makeup button.
Makeups

From: Dec 17, 2014 To: Jun 17, 2015

Filter records: | C {® Add Multiple Makeups

Name 4 Makeup Date ¥ Makeup Description ¥ Meeting Date ¥ Actions
Brackett, Leigh Jan 15, 2015 Attended meeting elsewhere Jan 15, 2015 |
Kombluth, Cyril Jan 13, 2015 Jan 15, 2015 |
Merril, Judith Jan 13, 2015 Jan 15, 2015 I

2. You are now taken to the Add Member Makeup screen. Select an existing member (yourself)
from the dropdown field.
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[ Show Inactive Members

Makeup Date: |Jan 08, 2015 *

Description: | Attended district planning meeting.

i

Makeup Type: 'O Banked ) Auto-Assign '® Apply to a Meeting

| Jan 08, 2015 x |v| *

Only open meetings available.

Cancel m Save & Add Another

3. By default the Makeup Date will populate with current date. However, you can change this by
clicking on the Calendar icon and changing the date. This date indicates which date you performed
the makeup.
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I Show Inactive Members

Description:  Attended district planning meeting.

A

Makeup Type: ' Banked " Auto-Assign & Apply to a Meeting
Jan 08, 2015 % | *
QOnly open meetings available.

Cancel

4. You should enter a Description of the makeup.

Description: § Attended district planning meeting.

Makeup Type: - Banked 2 Auto-Assign * Apply to a Meeting
Jan 08, 2015 v

Only open meetings available.

Cancel

5. Next is the Makeup Type field. Here you have three options to choose from:

Banked: Banking a makeup will save the makeup so the member can apply it later to a future
meeting. (You should not use this in the Passport club, unless you have done all your makeups for
the year. Most of the time use the other two buttons.)

Auto-Assign: Will automatically assign the makeup to the oldest meeting. If the makeup cannot
be applied because the member attended the meetings within the Meetings page, it will be saved
as a banked makeup instead.

Apply to a Meeting: Gives you the option to select the meeting that you want the makeup to
apply to. Our system allows you to apply makeups for meetings, even if the meeting is closed.



Makeup Type: | © Banked O Auto-Assign @ Apply to a Meeting

Jan 08, 2015 w |v|*

Oniy open meetings available.

Cancel

6. Once you have entered the makeup details, click Save to add the makeup and return to the
previous screen.

7. Click Save & Add Another if you wish to add another makeup.



