How to add a new member

1. Go to:

Dashboard Chatswood
membershipworks.com/admin
and enter your credentials Jobs/Other Boards

Help

Organization Sewings

2. Click on 'Folders' in the sidebar.
Then click on the folder with the

name of your choir.
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members in your choir.

Click on 'Add' at the top of your

screen.
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4. Enter the member's information

and click 'Add Account'.
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5. This will take you to the 'Profile'
tab of the new member's record.
Fill out the demographic
information if it's been provided to
you, and click on the 'Save' button
underneath that section.

6. You can set a password for the
member by selecting 'Change’. The
member can also request a
password to be emailed to them at
withonevoice.org.au/members.

7. If the member has provided their
billing information, you can set this
up through the 'Membership Billing'
tab at the top of the screen.

Setting up membership billing:

Select your choir from the drop-down
menu. Then select the appropriate
billing level and enter the card details.

Select 'Offline contributions' if the
member has elected to pay by cash,
cheque, or bank transfer. See our 'How
to record offline payments' resource to
learn how to record each contribution.

'"Manual billing' can be selected for
free members or NDIS members.

Select 'Send new member welcome
email' to welcome the member to your
choir.

Click on 'Save' at the bottom of the

screen to confirm.

cl opy Delet Refresh  Pr
F |

Demographic information

2
2

@ Manual billing

General membership
Concession membership
Subsidised membership

Offline contributions - cash, cheque, transfer



