OACB
peveLopveENTAL 2017 Board Member Roster Update Instructions
DISABILITIES

Adding a New Board Member

1. Login to MemberConnect at members.oacbdd.org. Access the directory by clicking on the
navy blue “Member Directory” button on the first page you see after logging in.
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2. On the Member Directory screen, click on the “Add Board Member"” button, which is
located under “Directory Functions.”
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3. Several fields will appear. Fill in all the information as completely as possible and click
"Create Board Member.” The new board member will appear in the directory.
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Add Board Member
Board Member Contact Information

First Name John
Last Name Doe
Email Address johndoe@website.com ® This email address will be used for OACB listservs and e-publications.
Title Board President
>Ensure these two fields match.
Role Board President -
Address 1 123 Example Street This should be the board member’s personal mailing address.
Address 2 Apt1
City Anytown
State Ohio j
Zip 43215
Phone Number 55565555555 This should be the board member’s primary telephone number.

Phone Extension
Mobile Number 5555555555

Create Board Member Click “Create Board Member” when all information has been entered.
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Editing an Existing Board Member

1. Log in to MemberConnect at members.oacbdd.org. Access the directory by clicking on
the navy blue “Member Directory” button on the first page you see after logging in.
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Welcome, Superintendent. You are logged in to MemberConnect. Please choose a service below.
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2. On the directory screen, scroll down to the board member listing. Find the board
member who needs to be updated, and click the “Edit” button in that person’s row.
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Board Members

Last Name First Name Email

Phone Title Options

Example 1 Board Member memberi@example.com (555) 555-5555  Board Member View | vard [ Edt ) Descivate
Make Private

Example 2 Board Member member2@example.com (123) 456-7890  Board Member View | vCard m @
Make Private

Example 3 Board Member member3@example.com (555) 555-5555  Board Vice President view | vcara | et |
Make Private

Example 4 Board Member member4@example.com (555) 555-5655  Board President view | voara [ e |
Make Private

Example 5 Board Member member5@example.com (555) 555-5555  Board Member View | vCard m @
Make Private

3. The board member’s information will appear. Make any necessary changes, and click

"Update” when you are finished. Your changes will be saved, and you will be returned
to the member directory screen.

Contact #5498

User Photo

Change Photo
Organization  Example County Board

Primary Contact  Check any roles below where this user is a primary contact
~ Board Member

First Name * Board Member
Last Name * Example 1
Title | Board Member
Email *

member1@example.com
Primary Phone 5555555555
Primary Phone Extension
Mobile Phone
Mobile Phone Extension
Address 1 123 Street
Address 2
City | Golumbus

Otio Rl

P 43215

State

N
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Removing a Board Member

1. Log in to MemberConnect at members.oacbdd.org. Access the directory by clicking on
the navy blue "Member Directory” button on the first page you see after logging in.
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Welcome, Superintendent. You are logged in to MemberConnect. Please choose a service below.
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2. On the directory screen, scroll down to the board member listing. Find the board

member who needs to be removed, and click the “Deactivate” button in that person’s
row.

4 View as Cards | i= View as List | A%Z View Alphabetical

Board Members

Last Name First Name Email

Phone Title Options

Example 1 Board Member member1@example.com (555) 555-5555  Board Member View | vGard
Make Private

Example 2 Board Member member2@example.com (123) 456-7890  Board Member view | vGara [ eat |
Make Private

Example 3 Board Member member3@example.com (555) 555-5555  Board Vice President View | vCard m m
Make Private

Example 4 Board Member member4@example.com (555) 565-5555  Board President view | vCera | ot |
Make Private

Example 5 Board Member member5@example.com (555) 555-5555 ~ Board Member View | vCard m m
Make Private

3. A prompt will appear warning you that deactivating this person will disable all of their
MemberConnect access and services. To confirm that the board member should be
removed, click “OK."” The board member will disappear from the directory page.

Deactivating this contact will revoke their access to MemberConnect if they have an active account. This includes the Member Directory, Event Registration, Job Bank, etc. Are
you sure you want to continue?

cacel ((C_ox_)




