userguide...
TEFMAmembershipdirectory

General information on the use of the directory can be obtained via the red help button located on
the top right hand corner near your user name.

Below are a number of flow charts to assist in:
e Changing Details — page 1
Deleting / Dissociating a Member — page 2
Adding New Member — page 3
Accepting / Rejecting New Member Application — page 4
Making payment — page 5

Changing Details (members updating their own details)

Member logs into membership database

v

Click on members name in top right
hand corner

Click on Edit and make relevant
changes.

Click on save and log out or continue to
work within the database.




Deleting / Dissociating a Member

NOTE: Members can
reinstate themselves by
logging into their
information page and
requesting inclusion to
previous or new
organisation (instruction
in adding new member)

Member logs into membership
database and opens organisation

page

Click on Show Members
(under organisation table)

l

In far right column (associate
heading) click on the [x] next to

current

Member is now disassociated from
organisation and can be reinstated
by clicking on [add].

l

To then remove the member from
the organisation, click on the
rubbish bin icon next to [add].

l

Member is now deleted from
organisation




Adding a New Member

Applicant to go to membership directory
page at http://www.tefma.com/cgi-
bin/WebObjects/tefma.woa

'

New applicant enters username (email address)
and a password then click on Apply for
Membership (grey box to right of username).

;

Enter applicant details in the screen that appears
and re-enter the same password. In the
organisation field the correct institution name
should appear, if it doesnt a list of similar
organisations should appear below the details box
or the option to add a new institution). Press save.

:

Underneath the applicant details a list of
member types should be visible. Click on
the relevant membership type.

:

In the organisation field click on the line
[Please click here to here to request
membership] and the line should change to

[pending]

The new applicant then logs out of the system. An
email is automatically generated to the institutional
member to accept or reject the application.




Accepting / Rejecting New Member Application

Institutional/primary member logs
onto organisation’s page

v

Under organisational page a table
should appear titled Staff (pending).
Primary member either clicks on
approve or reject in the last column.

\ 4
If accepted, click on show members. Find new
member and click on [add] in the final column of the
members table. If [add] is not showing a payment
is required before member becomes financial.

l l

If [add] has been clicked on If [add] does not appear next to
and the new member shows new member, go to renew
current in the final column, membership table at bottom of
primary member logs out screen.

v

In the extras column of the table, click on
more. This should increase the number of
included members (note if adding more
than one member the more button can be
used until the correct number of included
members is shown).

v

Note: Only pay The far right column should now show
invoice if not in the invoice. This invoice is to be printed
process of conducting and payment submitted to allow

the yearly renewal. members to become financial.

v

Primary member logs out.

v

Once payment finalised, primary
member to log in and click on
[add] (as detailed in steps above)
to make new member current.




Making Payment

Important Note: Prior to commencing this process make
sure addition of new members or deletion of old members has
taken place. Instructions for this process are located in the
relevant flow chart in this guide.

Primary contact to

page.
- Either search by

- Click on user name (top right hand corner),
then click on organisation in the user page

log in and go to organisational

organisation search or

v

relevant years.

Go to Years of Membership table at bottom
of screen and click on Renew Membership
(located at the top of the table) for the

v

Note: In the members list;

e current means current
member

¢ add means member to be
added to list

¢ blank next to name means
not enough associates added
in the membership table

Check the number of current members
and either click on more or fewer to
achieve the correct numbers.

Once correct membership numbers entered,
click on invoice in far right column. Once an
invoice number appears, click on the number
to open and print the invoice for payment.

\ 4
Primary contact logs out

v

Once payment processed, primary
contact receives an email advising a
receipt has been generated.

v

Primary contact logs in and proceeds to the years
of membership table (as detailed above) and
receipt can be opened and printed.




