Available to specified affiliate officers only.
Question: How do | add officers for my affiliate?

Answer: If AAFCS officer updates have been made for the current year, and you're listed as a current
Affiliate President, President-Elect, Executive Director, Treasurer, Report Recipient or Membership Chair, you
can access the Affiliate Management Portal and make these changes. Follow the web guide below. For
questions, contact Sophy Mott, AAFCS Sr. Member Relations Manager at smott@aafcs.org.

After signing in to the Web Portal from the link on the homepage of www.aafcs.org, choose Affiliate Management
under Affiliate Leader Quick Links.

[oenefits, contact AAFCS at 1-000-424-0000.
Web Portal — - -
Community Portal s |Affiliate Leader Quick Links

Join the Leadership Exchange
?{“ P"hs?l LAffiliate Management
’ 2 > IF AAFCE officer updates have been made for the
current year, and you're listed as an Affiliate President,
President-Elect, Executive Director, Treasurer, Report
Recipient or Membership Chair, you can access the
Affiliate Management Portall Click here for the

affiliare management job aid with step-by-step
instructions.

Com munities iine
- Join a

Commu TS,
- Metl Il

four Communities

T

After you've chosen Affiliate Management and

Affilate Selection selected your affiliate, go to Affiliate Officers.

@ DAHO

Affiliate Officers

Enter the name of the member want to select, then
search, choose the right member, and “select
user.” After you select user, the next screen (not
Affiliate IDAHO shown) will allow you to choose the officer title and
term dates and save your update.

Primary contact

Search Criteria

Type of search @ Al ) Any
Last Mame lyman

First Mame

E - mail

Company

1. Search |

Search Results

Select Mame Company Title
Lyman, Cem
Lyman, Jill
2. i@ Lyman, Rhonda Teacher
Lyman, Tracy 3.

Add New Contact | Select User |
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Available to specified affiliate officers only.

Question: How do I find the online list of members in my affiliate?

Follow the web guide below. For questions, contact Sophy Mott, AAFCS Sr. Member Relations
Manager at smott@aafcs.org.

1) Sign in to the AAFCS Web Portal 2) Go to Affiliate Management

7 & https:// aafes.org/Login/Login

aafes.org/technology2.html Lrd

lpStarted . Latest Headlines

|conracrAAFCS at 1-600-424-8080. Thank You!

American Association of = = =
AAFCS Family & Consumer Sciences s |Affiliate Leader Quick Links
Eringing people tagether to improve the lives of individuals, families, and communities Join the Leadership EKChﬂﬂge
You are not signed in | Login here Bao| )
Affiliate Management
Log InILogin:Page If AAFCS has received your Officer Update Form, and
The action you have requested requires that you identify yourself.

you're listed as a current Affiliate President, President-
line Elect, Executive Director, Treasurer, Report Recipient
N .o ot o — Membership Chair, you can access the Affiliate
e e - © |Management Portall Click here for the affiliate
management job aid with step-by-step instructions.

[CIRemember my username and password on this computer

Forgot Your Password?

Sign Up as 3 New Individual

3) Choose Affiliate Reports

Affiliate Management Selection
Affiliate Selection
* TEXAS
Affiliate Officers | Affiliate Member Directory | Affiliate Reports | Cancel |
4) Choose AAFCS Web Affiliate Member List 5) Scroll to bottom of list and choose to
export it to Excel
Connie T. Yates Connie 104504F 0 Hox
“fates
Lily ¥eng “ong Lily 2844731812 A
) ¥
Affiliate TEXAS Darlens E. Yoguelet Darens CFCS 1118593550
X oguelet, Washing
Primary Contact GFGS Crive
Deborah  Young Deborah 133048122 Pe
Des D Cees Hollow
Mame ‘foung
AAFCS WEB Affiliate Member List e v Export| print | Cancel |
Affiliate Officers | Affiliate Member Directory _
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6) After exporting, select entire list and sort by any column you choose. For instance, sorting by the
column “membership expiration date” will help you find those members with expired memberships
to urge them to renew! Members aren’t terminated until 90 days after their expiration date, and will
appear on the list until they have been terminated. Emailing the members with past expiration dates
on a monthly basis is a great way to get renewals on a more timely basis. You may also want to sort
by “join date” and welcome new members!

F | G | H |
ional Designation Contact Number Address 1: Street 1 Add

{ Ascending

(" Descending

{* Ascending
(" Descending

{* Ascending

(" Descending

My list has

(¥ Header row " Mo header row

Options. .. | QK | Cancel

107334 3480 Brentwood Dr
283370 115 Avenue G. Apt 225
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Question: How do | update contact info for the members in my affiliate?

Answer: Follow the web guide below. For questions, contact Sophy Mott, AAFCS Sr.
Member Relations Manager at smott@aafcs.org.

After signing in to the Web Portal and choosing “Affiliate Management,”

1) Choose Affiliate Member Directory:

& User Wood, Mary Lee | Logout

Affiliate Management Selection

Affiliate Selection

@ |DAHOD

Affiliate Officers || Affiliate Member Directory ||

2) On the next screen, click the name associated with the record you want to edit:

Ms Sophy Mott
2a) Click “Edit:” 2b) Then choose the address you want to edit:
Address Type
Primary
Print | Edit| Cancel |
3) Once you’ve made changes, click “Save:”
Address Information
Address Type Work =
Address Mame
Address Line 1% 4830 NW 43rd St.
Address Line 2 Apt 285
Address Line 3
City * Gainesville
State or Province FL w Zip/Postal Code 32606
Country -
VerifyAddressI Save |

4) You’ll be brought back to the main contact screen; click “Accept” once you’ve finished your
edits:

5) Click “back” until you return to the directory:

m
M
o
[s]
i
it

Acceptl Cancel |

Change Password | | My Dues | My Transactions | My Activities | My Cerification
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Available to all current members.

ACCESSING THE AAFCS ONLINE MEMBERSHIP DIRECTORY

1) From the home page of www.aafcs.org, access

the Web Portal link under “What’s New:”

* v v w

The April 2009 Issue of The FACS neEw
Ellen Swallow Richards Blog

Log into the AAFCS Web Portal

Log into the AAFCS Community Portal

3) Log in with your unique information (unless
you’ve made or requested changes, your
username is typically the email address AAFCS
had on file when the web portal was
implemented and your password is your AAFCS

member ID:
Username
Password Login |
[ Remember my username and password on this

2) On the next page, go “log in” link:

Here s how to get started:

AAFCS Members, Former Members, an
Loqg in to access your information. Rene
receipt, and maore. This is where affiliate
You can also register anline for the AAFCQ

4) Access the Membership Directory under
Members-only quick links:

Member-Only QuicK LINKs

View/Join a Community
Start a Community
Search the Membership Directory

5) Input your search criteria - city, zip, etc. (Note: checking “Match any criteria” broadens the search to

all of the chosen state).

Search criteria

Insert your search criteria
Type of search

Type of record

Search by name

LastMame
FirstMame

E-mail

Search by location
City

State

Zip Code

Country

@ Watch all criteria © Watch any criteria

@ Contact

los angeles

CA -

Search

This will return results of those members who have not opted-out of the online directory.
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