How to Update My Profile on the
Member Portal

If you ever need to update your contact information or change your password, you can do that on the My Profile page of the
Member Portal. Read on for details.

How to update information on the My Profile page

After you log in, click or tap your name in the upper-right corner and then click or tap My Profile.

In the Basic Information section, you can update as follows:

Basic Information

PHOTO Add a photo to persanalize your account

MAME Leia Organa >
BIRTHDATE Jan 01, 2012 >
SEX Fermnale >
LANGUAGE English >

To add a photo:

1. Click or tap your initial or where it says “Add a photo to personalize your account.” Note: The photo you upload must be on the
device you're using. Hover over your initial and click or tap when you see the pencil icon.

2. A file browser appears; select the photo you want to use and click or tap Open. (This step will vary a little, depending on what
device you're using.)

3. Click or tap Save.

To remove a photo:

1. Click or tap the photo.

2. Click or tap Remove.



3.In the dialog box that appears, click or tap Remove.

To edit your name:
1. Click or tap your name.
2. Click or tap in the Name field and type to add to or correct your name.

3. Click or tap Save.

To add or change your birthday:
1. Click or tap the birthdate to add or change your birthday.

2. Click or tap on the birthdate and select a date from the calendar that appears. You can use the < > arrows to scroll to a
different month; you can use the up and down arrows beside the year to change the year.

3. After you have the correct month and year, click or tap on the correct day.

4. Click or tap Save.

(Optional) To add or change your sex:

1. Click or tap to change the sex. (The options are limited to those most martial arts styles and associations allow for tournament
registration.)

2. Select the correct option from the drop-down list,

3. Click or tap Save.

To change the language displayed:

1. Click the language.

2, Select the correct option from the drop-down list.
4. Click or tap Save.

(Note: If you accidentally save the wrong language and you can’t understand the text, English is always the third option down in
the Language drop-down list.)



In the Contact Information section, you can update as follows:

Contact Information

PHONE None set >
EMAIL leia.organa@gmail.com >
ADDRESS None set >

To update the phone number:

1. Click or tap the phone number.

2. Type a new number in the Phone Number field.

3. (Optional) If you'd like to receive text messages to that phone number, click or tap the Send SMS toggle to on (orange).

4. Click or tap Save.



< Change Email

EMAIL ADDRESS

leiz organaggmail.com

Communication Preferences

select the emails you would like to receive below
and make sure Lo save your changes.

FINAMCIAL @
Invoice Motification
Invoice Receipt
Invoice Past Due
Invizice Upcoming
Transaction Receipt

Expiring Vault Motice
AUTOMATION @

Contact Prospects

Mew Students

Absent Students

Upcoming Birthdays

Expiring Membershigp
SYSTEM MESSAGE ﬂ

Appointment Reminder

Attendance Award

coMMUNICATION @

General Announcement

Conversation

EVENT

Event Motices

CAMNCEL SAVE

8 B8 A8 AAAAA AAAAAA

To update the email address:
1. Click or tap the email address.
2. In the Email Address field, type a new email address.

3. (Optional) If you'd like to restrict the types of emails you receive from your school, click or tap the toggles next to the type(s) of
communications. By default, all communication types are toggled on.

4. Click or tap Save.



To update the street address:
1. Click or tap the address.

2. In the Address field, start typing a new address.

3. Click or tap the correct address from the search results to accept that address.
4. (Optional) Type the apartment number in the second address field.

5. Click or tap Save.

In the Credentials section, you can update as follows:

Change Password

Look below to see the recommended guidelines to create a secure password that will help protect your account.

Password Guidelines:

Minimum 8 characters long.

Uses at least one uppercase letter (A-Z).
Uses at least one lowercase letter (a-z).
Uses at least one number (0-9).

Uses at least one special character ({@#..).

CURRENT PASSWORD

(o]
NEW PASSWORD

@
NEW PASSWORD CONFIRMATION

@

CANCEL

To change your username:

1. Click or tap your username.



2. In the Username field, type or edit your username. If the username is taken, you will see a message prompting you to change
the username.

3. Click or tap Save.

To change your password:

1. Click or tap the password.

2. Click or tap in the New Password field and type a new password.

3. Click or tap in the New Password Confirmation field and type the same password.

4. Click or tap Save.



