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HOW IT WORKS

Add new members via Vault > Chapter> Add New Members
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1_ Select ‘Add Member’ to add an individual member to the roster
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Members Added last 7 days

Last Name First Name Informal First Name Account # Created On Created By

No records to display

2 All basic information with an asterisk beside it will need to be complete before
= selecting ‘Save and Continue’

Add Member

Mr.

Legal First Name *
Informal First Name

Legal Middle Name

Legal Last Name *

Email Address *
Member Status *

Status Reason
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For more information or with questions, contact your OmegaFi Representative at 800.276.6342.



3_ To add a group of members at once, select ‘Add Members in Mass’

Vau|t“ Nu - Auburn University lw |- P =z o 20

() E Communications ~ Chapter ~ House~ KA ~ Billing~ Bill Pay ~ Accounting ~ How To
Home / Chapter / Membership / Add New Members
Members Added last 7 days Member Awaiting Fori 1 l Add Members in Mass I 4 dd Member
e ——
Last Name First Name Informal First Name Account # Created On Created By

No records to display

4_ Select ‘Download Template’ to view the Excel template and enter each members’ basic
information. Once complete select ‘Browse’ to choose the document, then ‘Upload’ to
pull the information into the roster.

Add Members in Mass

Fill out the following template and then upload to add multiple members at
@ once
Download Template

5_ Once the template is uploaded, you will see the Mass Member Edit page. From here,
you Wwill need to select the appropriate billing group for each new member.
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Mass Member Edit

Last Name * Informal First Name Email * Member Status * Member Status Reason Billing Group *

In House

il Member Awaitin: 4 +

In house

Wallace twallace@gmailcom Member Awaitin + 4
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For more information or with questions, contact your OmegaFi Representative at 800.276.6342.



