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Whatis e-Membership and what canit do for
you?

e-Membership is Girl Scouts of North East Ohio's new online tool that allows you to take
advantage of online membership registration and provides leaders access to troop
management. This system willimprove GSNEQ's technical capabilities and will make it
possible for GSNEO and its members to work together at maintaining and organizing valuable
data.

With e-Membership, an individual will be able to:
 Manage their member profile with up-to-date information
I Become aNew member or Renew their Girl Scout membership
9 Make acontributionto GSNEO
I Print their GSUSA membership card

With e-Membership, a Troop Leader will be able to:

Manage troop members' addresses and contact information
Update Troop Meeting location and time

Print up-to-date Troop Rosters

Print GSUSA membership cards for troop members

Email all troop members

—a . . _a

Activating Your Account if you are a Current or Previous GSNEO
member or Parent of GSNEO members

In order to purchase memberships or to manage troop information, you must first activate
your online account.

To use the steps below you must have been a registered Girl Scout Member, either as a Girl
or an Adult, or a Parent/Guardian of a member of GSNEO within the last five years, and have
avalid email address on record.

Important things to remember before activating your account:

I Each member, even within the same family, must have his/her own account with a

unique username, as each person has a unique record and GSUSA ID# in the system

 Ifyouarearegistered Adult Member, activate your own account first using the steps
below. You may repeat the steps to activate your girl's account after you logout of your
own account.

T Members will be unable to activate their account if they do not have an email address
ORif they try to use a different email address than what is already on record. If you do
not know what the email on record is contact your Membership Specialist,
Registration@gsneo.org or your troop leader

I Troop Leaders should not activate accounts for their Troop Members.
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First-time Login:
1. Go to the Girl Scouts of North East Ohio e-Membership
Login site: http://www.gsneo.org/e-Membership.
Forgot Username? 2. You will see the "Login" section to the left of the page

with the "UserName" and "Password" fields. Below the
I "Login" button, click Create Login.

[ 3. An email address must be on file in order to create

4. If you are not sure if your name or email address is on

Creste Logn _ file, please contact your Membership Development
Specialist or email Registration@gsneo.org or contact
your troop leader.

5a. By Customer/Membership ID

I Enter your12-digit Membership ID, including
all leading zeros.

 Enteryour Last Name exactly asit appearsin
the GSNEO system. This would include Customer 1d:
hyphens and/or spaces. Last Namne: |

 Click Continue. F— |
5b. By Name & Email Address

I Enteryour First Name and Last Name
exactly as it appears in the GSNEO system.

by Customer/Membership 1D

1 Enterthe Email Address that you provided by Name & Email Address
on your membership registration form.
 Click Continue. First Marme:

Note: If you do not know how your name is listed in

|
Last Name: I
|

the GSNEQO system or are unsure of the email Email Address:
address on file, contact either our Membership _
Development Specialist, Registration@gsneo.orqg, or M
your troop leader.

6. If you were successful and the system located your profile, you will see a message that
an email has been sent to you.

7. The email will be from "Admin" with a subject of "Your Girl Scouts Account". Click on
the link or copy/paste the link provided within the email into your browser.
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Subgject: Four el Sty Moot

Thank you for actlvating your Glrl Scout sccount! To complete the process and choose a user name and passweord,
plesse click the link below:

Wttps S igsusaqa.eblz  uapps . net fvp/Home fdct L vak sde count /Creat elde caunt MEabld/S10/ s /98 Tef006-caG7 -Ac 9 -0477
CAGC1aETRcSa/Default . asparplid=32

The llnk to sctivate your account ls wery long and some emall cllents break Lt to flt thelr character count. Please
copy and paste both parts of the Link, Lln order and wlthout spaces, Into your web browser, Thls will take you ta the
proper page to flnlsh your onllne membership renewal.

8. Create a unigue User Name for your account. It can be first/last name, an email
address, or a unique word. This will become the "username" you'll use to log in with
from now on. Users can choose the same user name they use for the GSNEO website if
desired, as long as that user name is not already being used by someone else.

9. Create your Password. The password must be at least 7 characters and is case
sensitive.

10. Select a Security Question from the drop-down list and fill in your Answer. This
guestion may be used in case you forget your password.

Wab Site Access

User name * I‘sllplak

| Cr;ack User name I

Password * I-‘-‘-‘-‘-
Verify Password II'II'II'!I'I-
Choase a question * I".‘-"hal i your favorte sports team? j
Answer * IBIMS{
11. Click Create Account. | LALRA LIPTAK

Lo gou k

12. You will see a message that says the web account has been
successfully created. You can see your name in the upper-r
corner of the screen, confirming that your account is now
activated and you are logged into e-Membership.

13. You will also receive an email confirming that your account has been created. It will
also include your username and password. It isrecommended that you print and save
this email for future reference.

14. If you have other family members that need to activate their online accounts,

remember to logout of your account before repeating the steps above. Also keep in
mind that each family member must have their own unigue username.
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Creating an Account for a New User

If you have never been a Girl Scout before, either as a Girl or as an Adult, it is more than likely
that Girl Scouts of North East Ohio does not have a record of you in the system. In order to
purchase a Girl Scout membership, you must first create your online account.

However, if you are a Parent or Guardian of a currently registered Girl (but are not active or
currently registered yourself), it is possible that a record of you has been created and is tied
to your daughter's account. If thisis the case, try activating your account by following the
steps in Activating Your Account. This will help reduce any duplicate records that might be
created.

Important things to remember before creating an account:

 Each member, even within the same family, must have his/her own account with
a unique username, as each person has a unique record and GSUSA ID# in the
system

I Members will be unable to create their account if they do not have an email
address.

I Troop Leaders should not create accounts for their Troop Members.

How to create a new Account

1. On the Home page of the e-Membership website, click the Create a New Account
button.

2. The Create a New User Profile page will display.

* Fields marked imn bold are Feguired

Aiddress Typs f e f
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3. Fillin allrequired fields in the Customer Profile Form. All field marked in bold are
required.

4. Fillintherequired Web Site Access fields:

User name * Islp!an

| Ch.m:.k Us-er na.m;E I

Password I-I'-'I'-'I'-'I-

Verify Password *© III-'II'!I'I-
Choose a guestion * I‘p‘;"'u1 5 your favorile spors team? ﬂ
Answer * |E1nwn5{

Create a unique User Name for your account. It can be a first/last name, an email
address, or a unique word. This will become the "username" you'll use to log in with
fromm now on. Users can choose the same user name they use for the GSNEO website
if desired, as long as that user name is not already being used by someone else.

5. Create your Password. The password must be at least 7 characters andis case
sensitive.

6. Select a Security Question from the drop-down list and fill in your Answer. This
guestion may be used in case you forget your password.

7. Click Create Profile.

Duplicate Customer Error
If you try to create new record when one already exists in our system, you will receive the
following message:

0 Duplicate record Found, Please contact vour administrator

In this case you need to activate your account by creating a login instead of creating a new
account.
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Working with "My Account”
Go to the page labeled My Account. You can do this in different ways:

I Ifyouarenotlogged in, go the GSNEO e-Membership website. The "Login" section is
on the left side of the screen. Type in your User Name and the Password that you
created in the steps above and click Login. This will automatically bring you to the "My
Account" page.

I Ifyouarealready logged in, click the link labeled "My Account" in the upper-left menu.
You can also hover over "My Account" and select Contact Information in the pop-up
menu. Another way is to click your Name in the upper-right corner of the screen.

Py oy @ Actiwities & Feanla
1 bk T Activiies
Wadie & ConErshasior Acult Traarang & Events
pctipities & Frenis 1 iaaspr Mg e n
- — Kby Aococoousrd
(Fharge Vee Mame
Troop Mansgement Oppng Cart Change Patsword
by Accoun: < My Ovidass
Shaming Carl Feca & Ewicdy
Camping Registration Updale Securty inlo

The page that opens will display the following items:

Your current Address

Your current Coommunications Methods

Your daughter's Guardian information (when logged into her account)
Your current Positions

Your current Membership Information (on the left side of the screen)

E I

You also have the ability to do the following in the pop-up menu:
Change your User Name

Change your Password

View previous membership orders

Update your Race and Ethnicity

Update your Security Info (the Question and Answer made when creating your
account)

E I

Note: If you (or your daughterl) are not a currently active member, you may encounter the
following error message toward the top of your screen. This message will remain untila
current membership is purchased.

Kty Positions
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Changing Your Address
If you've moved or just need to update the Address listed on your account, you can change it
in one of the following ways:

I Editing your current address
1 Adding a new address while keeping the current one on record

GSNEO asks that you use a mailing address when filling out address fields.

To EDIT your current address:

1.

From the "Contact Information" page in "My Account", click Edit under your current
address

Edit <

Update your address as appropriate.

At least 1address on your account MUST have the boxes labeled Primary Address,
Bill Address, and Ship Address checked to be able to purchase membership online.

After updating, click Save. You will return to the "Contact Information" page and your
changes will be reflected in your address.

To ADD a new address:

1.

If the address you will be adding is going to be your Primary address (i.e., where all
council mailings will be sent), you will need to Edit your current address, uncheck the
"Primary Address", "Bill Address", and "Ship Address" options, and Save.

leon Legend:

"i i [ peto A

From the "Contact Information" page in "My Account", click the green plus labeled
Add a new address above your current address.

Mty Moalaly wis

My Addresses @ Add & new address _

LAUEA F LIPT&N ik

3. Fillin all required fields.

Remember that at least one address on your account MUST have the boxed labeled
Primary Address, Bill Address, and Ship Address checked to be able to order
products.
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4., Click Save. You will return to the "Contact Information" page and your new address will
be shown above/below your old address. If you checked the boxes in the step above,
the new address will be labeled with the Bill-to and Ship to icons in the upper-right of
the address box.

Adding Phone Numbers and Emails
If you've recently added a new phone number or need to change an email, you can change it
in one of the following ways:
 Editing an existing communication method
 Adding anew communication method type:
0 Phone (Home, Cell or Business)
0 Fax(Home or Business)
0 Email (Home or Business)

To EDIT an existing communication method:
1. From the "Contact Information" page in "My Account", click Edit to the right of the
communication method.

My Communication Methods P Add new municabon method

Home Emal: 3 | a gdt Home Phone: i @

2. Make the necessary changes. If you do not wish to be contacted with that particular
method, check the Do Not Call box.

3. After updating, click Save. You will return to the "Contact Information" page and your
changes will be reflected in your communication methods.

To ADD anew communication method:
1. If the communication method you will be adding is going to be your Primary method,
you will need to Edit your current primary method, uncheck the "Primary" option, and
Save.

2. Fromthe "Contact Information" page in "My Account", click the green plus named
Add new communication method above your current methods.

3. Specify the new Communication Type as "Phone", "Fax", "Cell" or "Email."

4. Specify the new Communication Location as "Home," "Cell," or "Business."

9 If youhave an additional method that must be specified on your record,
contact Registration@gsneo.org.
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5. Fillinthe required fields, and check the box labeled Primary, if desired.

=]
z]

6. ClickSave. You will return to the "Contact Information" page and your new

Communication Method will be shown with the changes you made in the previous
step.

Viewing Your Positions

When logged into your own account, you will see the My Positions section below the "My
Communication Methods" section. If you are a currently registered member, you will see:

Wy Pnstione

Add Postion |

The grey-colored boxes display the current position information on your record:
I Year: Displays the current membership year, if applicable
0 Annual Members will see the current membership year displayed on any and
all lines of different positions they hold within that membership year.

0 Lifetime Memberships generally "expire" approximately eighty years after
purchase.

0 Those not currently registered will see the following message:

Py Fromitions

a...,.,...

I Troop/SU/Area: Where the positionis held
0 Troops/Service Units: Where most positions are held
0 Area: Notinuse atthistime

I Position: A default position of 14-Member (No Assigned Position) is assigned to an
Adult record when they become a member.
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 Status: Any position other than "14" that is added by the member will have "Pending"
status and must be approved by GSNEO.

If an Adult would like to become an active Volunteer in Girl Scouts, there are several steps
involved that occur outside of e-Membership and will require additional paperwork to be
turned in to the council. If you would like to begin this process, contact any member of the
Membership Development staff or email membership@gsneo.org.

For members who have already completed the process to become a Volunteer and wish to
report their position, skip to page 27 and follow the steps for How to Submit Your Volunteer
Position.

Updating Your Daughter's Guardian Information
When logged into your daughter's account, you will see the My Guardian Info below the "My
Communication Methods" section.

At least one person must be identified as a Parent or Guardian of a girl, and will be identified
as "Guardian1". This person is usually identified as the Mother or female Guardian of the girl,
but every family situation is unique and the Guardian identity is open for flexibility. All fields
marked in bold are required.

A second Parent or Guardian (usually the Father or male Guardian, but again, open for
flexibility) may also be identified as "Guardian 2", but is not required.

Thereis also an "Emergency Contact" section. Itisrecommended that you choose an adult
that is not already identified as Parent/Guardian.

IMPORTANT: If there is an adult already identified as a Parent/Guardian or the Emergency
Contact and you need to change the record to a different person (not just edit the
information like address or phone number), DO NOT edit the information. The person
listed has a unique record that is tied to the girl, and editing the information will change that
person's record to a different name and address.

Contact your Membership Development Specialist or Registration@gsneo.org for assistance
and the correct adult record will be identified on the girl's record.

Updating Race and Ethnicity

We encourage you to voluntarily provide the following information on racial background and
ethnicity. This information will be used for statistical purposes only, and is used by Girl
Scouts of the USA to help improve outreach efforts and advance the Girl Scout Movement.

1. Form the "Contact Information" page in "My Account", click Update Race & Ethnicity
near the top of your screen.

2. Select as many Race options as apply to you.
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3. Select the Ethnicity that applies to you from the drop-down menu.

-]

Legsy PR LT

| Updste Pace & Efmicity ]

4. Click Update Race & Ethnicity to save the updated information.

Updating Security Settings
If at any time you wish to change your account security settings, you may do the following:

 Change your User Name
I Change your Password
I Change your Security Questions

To change your User Name:

1.

Hover over "My Account" in the upper-left menu and select Change User Name in
the pop-up menu.

Type in your current User Name and Password.

After clicking Change Username, you will see the following message on your screen:

-

You will also receive an email with the subject of Username was changed confirming
that your account has been updated. It will include your updated username. Itis
recommended that you print or save this email for future reference.

To change your Password:

1.

Hover over "My Account" in the upper-left menu and select Change Password in the
pPOpP-uUp Menu.

Type in your current Password, your new Password, and confirm the new Password
again.

Click Change Password.
You WILL NOT receive a successful message or an email confirming your change of

password. Itisrecommended that you retain in a secure location for future
reference.
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To change your Security Questions:

1.

Hover over "My Account" in the upper-left menu and select Change Security Info in
the pop-up menu.

Select a Question from the drop-down menu.
Type in your Answer.

After clicking Save, you will see the following message on your screen:

You WILL NOT receive an email confirming your change of Security Info. Itis
recommended that you keep your new Question and Answer for future reference.
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Renewing Girl Scout Membership

Girl Scout Annual Membership is active or "currently registered" from October 1°* to
September 30" of the following year. Anyone can register at any point throughout the
calendar iear and is considered to be an "active member" until their membership expires on

th
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