


How to Report:
New Initiates, Transfers, Reinstatements, Deaths
On the Hub
View the training resource on the hub first. Resources>Training>Updating Member Information for Local Officers

New Initiate:
1. From the Dashboard, Click on Members under My Chapter (right-hand side).
2. Click on the Maroon Add/transfer box (top right)
3. Click on the Green +Add User (top right)
4. Enter information
5. Click on the Maroon Initiate box (bottom)
6. Go back to the Dashboard (click on Dashboard, top left side)
7. Click on Members under My Chapter (right-hand side) to make sure the new initiate is listed. 

Transfer: 
1. From the Dashboard, click on Members under My Chapter (right-hand side). 
2. Click on Maroon Add/transfer box (top right)
3. Enter name, active member, state in the search boxes. 
4. Wait for the names to come up. Click on the correct name. (Be very careful you click the correct name)
5. Click on Membership Information (under her name at the top of the page)
6. Click on Maroon Transfer box
7. Enter your chapter’s letters
8. Enter the date of the transfer (The date of meeting when her acceptance letter was read)
9. Click Save (or cancel, if you don’t have the correct information) 
10. Go back to the Dashboard (top left-hand side)
11.  Click on Members under My Chapter
12. Check that her name is listed on the members list

OR
1. Click on Member Search under Chapters/Groups (left-hand side)
2. Enter Name, All Members, State (this is the state of the chapter she currently belongs too.) 
3. From the list of names, click on the correct one. 
4. Click on Membership Information (top of page) 
5. Enter your chapter’s letters
6. Enter the date of the transfer (The date of the meeting when the Corresponding Secretary read her acceptance letter.)
7. Click Save (or cancel, if you don’t have the correct information) 
8. Go back to the Dashboard (top left-hand side)
9.  Click on Members under My Chapter
10. Check that her name is listed on the members list


Transfer/Reinstatement: 
1. Click on the Member Search under Chapters/Groups
2. Enter Name, All Members or inactive member, State (The state of the chapter where she is currently inactive.) 
3. From the list of names, click on the correct one. 
4. Click on Membership Information (top of page) 
5. Click on Maroon Reinstate box
6. Enter your chapter’s letters
7. Enter the date of Reinstatement/transfer (The date of the meeting when the Corresponding Secretary read her acceptance letter, and she has paid $35, or $50 March 1, 2026.) 
8. Click Save (or cancel, if you don’t have the correct information) 
9. Go back to the Dashboard (top left-hand side)
10.  Click on Members under My Chapter
11. Check that her name is listed on the members list

OR
1. From the Dashboard, click on Members under My Chapter (right-hand side). 
2. Click on Maroon Add/transfer box (top right)
3. Enter Name, Inactive member, State in the search boxes. (The state of the chapter where is she currently inactive.) 
4. Wait for names to come up. Click on the correct name. (Be very careful you click the correct name.)
5. Click on Membership Information (under her name at the top of the page)
6. Click on Maroon Reinstate box
7. Enter your chapter’s letters
8. Enter the date of transfer/reinstatement (The date of meeting when the Corresponding Secretary read her acceptance letter, and she has paid $35.) 
9. Click Save (or cancel, if you don’t have the correct information) 
10. Go back to the Dashboard (top lefthand side)
11.  Click on Members under My Chapter
12. Check that her name is listed on the members list

Death:
1. From the Dashboard, click on Members under My Chapter (right-hand side)
2. Click on the Member’s Name.
3. Click on Blue Edit box (right-hand side in Personal Information box)
4. Enter the date of death on the Death Date box (right-hand side under home phone number. 
5. Click Green Save box. (Or cancel is you have the wrong member)
6. Go back to the Dashboard (top lefthand side) 
7. Click on Members under My Chapter
8. Type her name in the Search box
9. Click Deceased members on the drop down under User Type. 
10. Confirmed she has been moved to the deceased list. 
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