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1 SEARCHING FOR A MEMBER
Click on Members at the top of the page

Then choose Search All from the menu

Find your member by typing her details into the search form

And clicking on Search at the bottom of the page

When the search results appear, click on the one you want by clicking the green section of the line ie

This will then open the member’s full record.

2 SEARCHING FOR A WI
Click on WIs at the top of the page

Then choose Search All from the menu

Find the WI by typing the details into the search form

And clicking on Search at the bottom of the page

When you have found the WI you want, click on the WI name to open the record

3 ADDING A NEW MEMBER
Click on Members at the top of the page, then click on Create New

A new box page will open:

Enter the new member’s name.
Then, after you enter the postcode, click on ‘Check for Duplicates’
Here another box will appear, asking you to check for possible duplicates. If a member is already recorded
on the MCS, she will show in this dropdown box. Click on the small arrow on the right of the box to see the
list.

If she is not already on the MCS you will get a list of addresses to pick from. Select the new member’s
address:

This will then enter the full address for you into the record.
If the address you are looking for is not listed, click on ‘Not Shown’ and it will allow you to enter the
address yourself.
You can then fill in as much information as you have for the new member.

If you have entered a member’s email address, when you click on ‘Save’ you will get a box open up to tell
you that the member has been made an Online learner. You can click NO if she does not want to have
access to the Moodle or YES if she does.

When you get to the bottom, click on ‘Save’
You will then get a box open up to tell you that the new members joining date has been defaulted to today,
and if you know the correct day, you can change it.

You can also add a new member, in the same way but by accessing it through the WIs page, and at the
bottom of the list of members you will see a green box ‘Create New Member’. This works in the same way
but it automatically adds the Federation and WI in for you.

4 HOW TO ADD A DUAL MEMBER
Click on Members at the top of the page, then click on Create New

A new box page will open:

Enter the dual member’s name.
Then, after you enter the postcode, click on ‘Check for Duplicates’
Here another box will appear, asking you to check for possible duplicates. If a member is already recorded
on the MCS, she will show in this dropdown box. Click on the small arrow on the right of the box to see the
list.
Then, select her from the list.

You will then get a message to advise you that dual members figures do not appear in the Paid Members
figures on the MCS. Just click on OK.

This will then enter the full address for you into the record, and if you scroll down you will see she has been
entered as a dual member. You then just need to enter the Federation and the WI.

When you have clicked on ‘Save’, if you then scroll to the bottom of the member’s record you will see her
other WI listed at the bottom

You can also add a new member, in the same way but by accessing it through the WIs page, and at the
bottom of the list of members you will see a green box ‘Create New Member’. This works in the same way
but it automatically adds the Federation and WI in for you.

5 ADDING AND REMOVING A MEMBER’S POSITION
Click on WIs at the top of the page, and choose ‘Search All’ from the menu

Find the WI by typing the details into the search form

And clicking on Search at the bottom of the page
When you have found the WI you want, open it by clicking on the WI name
When you have opened the WIs record, click on Positions in the Sections box

This will then show you a list of all positions held within this WI
To add a position for someone else, click on Add Position to WI at the bottom

Another window will then open up, where you will assign the new position to a member

Enter the member’s details of who you want to search for in the Search box.

When you start to type the name, the person you are searching for should come up:

When you click on her name, it will enter her above the box:

Click on ‘Save’
Please Note: You can also search for someone using different criteria by clicking on the green ‘Search’
button first.

Then click on the position you want to assign this member (you may need to scroll down)

When the member and the position have been added you can click on Save

This has now assigned the position to the member and will show in the updated list

TO REMOVE A MEMBER’S POSITION
Go to the WI’s list of positions

Here you can remove a member’s position in one of two ways:
Option 1:
To just remove a member’s position, click on the arrow/triangle next to the position you want to remove

This will open another screen.
Here you can click on the red, Revoke button

Option 2:
To assign a position to another member, click on the arrow/triangle next to the position you want to change.
When the new box opens up, start typing the name of the person who you want to change to position to into
the New Holder Box:

When her name comes up, click on it and then click on ‘Save’

You will then see the list with the updated position.

6 HOW TO CHANGE A MEMBER’S WI
Search for your member, and open her record

Scroll down to where you see Membership details and click on the dropdown menu next to WI

This will give you a list of WIs within that federation

Click on the new WI (you may need to scroll up or down)
And then scroll to the bottom of the page and click on Save

7 HOW TO UPLOAD A DOCUMENT OR WEB LINK
You can upload documents or website links to any records on the MCS. Each record is done in the same
way, whether it be an individual member’s record, a WIs record or a Federation record.
I will use a WIs record as an example.
Open the WIs record and click on Add… in the Tools box

Another window will open up
If you want to upload a document, click on Browse

This will open your file directory on the PC you are using
Select the document you want to upload and click on Open

The file path for this document will then show in the document box
Click on Upload

You will then see a box pop up telling you it has been successfully uploaded. Click on OK.

You will now see the upload box open up again but this time, with your document listed at the top.

If you want to upload another document, you can do it again from here or if you want to upload a hyperlink
to a web page, just copy the link
Ie
and paste it in the hyperlink box and click on Upload

As before, it will be confirmed and then show up with your document in the upload box

Next time you want to upload a document or hyperlink, you will notice that the Add… has disappeared and
in its place is the number of documents and View… underneath it

To upload a document or hyperlink now, just click on View… and follow the previous instructions

8 HOW TO CREATE A NEW WI ADVISER
Click on WI Advisers at the top of the page

Then click on Create New in the box that opens up

All you then need to do is click on Search to find the member you want to make a WI Adviser

In the box that opens up, type in the details of the person you want to find and click on Search

Choose the member you want to make a WI Adviser from the results, by clicking on their name in green

This will then enter their details in the Create New WI Adviser form
Select which Federation she is a WI Adviser for

You can then scroll to the bottom of the page and click on Save
This member has now been assigned a position of WI Adviser

9 SEARCHING FOR A POSITION
Below is an example of how to search for all WI Secretaries
Click on members in the green strip, then select ‘Search All’

In the WI Position dropdown box, select Secretary

Then scroll to the bottom and click on Search

This will give you a list of all WI Secretaries

You can change the number of records per page by changing the number in the dropdown menu at the top.

10 HOW TO CONVERT LIST TO EXCEL FILES
You can convert any list into an Excel document. You can then use this to produce mail merge documents
etc
At the top of any list are 4 options:

If you select either CSV (a type of Excel spreadsheet) or Excel, it will put your list into an Excel document.
It will ask you to save your document before you see the result.

You can then open your document and the information you had on your MCS will be in an Excel document

11 HOW TO REMOVE A MEMBER

Open the member’s record, and select ‘Inactive’ from the ‘Status’ dropdown menu

This will then open the Status page

Here you can select the reason for the member being removed from the ‘Reason for Change’ dropdown
menu
Then click on ‘Confirm Change’

You will then see a box appear, confirming the change, and the new status in the Status History

However, if you try and remove a member who has an Officers position, you will get the following error

So you will need to assign the position to another member before deleting this one.

PLEASE NOTE: When a member is removed from the MCS, it will cancel her login.

12 HOW TO ADD A NEW MCS REP

To add a new MCS Rep, you will need to make sure the member’s email address is in the correct box within
her record

Then you will need to assign her the position of MCS Rep
To do that you will need to open the WIs record by clicking on the WI at the top of the page and search for
the WI
When it is open, click on Positions in the Sections box on the right

When the list of positions for the WI opens up, click on ‘Add Position to WI’ at the bottom of the list

Select the position and search for the member by clicking the search button and then entering her name.

Click on save.
PLEASE NOTE: If a member ‘s email address is changed within her record, this will also change her login
email address. The password will remain the same.

13 HOW TO REMOVE A DUAL MEMBER FROM A WI

Search for the member
She will show up twice in the Member Search Results

Choose the record with the WI you want to remove her from
This will open up her record for that WI
Change her status to ‘Inactive’

This will then open the Status page

Here you can select the reason for the member being removed from the ‘Reason for Change’ dropdown
menu
Then click on ‘Confirm Change’

You will then see a box appear, confirming the change, and the new status in the Status History

PLEASE NOTE: If a member is removed from a FULL WI then an email will be sent automatically to the
Federation Secretary.

14 HOW TO PRODUCE REPORTS
To produce your own member reports from the MCS, click on Members and choose ‘Create simple member
report’

This will open up the Report Criteria page.
Here you can select what you want to search on. For this example I am just searching for all Primary
members within my federation.
The first thing you must do is name the report in the box at the top.

Then scroll down until you see the ‘PrimaryMembership’ box, and put ‘yes’ in the box.

It would be the same for whatever fields you choose to enter criteria for ie If you wanted to show all WI
Secretaries you would put ‘Secretary’ in the ‘PositionsHeld’ box, or an interest in the ‘Interests’ box
When you have selected all of the criteria you want (you can choose as many as you want), click on
‘continue’ at the top or bottom of the page

This will then take you to the next screen, where you select what information you want to show in your
report. For this example I want to show the member’s name, WI, Federation and the date they joined
To do this, you just put a tick in the boxes you want to select

Then, again, click on ‘Continue’ at either the top or bottom of the page
You will then be taken to the next page which will give you the option to select the preferred order of your
report.

In the ‘Column Order’ below, I have selected the order I want my report to appear. Ie I want the list to come
out with the First Name in the first column, the Surname in the second column, the WI in the third column,
the Federation in the fourth column and the Date Joined in the end column

I have also selected the order I want the columns to be sorted by, in the ‘Sort Order’. This will sort, in
alphabetical order, and by my choices above will sort first the Federation, then the WI, then the Surname,
then the First Name and finally the Date Joined.
You do not have to sort all of these columns if you don’t want to, you can leave some or all of them blank.
For Example, if you only wanted to sort by surname, in the Sort Order, you can just put a ‘1’ next to the
Surname. That will sort your final list by surname only.
When you have selected your orders, you can click on ‘Run’ at the top or bottom of the page

This will then produce your report:

Here you can change the order of the columns by clicking on the column heading, search for names etc in
the report by typing in the search box, or copy, print or save the report to an Excel document.
Now, if you click on ‘Search simple reports’ it will show all of the reports you have produced

And you can select them to run again, instead of writing them up each time

15 HOW TO FIND YOUR LIST OF MEMBERS
Select WIs from the top green menu
And select My WI

Another screen will open up with your WI showing in the Search Results
Click on the name of your WI

This will open up your WIs main details page
In the Sections box on the right, click on ‘Members’

This will bring up a list of your members

You can print it by clicking on Print at the top, which will print off the information that you see on the
screen.
Next time you want to access your WI and the members you will see your WI listed in your recently viewed
items when you click on WIs again. Just click on the name of your WI and it will take you to the WIs main
details page again

If you wanted to print out a list of your member’s details including their addresses, there is a report for this.
If you click on ‘Reports’ in the green menu strip, and select ‘Standard’

This will give you a dropdown menu of Report to run.
Click on the arrow to bring up the list and select ‘Full Member Info’

This will open up a selection box for you to enter the name of your WI. You MUST put this in ‘SINGLE
QUOTES’ ie ‘Test Latel Test’
Then click on Run Query

This will then produce a list of your members with their personal details.

16 HOW TO ASSIGN AN ONLINE LEARNER FOR THE WI MOODLE
Open the member’s record and make sure their email address is listed in the email box

If it is not already there, after you enter the email address and save it, you will get a box pop up asking if you
would like to make this person an online learner. Click yes.
They will then automatically receive an email informing them of their WI Moodle login details.
If the email address is already listed for the member, scroll further down to the ‘Personal Details’ section.
You will see ‘Set Online Learner’ in red, which you should click on.

This will then enter today’s date in the Online Learner box

They will then be sent an email, giving them their WI Moodle login details

