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How do I create a new member? 
 

  

Select Add a new Member from the Add tab on the homepage, once you have 

logged in. 
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Enter in all required fields and then select the Save button. 
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Note: Due to being unable to have 
middle initial field separated from 
the forename we have some special 
requirements for the forename 
field. A member’s forename MUST 
have no space in it and then a space 
plus their middle name initial letter. 
Should a member not have a middle 
initial then please put Z in its place. 
(ie. EmmaRose Z, or TeAroha C). 
This is vital for the system to be 
able to generate a correct Meet 
Manager ID. If you require further 
clarification then please contact 
your regional administrator. 
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Then complete at least one telephone and email field as well as the Membership 

Type, before clicking the Save button. 

 

 

You can then see the members details and will be able to go in to view the 

members profile. 
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From here you can go into 

Add Family Member or 

Make Payment but these 

features are still to be 

added. 

 

When you click on ‘Add 

family member’ you are 

also able to pull the 

address. 
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Edit Member will take you into the new member’s profile. 
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