
How to Add New Club Officers  
IMPORTANT NOTICE 
If you plan to change your club officers in the MMS please read this note first.  
  
The Right Way 
You MUST go to the “roles” page and add new roles for the next year.   The screen shot below shows 
where to do that. Go to your club page – and click on the “roles” button. Then choose the underlined 
“add club member role.”  
 

 
 You will see an option where you can: 
1. Choose the member’s name 
2. Choose the new role (office) 
3. Set the term of office 
 
NOTE: Make sure that the new officer’s term starts when the old officer’s term ends so you are never 
without an active officer. This becomes important because only club officers can access the club MMS 
pages. If your officer terms have a gap – during that time you will NOT have access to your club page.  



 
 
Wrong Way #1 
Some users have actually clicked on the current officers’ names and changed the information that 
comes up – what happens is that they are overriding the individual members’ information and those 
members cease to exist in the MMS.  See below. 

 



  
Wrong Way #2 
Other users have clicked the “update” button on the roles page (rather than ADD NEW ROLES) and 
changed the officers there. That is wrong for two reasons. First – the current officer being replaced 
IMMEDIATELY  loses access to the MMS (even the officer entering the data, once he or she logs off). It is 
better to enter the new roles so that they begin when the new officers actually take office. 
  

  
 
An Important Note 
There is no historical record of the current officers having served if you override them as described 
above in Wrong Way #2.  Look under any individual member’s MMS page, lower right corner, and you 
will see a history of the offices he or she held. If you override them in the roles page – there is no record 
that they served.  Once you override them, the system will not allow you to reinstate them as officers in 
the past. 
 

If you have ANY questions, please don’t hesitate to call our membership 
representative Sue Ervine toll free 877-787-8727 ext 22 or our service 
representative Craig Whitt toll free at 877-787-8727 ext. 13. These staff 
members will be happy to walk you through the steps.  

 


