
ROSTER MANAGEMENT SYSTEM

BASIC INSTRUCTIONS



INTRODUCTION

This system permits review and editing of our database of members and there will be several classes of 

access to the system:

• Division Financial Secretaries (permitted to view and edit their roster and officers only)

• Guests (permitted to view but not edit any data)

• County Secretaries (permitted to view and edit their County Officers only)

• State Secretaries (permitted to update their State Officers and view all division rosters, and 

county or division officers)

• Directors (permitted to view only and not edit State, County, and Divisions within their charge)

• National Secretary/Admin (permitted full access)

• Division Presidents will generally be granted “guest“ access for their division except in special 

circumstances. 



INTRODUCTION (CONTINUED)

• By design, the Financial Secretary is the lead but the division president may request a surrogate be 

given access in the event that the financial Secretary is unable or unwilling to be the lead. There will 

be a limit of 2 officers that will have access to any one division. 



GETTING ACCESS

• If you are newly elected to the position of Financial Secretary you will need to send an email to Joe 

Ryan in the national Secretary’s Office to begin the registration process. Joe.Ryan.AOH@gmail.com 

• Once received Joe will send you an invite to join the system. We use of this form of contact to enhance 

security 

• Be careful, the email invite will come from “no-reply”@AOH.com which may mean it could end up in 

your spam folder depending on your internet provider 

• Once received you will be directed to register with a password. Your email will be your ID and you 

create your own password to log on. If you forget your password there is a link there to request a reset  

• As stated briefly before, this system permits you to review, and change your member information. Once 

you make the changes submit them, the changes will be effective when approved. (this may take up to 

24 hours)



When you first log in you will see your division roster header, followed by the division 

membership listing. The header contains three parts. (three columns) 

Left Column - The division basic information, Name number and member summary. Including 

breakdown by regular, clergy and military and also a percentage of degreed members. 

Middle Column – This year’s changes including new, and dropped members showing net 

increase or decrease and showing the growth as a percent 

Right Column – Lists the division top 5 officers, a button to change officers (form 9) and the 

date the last form 9 was recorded as well as the division EIN number if known. 



Immediately below the header is the roster listing. There are 5 gray background buttons:

• Updates on top / updates inline – toggles between listing all the changes made visible on 

the top of the table or in place

• Sort By Name / Sort by ID – toggles between sorting by number(default) or by member 

name

• Add New Member – Clicking this you will see an input form for new member information. 

No need to assign a number the system performs this for you

• Reinstate Member – clicking this permits you to enter information of a member that wished 

to be re-instated. If those member’s number is known it may be assigned. 

• Export as CSV – clicking here permits you to save and export your roster as a CSV file you will 

be directed to save first and them may print as needed. 



Immediately below the grey buttons you will see the Roster itself with 5 columns:

• 1st column is Member ID and Status i.e., regular member, clergy etc.

• 2nd column is the name and address

• 3rd column is Degree and Veteran status

• 4th column is home phone, cell phone and email address

• 5th column is the member date of birth, initiation date and termination date

The member ID in the first column is highlighted (Blue)  To access the record for that member just click 

on that highlighted number 



Once you click on a member you will open their data.  and it appears as below: 

You may now edit the data in the fields which are not grayed out. Simply click in the field and make 

your changes. When you are finished with the edits click on the button “Submit Update” to send us 

the data. Your changes will be reviewed and approved and a new membership card will be printed 

and mailed to you. Please fill in ALL FIELDS. 

You will note when opening a record for member data it will appear in upper case. The form 

however will accept lower case and mixed case entries. Keep in mind that what you enter is what will 

be printed. If you would like to have your cards match the ones sent to you earlier this year you 

should use upper case. This is by no means a requirement.  

Note Member status, Veteran and Branch of service are all drop down menus. You will not be able to 

edit the Degree field as this needs to be confirmed by our records at National



ADDING A NEW MEMBER 

Once you select “Add New Member” a blank record will appear as below 

• Fill in ALL FIELDS Note a Member number will be automatically 

generated as the next available number from your existing roster.  

• Once completed click on the “Submit Update” button. 

• Note Greyed in fields may not be edited 



REINSTATEMENTS

• If you are reinstating a member, please check the Button at the top of the member update form (“Re-

Instate Member”). Once the update screen is open, complete with all known data. Provide member’s 

old number if known, if unknown, just leave blank and they will be assigned the next available 

number. Note you may not add the Degree year. If the members degree year is known please email 

Joe.Ryan.AOH@gmail.com and inform us. The degree will be verified and added at the national office.



REINSTATEMENTS

• If the brothers old member number is known please supply it. If not the system 

will add him as new at the end of your roster.

• When finished click on the “Submit Update” button



TERMINATING A MEMBER 

• Open the member record by clicking on his number. Complete the Date 

Terminated field AND the termination code from the drop down selections. 

Then click on the “submit update” button. 



EXPORTING DATA

• When you click on the “Export as a .csv,” you will immediately be prompted to name the file and 
choose a location for it on your computer. Then click “save.” 

• At this point you will be able to open the file and print or manipulate it as you wish. 

Very importantly, Form 40s have been discontinued and will be no longer accepted for changes. This 

only reinforces the fact that the Financial Secretary MUST have access and use the computer. The 

Division president may make special arrangements as necessary, but our goal is to have no more than 2 

individuals in a division with access. 



CERTIFICATE OF ELECTION (FORM 9)

• Paper form 9s have been retired now with the addition of the “Designating 

Officers” function in the system. 

• To change your division officers, click on the “Open Designate Officers” 

button. This will reveal your online form 9 as shown on the next slide 



CERTIFICATE OF ELECTION (FORM 9)



CERTIFICATE OF ELECTION (FORM 9)

• To record new officers just click 

on the office title or the blank 

entry field on the right, and you 

will see it highlighted in blue. 

• Now just scroll down into the 

roster below and click on the 

membership number of the 

brother you wish to have in that 

office, or you may click on the 

membership number of a 

current officer. 



CERTIFICATE OF ELECTION (FORM 9)



CERTIFICATE OF ELECTION (FORM 9)

• Once done that brother 

will appear in the “New 

Officers” column.  Note 

the highlight will 

automatically advance to 

the next office, but if you 

want to manually pick 

the office just advance 

your cursor accordingly



CERTIFICATE OF ELECTION (FORM 9)

• When you are finished with all the officers, click on the “Submit Installed 

Officers” button lower left. 

• When the new officers are approved by the National Secretary they will 

appear in your form 9. 



CERTIFICATE OF ELECTION (FORM 9)

• Note, if you select a brother that 

does not have an email or 

telephone for the office of 

President or Financial Secretary 

when you click on his name a red 

warning will appear indicating that 

choice may not be made as the 

required email is missing.  Simply 

scroll down the roster and submit 

that change. Then proceed as 

above. 



CERTIFICATE OF ELECTION (FORM 9)
COUNTY

• The elected county secretary will perform the same function as the division financial secretary except 

that the forms that you  view will be different. First upon logging in, your home division will appear. 

Next click on the “Other Divisions” link at the top within the green menus bar.



CERTIFICATE OF ELECTION (FORM 9)
COUNTY

• This screen will appear. Click on the Green County Board Bar



CERTIFICATE OF ELECTION (FORM 9)
COUNTY

• The County Board is displayed for editing

• Click on the “Open Designate Officers” Gray button 



• The County officers are open 

for editing

• Proceed as above for 

division instructions replacing 

offices as necessary

• Notice the Search bar is 

within the form

• When complete Click on 

“Submit” at the bottom

CERTIFICATE OF ELECTION (FORM 9)
COUNTY



CERTIFICATE OF ELECTION (FORM 9)
STATE

• The elected State Secretary will perform the same function as the County and Division financial 

secretary except that the forms that you  view will be different. First upon logging in, your home 

division will appear. Next click on the “Other Divisions” link at the top within the green menus bar.



CERTIFICATE OF ELECTION (FORM 9)
STATE

• This screen will appear. Click on the White State Board Bar



CERTIFICATE OF ELECTION (FORM 9)
STATE

• Once opened you will see your 

state officers

• Please proceed as above with 

the county officers

• First opening the Designate 

Officers button

• Never forgetting to click on 

“Submit New Officers “ when 

finished



CERTIFICATE OF ELECTION (FORM 9)
STATE

• Make the changes



CERTIFICATE OF ELECTION (FORM 9)
STATE

• Hit Submit when finished



The End

Thank You


