Edit Staff List

You can use the Membership Hub to edit your staff list, ensuring that your whole team
has the most up-to-date access to their membership benefits! You can add new stdff,
edit existing information (name change, title change, email change, etc.), or remove
individuals from your roster.

If you need assistance with a large update, or if you have any questions, please
contact Laurel Riehl, Data and Verification Specialist, at Iriehl@lancasterchamber.com.

Note, if you do not have admin access, you will not be able to see Related Contacts
when you login. Please contact us if you need admin access.

Instructions
In the Membership Hub, select “My Info” and then “Related Contacts™:
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To add a new staff person, click on the “Add Contact” button:

Enter the individual's information and click the ‘Send Login’ checkbox to initiate
an account creation email for that individual. This allows the person to set up
their Membership Hub account, giving them access to member pricing when
signing up for events, the ability to change their email preferences, and more!
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To edit an existing individual, simply press the pencil icon to the right of their
name:

ACTIONS

You can use this to re-initiate an account set up email, change any current data,
or delete the individual from your roster.




