




Online Reporting to RI and Member List Management 

Termination Membership: 

•  Use the termination of membership, when  
 (1) there are double entries on the district  
 list, (2) when member’s name appears on the  
 District list  but not on the RI list.  By clicking  
 on the member’s name, the member   
 data will show up, click on the Confirm   
 /Termination button. The member will be  
 deleted from the district list immediately,   
 while the RI list will remain untouched   
 (figure 2)

•  If member request a resignation, then click  
 on the Send to RI check box, fill in the   
 required information. Click on the    
 Membership Termination button. The   
 request will be sent to RI, and the name   
 will be deleted from the district list   
 permanantly. (figure 3)

Change of Member Data: 

Click on the name of the member, and the 
change of data form will show up. (figure 1). 

Change of Member Data: &  Termination of Membership

•  When a member’s data is correct on the RI list,  
 but not on the District list, fill in the 
 information and click on the Confirm/Update 
 button. (figure 2)

• When changing member data to RI, check on  
 the “Send to RI” check box, please fill in the  
 required information.  Click on the   
 Confirm/Update button. Information will be  
 sent to RI and District list will be updated   
 immediately. (figure 3)

Figure 1

Figure 2

Figure 3




