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1  SEARCHING FOR A MEMBER 
 

 

Click on Members at the top of the page 

 

 
 

Then choose Search All from the menu 

 

 
 

Find your member by typing her details into the search form 

 

 
 

 

And clicking on Search at the bottom of the page 

 



 
 

 

When the search results appear, click on the one you want by clicking the green section of the line ie 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

2  SEARCHING FOR A WI 
 

Click on WIs at the top of the page 

 

 
 

Then choose Search All from the menu 

 

 
 

Find the WI by typing the details into the search form 

 

 
 

And clicking on Search at the bottom of the page 

 



 
 

 

 

 

 

 

 

 

 

 

 

When you have found the WI you want, click on the WI name to open the record 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3  ADDING A NEW MEMBER 
 

Click on Members at the top of the page 

 

 
 

This will open a box: 

 

 
 

Click on óCreate Newô  

 



 
 

Here you can enter as much information as you have on the new member. 

 

 

 

 

 

 

 

After you have entered the postcode, press the tab key and a new window will open, giving you a list of 

addresses with that postcode. 

 
Click on the address you want, and click on the óSelectô tab. 

 

IF there is already a member on the MCS with the same postcode you will get a new window open with a 

list of members who have the same postcode. 



 
 

If the member you are trying to add is on the list, click on her first name and it will enter her details for you. 

 

Scroll down the page and enter her WI, Federation, Member Type and whether it is her primary or dual WI. 

 

You can then enter as much more information as you want. 

 

 

 

 

 

If you have entered a memberôs email address, you will get a box open up to tell you that the member has 

been made an Online learner.  You can click NO if she does not want to have access to the Moodle or YES 

if she does. 

 
 

 

 

When you get to the bottom, click on óSaveô 



 

You will then get a box open up to tell you that the new members joining date has been defaulted to today, 

and if you know the correct day, you can change it. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4  HOW TO ADD A DUAL MEMBER 
 

Click on Members at the top of the page 

 

 
 

This will open a box: 

 



 
 

Click on óCreate Newô  

 

 
 

 

 

 

 

 

 

 

 

Enter the dual members name and postcode 

 



 
 

Click into another box after entering the postcode and a new window will open with the members name and 

first line of the address 

 

 
 

If this is the correct member, click on her first name. 

 

This will then enter her details into the page and enter óDualô into her óMember Typeô 

 

 

 

 

 

 

 



Enter her dual WI into the Federation and WI drop down boxes and click on Save at the bottom of the page 

 

 
 

If you now scroll to the bottom of the memberôs record you will see her other WI listed at the bottom 
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Click on WIs at the top of the page 

 

 
 

Then choose Search All from the menu 

 

 
 

Find the WI by typing the details into the search form 

 

 
 

And clicking on Search at the bottom of the page 

 

When you have found the WI you want, open it by clicking on the WI name 

 

When you have opened the WIs record, click on Positions in the Sections box 

 

 
 

 

 

 



This will then show you a list of all positions held within this WI 

 

To add a position for someone else, click on Add Position to WI at the bottom 

 

 
 

Another window will then open up, where you will assign the new position to a member 

 

Click on Search, to search for the member you want to assign the position to 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Enter the memberôs details of who you want to search 

 

And click on the Search button 

 

 
 

 

 

 

Select the member you want 

 

 
 

And her details will be entered into the Select Holder box 

 

Click on the dropdown box next to Position 

 

 
 

 

 

 

 

 

 

 

 



Then click on the position you want to assign this member (you may need to scroll down) 

 

 
 

When the member and the position have been added you can click on Save 

 

 
 

 

 

 

This has now assigned the position to the member and will show in the updated list 
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Search for your member, and open her record 

 

 
 

Scroll down to where you see Membership details and click on the dropdown menu next to WI 

 

 
 

 

 

 

 

 



 

This will give you a list of WIs within that federation 

 

 
 

 

 

 

Click on the new WI (you may need to scroll up or down) 

 

And then scroll to the bottom of the page and click on Save 

 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

7  HOW TO UPLOAD A DOCUMENT OR WEB LINK 
 

You can upload documents or website links to any records on the MCS.  Each record is done in the same 

way, whether it be an individual memberôs record, a WIs record or a Federation record. 

I will use a WIs record as an example. 

 

Open the WIs record and click on Addé in the Tools box 

 

 
 

Another window will open up 

 

If you want to upload a document, click on Browse 

 

 
 

 



 

 

 

 

This will open your file directory on the PC you are using 

 

Select the document you want to upload and click on Open 

 

 
 

The file path for this document will then show in the document box 

Click on Upload 

 

 
 

You will then see a box pop up telling you it has been successfully uploaded. Click on OK. 

 

 
















































