
1

MEMBERSHIP CHAIRS/ROSTER 
MANAGERS
System Basics

July 2025

LWV MEMBER PORTAL TRAINING FOR LEAGUE LEADERS



2

Community Norms
• Call will be recorded 
• Assume positive intent 
• Please put questions/feedback in the chat 
• Recording will be on the LWV Member Portal Resources 

page 
• Details are in the Portal Admin Guide 

https://www.lwv.org/league-management/membership/member-portal-resources
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POP
• Purpose: Provide Membership Chairs, Roster 

Managers, and other League leaders with the information 
they need to support members in joining and renewing

• Outcome: Attendees will be able to support members in 
the process of joining, logging in, filling out the initial 
survey, and renewing, and manage the roster

• Process: Presentation/demo followed by Q&A
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Logging In
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Joining
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Where to Join

• Join online through any website – local, state, or national
• QR code located on the League Profile

• For local websites, Leagues have unique link that 
populates the join form with their League 

• Link is available on the League profile
• Can choose to be a member of any League
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How to log in
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Join Form
Screenshot of join form
Information per field
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Unique Member Emails
• Each member needs to have their own email address 

• Renewing with a different email address will create a 
duplicate record

• When renewing for a second person, use their email 
address
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Join Form
Screenshot of join form
Information per field
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Join Form
Screenshot of join form
Information per field
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Screenshot of join form
Information per field
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Choosing a League
• In most cases, the League will already be filled in based on 

the link used to get to the page

• If it isn’t, a member can choose their state in a dropdown 
menu, and then they will see a dropdown menu of the 
Leagues in the state
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Screenshot of join form
Information per field
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Payment
Screenshot
Info about payment
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After Joining
• New member will receive a receipt email

• If your League is a 501(c)(3), this can serve as a tax-receipt 
showing the 20% of dues going to your League is tax deductible

• The member will also receive a welcome email
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League Notification
• President, treasurer, membership chair, and roster 

manager will receive a notification when a new member 
has joined

• State Leagues are encouraged to check to see if new 
members are near a local League they might want to join



26

Note on Dues Split
• Because a dues payment is 

technically three payments – 
one to the local League, one to 
the state League, and one to 
the national League – it will 
show up on a member’s credit 
card statement as three 
payments
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Joining Offline
• Members will be encouraged to join online, but it is still 

possible to join offline

• Sample join form is available on the League Management 
Site

https://www.lwv.org/league-management/league-growth/membership
https://www.lwv.org/league-management/league-growth/membership
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Member Renewal
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Renewal Process
• 60 days before expiration date, members will receive 

renewal reminder email
• Unrenewed members will receive another renewal 

reminder 30 days before expiration
• During the month before a member’s expiration, if they 

haven’t renewed, the local League should reach out
• Anyone renewing before expiration will retain their 

expiration date
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Grace Period
• Unrenewed members will receive 

another email on their expiration date
• During the month after expiration, the 

local League should reach out again
• 45 days after expiration the member 

will receive a final email
• 60 days after expiration their 

membership will become inactive
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Lifetime Membership
• Anyone who has been a 

member for 50 or more years is 
still considered a Life member 
and is exempt from dues

• We appreciate the many years 
of dedication to democracy 
these members have shown!
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In ChapterSpot
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Removing a member

Updating Member Status
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Removing a member
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Adding an officer role

Adding Role Assignment
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Adding an officer role
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Adding an officer role
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Adding an officer role
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Member Roster Access
• The member roster will be accessible to anyone with an 

officer/leader designation
• Membership directory will not be visible to members for 

privacy reasons
• It will be possible to export the member roster to share with 

those who may need it
• If your League plans to export this list to share with any 

members not in leadership roles, this should be 
communicated to members
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Exporting Roster
• Choose view, click Export
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New Member Survey
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Data FAQs
• Why is demographic data being collected?
• How will demographic data be used?
• Will demographic data be kept private?
• Why are these the options available?

• These FAQs are on the League Management Site to refer 
members to if they want to know

https://www.lwv.org/league-management/league-growth/membership
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League-Specific 
Questions
• Each League can enter its own 

questions for members
• Ensure that you have a plan for 

using any data collected
• Ideally about 6 questions
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Default Questions
• Do you have any accessibility needs for attending 

meetings/events?
• What ways do you think you might like to get involved (e.g. 

voter registration, collecting and disseminating candidate 
information, planning candidate forums)?

• When are you generally available (e.g. weekdays, 
weekends, evenings)?

• Do you prefer in person, virtual, or either type of meeting?
These default questions can be deleted
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Sample Questions
• Leagues that encompass multiple counties or legislative 

districts may want to ask members which of these they live 
in

• Can list committees, activities, etc.
• This can also be an opportunity to request permission from 

members, e.g. photo releases or consent to have member 
data shared beyond leadership

• Questions will be reviewed for alignment with League 
policies, including nonpartisanship and DEI
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How to input questions later on
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How to input questions later on
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How to input questions later on



65

How to input questions later on
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How to input questions later on
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How to input questions later on
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Going Forward
• Please reach out to membership@lwv.org 

with any questions
• Sign up for the upcoming Framing the Future 

office hours 
• Check out the Member Portal Resources 

page for additional information and tools
• Sign up for the League Update newsletter

mailto:membership@lwv.org
https://web.cvent.com/event/13bb2814-f05e-4d3f-8c80-1991351823f1/register
https://www.lwv.org/league-management/membership/chapterspot-resources
https://www.lwv.org/league-management/league-update-newsletter-sign
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