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OPTIONAL TOOLS
Covering the portal emailer and website editor

June 2026

LWV MEMBER PORTAL TRAINING FOR LEAGUE LEADERS



Community Norms, Training 
Goals
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• Call will be recorded
• Assume positive intent
• Please put questions under Q&A

• Team will be monitoring Q&A and answering questions when possible
• After presentation, we will answer unanswered Q&A questions and 

participants can ask questions aloud
• Chat will be on, but not monitored

• Written instructions are available in the Portal Admin Guide

https://www.lwv.org/league-management/membership/member-portal-administrators-guide
https://www.lwv.org/league-management/membership/member-portal-administrators-guide
https://www.lwv.org/league-management/membership/member-portal-administrators-guide


POP
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• Purpose: Provide League leaders with the information they 
need to use the website and emailer tools in the LWV 
Member Portal

• Outcome: Attendees will understand how to opt into 
and edit the default website and how to use the emailer 
tool

• Process: Presentation/demo followed by Q&A
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WEBSITE EDITOR



LWV Member Portal Website
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• Previously referred to as "ChapterSpot Website"
• Any local or state League can choose to use the 

Portal website tool
• Websites are free of charge to Leagues
• Can opt-in to using website at any time
• Designed to be simple for Leagues that don’t currently 

have a website



Demo
• Screenshots of backend setup
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Demo
• Screenshots of backend setup
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Setting Up a LWV 
Member Portal

Website
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Turning on the Website Feature
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• If your League would like to opt into the website feature, 
email membership@lwv.org

• Editor will be enabled for your League

mailto:membership@lwv.org
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Tips
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Formatting on default pages (available in Portal Admin Guide 
in more detail)
• Bold: <b>text</b>
• Italics: <i>text</i>
• Link: <a href="yourlinkhere">Text that will show as link</a>
• Line break: <br>

Or, create text in a custom page, click "Tools" --> "Source 
Code" and copy & paste



Domains
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• If you already have a domain you like, you should be able 
to change the site you’re using through the domain 
registrar

• If you don’t have a custom domain and want one, 
instructions for purchasing one can be provided

• Generic domain will be provided for free, something 
similar to yourleaguename.lwv.org

• If your website editor says no domain set, please 
email membership@lwv.org



Adding a Google Calendar
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• If you don’t have one already, create a Google account for 
your League

• In the top right App Launcher, choose Calendar
• Under Settings, choose the name of the calendar in the 

column on the left
• Under Integrate Calendar, you can copy the Embed code to 

add to the Portal



https://accounts.google.com/SignUp
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https://accounts.google.com/SignUp
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EMAILER TOOL
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Demo
• Screenshots email tool
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Demo
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Exporting Roster
• Choose view, click Export
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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
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mailto:membership@lwv.org
https://us02web.zoom.us/meeting/register/1Rw0ASpcTXOQIpufsUCQ2g%23/registration
https://us02web.zoom.us/meeting/register/1Rw0ASpcTXOQIpufsUCQ2g%23/registration
https://www.lwv.org/league-management/membership/chapterspot-resources
https://www.lwv.org/league-management/membership/chapterspot-resources
https://www.lwv.org/league-management/league-update-newsletter-sign
https://www.lwv.org/league-management/league-update-newsletter-sign
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