
Members display’s all of the active members in your club and their 
contact information. Please note that this is separate to the Membership 
section. The Members section holds very ‘contact specific’ information 
(i.e. phone numbers, email addresses), whereas the Membership 
section has information about all of the memberships held by the 
members in your club. 

Every member from the old PAM system has been brought over to 
the Portal therefore your list of Members will show people who may 
not have been current in recent years.  

At this point you can tidy this list up only in the CRM – refer to the 
Activating/Deactivating Members QRC on the PAM webpage for more 
instructions on this process. However, you can activate your 
memberships in the Portal when you need to bring people over to the 
new season. 

When looking at your list of Members you can change the order by 
which they are filtered by clicking on the column headings. 
 
 
 
 
 
 
To edit or view a Members contact details click on the arrow-down 
option at the end of a members name next to their email address. 
 
 
 
 
 
 
Note: if you select Create Family, it will add the selected member to a 
new family as an administrator (essentially a parent). After selecting this 
you will remain in the Members section and will need to go to the 
Families tab to view this family.  
 
 

 



Searching your Members 
To search for someone in your list of Members you can both reorder the 
headers as suggested above and scroll through your pages of Members, 
or you can use the search bar.  

An asterix before the name of the member makes it a Smart search and 
if you are struggling to find someone we suggest you try: 

• Searching by just first name initially 
• Inserting an asterix before the first name 
• Search by last name with an asterix 

 
 
 
 
 
 
 
 
 
 
 
 

Adding a new member  
To create a new membership you need to firstly create a new 
member/contact that this membership can be connected to. A new 
membership will automatically populate once the member is saved. 

Go to Members and click the blue Create button. 
 
 

 
 
 
 

A new member form will appear – fill this in with the relevant information 
(only fields marked with a red asterix are compulsory; however it is best 
practice to fill in as many as possible).  

Click submit at the bottom of the form and the contact will now show up 
in your list of members as well as a primary membership holder in your 
list of active memberships. 


