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Dear Fellow OATC Member, 

The Technology Committee has worked long and hard to bring this new membership 
software to OATC and it’s members.  This User Manual is an attempt to make this new 
technology easier for everyone to use.  There may be many, many items that need 
development contained in these pages, as it is a work in progress project.   

You will notice Video Tutorials throughout the software.  Feel free to view any and all of 
these you wish.  They will certainly have more information than this document does. 

Please contact one of the members of the Technology Committee with feedback or 
questions.  Our information is listed at the bottom of the welcoming letter, which is 
duplicated under “Initial Login”.  Thank you for being willing to participate in doing your 
part in making OATC a GREAT organization. 
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MEMBERS  

INITIAL LOGIN 
The member will initially receive a welcome letter.  It will look like this:  
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Simply follow the instructions in the letter. 



6 | P a g e  
 

 

EDIT USER NAME 
 

At the top of the page, click on “My Profile”, then click on [EDIT] located on the blue bar:  

 

If you wish to change your login (Username), simply click on (change)  following your 
current Username.   This window appears: 

 

 Enter what you have chosen for your new Username in the two boxes titled “Enter your 
new username:” and “Confirm your new username:”.  Usernames must be alphanumeric 
(contain only letters and/or numbers) and at least 4 characters in length. You may 
alternately use a valid email address as your username.  The password remains the 
same as it was before.  Click “Submit”. 

Now, your new Username will show on your profile. 

Do NOT change your “Full Name”.  It is vital your full name matches the IRS records.  
This the information we use to post your education certificates. 

Scroll down to the bottom of the screen and click on “Save Changes”.   

 

Remember this step, or your changes will not be made. 
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CHANGE PASSWORD 
 

Click on the (change) after Password.  This window appears: 

 

Just enter your new password into both windows.  The password must be a minimum of 
eight (8) characters in length and contain at least one number and one non-numeric 
character (letters, punctuations, etc.). 

Click on Submit. 

Scroll down to the bottom of the screen and click on “Save Changes”.   

 

Remember this step, or your changes will not be made. 

 

PLAY WITH THE REST OF YOUR PROFILE PAGE 
 
Here are some of the fun things you can do by clicking on [Edit]: 

 

***some things are required, some are not, some are for public viewing, others aren’t**** 
Keep your e-mail address current, Insert a photo, Spouse’s name, Marital status, 
Anniversary date, Birthday, Website, Address, phone number, Organization, and so on.  
When you are done, ALWAYS click on “Save Changes”: 
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FINDING CHAPTER INFORMATION 
 

Click on “Groups”, then “Chapters” 

 

By going to the Chapter page, you can see photos, meeting information, chapter 
newsletters which are located under the Chapter Library Tab.   

As you explore the site, just click the back arrow to return to the previous page.  This is 
located in the upper left-hand area of your screen.  

 

 

FIND YOUR EDUCATION CERTIFICATES AND INFORMATION 
 

Go to the Home Page 
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Then move to the lower right portion of the page to the My Profile section: 

 

Click on Manage Profile, and scroll down to Professional Development 

 

Here is a listing of your completed classes.  Do not be concerned about the “No 
Certification Selected”.  Your credit hours earned are shown in the “Credits” column.  
The second line of each class shows the name of the class.  In order to printout your 
certificate, just click on the printer located to the left of the class: 

 

An education certificate will appear and you can print from there. 

While you are still in this Professional Development section, Click on “Print Transcript”.  
This provides you with a printout of your classes.  This report can be filtered by entering 
dates into the From and To boxes.  It is best to use the little calendars so the system 
recognizes the dates properly.  

Here is an example of what it looks like. 
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