Accessing Prospective Member/ Guest Information on Toastmasters Website

1. Navigate to, and login, atwww.toastmasters.org
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3. Scroll down the page, until you see "Club Central” tab - which you will click on
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4. Ifyou are a club officer/ member of more than one club, choose relevant club; if not, skip this

step
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5. Once you are in 'Club Central’, scroll down
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6. At Club Membership, you will see 'Prospective Member Management'; click here
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7. In this frame, you will see and be able to manage all guest information that has been entered -
club officers are encouraged to keep this up-to-date
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8. To access a contact, click on the guests name (highlighted blue)
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9. Relevant contact details and requests will appear on this screen
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Use the “"Activity Status” dropdown below to track the prospective member’s journey to membership.
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10. Click this field.
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Hello,
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Note: To respond to the prospective member, you'll need to email them using the Contact Email above.

CAUTION: You cannot respond directly from this portal. The Club Officer will need to copy the email and
reply directly in their email program (iMail, outlook, Gmail, etc.). Once complete - recommend updating the

member management portal with this date/ assigned member.



