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Welcome to this training presentation of MyLegion.org. This presentation is a
comprehensive training session on the new MyLegion platform released April 2021.

Topics of discussion include how to:

A Register an account. Al |
registered with the email on your member record.

A Manage your account. As a
American Legion Sons of The American Legion or a

dual member, you can manage your membership

account online. Become familiar with navigating

your MyLegion account to view updated contact

information and demographic information, manage



subscriptions, view discounts, set up auto-renew,
print your membership card, and other member-only
tools.

A This presentation wil!/
MyLegion leadership tools. You will learn how to
navigate the administrative side of MyLegion to
manage post and squadron membership
information, view reports, access materials and
process memberships, along with how to assign
others permission to use administrative tools.
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THE AMERICAN LEGION

MyLegion.org

Get Started

To get started with myLegion, the first step is to register an account.



THE AMERICAN LEGION

Register
www.mylegion.org

MyLegion is a secure website and requires registration. On any device that provides internet access,
from your web browser, go to www.myLegion.org. A link to this page is also available on The
P'YSNRAOIY [S3IA2yQa ylLaA2ylf araasSsy tS3IA2yd2NEBO



HE AMERICAN LEGION

Why Register a MyLegion Account

@ LEGION.ORG DONATE JotN

A Membership details and
management

A Renew online

A View and manage
subscriptions

A Member discount codes
A Online giving opportunities
A Officer Management

Resources for Posts and
Squadrons

<1> MyLegion is the web application for American Legion and Sons of the American
Legion that provides membership details, dues status and membership
management.

<2> Members can renew online and set up for auto renewal

<3> access subscriptions online including The American Legion Magazine
<4> view membeponly discount codes

<5> have giving opportunities

<6> and resources for post and squadron administrators

Officers seeking Post and squadron membership for member management resources
and online membership processing will create an individual member account and
transition to the administrative side of MyLegion through their individual MyAccount
log in.



THE AMERICAN LEGION

Register a MyLegion Account

Register with the email address on your membership record.
A All accounts are individual.

A Post and Squadron membership is accessed through the
individual MyLegion account.

A Email must be on your membership record on file at
National HQs. Registering with an email not listed as your
primary email will not provide access to membership
details or leadership resources.

All MyLegion accounts are to be registered with the email address on your
membership record.

<1> One MyLegion account provides access to all your membership. All accounts are
individual registered with the primary email address on the member record.
Membership details for both The American Legion and Sons of the American Legion
are included along with any administrative access provided to adjutants and
commanders.

<2> Post and Squadron membership is accessed through your individual MyLegion
account. Registering with a post or squadron email stores that email on your

member record. Itis not necessary to use a group email to access post and squadron
membership. Administrative access is through the individual and not the group.

<3> The Email used during registration must be on your membership record on file at
National HQs. Registering with an email not listed as your primary email will not
provide access to membership details or leadership resources.
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Leadership

Why do | have to register with my own email address if | only
want to use MyLegion for leadership responsibilities?

Enhanced Security

Members with leadership roles will register with their individual email.

Why do you have to register as an individual if all you are seeking are leadership tools
such as online membership processing, access to rosters, reports, and membership
management.

<1>Registering individual accounts provides enhanced security. The previous version
of MyLegion only provided one account for administrative duties. If others needed
access, log in credentials were shared. Now that access to leadership tools is
through individual accounts, those needing access can be assigned by an
administrative officer.



HE AMERICAN LEGION

Leadership

Why do | have to register with my own email address if | only
want to use MyLegion for leadership responsibilities?

One Account Includes All Access

MyLegion.org L’QAQET:) AL

Squadron

Detachment

The previous version of MyLegion had separate accounts for the resources needed to
manage membership. Now MyLegion is one account for all. MyLegion provides one
login for all your needs.

<1> The first function of MyLegion is serves as a member account. It provides
members access to their personal account to renew, donate, print a membership
card, view discounts and other member only benefits. After your leadership term
expires you will still have access to your membership without havingtegister.

<2> Administrative tools are provided automatically to American Legion and Sons of

The American Legion Adjutants and Commanders. These positions are also referred

G2 & a! RYAYAAUNI GABS hFFAOSNEE: 2F aeé[ S3
GAYS a NBLRNIAYy3I 2F 2FFAOSNRE FTNRY (KS h
that administrative tools are through your individual account, there is no need to

contact previous officers or contact MyLegion support to provide temporary

usernames or passwords.

Please note that registering with your own email as an officer DOES NOT display your
personal email on post directories and publications.
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@ LEGION.ORG DONATE  JOIN

HONOR & REMEMBRANC

Honor and remember those who h;

© Need Help? View Myleg
Thank you for your patience

MEMBERS DEPARTMENTS POSTS/DISTRICTS/COUNTIES

To register an account, go to www.mylegion.org. On the home page select Register.
If you are not sure if you have already registered an account, go ahead and click
register. You will receive a message that User is registered and senitenene
password to verify your email address and complete the registration.



HE AMERICAN LEGION

Register a MyLegion Account

A Enter the email gddress on THE AMERICAN LEGION
your membership record.

Register

No Email?
www.Outlook.live.com

Contact department or
national to add email prior to [ e | o
registering an account.

Enter the email address on your membership record.
An email is required to register.

<1> If you do not have an email address, free sites are available such as
outlook.live.com.

<2> Create an email and contact your department or national headquarters prior to
registering an account.



THE AMERICAN LEGION

Register a MyLegion Account

A Registering with an email HE AMERICAN LEGION
address not on your :
member record will not
provide correct member
details or permissions.

Register

=

Registering with an email address not on your member record will not provide
member details or permissions.

<1> Mobile number can be entered and used in future enhancements to allow
verification via your mobile phone.-RZactor Authentication is an optional security log
in option.



THE AMERICAN LEGION

Register a MyLegion Account

Two-factor authentication is an extra layer ) ) D
of security to ensure that you're the only } THE AMERICAN LEGION
person who can access your account, eve
someone knows your password. This extré
security measure requires you to verify yo
identity using a randomized code we'll sen  myemail@gmail.com
you each time you attempt to

login. Applying this feature is available

Register

when you first create your account.
Every Logn Requires :]
Username and Password
2nd Login with code sent via Email m S

It can be added or removed later
Through your account.

Twofactor authentication is an extra layer of security to ensure that you're the only
person who can access your account, even if someone knows your password. This
extra security measure requires you to verify your identity using a randomized code
we'll send you each time you attempt to log iApplying this feature is available

when you first create your accountt can be added or removed later through your
account.

A A
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A Enter Name and grant
consents.

Register

. myemail@gmail.com
A MyLegion is a secure web application 4 @g

that stores membership information on

your member record. Updates to

contact information through MyLegion

wi || be stored in Th
National membership database. This
application allows users, in your MY
ACCOUNT, to store credit card

information to pay membership dues o
and online giving. o
)
A For more information on how data is
stored and used, please review our
Privacy Policy
(https://www.legion.org/privacy)

Enter your last name and first name. Address is optional. Selecting an address type
opens an address widow.

<1> MyLegion is a secure web application that stores
membership information on your member

record. Updates to contact information through

a@[ SAA2Yy gAff 0S &aG2NBR AY
National membership databasd.his application allows
users, in your MY ACCOUNT, to store credit card
information to pay membership dues and online giving.

<2>For more information on how data is stored and
used, please review our Privacy Policy

12
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registration.
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Create Username, Password, and complete Registration

Password Requirements:

f THE AMERICAN LEGION 1. Uppercase Letter
2. Lowercase Letter

Welcome myemail@gmail.com 3. Number
4. Symbol (!@#$%"&*)

myemail@gmail.com

----------------

The welcome window appears.

The username defaults to your email address. You can update the username in this
window or keep it as displayed. When creating a username, try to use something
unique and not generic.

<1> Create the password by entering it 2 times. Password requirements include 1
Uppercase letter, 1 Lowercase letter, 1 number and 1 symbol.

<2>Before you finish the registration, return to your email to retrieve the one time

password sent from The American Legion ldentity Provider and enter in the OTP field.

Have you email open to retrieve the code and then Finish Registration.

13



Registered users will
receive a notification.

(€3} THE AMERICAN LEGION

Verify Account

User Registered. A One o
Time Password has been Mikers
sent to your email

XXXXX@xXX.com to verify

A Retrieve the One Time Password from your email and enter.
A Do not close this window.

A 5-minute expiration to verify email.

A Why do you have to verify?

Emails already registered will receive a message.

<1>User Registered. A ofieme password has been sent to your email to verify
account.

<2>Retrieve the ondime password from the email included in the message.

<3>Do not close this window. Have your email already open if you have trouble with
this step.

<4>The password expires in 5 minutes. If you are not able to retrieve the password
and enter in that time frame, return to the registration window and begin again.

<5> Why are you required to take this verification step? Now that myLegion is

registered with an email address, verification links are required, to ensure you have
access to that email and we have a clear communication with you as a member.

14



If you do not receive an email to complete your registration, check your junk mail or

spam.

THE AMERICAN LEGION

I di dnot recei v

0% )

DRATT

gent W

TrASH _
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THE AMERICAN LEGION

Log In
Credentials

5dzZNAYy 3 NBIAAGNI GA2yS> 23 Ay ONBRSYGALl
username and password.

o

a
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HE AMERICAN LEGION

Forgot Username or Password

HE AMERICAN LEGION

The login page offers links for forgotten usernames or passwords. Selecting either of
the options will send a link to the registered email.

To update the password, the username is required. If you have forgotten both, begin
with forgot username.

Requesting a onime password also sends an email with a onetime password to log
into your account.



Update Username and Password

@ LEGION.ORG Stacy Sumple

MY ACCOUNT

Acthe

MY SUBSCRIPTIONS. SAL MEMBERSHIP SUMMARY

The American Legon Magazne

The American Lagon Magatine

The American Legon Dipatch wsr. MY ORDER BALANCE
................. "o
lance time.

The Arerican Legeon Magazee.

While logged into MyLegion, update account login credentials by going to
Username/Password. This link opens a-setvice window that shows your current
username and main email associated with your account.
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MyLegion Home
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The myLegion Home page identifies the name entered during registration, located
above the MY ACCOUNT button.

20



@ LEGION.ORG

MEMBERSHIP

JOIN
ADN  renew I INGTON
d PAID UP FOR LIFE
MEMBER DISCOI S

FREQUENT QUES

MY ACCOUNT MEMBER DISCOUNTS

w

"S-'ri
)
Yy 8

COVID pushed us all to the
brink. Now, we push back.
Gat your COVID vaccine when s yous turm.

Your account provides links to Legion.org and pulldown menus to navigate from
Legion.org and MyLegion.org. Legion.org is the public website for The American
Legion National Headquarters.

Registering with the email on your membership record will associate your MyLegion
account with membership details. People that are not members can also create a
MyLegion account, however any membanly options such as subscriptions and
discounts codes will not be available.

<1> Membership links include Join options, Renewal for members of The American

Legion, Paid Up for Life information and links to purchase a paid up for life
membership, along with Frequently asked questions about membership eligibility.

21



Stacy Sample

SUBSCRIPTIONS

DISPATCH

Membership in The American Legion includes The American Legion Magazine. View
TALM from subscriptions, set up onlindEwsletter options, and sign up for The
American Legion Dispatch.
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Stacy Sample

o LEGION.ORG

GIVE

DONATE ONLINE
CACY IN WASHING
> on behalf of veterans. PLANNED GIVING
VEHICLE DONATION

C \TE
SPON:

FREQUENT QUESTIONS

Online giving opportunities can be set up through a MyLegion account. The give
menu provides information for planned giving, vehicle donations and corporate
sponsorships. Questions about giving to American Legion charities are answered in
frequent questions.



MY ACCOUNT MEMBER DISCOUNTS

"\

Resources helps you find a post or accredited service officers witkbgtsiep help
documentation to assist with MyLegion tools for members and leadership.



Stacy Sample

Q LEGION.ORG

ABVOCACY IN WASHINGTON

£sdvocate on behalf of veterans.

The Shop link navigates to National Emblem Sales, and <1> Contioects to
t S 3 A 2 WMatichal HQXhrectory.
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Stacy Sample

0 LEGION.ORG

‘MY ACCOUNT

REROCACY IN Wi MEMBER DISCOUNTS

MY ACCOUNT

Member only discount codes are located in MyLegion.org.

26



MY ACCOUNT MEMBER DISCOUNTS

A

To view membership details and manage your account click on My Account. <1>

Leadership seeking post and squadron membership will access that information
through My Account.



Manage Your Account

/ Member Nurmbx 200100999

Why did my membership o
number change’) SAL MEMBERSHIP SUMMARY

The Amerian Lagon Magasine

200100999

MY ORDER BALANCE

The Arrcan Legen Magazre.

‘Your Acoount shows no
balance due at this time,

My Account provide information on file at Department and National Headquarters.
This first page provides the registered individual membership details, subscriptions
and resources.

<1>Member type is located in membership summary. Member post describes your
payment type. 1 year renewal means your membership is based on annual renewal.
Paid Up For Life and Honorary Life is included in the Member Post description with
the paid through date above.

<2> My Contact information displays the main address, phone and email on record
and is used as the primary contact for membership subscriptions, renewal notices,
and all correspondence.

<3> Some SAL members will notice their membership ID has changed and wonder
why. Previously Legion and Sons of the American Legion membership was stored on
two separate databases. During the conversion, they were combined to one,
therefore, creating duplicate records with the same ID#. As a result, all Sons
members with an ID# equal to an existing Legion member, was assigned a new
number.

28



<4> Adjutants and Commanders have an additional My Groups menu. This
transitions to the administrative side of MyLegion.

28



Stacy Sample
@ LEGION.ORG

MY ACCOUNT

MEMBERSHIP SUBSCRIPTIONS RESOURCES SHOP CONTACT

MY ACCOUNT
NAME

MY INFORMATION

Sample

MEMBERSHIP
DEMOGRAPHICS

Membership Card
Membership Detal ButhDete:  10/19/1967

SUBSCRIPTIONS

Dispatch
E-newsletter

PURCHASES

Purchase History

The My Account page allows you to add, update and delete demographic information
on your record.



Manage Your Account
NAME AND DEMOGRAPHICS
Edit Name

‘‘‘‘‘‘

blYS GaSRAGE dzLIRIFGS& @2dzNJ yIF YSET Ay Of dzRAY 3
such as DDS, ESQ, MD or PHD. After making updates in this section click Save.
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Manage Your Account
NAME AND DEMOGRAPHICS
Edit Demographics

Birthdate

Morth Day:

[oct v (19 v

Year:

1967 <

Gender:

Female v
Job Function:

Select v
Job Title:

Preferred Currency:

USD - United States Dollar v
Deceased: [

Save Cancel

Demographics include date of birth, gender, job function, job title, preferred currency
and displays deceased status. With every section you update, always Save.



fvoae LEGIONORG ~ SHOPONLINE  LOGOUT

LEGION.ORG Sy S
i MY ACCOUNT
MEMBERSHIP SUBSCRIPTIONS GIVE RESOURCES SHOP CONTACT
MY ACCOUNT
MY INFORMATION BRANCH OF SERVICE
é e Mitary Branch UsA
Military Service
(e e et Add Branch of Service
Emergency Contact CONFLICT
Username / Passw
Conflict: OTHER
MEMBERSHIP

Add Conflict

ARE YOU RETIRED MILITARY?

SUBSCRIPTIONS

E-newslette

PURCHASES

Purchase Hist

Military service provides branch of service, conflict and retirement information.
More than one branch of service or conflict can be listed on your membership record.
Using the Add, Edit or Delete links you can manage this information.

Are you retired military? Record that on your record. Let your leadership know your
retired.



LEGIONORG ~ SHOPONLINE  LOGOUT

LEGION.ORG —
. MY ACCOUNT
MEMBERSHIP SUBSCRIPTIONS Gl RESOURCES CONTACT
MY ACCOUNT "
MY INFORMATION PHONE
e & Dt
it
Military Ses =)
e 5@
Emergency Contact:
dd New Phone Number
! name / Passw
MEMBERSHIP
EMAIL
Membership Card
Membe tai Edi
Member Discounts ysampletest@outionk com  Main@
SUBSCRIPTIONS
Dispatct Add New Email Address

PURCHASES

Purchase Hist

Contact information allows you to add, update and delete phone and email
information.

¢KS SYFAf aSd Fa aYrAyYy SYIFAtE Aa Faazonal

in MY CONTACT INFORMATION and Username/Password profile. It is also the email
used for account username and password reset links.

33



@ LEGION.ORG Stacy Sample

MY ACCOUNT

MEMBERSHIP SUBSCRIPTIONS RESOURCES

CONTACT

Home
MY ACCOUNT

MAIN ADDRESS (DUES REMITTANCE)
MY INFORMATION

Stacy Sample

MEMBERSHIP

SUBSCRIPTIONS

En

PURCHASES

Purchase History

Addresses allows you to add an alternate address and set address preferences.
Information set as Main is the primary contact information. National HQs,
Department HQs and other American Legion and Sons of the American Legion

leadership use main contact information for mail, phone and email correspondence.

Only one main contact can be on file. Adding an address with the Main Address
preference will replace the existing main address.
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froae LEGONORG ~ SHOPONLNE  LOGOUT

@ LEGION.ORG Stacy Sample

MY ACCOUNT

MEMBERSHIP SUBSCRIPTIONS Gl RESOURCES CONTACT

MY ACCOUNT

EMERGENCY CONTACTS
MY INFORMATION

Name & Demograr No records to display

=

Add New Emergency Contact

Usemame / Password
EMERGENCY CONTACTS
MEMBERSHIP
B
SUBSCRIPTIONS
Prioey: 1
Dispa
E-newalettar s ew Espcy Contact

PURCHASES

Purchase History

Emergency Contacts is a new feature. Add an emergency contact to your account.
This information is available to your leadership and can be useful if participating at an
American Legion event, conference or convention.



Manage Your Account
MY INFORMATION
Username/Password i Self-service Window

€3] THE AMERICAN LEGION

@ LEGION.ORG

To update account login credentials, go to Username/Password. This link opens a
seltservice window that shows your current username and main email associated

with your account.



Manage Your Account
MY INFORMATION
Update Username

(€3) THE AMERICAN LEGION Hello StacySamplel  Log out

Self service

Profile

Profile

StacySample

stacysampletest@outlook.com

To update your login credentials, enter the new information and Save.

The username does not have to be an email address.

The email address listed in the se#rvice window is the main email on record and
updates your contact information. Updating the email in Username/Password will

direct all future forgot username and passwords to this email.

When creating usernames and passwords, always use unique credentials.
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Manage Your Account
MY INFORMATION
Update Password

THE AMERICAN LEGION Hello StacySample!  Log out

Self service

Change your account settings

Profile Change password
Password

External logins

Two-factor
authentication

Update password

To update your password in the sskrvice window you must know your current
password. If you have logged in with a saved password and do not know it, you can
log out and request a onéme password. This will email you a password reset link.

LT @2dz KIS @2dzNJ OdzZNNBy i LI aag2NRX Sy id SN
tlFAa3d62NRQOD
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Manage Your Account
MY INFORMATION
External Login

{3 THE AMERICAN LEGION

Add another service to log in.

Like many other web applications, myLegion users can
log in using other online identities as a single sign on
process. Allowing fewer passwords to remember.

39



Manage Your Account
MY INFORMATION
Two-factor Authentication

THE AMERICAN LEGION Hello StacySample!  Log out

Self service

‘Change your account settings

Profile Two-factor authentication
Authenticator app

Add authenticator app

Password
External logins

Two-factor
authentication

Two-factor authentications an extra layer of security to ensure that you're trdy
person who can access your account, even if someone knows your password. This
extra security measure requires you to vegfyuridentity using a randomized code
we'll send you each time you attempt to log in.

If you set up 2 factor authentication, you can disable through self service.



fvyoae

@ LEGION.ORG

MEMBERSHIP SUBSCRIPTIONS

MEMBERSHIP CARD)

MY INFORMATION

VIEW LEGION MEMBERSHIP CARD

Emergency Cc

Usemame / Password

MEMBERSHIP

Committees

SUBSCRIPTIONS

LEGIONORG  SHOPONLINE  LOGOUT

Stacy Sample
MY ACCOUNT

RESOURCES SHOP CONTACT

Current Membership Year Only

Click the link above to view Legion Membership Card.

The membership area lets members print their membership cards.
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fveoae

®

MEMBERSHIP

MY INFORMATION

Name & Demograr

MEMBERSHIP

SUBSCRIPTIONS

Dispat
E-ne

PURCHASES

Purchase History

MEMBERSHIP CARD

Emergency Contacts

Usemame / Password

LEGIONORG ~ SHOPONLINE  LOGOUT

[_ FG I O N O RG George Sample

MY ACCOUNT

SUBSCRIPTIONS GIVI RESOURCES CONTACT

Current Membership Year Only

VIEW LEGION MEMBERSHIP CARD

Click the link abave to view Legion Membership Card

VIEW SONS MEMBERSHIP CARD

Click the link above to view Sons Membership Card.

If a member is a dual member, both Legion and SAL cards can be printed. Only
current membership cards are available. If you do not have a link to print your card,
you first need to pay current dues. Once dues are paid, the card is available to print.



fvoae

LEGONORG ~ SHOPONLINE  LOGOUT

Adam Sample
@ LEGION.ORG
MY ACCOUNT
MEMBERSHIP SUBSCRIPTIONS GIVE RESOURCES SHOP CONTACT

MY INFORMATION CURRENT MEMBERSHIP

1 Year Membership Florida Post 0273

Active
Iwant to auto rene

FUTURE MEMBERSHIP

SUBSCRIPTIONS

PURCHASES

Pay Open Order
Donation H

In membership details members can view current memberships and future

memberships. The member detail includes your post or squadron state and number,
membership end date, and current status.



Manage Your Account
MEMBERSHIP DETAILS
Setup Auto Renewal

CURRENT MEMBERSHIP

1 Year Membership Indiana Post 0186

Status:
;; 1 want 0 8uto renew my membersi and authorize that mycred card be charged pror tothe start of membershp each year

FUTURE MEMBERSHIP

Membership details has a checkbox to add auto renew the beginning of each
membership year.

Members set up for auto renewal will hatteeir credit cards charged by thé®veek

of July annualk ¢CKS ' YSNAOIY [S3aA2yQa YRXYOSNBKA
June 30.
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Manage Your Account
MEMBERSHIP DETAILS
Setup Auto Renewal
Provide Credit Card

CURRENT MEMBERSHIP

1 Year Membership Indiana Post 0186 Y

=

FUTURE MEMBERSHIP

Checking the box gives you a link to set up your credit card information if you do not
already have one saved.
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Manage Your Account
MEMBERSHIP DETAILS
Setup Auto Renewal
Add New Card

v AddaNew Card

Card Billing Address.

O9YGSNI @2dzNJ ONBRAG OFNR AYyF2NXYIFGA2Y YR &
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Manage Your Account
MEMBERSHIP DETAISL
Setup Auto Renewal

CURRENT MEMBERSHIP

1 Year Membership Indiana Post 0186 v

FUTURE MEMBERSHIP

ChAec“king the pox Qescribes the credit card number that will be charged with your
YSEG NBySslf o {StSOG a{l @S¢ (2 al @S @&2dz

¢t2 FTRR 2NJ SRAG ONBRAG OFNR AYyTF2NXI A2y O
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Manage Your Account
MEMBERSHIP DETAISL
Setup Auto Renewal

PAYMENT INFORMATION

v  Add a New Card

Enter the credit card information, check the box to save credit card information and
Pay Now.



¢2

Membership Details

CURRENT MEMBERSHIP

1 Year Membership Indiana Post 0500

Member Post

1Year Membership Indiana Post 0500

12/31/2021

Status: Active

nt to auta renew my membership and authorize that my credit card be charged prior to the start of membership each year

Your membership will be charged to your MASTER_CARD credit card ending in ****0015 that
expires on 04/2031.

To view, edit or add a credit card, please go to ">Manage My Saved Credit Cards

PURCHASES

Purchase History
Pay Open Orders
Donation History

Saved Credit Cards
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Stacy Sample
MY ACCOUNT

@ LEGION.ORG

MEMBERSHIP SUBSCRIPTIONS RESOURCES HO CONTACT

MY ACCOUNT

CCONTACT INFORMATION
MY INFORMATION

Stacy Sample

MEMBERSHIP SUSSCRIPTIONS SAL MEMBERSHIP SUMMARY

American Legion Magazine

MY ORDER BALANCE

American Legion Magatine
Your Account shows no
balance due at this time.

SUBSCRIPTIONS

. American Legion Dispatch

PURCHASES

Pay American Legion Magazine

Don

The American Legion offers exclusive discount programs for members of The
American Legion an8ons of the American LegioBiscount provider information
and codes are only available in myLegion.org member accounts.



AUTO RENTAL FINANCIAL & INSURANCE MEDIA & ENTERTAINMENT

Discount codes are found only when logged into myLegion. Select the area of
interest to view provider contact information and exclusive discount codes.
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MEMBER DISCOUNTS: AUTO RENTAL

AVIS

Your next great memory awaits. At Avis, you choose what best fits you and your trip, from the car to the accessories we've got

you covered. Members can save up to 30% when you Pay Now with Avis, or up to 25% when you Pay Later.
To take advantage of your member savings, book now using Avis Worldwide Discount (AWD) GSu#S988.

Provider since: 2021
Discount Code: @awee®® | VVisit Web site

BUDGET

Don't let renting a car get in the way of your next great adventure. At Budget, we've made the rental experience simple, smart,

and affordable so you can enjoy your next great trip. Members can save up to 35% off Pay Now base rates on your next rental,

or up to 25% off Pay Later base rates.
Book now using Budget Customer Discount (BCD) T756500 to take advantage of these savings

Provider since: 2021
Discount Code: Thowse®| \/isit Web site

Through MyLegion you will find discount codes only available to members.
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fvoae LEGIONORG ~ SHOPONLINE  LOGOUT

@ L EG l O N .O RG George Sample

MY ACCOUNT

MEMBERSHIP SUBSCRIPTIONS GIVE RESOURCES SHOP CONTACT

MY ACCOUNT

MY INFORMATION My Groups | IN Post 049 v

CURRENT POSITIONS

Name: IN Post 0495 Leadership

FUTURE POSITIONS

SUBSCRIPTIONS

PAST POSITIONS

PURCHASES

Any officers maintained by Department and National HQs are located in Committees.

The page lists any past, future and current positions on file. The positions displayed
in this area are post, county, district, state, and national leadership positions reported
to National HQ. All leadership positions are reported through your department
headquarters. If you have held a position that is not listed, contact your department
headquarters. Only department and national staff can update officer and committee
positions.

This member is a post commander. Post adjutants and commanders have a My
Groups menu. My Groups is the administrative side of myLegion
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@ LEGION.ORG

MEMBERSHIP SUBSCRIPTIONS GIVE RESOURCES SHOP

MY ACCOUNT

MY INFORMATION My.Groues | IN Post 0495 =

THE AMERICAN LEGION DISPATCH

PRINT
Emergency Contact:

ntary copy e Amer
el Subscribe to Print Dispatch

MEMBERSHIP

Subscribe to Digital Dispatch
SUBSCRIPTIONS

E-new

PURCHASES

Purchase

fvoae LEGIONORG ~ SHOPONLINE  LOGOUT

George Sample

MY ACCOUNT

CONTACT

Dispatch is an American Legion National Headquarters monthly print newsletter that
provides post, district and department leaders with news relevant to membership,

post activities and national American Legion news. Complimentary copies of Dispatch

are provided to department leadership, district commanders and post adjutants, and

committee/commission chairpersons.

There is a monthly Digital DispatclyeS g & f SG G SNJ aSy i

&raiNB O ( f

inboxes. The mewsletter features headlines with clickable lirikghe full stories on

the Digital Dispatch web pageww.legionorg/dispatch

w

e
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Adam Sample
@ LEGION.ORG

MY ACCOUNT
MEMBERSHIP SUBSCRIPTIONS GIVE RESOURCES SHOP CONTACT
MY ACCOUNT i
MY INFORMATION INSTRUCTIONS
o Edit” on the righ p f
. OPT IN/OUT
Eme
Use
eNewsltters

PURCHASES

Purchase History

E-newsletters allows you to opt in or out of online subscriptions. To add or modify
online subscriptions go to Edit.



E-newsletters Opt In/Out

OPT INJOUT

Can | have a

e-newsletter sent to a
different address?

Digital Disatch

Flag Half Staff Notices
Honor & Remenmbrance.
Legion Riders
Legislative

Member Discounts
Online Update

The Dugout

Check the box to select individual subscriptions or check the box next to E
newsletters to select all. Unless specified these subscriptions will be emailed to the
main email address on file.

<1> You can request online newsletters to be sent to a different email. Set up a 2nd
email address through Contact Information. Return to opt in and out from E
newsletters. Check the subscription and assign the alternate email address. Save
changes and return to home page.
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Member Name

@ LEGION.ORG MY ACCOUNT

MEMBERSHIP SUBSCRIPTIONS

H: My Account > Magazine

MY ACCOUNT He
Name & Demograg
;

AMERICAN LEGION MAGAZINE

Legion

SUBSCRIPTIONS

PURCHASES

Members receive a 12 -month free subscription to The
American Legion Magazine. This publication has gone digital.
Current and past issues are located your My Account
subscriptions menu.

Expired members will receive an Access Denied message.
Access to online magazine requires active American Legion,
Sons of the American Legion membership, or paid
subscription.
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@ LEGION.ORG e

MY ACCOUNT

MEMBERSHIP SUBSCRIPTIONS

RESOURCES

CONTACT

2 Hist
MY ACCOUNT
Keyward/Order #:
MY INFORMATION
Show Purchases: Al of the abave

Product Type:

All R Scarch S

Only show orders with a balance

Date Range: | Past 30 Days v Expand Al Collapse All
MEMBERSHIP

Membership Card

Membership Detai

SUBSCRIPTIONS

Dispatch
E-newsletter

Magazine
PURCHASES

Purchasa History

The purchase history shows history of payments made for renewals and donations.
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@ LEGION.ORG Geonge Saple

MY ACCOUNT

RESOURCES

MY ACCOUNT PAY OPEN ORDERS

MYINFORMATION

MEMBERSHIP

SUBSCRIPTIONS

Pay Open Orders is the same as what displays in MY ORDER BALANCE. The amount

due includes post dues for your renewal. Online renewal fomS$&hbers will be
available in 2022National is in the process of collecting data to activate this feature

in the future.
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@ LEGION.ORG e

MY ACCOUNT

MY ACCOUNT DDONATION HISTORY

MY INFORMATION D Range

o620

SUBSCRIPTIONS

PURCHASES

Donation history records all online and mailed in giving. A date range search assists
as you review your giving to American Legion programs and charities.



George Sample

@ LEGION.ORG -

MEMBERSHIP

¥ Saved Crudt Carth
MY ACCOUNT
MasizCard 01

MY INFORMATION

Emerger

MEMBERSHIP

SUBSCRIPTIONS

PURCHASES

D

Saved credit cards allows you to store payment information for future renewals and
donations.

Credit card information can be maintained through myLegion in the Saved Cred Card
area. Add, update or remove the credit card when needed.



@ LEGION.ORG

ivoae LEGONONG  SHOPONUNE  LOGOUT

Stacy Sample
MY ACCOUNT

[ MEMBERSHIP SUBSCRIPTIONS RESOURCES

CONTACT

MY ACCOUNT MY CONTACT INFORMATION

MY INFORMATION

The American Leglon Magatine

SUBSCRIPTIONS

The American Legion Dispatch
PURCHASES

The American Legion Magazine

TAL MEMBERSHIP SUMMARY

At

SAL MEMBERSHIP SUMMARY

MY ORDER BALANCE

Both the myLegion home page and the My Account page, at the top of the page, have

areas for Membership, Subscriptions, Giving, Resources, Shop National Emblem Sales

and Contact information.

Legion.org is a public page and selecting options from this menu exits your myLegion

account.
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Renew Online

@ LEGION.ORG

MEMBERSHIP SUBSCRIPTIONS
MY ACCOUNT

MY CONTACT INFORMATION

MY SUBSCRIPTIONS.

SAL MEMBERSHIP SUMMARY

PURCHASES The Aerican Legsan Disganch

When your membership becomes eligible for renewal, a Renew Now button appears.
The amount due displays in My Order Balance. Select either Pay Now or Renew Now
to proceed.

Legion members can renew online with a credit card and is only available for Legion
members. Future enhancements will include online renewal for members of the Sons
of the American Legion.



Renew Online

@ LEGION.ORG

» su
MY ACCOUNT

T " i o 3

PAY OPEM ORDERS

Order#: 150293757 st s Babnco Due: $30.00 USD >

Tt Bsance D 3000
Ttal Sloctod o P 80100

PAYMENT INFORMATION

~  AddeMNew Card

= e E

PURCHASES

Purchs

Check the box for your renewal order to open Payment Information if not already
saved. Pay Now to finish your renewal.



®

LEGION.ORG

Subscription Details

Subseription Detals

My Subscriptions displays subscription details including title, start, expiration dates,

and delivery.
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MyLegion.org

Manage Groups in MyLegion

The next part of this presentation will focus on the administrative side of MyLegion.

This area is callelyGroupsand is accessed through the individual account of
adjutants and commanders.
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What is My Groups?

A Administrative area of MyLegion

A Administrative Offices: Adjutants and Commanders
A Membership Management

A Rosters

A Reports and Labels

A Membership Processing

A Group Attributes and contact information

My Groups is the administrative side of myLegion.

<1> Adjutants and Commanders will haviglygGroupsmenu. These positions are
Administrative Officers for MyLegion and by default provided post and squadron
membership.

<2> My Groups includes membership details and management tools for Legion and
Sons of the American Legion members.

<3> Rosters

<4> Reports and labels

<5> Online Membership Processing

<6> Group Attributes and contact information.
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GROUP ADMINISTRATIVE OFFICER

Post Post Adjutant
Post Commander

Squadron Squadron Adjutant
Squadron Commander

County County Adjutant
County Commander

District District Adjutant
District Commander

Detachment Detachment Adjutant
Detachment Commander

Group Administrator

Groups are defined as Post, Squadron, County, District
and Detachment. Adjutants and Commanders and have
My Groups by default and it is accessed their member
account.

Administrative officers have authority to assign
permission to others. Group administrators are
members that do not hold an administrative officer
position but have been provided permission to a group.
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GROUP ADMINISTRATIVE OFFICER

Post Post Adjutant

=) Post Leadership Post Commander
Squadron Squadron Adjutant

:> Squadron Leadership Squadron Commander
County County Adjutant

@ County Leadership County Commander
District District Adjutant

:;‘ District Leadership District Commander
Detachment Detachment Adjutant

;;> Detachment Leadership Detachment Commander

With each group, Adjutants and Commanders will also
have a <1> Leadership group. Leadership groups
provides a listing of the officers reported. Itis not the
group to select to manage membership, view reports
and process membership.

WSLENIAY3 2F 2FFAOSNRaA O2yi
department headquarters using the Officer Certification
form. Officer updates cannot be made through

MyLegion.
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Post and Squadron Permissions

ADMINISTRATOR PERMISIONS

Post Adjutant* Group Profile: Post and Squadron
Post Commander View Member Current Listings
Member Management & Payment Processing
Reports and Labels
Consolidated Reports*

Squadron Adjutant* Group Profile: Squadron
Squadron Commander View Member Current Listings
Member Management & Payment Processing
Reports and Labels

Group Administrator Permissions assigned by Administrative officer.
Minimum: View Members, print/export roster.

*2020-2021 Consolidated reports are only available for Adjutants.

Permissions will vary per group and can even differ per
officer.

Post and Squadron administrative officers have full
online group manager access to post and squadron
group profile, member management, online

membership processing, reports, and labels. At this time
,only post adjutants have access to consolidated reports.
This is only for the 2022021 reporting year.

Administrative officers can assign permission to other
individuals with full or partial access Minimum
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permissions allows access viewing the membership
roster.
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District and County Permissions

ADMINISTRATOR PERMISIONS

District Adjutant Group Profile: Posts in District
District Commander View Member Current Listings
Member Management
Reports and Labels (in development)
Consolidated Reports*

County Adjutant Group Profile: Posts in County
County Commander View Member Current Listings
Member Management
Reports and Labels (in development
Consolidated Reports*

Group Administrator Permissions assigned by Administrative officer.
Minimum: View Members, print/export roster.

*2020-2021 Consolidated reports are only available for Adjutants.

District and County includes access to all posts assigned
to the group. These group administrative officers can
generate membership listings and manage membership.
Reports and labels are currently in development.

Administrative officers can assign permission to other
individuals with full or partial access Minimum
permissions allows access to view membership roster.
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Detachment Permissions

ADMINISTRATOR PERMISIONS

Detachment Adjutant Group Profile: All Squadrons in Detachment
Detachment Commander View Member Current Listings
Membership Management
Online Membership Processing
Reports and Labels
Consolidated Reports*

Group Administrator Permissions assigned by Administrative officer.
Minimum: View Members, print/export roster.

Detachment adjutants and commanders have full online
group manager access to all squadrons in their
detachment. Group profile and member management,
online membership processing, reports, and labels.

72



@ '/ LEGION.ORG R

IM Post 0391 W
— IMN Post 0391
: @ IN Post 0391
o } Leadership
IN 5gdn 0391
- IN Squadron
@x 0391 Leadership =~

The American Legion Dispatch e Your Accous nt shaws o

SSSSSSSSSSSSSSSSSSSS

This member is a post adjutant. While in his MyLegion
account, he has BlyGroupsmenu. Post Adjutant have
access to both post and squadron membership.
Therefore, he will have the following groups menu. <1>

<2> Post
<3> Post Leadership
<4> Squadron

<5> Squadron Leadership
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Clicking on the group will navigate you to the
administrative side of MyLegion. You may have to click
twice. Please watch for the spinner indicating the page
is loading.

Post Administrative Officers are the only leadership with
both Post and Squadron Membership.
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Leadership Groups

vl 10r more indivieal Add/Modify Transmittal

osition Post/Squadon Number Location FromiTo Contact Information Vating Status

Status
mith, Jason Adutant Sons of American Legion IN Squadron 001 123 Central St 07/15/13  email 1@gmail.com Voting Active
Jone, Kendra Adutant American Legion IN Post 0019 234 Llegionln  07/28/20 email 2 @ y: com Voting Active
Adams, Helen Commander Sons of American Legion IN Squadron 0019 345 Main 5t 07/05/21 _gmail 3@yshoo.com Voting Active

Cooper, Jehn Commander American Legion IN Post 0019 456785 06/05/19 email d@gmail.com Vating Active

end Ema o Hu e slect 1 o more indhicka Add/Moify Transmittal

Leadership group displays the officers on file with contact information.

<1>The actions menu allow to print a listing, send emails, or export. Reappointment
is restricted. All officers are reported through the department headquarters.



Group Information

David Sample

@ LEGION.ORG

MY ACCOUNT

MEMBERSHIP SUBSCRIPTIONS

MY VIEWS [ ]
MyAccout  MyGroups | FLPost v

MEMBERSHIP PROCESSING

ATTACHMENTS

Administrative tools are located in Group Profile and entered through My Groups.
Navigation back to this dashboard is done by clicking on My Groups, or select Group
Profile.

If you have access to more than one group, always note the group name indicated on
the My Group menu.

¢KS STl KIYyR Gaé *ASgaé¢ YSydz LNRPPARSA
profiles, reports and labels, group information and officer materials.

Group profile is contact information on file for your post, squadron, county, district or
detachment.

The group profile dashboard allows updates to contact information and publication
uploads through Group information.
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Group Contact Information

@ LEGION.ORG

MY VIEWS 5
MEMBERSHIP PROCESSING FHONE

Group contact information allows administrators to update contact information
including phone, email and fax. Information set up as Main is listed on directories
and used for correspondence to group leadership.

Additional phone numbers, email addresses, and fax numbers can be entered and can
be viewed by department and national leadership.

Use the Add, Edit or Delete options to update group contact information.

Officer certification and post data forms are not available online and are sent to the
department headquarters.
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Group
Attributes and Services

Group attributes can assist others interested in The American Legion and Son of the
American Legion by providing contact information about your group in American
[ SAA2yQa FAYR | LI2adG G22fX 2NJAYy LINRAYGSR

77



Group Attributes and Services

David Sample

@ LEGION.ORG p——

MEMBERSHIP SUBSCRIPTIONS oV RESOURCES

MY VIEWS
MyAcoant | MyGsn 1N Post 0495

MEMBERSHIP PROCESSING

NSTRUCTIONS
KB o the right to update sruibutes / service

MEMBERS
ATTRIBUTES / SERVICES

Post Addtnsl

GROUP INFORMATION

To record these attributes, go to Group Attributes / Services. To add or remove click
GORAGED FMB

A =

/| KSO1l GKS FGUNROdziSa IyR adal @S¢



Group message includes adding, editing and deleting an image and message for your

group.

THE AMERICAN LEGION

Group
Message
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Group Message

@ LEGION.ORG David Sample

MY ACCOUNT

MEMBERSHIP

orve » My Vie P
MY VIEWS MyAc My Groups IN Post 0495
MEMBERSHIP PROCESSING

ENTER MESSAGE

RESOURCES SHC CONTACT

PHOTO

MESSAGE

Add a photo of your post building, commander, or other image identifying your post.
Post a brief message about meetings, special events or programs your post supports.
It is important that if posting a message to keep it current. Images and messages

puplished in this area are seen by your members and others that are using
[ S3IA 2 Fidua RESQ a

Supported files are gif, jpeg, jpg apdg



Group Message - Photo

David Sample

@ LEGION.ORG

MY ACCOUNT

MEMBERSHIP SUBSCRIPTIONS Gl RESOURCES CONTACT

MY VIEWS MyAccaunt || MyGroups IN Post 0495 i
ENTER MESSAGE
MEMBERSHIP PROCESSING

PHOTO
MEMBERS

GROUP INFORMATION

MESSAGE

Group Message

=

To add an image, choose the file and upload. Once an image is added you can delete
or replace by uploading a new image to replace it.



Group Message

David Sample

MY ACCOUNT

@ LEGION.ORG

MEMBERSHIP SUBSCRIPTIONS. RESOURCES CONTACT

Hema > My Vi > Grou i » P Meviage
MY VIEWS My Account My.Grouns N Post 0495
MEMBERSHIP PROCESSING ENTER MESSAGE

MEMBERS

GROUP INFORMATION

MESSAGE

Group Message

Vou have net created o Message

MATERIALS

Group message allows you to publish additional information about your group. This
information is seen by your members and people using the American Legion post
locator.

Click Edit to add, update or delete text.



MY VIEWS

MEMBERSHIP PROCESSING
MEMBERS

e
[ abe

(GROUP INFORMATION

Group Message

MESSAGE

David Sample

MY ACCOUNT
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Publish Newsletter

Published newsletter allows administrators to publish a flyer, or newsletter for
members of your group.
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= David Sample
@ LEGION.ORG

MY ACCOUNT
MEMBERSHIP SUBSCRIPTIONS GIVE RESOURCES SHOP CONTACT
Home > My Views » Group Profile > Publish Newserie
MY VIEWS
MyAccount || MyGroups IN Post0495

MEMBERSHIP PROCESSING

Process Membership ATTACHMENTS

Transmittal Histor

e e Upload newsletter or other files. ngd Atachaent b

MEMBERS

‘Addl New Attachment

GROUP INFORMATION

Group Attributes / Services

Publish Newsletter

MATERIALS

Officer Manuals

Attachments uploaded in this area display as the group profile dashboard and
multiple attachments can be uploaded.

After creating the document go to Add New Attachment. In the add window choose
the file to attach. The document type options include Charter and Miscellaneous.

A brief comment box allows you to make a note about the attachment. Attachment
information is displayed on your Group Profile dashboard. You can use this comment
to view date or as a reminder when to update or delete. Once all information is
entered, click Save. <1>



@ LEGION.ORG pavid Sample

MY ACCOUNT
MEMBERSHIP SUBSCRIPTIONS GIVE RESOURCES SHOP CONTACT
Haome > My Views > Group Profile > Publish Newsletter
MY VIEWS
MyAccount || MyGroups IN Pest 0495
MEMBERSHIP PROCESSING
Process Membership ATTACHMENTS

Transmittal History
MEMBERS Miscellaneous

View Members MemrialDaySpeech2(
Reports / Labels
Global Member Search Comments: Memosial Day Speech

GROUP INFORMATION

Group Attributes / Services
Group Message
Contact Information

Publish Newsletter
MATERIALS

Officer M:

Brochures

Suggested Speeches

After saving, attachment information and details can be seen on the group
dashboard. When uploading documents online it is important to maintain and keep
information current. Delete outdated publications routinely.



Group Message Info / Post Locator

@ LEGION.ORG

FIND A POST
FIND A SERVICE OFFICER

HOW TO USE
MYLEGION.ORG

[ 2yGF OG0 AYF2NXYIFGAZ2Y FYR FOGUGNROGdzESEA | NB LI
website under Resources Find A Post. This resource now includes Squadron lookup
with squadron group information.

87



THE AMERICAN LEGION

Officer Materials

Officer materials include post, squadron and district manuals and guides.
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MEMBERSHI

MY VIEWS

MEMBERSHIP PROCESSING

Process Membership

Transmittal History
MEMBERS
View Members

Reports / Labels

Global Member Search
GROUP INFORMATION

Group Attributes / Services
Group Message
Contact Information

Publish Newsletter
MATERIALS

Officer Manuals
Brochures

Suggested Speeches

LEGION.ORG
LEGION.ORG
SUBSCRIPTI GIVE RESOURCES SHOP
MyAccount | My Groups | PA Sadn 015 S

OFFICER MANUALS

Department Notification
Notification of Current Post/Squadron Commanders and Adjutants

District Commander's Guide

New Member Application

Printable mher appl

w

Post Adjutant's Manual
A blueprint to help Legionnaires handle their daily dutie:

5 as post adjutant.

Post Officer's Guide and Manual of Ceremor

n Offic

The principle handbook to assist American Le Ifilling their responsibilities.

Post Training Guide
Training Guide for members of your post.

Public Relations Toolkit

United States Flag Code
Title 4, United States Flag Code

Why Belong
Promotional membership brochure.

SHOPONLINE  LOGOUT

David Sample
MY ACCOUNT

Select the title to link to publications on Legion.org to download.
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MEMBERSHIP

MEMBERSHIP PROCESSING

cess Membership

Publish &

MATERIALS

fhicer M

Brochures

LEGIONORG  SHOPONUNE ur
David Sample
LEGION.ORG e
SUBSCRIPTIONS GIVE RESOURCES CONTAC

iews > Group Profile » Brochures

MY VIEW! )
P | pesmse—

BROCHURES

National Family Week
For many years, the National Com
designating the week of Thanksgiving s National Family Week

on on Children & Youth has, by mandate, advocsted the passage of federal legislation

Temporary Financial Assistance:
Basic overview and description of the TFA program

Make Halloween a Fun and Safe Night:
The "Make Halloween a Fun and Safe Night” program was developed specifically for local Post

and Units to help eliminate
many of the accidents associated yearly with Hallowsen

April is Children & Youth Month

Encourages the celebration of Children & Youth Month. Availsble for dewnload only.

Gateway Drugs:

The American Legion's Americanism programs promote the idals of eitizenship, tamwark, loalty, fair play, coursge, physical
fitness. and mental toughness needed to give our youth the skills necessary to be & positive influence on others.

Family Support Network:

Designed to promote support for military families.

Child Welfare Foundation:

Explains the purpose of The American Legion Child Welfare Foundation.

Play It Safe:

The six most common causes of accidental death for children and tips an how to avoid them,

Warning Signs:

Facts and myths sbout youth suicide.

Brochures are national publications related to Americanism and Children & Youth

services.

90



MY ACCOUNT

@ LEG ION_ORG David Sample

MEMBERSHIP SUBSCRIPTIONS GIVE RESOURCES SHOP CONTACT

me > My Views > Group Profile > Suggested Speeches

MY VIEWS
MyAccount || My Groups [N Post 0495

MEMBERSHIP PROCESSING SUGGESTED SPEECHES

Veterans Day

American Legion Birthday
MEMBERS

Flag Day

Memorial Day

GROUP INFORMATION

MATERIALS

Every year The American Legion provides speeches to use as a guideline during
events and observances. These speeches can be downloaded in the myLegion Group
Profile only.

Navigating in myLegion is a new experience for users familiar with the old myLegion
site. Breadcrumbs on the page will display to help you understand what section of
myLegion you are located. Clicking on the page you would like to do redirects the
page. To return to your group membership (post, squadron, county and district), click
on Group Profile. Another option is to click on My Groups.

Return to the Group Profile by clicking the Group Profile breadcrumb. Return to your
account using the MY ACCOUNT button.
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MyLegion.org

Online Membership Processing

MyLegion offers online membership processing for posts and squadrons.
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LEGIONORG  SHOPONUNE  LOGOUT

fvoae

David Sample

@ /7 /LEGION.ORG g

MEMBERSHIP SUBSCRIPTIONS RESOURCES CONTACT
MY VIEWS
CONSOUDATED REFORTS © Need Help? View MyLegion org Help Documentation
o Thank you for your patience as we complete our migration
VejER it Please review known issues and their status

MEMBERSHIP PROCESSING

CONSOLIDATED REPORTS

Consolidated reports are now available for the following:

MEMBERS .

s Click "Edit Reports™ to view and edit your consolidated reports.
Global Member Search
Edit Reports
GROUP INFORMATION
Group Attributes / Services

ATTACHMENTS

Contact Infon
Upload newsletter or other fles.

Publish N

No records to display.

MATERIALS

Officer Manuals

Ackd New Attschment

Transitioning to the administrative side of MyLegion provides a left menu option for
Process Membership. You can also access membership processing through View

Members. Both options open the member listing.



Membership Processing

Group Profile > Members

MyAccount | MyGroups | [N Post 0495 -

© Details for: IN Post 0495 Member LISt

123456789 Sa VIETNAM

123456789 S OTHER 1 2021
123456789 Sa A VETNAM 45 2021
123456789 S VIETNAM 2 2021

12345676

123456789 Sa PANAMA 4 2020

123456769 S SN PERSIAN_GULF 1 2024

123456789 S LEBANON_GRENADA 11 2021

123456769 S USAF  KOREA 2 2021

123456789 Sa n  USAF VETNAM 8 2021

123456769 So USCG  VIETNAM 1 2021

123456789 Sample, Lionel USN  VIETNAM 3 2021

The member list includes all members with a last paid years for current year, minus 2.
<1> Notice in this listing we are viewing the roster that displays the Paid Through Year
and not the renewal year.

The member list allows you to search members, export roster, or send emails. Do not
check names in view members to renew. The checkboxes in view members is for
export purposes only and does not add members to a transmittal batch.

Proceed to post transmittal. Click Add/Modify Transmittal. <2>
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MEMBERSHIP PROCESSING

MEMBERSHIP > POST TRANSMITTAL

MyAccount || MyGroups OH Post 0360 Transm Ittal LISt

Eligible renewal years:
POST TRANSMITTAL 9 Y
Current and Previous Year
Status 5 Actual
Card Count 0
Department $0.00
Post $0.00
Total amount due $0.00
Merber First Name | Member Last Ko 7
Member 19 ]
A/ Transter Mermber m m
ist Selected | [ Export to CSV | &Print
123456789 Sample, Frances emai 700 N Pennsylvania St Indianapolis IN 46204 2022
123456789 Sample, Mary m (317) 555-5555 700 N Pennsylvania St Indianapolis IN 46204 2020
123456789 Sample, Mary email@yahoo.com (317) 655-6555 700 N Pennsylvania St Indianapolis IN 46204 2021

Sample, Steven

nnnnnnnnn ylvania St Indianapolis IN 46204

The transmittal will display a summary that includes
transmittal status, number of cards, and per capita
allocations. The total amount will include national and
department only. These amounts do not display until a
member is added to the batch.

<1> The listing in post transmittal only displays names of
members eligible for current renewal and one previous
year. The renewal year column is the year of eligible
renewal. Paid members will not display in this listing.
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MEMBERSHIP > POST TRANSMITTAL
MyAccount = My Groups OH Post 0360 e n eW
POST TRANSMITTAL
Actual
Status
Card Count 1
aaaaaaaa $18.50
Department
Post $9.00
Total amount d -
$27.50
Member Id
A Tonstes M
=
| 21 Export to €SV | @Print
Select _pMember id Member Name nail Address Phone Address Renewzl Vea
23456789 Sample, Frances email@yahoo.com 700 N Pennsylvania St Indianapolis IN 46204 2021
12B456789 Sample, Mary email@yahoo.com (317) 555-5555 700 N Pennsylvania St Indianapolis IN 46204 2021
123456789 Sample, Mary email@yahoo.com (317) 5556-5555 700 N Pennsylvania St Indianapolis IN 46204 2022
123456789 Sample, Steven email@yahoo.com 700 N Pennsylvania St Indianapolis IN 46204 2020
123456789 S le, S I h 700 N Pennsylvania St Indianapolis IN_46204 2021

To renew a member, search the member and click in the
box to the left of their renewal year. <1> The member is
added to the batch and summary-oalculates. <2>

The total amount due equals the department and
national per capita only. <3>

The Save button allows the transmittal to be saved and
finalized on a later date. Transmittals are to be finalized
within 14 days from the date opened.
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No Pending Renewal Error

National

e (o]
ez

An error message will occur if searching a current paid member.
provides results for members with an eligible renewal year.

This search only
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How do | renew members expired
longer than 1 -year?

LA Np———

| Add/ Transfer Member m

Members who have let their membership expire for longer than one year do not
display in the post transmittal listing. To renew those members, begin with
Add/Transfer Member. <1> The eligible renewal year for these members is current
year only.

Members that would like to pay past dues to reinstate continuous years, may pay

those dues, but they cannot be processed online. Contact department headquarters
to submit past dues.
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Home > Membership > AddorlransferMember

O New member- never been a TAL member or SAL member
@ Current or former member

(@Ta )1 Cancel

OG OdzNNByild 2N F2N¥SNJ YSYOSNI YR

al 2y
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THE AMERICAN LEGION

Home > Membership > TransferMember

Transfer-in Existing Member

* Member |D: 351969454

¥ Last Name: Vickers

l: o

The database conversion resulted in member ID# changes. Most affected are SAL
members whose IDs were reassigned. If an error occurs, contact department or
national headquarters to verify the correct member ID#.

Attempting to add members, will also provide a member exists message with the
correct member number.

Enter the member ID#, Last Name <1> and Continue.
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MEMBERSHIP PROCESSING

MEMBERSHIP > POST TRANSMITTAL

bership = Post Tr

MyAccount || MyGroups OH Post 0360

POST TRANSMITTAL

Actual
Status : OPEN Per Capitas 2
Card Count :
National: $37.00
Department : $18.00
Post :

$5.00
Total amount due today -

$55.00
Member First Name ]

A4/ Teanster Mamber  Delete Fransittal
Select be Email Address Phene A
o 123456789 Sample, Frances email@yahoo.com 700 N Pennsylvania St Indianapolis IN 46204
¥ 123456789 Sample, Mary email@yahoo.com (317) 555-5555 700 N Pennsylvania St Indianapolis IN 46204 2022
o 123456789 Sample, Mary email@yahoo.com (317) 5556-5555 700 N Pennsylvania St Indianapolis IN 46204 2021
o 123456789 Sample, Steven email@yahoo.com 700 N Pennsylvania St Indianapolis IN 46204 2020
S
0 123456789 Sample, Steven gmail@yahoo.com 700 N Pennsylvania St Indianapolis IN_46204 2021

This action adds the expired member to your transmittal.
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POST TRANSMITTAL

2022

Searching this expired member in Post Transmittal

displays one year renewal only.

Return to the full list by clearing the search. <1>
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Status :
Card Count
National :
Department
Post

Member F

Member Id

Select Member

123456789
123456789
123456789
123456789
123456789
123456789

123456789

MEMBERSHIP PROCESSING

MEMBERSHIP > POST TRANSMITTAL

POST TRANSMITTAL

IPEN

Total amount due today

Delete Transmittal

Sample, Frances

Sample, Mary
Sample, Mary
Sample, Steven
Sample, Steven
Sample, Zachariah

Sample, Zachariah

Per Capitas

email@yahoo com
email@yahoo com

email@yahoo.com
email@yahoo com
email@yahoo com
email@yahoo.com
email@yahoo.com

(317) 555-6555

(317) 6566555

Add Member

ner Last Name

700 N Pennsyhvania St Indianapolis IN
700 N Pennsylvania St Indianapolis IN

700 N Pennsyhvania St Indianapolis IN
700 N Pennsyivania St Indianapolis IN
700 N Pennsyivania St Indianapolis IN
700 N Pennsyhvania St Indianapolis IN

700 N Pennsylvania St Indianapolis IN

46204
46204

46204

46204

46204

46204

46204

2021

2020

2021

2020

2021

2020

2021

Add a new member or transfer a member using the

Add/Transfer Member button. <1>
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Add New Member

Home > Membership > AddorTransferMember

@ MNew member- never been a TAL member or SAL member
(O Current or former member

Continue [eERiE

FMB { St S Oic¢néavgrdeen an AnvedicarNlegion or Sons of the American
Legion member.
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i THE AMERICAN LEGION

Address Error?

www.zip-codes.com/state/va.aspr
https://tools.usps.com/go/ZipAction_input

Saves member to
transmittal.

When adding a new member enter as much member information as possible. Fields
with an asterisk are required. To enter a foreign address, use the pulldown menu to
select the appropriate option.

If you receive an error message about invalid city, state or zip please use zip code
verification from the United States Postal Service to verify the correct address, city,
state and zip. Entries that do not meet USPS standardization will receive an error.

After all the information is entered, click Save <1> to add the member to the
transmittal batch.
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THE AMERICAN LEGION

Add Member - Error

A customer exists with matching details 000351969454

Individual create an account prior to
joining and was assigned this ID. No
membership details are attached.

I ndividual 6s detail s
- record. Previous expired or member
of another post or squadron.

D’

'y SNNEBN) YSaal 38 YI
YSYOSNI L51 ¢ 2KSy |
reasons:

L O«

OdzNJ 4! [/ dzad2YSNJ S
I YSYOSNE (GKAA Y

;U(

2
Ay

<1> The individual created a MyLegion account prior to joining. MyLegion does allow
individuals to create an account prior to becoming a member. It assigns them an ID#
however their account has no membership details or access to discount codes and
YSYOSN) 2yt & NBa2dzNDOSao® CKAAa L51 gAft y?2
permanent membership ID#.

<2> The message will also appear if the individual is an expired member not included
in the post transmittal list, or the member is a member of another post.

Make note of the member ID#. Return to post transmittal and process as current or
former member. Cancel to return to the post transmittal page.
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Mylccount | My Groups IN Post 0495

POST TRANSMITTAL

Status OPEN Per Capitas Actusl
Card Count : 2
Natioral $15.00

Department $16.50

Post $8.00

Total smount due todsy :

Member First Name Member Lsst Name

123466789 Sample, Frances email@yahoo com 700 N Pennsyivania St Indianapolis IN 46204 2021

123456789 Sample, Mary email@yahoo com (317) 555-5555 700 N Pennsylvania St Indianapolis IN 46204 2022
123486789  Sample, Mary email@yahoo.com (317) 555-5555 700 N Pennsylvania St Indianapolis IN 46204 2021
123456789 Sample, Steven email@yahoo com 700 N Pennsylivania St Indianapolis IN 46204 2020
123456789 Sample, Steven email@yahoo com 700 N Pennsylvania St Indianapolis IN 46204 2021
123456789 Sample, Zachariah  email@yahoo.com 700 N Pennsyivania St Indianapolis IN 46204 2020
123456783 Sample, Zachariah  email@yahoo com 700 N Pennsylvania St Indianapolis IN 46204 2021

Return to Add/Transfer Member <1>
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THE AMERICAN LEGION

Home > Membership > AddorTransferMember

O New member- never been a TAL member or SAL member
® Current or former member

Continue [ge=ited]

Add this member as a current or former member.
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THE AMERICAN LEGION

Home > Membership = TransferMember

Transfer-in Existing Member

* Member |D: 351969454

¥ Last Name: Vickers

Continue [fe=hss

Enter the ID# and last name. <1> This information is required.
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HE AMERICAN LEGION

Saves member to
the transmittal.

Demographics entered during MyLegion registration will populate. Update any
information needed andave to add the member to the transmittal.
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MEMBERSHIP PROCESSING

MEMBERSHIP > POST TRANSMITTAL

POST TRANSMITTAL Transfer

rrrrrrr

2022

To transfer a member, payment must be processed with
the transaction. Members that are current and request
a transfer are submitted to department headquarters.
Online membership processing requires a payment with
each record processed.

To transfer a renewing member, select Add/Transfer
Member. <1>
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Transfer Member

Member must renew in same transaction

Home > Membership > AddorTransferMember

O New member- never been a TAL member or SAL member
@ Current or former member

(@Ta )1 Cancel

Select current or former member and continue.

112



THE AMERICAN LEGION

Saves member to
the transmittal.

Member First Name

Member Last Name

Member Address Info

Enter the member ID# and last name.

Update any information needed and Save. This saves the member to the batch.
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MEMBERSHIP PROCESSING

MEMBERSHIP > POST TRANSMITTAL

POST TRANSMITTAL

Actual

Department 9.00 $55.50
$27.00
$7.50

$82 50

The Summary recalculates with the amount due.

To remove members from the transmittal, uncheck the

box next to the name. To delete the whole transmittal,
aSft SO0 &45SfSGS ¢ NJ yéYA[']i'JI- f ¢

View the members in the transmittal using the List
Selected icon. <1>
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MEMBERSHIP PROCESSING

MEMBERSHIP > POST TRANSMITTAL

My Groups IN Post 0495

POST TRANSMITTAL

Status per Cap Ac
Card Count 3

Hational $ $55.50
Oepariment 0 4950
Pest 00 000
Total amount e tod G

350000123 Al 2022
123456789 S (317) 5555555 2022
123456789 T 2022

THE AMERICAN LEGION

After reviewing the transmittal finalize or go back to add more members.
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MEMBERSHIP PROCESSING

MEMBERSHIP > POST TRANSMITTAL PAYMENT

ECheck information

TRANSMITTAL PAYMENT

Total Selected To Pay: $105.00
MENT INFORMATION A
ooooooo

v Add new eCheck

114222205931 3355~0005588888"

umber | Check  Account Number

7* By Clicking the Submit button below, | authorize the American Legion to make a one-fime charge on 3/6/2021 for the amount of 105.00.

Payment information was not transferred to the new interface and must be entered
when finalizing the transmittal. Enter the routing and bank account information.

How do you identify a Routing and Account

Number on a Check?<1>
Ui flfbtjftu!l!gmbdf!up! gj c
number is to look at your paper checks. The
check will typically have the 9-digit routing
number down on the bottom left of the
check. It will be in a sequence of three
numbers printed in MICR (magnetic ink
character recognition) form. All routing
numbers are 9 digits.
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The most common length for bank account
numbers is 9, 12, or 10 digits. Although they
range from 4 to 17 digits long. The account
number works in conjunction with the
routing number. While the routing number
identifies the name of the financial
institution, the account number identifies
your individual account.

Foreign posts and squadrons can process membership with a credit card. Online
membership processing is designed for payment to be processed with a post or
squadron account and not with individual credit cards.

The only payment method for US poste@heck Enter the bank account
information, authorize the ong¢ime charge by clicking the checkbox and Pay Now.

This information will be stored for future transmittals. Entering new payment
information holds future transmittal from finalizing until the first transmittal

completes. This is to ensure all subsequent transmittals have valid bank information.

If you receive an error when entering payment information, contact your financial
institution to verify ACH payment account information.
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MEMBERSHIP PROCESSING

MEMBERSHIP > POST TRANSMITTAL PAYMENT

TRANSMITTAL PAYMENT
) Selected To Pay: $35.00

PAYMENT INFORMATION

The next time a transmittal is finalized, the information is stored.

Stored bank information can be updated. <1> Click the link to Update Account
Information to reenter.
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MEMBERSHIP PROCESSING

MEMBERSHIP > POST TRANSMITTAL PAYMENT

TRANSMITTAL PAYMENT
Total Selected To Pay: $39.00

PAYMENT INFORMATION

> Selecta Saved Bank Account

‘eCheck Billing Address

PO Box 398
Fultondale. AL, 350680398,

<1> Add the neveChecknformation, check the authorization box and Pay Now.

If you receive an error when entering payment information, contact your financial
institution to verify ACH payment account information.
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David Sample

@ LEGION.ORG

MY ACCOUNT

THANK YOU! | RECEIPTS PROCESSED ARE: 4406098

Finalization of a transmittal produces a receipt number. This is notification the
transmittal has been received and is in proce¥ghile in pending statusQUNtS

are added to the National Target Date membership
reports and are immediately available for Departments
to add to their membership reports. Legion members do
not receive renewal notices and it prevents them from
renewing online that creates duplicate payments.

To view the transmittal summary, and print the receipt, click Print Transmittal
Summary.
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Page: 1 of 1

0495 Leo F Welch, Jr

# Cards: 3
Total Amount: $105.00
Status: Marked For Posting
Charge per member: $35.00
Date Submitted: 07/01/2021
Invoice #: 2103060001

Members in this Batch

Member ID# Name Membership
Year
123456789 B. Sample (Renewal) 2022
123456789 New Member Name 2022
123456789 Transfer Member Name 2022

Print or Save this document for your records. This information is also available
anytime in your transmittatistory.
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THE AMERICAN LEGION

Transmittal History
April 1, 2021 to present

Transmittal history currently includes all transmittal submitted or in process since
April 1, 2021.
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LEGIONO!

LEGION.ORG David Sample

MY ACCOUNT

SHOPONUNE  LOGOUT

MEMBERSHIP

Medccount || My Grou
MY VIEWS || MyOroes

CONSOLIDATED REPORTS

© Need Help? View MyLegion.org Help Documentation
Thank you for your patience as we complete our migration
Please review known issues and their status

View / Edit R

orts

MEMBERSHIP PROCESSING

CONSOLIDATED REPORTS

Process Membership

[ reports are now available for the following:

MEMBERS o PostAdjutans

= Sausdron Adjutants
vi

Epos Click "Edit Reports™ to view and edit your consolidated reports.

Global Member Search

Edit Reports
GROUP INFORMATION

Group Attributes / Services
Group Message ATTACHMENTS
Cantact Information

Upload newsletter or other fles.
Publish Newsletter

MATERIALS No recor

Officer Manuals

Brochures dd New Attachment

Suggested Speeches

LN

Transmittal History is located in the left menu of your group profile.
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Transmittal History

v v C i
2022 2021-07-01 2021-07-06  ° 50.00 ]

Online transmittal history prior to April 1, 2021 will be available for review.

It includes reference number, membership year, status, members submitted and
amount.

Set date ranges to search for previous history.

123



THE AMERICAN LEGION

Transmittal History

Page: 1 of 1

03060001

Members in this Batch

Member ID# Name Membership
Year
000201176033 Robert A Basso 2022
000202421581 Richard B Ashmore 2022
000401859682 Group Administrator 2022

Clicking on the transmittal number opens details including members in the batch,
amount and status.
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MEMBERSHIP PROCESSING
IMPORTANT INFORMATION

A 1sttransmittal hold

A Declined Transmittals
A Processing time

A $10,000 batch limit

A Finalize in 14 days

Important information to know about online membership processing.

<1> Payment information was not converted from the previous interface. After
finalizing the first transmittal, a hold will prevent &2ubmission until the first
transmittal completes. This hold is to ensure payment information in stored correctly
and to prevent multiple declines in the event the first transmittal is declined.
Finalizing a transmittal prior to the first one completing will result in an error
message.

<2> Declined transmittal will require new bank information to be entered prior to
submitting the next batch.

<3> Current processing time i€93lays. Unlike the previous version, the new
MyLegion will update transmittals once approved by the financial institution.
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<4> There is a $10,000 batch limit per transmittal. Amounts higher than that should
be broken down to separate transmittals that meet the limit.

<5> Transmittals are to be finalized within 14 days. Members pay their dues with the
expectation they will be removed from future renewal notices, receive their
membership card in a timely manner, and receive their magazine. When posts do not
transmit in the allotted time frame, they run the risk of upsetting their members and
making them not want to belong. Open transmittals not submitted in 14 days will
receive a reminder to submit and are deleted if no action is taken. All members in

the transmittal will have to be rentered.
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MyLegion.org

Group Administrative Tools

Member Management,
Rosters, Reports and Labels

MyLegion provides other administrative tools such as, member management, rosters,
reports, and labels.

126



fvoae LEGIONORG  SHOPONUNE  LOGOUT

@ LEGION.ORG

David Sample

MY ACCOUNT

MEMBERSHIP SUBSCRIPTIONS GIVE RESOURCES SHOP CONTACT

Medccount || My Grou
MY VIEWS [ || MyOroes }

CONSOLIDATED REPORTS
@ Need Help:

Thank you for
Please

MEMBERSHIP PROCESSING

CONSOLIDATED REPORTS

Transmittal History
Consolidated reports are now available for the following:

- Click "Edit Reparts™ to view and edit your consolidated reports.
Global Member Searcl
Edit Reports
GROUP INFORMATION

ATTACHMENTS

Upload newsletter or other fles.

MATERIALS

Rosters and reports are generated in My Groups. The My Groups menu identifie