Updating Board Member Information Online

Updating an Existing Board Member, Including
Those Who Were Re-Elected

1  Navigate to https://masb.com/login

2  Click "District."
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Welcome to the MASB Member Portal

To view and change your individual information, access the pages under the Member menu

Superintendent secretaries can access the District menu to make changes fo the district information

Need help? Visit our frequently asked questions page or watch our quick how-1o videos:
How to Login

Navigating the Member Porial

How to Register for an Event

How to View Your Transcript

A complete video tutorial on how to use the MASB member portal can also be viewed below
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3 Click "District Member Updates."
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Edit District Information

Welcome to the MASB Member Portal
Register for Events
Access District Members

To view and change your individual information, access the pages under the Member menu Board Member Transcripts

Superintendent secretaries can access the District menu to make changes to the district infermation

Need help? Visit our frequently asked questions page or watch our quick how-1o videos:
How to Login

Navigating the Member Portal

How to Register for an Event

How to View Your Transcript

A complete video tutorial on how to use the MASB member portal can also be viewed below
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4  Click on the magnifying glass next to the board member's name.
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Make Member Record Updates

Select the edit/pencil icon on the far left to modify an existing member's information. Select the Add button to create a new member.

If a recently re-elected member is missing from this list, please go to the Access District Members page under District and look under Inactive Past Board Members to
update their record

© Add [ Export to Excel

Contact i Board Office i Title i Begin Date i End Date
Q James Thorpe Trustee Board Member 5/31/2024 &
Q Kristine Maier Superintendent Secretary
@ Jayson Larner Superintendent Secretary
Q Dan Walker Board Member 10/14/2024 12/31/2024
Q LaTrice McClendon Board Member 1/1/2023 12/31/2026
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5 Click the "End Date" field and select their new end date.

Update Account Contact

Complete the required fields marked with a red asterisk.

Position Title Board Office

Superintendent Secretary

Begin Date

General Information

For helpful reference in entering the above
Start Date field, we have this Board Member's
board start date as:

Monday, January 25, 2021

Contact Type *

Middle Initial

Email +

First Name

Jayson

Last Name

Larner

Job Title

Nickname

Jayson

Suffix

Designation

jlarner@masb.org Assistant Director of IT and

6

Update any outdated information.

New Contact

First Name -

Middle
Initial

Prefix Last Name -

Business Phone - Mobile Phone Home Phone

Alternate Email

Contact Mailing Address Information

Street or P.O. Box Suite, Apt. or Office

MI

ZIP/Postal Code -

v

Contact Demographics Information

Gender Gender Self-Describe

Ethnicity Ethnicity Other
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7  Click "Submit" at the bottom of the page.

Upadie ALCount ontact

Copy From Account

Yes

Mailing Address

Street or P.O. Box
1001 Centennial Way

City

Lansing

County

Eaton

Demographics Information

Dietary Needs/Restrictions Gender

Work Male

Birthday Ethnicity

12/11/1978 White

Profession

Computer and Mather  ~
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Suite, Apt. or Office

Ste 400

ZIP/Postal Code

48917-8249

State

Mi

Gender Self-Describe

Ethnicity Other
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How to Reactivate a Board Member in
the Member Portal

1 Navigate to https://masb.enviseams.com/
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Welcome to the MASB Member Portal

To view and change your individual information, access the pages under the Member menu.

Superintendent secretaries can access the District menu to make changes to the district information.

Need help? Visit our frequently asked questions page or watch our quick how-to videos:
How to Login

Navigating the Member Portal
How to Register for an Event
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2 Click "District"
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Welcome to the MASB Member Portal

To view and change your individual information, access the pages under the Member menu.

Superintendent secretaries can access the District menu to make changes to the district information.

Need help? Visit our frequently asked questions page or watch our quick how-to videos:
How to Login

Navinatinn the Memher Pnrtal

3 Click "Access District Members"
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Welcome to the MASB Mem |Access District Members
Board Member Transcripts

To view and change your individual information, : BoaREnkerlaloeess

ber menu.
Event Registration Summary

Superintendent secretaries can access the District iienu w iake viianyges w uie district information.

Need help? Visit our frequently asked questions page or watch our quick how-to videos:
How to Login

Navigating the Member Portal

How to Register for an Event
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4 Click the edit icon for the contact.

© Add [ Export to Excel
Contact Type : First Name : Last Name
MASB Statt Chrissy Cooper w
MASB Staff Brenda Pilgrim
Adjunct Staff Mark Palmer I
MASB Staff Katie Kosmider
Adjunct Staff Stan Miller
a Adjunct Staff Kelli Horst
Adjunct Staff Rodney Green
Adjunct Staff Mary Kerwin
Adjunct Staff Scott Morrell
n AACR Ctaff Ctams \AlachinAatAn

5 Update the "Begin Date"

Update Account Contact

Complete the required fields marked with a red
asterisk. *

Position Title

Begin Date

Board Office

End Date
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6  Update the "End Date"

Update Account Contact

Board Office

End Date

General Information

For helpful reference in entering the above Start
Date field, we have this Board Member's board
start date as:

7  Update information as necessary

Update Account Contact

Email *

kkosmider@masb.org

Business Phone

517-327-5918

Job Title

Member Services Coordinator & Registrar

Mobile Phone

Home Phone
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8 Click "Submit"

Update Account Contact

Eaton

Suite, Apt. or Office

Suite 400

ZIP/Postal Code

48910

State

Ml
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How to Add a Newly Elected Board Member

If this board member has a pre-existing account, please update or reactivate their
account.

1 Navigate to https://masb.com/login

2  Click "District."
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Welcome to the MASB Member Portal

To view and change your individual information, access the pages under the Member menu

Superintendent secretaries can access the District menu to make changes to the district information.

Need help? Visit our frequently asked questions page or watch our quick how-to videos:
How to Login

Navigaling the Member Portal

How to Register for an Event

How to View Your Transcript

A complete video tutorial on how to use the MASB member portal can also be viewed below
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3 Click "District Member Updates."
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Edit District Information

Welcome to the MASB Member Portal

Register for Events

Access District Members
To view and change your individual information, access the pages under the Member menu Board Mermber Transcripts
Superintendent secretaries can access the District menu to make changes to the district information

Need help? Visit our frequently asked questions page or watch our quick how-to videos:
How to Login

Navigating the Member Portal

How to Register for an Event

How to View Your Transcript

A complete video tutorial on how to use the MASB member portal can also be viewed below
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4 Click "Add" at the top of the box.
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Make Member Record Updates

Select the edit/pencil icon on the far left to modify an existing member's information. Select the Add button to create a new member.

If a recently re-elected member is missing from this list, please go to the Access District Members page under District and look under Inactive Past Board Members to
update their record

@ Export to Excel

Contact i Board Office H Title : Begin Date i End Date
Q James Thorpe Trustee Board Member 5/31/2024 E
Q Kristine Maier Superintendent Secretary
Q Jayson Larner Superintendent Secretary
Q Dan Walker Board Member 10/14/2024 12/31/2024
Q LaTrice McClendon Board Member 1/1/2023 12/31/2026
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5 Click on "Contact Type."

New Contact

General Information

Contact Type -

Position Title Begin Date

Assistant Superintendent

Board Member

Exhibitor

Student

Superintendent

Superintendent Secretary
Superintendent Secretary Backup

Board Office

IMPORTANT - If you select "Yes" for the Account Administrator field, the newly created user will be able to
update your school district information and register others for events when logged in. If you choose "No” the
newly created user will only have access to update their own information, purchase publications and register
only themselves for events

Account Administrator

6 Select "Board Member."

Assistant Superintendent Begin Date
Attorney £
Billing Main Contact

End e

Business Associate =]

CSA Individual -

T EE TR S T

Superintendent Secretary

Superintendent Secretary Backup

Board Office

IMPORTANT - If you select "Yes" for the Account Administrator field, the newly created user will be able to
update your school district information and register others for events when logged in. If you choose "No" the
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7 Under "Position Title," select "Board Member."

General Information

Contact Type *

Board Member -

Position Title Begin Date

| Board Member l End Date

Student

Superintendent

Superintendent Secretary
Superintendent Secretary Backup

Board Office

IMPORTANT - If you select "Yes" for the Account Administrator field, the newly created user will be able to
update your school district information and register others for events when logged in. If you choose "No" the
newly created user will only have access to update their own information, purchase publications and register
only themselves for events.

Account Administrator

8 Enter their "Begin Date."

New Contact

General Information
Contact Type *

Board Member

Position Title Begin Date

Assistant Superintendent
© Board Member

Exhibitor

Student

Superintendent

Superintendent Secretary

Superintendent Secretary Backup

Board Office

IMPORTANT - If you select "Yes" for the Account Administrator field, the newly created user will be able to
update your school district information and register others for events when logged in. If you choose "No” the
newly created user will only have access to update their own information, purchase publications and register
only themselves for events

Account Administrator
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9 Enter their "End Date."

New Contact

General Information

Contact Type *

Board Member

Position Title Begin Date

01/01/2025

Assistant Superintendent
© Board Member End Date

Exhibitor
Student
Superintendent
Superintendent Secretary
Superintendent Secretary Backup

Board Office

IMPORTANT - If you select "Yes" for the Account Administrator field, the newly created user will be able to
update your school district information and register others for events when logged in. If you choose "No” the
newly created user will only have access to update their own information, purchase publications and register
only themselves for events

Account Administrator

10  Set "Board Office" to "Trustee" unless they have an officer role.

New Contact

General Information
Contact Type *

Board Member

Position Title Begin Date

01/01/2025
Assistant Superintendent
© Board Member End Date
Exhibitor
Student
Superintendent
Superintendent Secretary

Superintendent Secretary Backup

Board Office

IMPORTANT - If you select "Yes" for the Account Administrator field, the newly created user will be able to
update your school district information and register others for events when logged in. If you choose "No” the
newly created user will only have access to update their own information, purchase publications and register
only themselves for events

Account Administrator
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11  Enter their name, phone number, email, and address.

New Contact

Prefix First Name - Middle Last Name *
| Initial

|Buslnuss Phone - | Mobile Phone Home Phone

—
Email - Alternate Email

Contact Mailing Address Information

Street or P.O. Box Suite, Apt. or Office

MI

ZIP/Postal Code -

v

Contact Demographics Information

Gender Gender Self-Describe

Ethnicity Ethnicity Other

12  Click "Submit"

New Contact

Alternate Email

Contact Mailing Address Information
Street or P.O. Box * Suite, Apt. or Office

(@ Required field.
City * Mi

ZIP/Postal Code

v

Contact Demographics Information

Gender Gender Self-Describe

Ethnicity Ethnicity Other

Birthday Profession

l SUBMIT l
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