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Click “Add Member” 1 



Fill-in member details 2 

Click “Submit” to 
save 

4 

Upload member photo (if any) 3 





Click “Member” 1 



Delete member 

Send personal 
SMS to member 

View member details 



Click “Member” 1 

Steps to Import Member Database from Excel 



Click “Add Member 
(Import from excel)” 

2 



Download the “Sample 
excel format” file 

3 

Note: Fill-in your data there in the excel format file 



Click “Submit” to import 5 

Click “Choose file” to select the 
excel file you edited  

4 



Successfully imported! 6 





Click “Member Feedback” 1 



Click feedback icon 2 

Feedback 
recorded 

No feedback yet 



Record a member 
feedback  

3 

Click “Submit” to 
save 

4 

List of member feedback 





Click “SMS” 1 



Edit SMS template 

Delete SMS Template 

Click “Add Template” 2 



Click “Submit” to save 6 

Note:  153 character = 1 credit 

Enter SMS Template Title 3 

Select language 4 

Enter SMS Template Message 5 



Click “Submit” to save 2 

Fill-in SMS details 1 





Click New Admin 1 



Click “Submit” to save 3 

Fill-in Admin details 2 



THANK YOU 
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