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Ruritan Member 
Management System 
Member TrainingMember Training

MMS 

Why MMS? 
Once a new club member is introduced to the 
MMS  he or she can review information and 
make sure e‐mail addresses, phone numbers, 
military service, spouse’s name and other 
important information is updated. 

This keeps you in the know as well as theThis keeps you in the know as well as the 
wealth of information our website … 

http://www.ruritan.org
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Help Screens for New Users 
This series of screen captures should illustrate the 
general ways to access information in the MMS. g y

•The images are sorted according to what
information is available to a club member
(not an officer); 

LOG IN SCREEN (for all)
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Club Member’s Personal Information Page
This information may be updated by the club member, club officer, district
officer, national officer, or national office staff. Remember when updating
information to always hit the UPDATE button last to save your changes.

Finding Other Members in Your Club
And individual member may click on the “members” icon at the top of the page

and may search for any members who are the SAME clubs as the member who is
logged in. Finding a fellow club member means you can see their telephone

number and an e-mail address … (if they have provided one.)
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Who Are My Club, District and 
National Officers?

(As soon as we add you 
as a new member – if we 
have  included an e‐mail 
address – you will be 
sent an e‐mail with your 
log‐on information for 
the MMS.) 

Once members are on 
th i i f titheir information page  
an icon allows them to 
see all of their club, 
district and national 
officers. 

Club Officer’s Access
A club officer has the same access as the member to all of the 

members in the club. The club officer can also see some graphs 
that the individual member cannot see.

Club Officer’s Home Page

• A club officer logs on to this home page. He 
may click on any name to update a file

• He may de‐activate a member who has left 
Ruritan; 

• He may mark a member who is deceased• He may mark a member who is deceased 
(a date of death must be provided), and he 
may add new members.
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Club Officer Home Page

Adding a member – check if in system.
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Attendance 

Club officers can also create meetings and update 
attendance information. You will note that the system 
d f l ll ffi di B d i ifdefaults to all officers attending Board meetings – if an 
officer is not present you must move him to the absent 
column. 

If a member (not an officer) attends the board meeting, he 
or she will need to be moved into the present column. The 
system also defaults to all members being present for a 
regular meeting – but you can move members who areregular meeting  but you can move members who are 
absent into the absent column. 

Be sure and click SAVE when you are finished.

Attendance
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Attendance continued … 

New in the MMS in 2010
Keep Track of Service Hours on the MMS

Club projects can be set up byClub projects can be set up by 
one club member, or a club or 
district officer, and then under 
each club member’s information 
and hours can be tracked. NOTE: 
Create the project ONE TIME 
under ONE member and it will 
show up under all the other club 
members. The member can 
personally enter the data or club 
officers can go into each 
member’s records and update 
the information. 
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Keep Track of Service Hours on the MMS

Later – the club officers can pull a 
report of projects and hours based 
on any date range. 

Keep Track of Service Hours on the MMS

The key is to get all hours into the MMS under each 
volunteer/members’ name. 

It is important to you and the club that you record all volunteer times worked. 
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Member Management System (MMS)
Frequently Asked Questions (FAQ)

1. I changed my phone number (or address or e‐mail) and when I go back the change doesn’t show up. 
ANSWER: After making any changes to an individual’s information you must remember to click the 
“UPDATE” button toward the center bottom of the screen for the change to actually be made.

7. I want to quit Ruritan – why can’t I de‐activate myself?
ANSWER: The system will not allow members to de‐activate themselves. If you are truly leaving Ruritan, 
please report that to one of your club officers who will make that change. Once he de‐activates you as a
member you will no longer have access to the system.

8. Can I change my passwords?
ANSWER – Use the gold “security” seal at the top of the page and you will see where you can change your 
password.

9. I forgot my password
ANSWER: On the log in page at http://mms.ruritan.org is an option for retrieving your password. It works 
only if you have entered your e‐mail into the system, and your access is already enabled.

10. Why do Ruri‐Teen club pages look different than Ruritan club pages?
ANSWER: Ruri‐Teen Clubs pay an annual affiliation fee instead of individual dues.

11: How does the “Send E‐mail to Club Members” work?
ANSWER – If you click on that option it takes you to a window where you can write the content of your e‐
mail. When you are finished and hit send, the system generates an e‐mail to all of the members of your 
club who have e‐mail addresses in the system.

12: What about the little envelope icon next to a person’s name?
ANSWER – This e‐mail option acts just like an e‐mail link on a web page and allows you to draft an e‐mail 
to that member.

20 Some of my club members don’t want to receive the RURITAN magazine or they receive too many at their

Member Management System (MMS)
Frequently Asked Questions (FAQ) continued

20. Some of my club members don t want to receive the RURITAN magazine or they receive too many at their 
house. What can they do? 
ANSWER – They (or you) can go to their personal information site and choose “N” for the “Receive 
Publications” option at the bottom left of the page. Remember to push UPDATE after the selection is 
made. Choose that option for any members in a household who do not wish to receive the magazine.

23. Where do I put a fax number?
ANSWER – There is no specific field designated for fax numbers at this time. However, you can add 
COMMENT that has a fax number in it. You’ll find the COMMENTS tab at the lower right of the screen.

24. What is the difference between street address and mailing address and do you need both?
ANSWER – Your Ruritan magazine and other material will be mailed to the street address you provide. If 
you have a shipping or physical address that is different, please put that in the street address field.y pp g p y , p p
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20. Some of my club members don’t want to receive the RURITAN magazine or they receive too many at their house. 
What can they do? 
ANSWER – They (or you) can go to their personal information site and choose “N” for the “Receive Publications” 
option at the bottom left of the page Remember to push UPDATE after the selection is made Choose that option

Member Management System (MMS)
Frequently Asked Questions (FAQ) continued

option at the bottom left of the page. Remember to push UPDATE after the selection is made. Choose that option 
for any members in a household who do not wish to receive the magazine.

23. Where do I put a fax number?
ANSWER – There is no specific field designated for fax numbers at this time. However, you can add COMMENT 
that has a fax number in it. You’ll find the COMMENTS tab at the lower right of the screen.

24. What is the difference between street address and mailing address and do you need both?
ANSWER – Your Ruritan magazine and other material will be mailed to the street address you provide. If you have 
a shipping or physical address that is different, please put that in the street address field.

25. How do I show that an Associate member is a business?
ANSWER – Under member type in the member’s personal information page you can choose business/org as their 
type. Leave the title, race, and gender fields as not designated or none.

27. If my personal information has been edited how do I find out who has edited it?
ANSWER – At the bottom right of your personal member page click on the LOG option and it will show all activity 
on your personal information – both the times you have logged in and the times others have adjusted your 
information.

Thank You … Enjoy the MMS


