
 

Support for the MMS system is:

MMS: Masonic Membership Solutions

Chapters, Councils and Other Masonic Bodies

Phone : (214) 888-0220
Administrator: Robert Bigley & Marci Martinez

Email: manager@MMS1.us

Grand Encampment of Knights Templar
Commanderies

Phone: (713) 349-8700
Administrator: John Elkinton

Email: john@gektusa.org
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Secure Log In

The secure login page is the start of MMS.
 

Components

m  Username – Name assigned to user to log into system
m  Password – Password assigned to log into system
m  Register for new User Account
m  Recover your forgotten Password
m  Request Access

 

To access Secure Login, open a web browser and enter www.masonic-web.com to link to the
secure login page.
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Request Access

· How does one request access:

 

· Once the request comes in:

o Knights Templar – GEKT will contact the Grand Recorder to receive approval
o All others not Knights Templar – The MMS support team will contact the Grand

Recorder/Secretary to receive approvals.
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· Access is assigned in two BASE User Groups:

o Edit – allows user to update all data that his ID gives him rights to

o View – allows user to run all reports that his ID gives him rights to

· Within that BASE User Group the ID is assigned to user groups:
N = National
S = State
L = Local

· You can always check your access rights by clicking on “Profile View”

· When ID’s are setup they are assigned an email address, which has nothing to do with the email
address on the member’s record.  ID’s are not linked to membership records.

o Because of this the User can always change that email address that is assigned to his ID by
clicking on Administrative / User Profile / User Profile Update from the home screen.
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o This will bring up the user id’s personal profile and from there the user can update at that

time.
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User ID's

o When logging in if you enter the incorrect UserID you will get a message

o When Logging in if you have the correct ID but wrong password you will get a message

o System will lock the user ID out of system if user tries to access 3 times with incorrect

password, upon doing so a message appears on screen for user to contact System
Administrator who will unlock ID and will request the system send user an email with a
new password, as we cannot see passwords.

o Also every quarter we deactivate all USER ID’s that have not been used in over 12

months, when the user logs in after we have deactivated they will get a message to
contact System Administrator.

o Because of the clear messages there is no such thing as “the system will not let me in and

I don’t know why” – messages are in red at the top tell user exactly why they cannot get in.
§ A user may request on the home screen a new Password anytime which will go

back to the email address they registered with.
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News Feature

The “NEWS” button in MMS will be used to announce new features or updates within

the MMS database.

At the center of the top of your screen you will see:

Once you click on the “NEWS” button you will see a pop up window with a date and the

overview announcement.

To make the window larger you can click on the square and scroll up and down with the

scroll bar.   To exit click the X top right on the pop up.

In some cases, we will give you more detail and point you to the User Manual.

To get to the User Manual follow the steps below

HELP – User Guides – MMS User Manual
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Click on the Open: MMSUserManual to open the document.

Once the document is open you can click on the lines to open the Index

This will open up 2 items (Thumbnails) – (Index)

Thumbnails – shows image of pages down left side

Index - This will give you a list of items in the document

down the left side. To go to a subject you can click on the

title and the document will go to that subject.
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Structure of a Record

o Everything in the database is stored at a N S L structure

§ N – National
§ S – State
§ L – Local

o Data within that structure for a member is a ONE-to-Many relationship

§ One People record – contains Profile data

· People record has MANY memberships
o Memberships are stored at the N S L level and have:

§ Current and historical status
§ Orders / Degree dates
§ Honors
§ Elite Categories
§ Offices
§ Donations
§ Committees
§ Dues data
§ Data on other Organizations not in Database

This is the People Record containing the members Profile data:
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System Rights

Training is available :

o One on One – phone or shared session
o In scheduled meeting on site – Costs to be covered

Who can have access to the system for Knights Templar:

o The normal process for access to MMS is given to the following Sir Knights:

View Only Rights
· Grand Encampment Current Officers
· Grand Encampment Department Commanders
· Other Committee Chairman as requested – approved by Grand Encampment.
 

     View Only Rights– if requested and approved by the Grand Recorder:

· Grand Commander
· Deputy Grand Commander
· Grand Generalissimo
· Grand Captain General

o Other special access if requested
                 Voluntary Campaign Chairmen   

 Membership Chairmen
 Regional / District / Divisions – Representatives within a state

Edit Rights:
· All Grand Recorders
· Assistant Recorders or Office staff.
· Constituent Recorders with approved access by Grand Recorder
· Assistant Recorders with approved access by Grand Recorder
· Grand Encampment Office
· Knights Templar Eye Foundation State Chairman
.    Knights Templar State / Membership Chairman

Who can have access for other Masonic bodies:

Edit Rights:

.    All Grand Recorders / Grand Secretaries

.    Local Recorders / Secretaries with approved access by the
Grand Recorder / Grand Secretary

.    All others with approval from the Grand Recorder / Grand Secretary
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Profile Update

Individual members in the Knights Templar wanting to update their profile data can do so at any
time.

o This is done by going to the GEKT web site http://www.knightstemplar.org/

§  Within the pulldowns select MMS

              Or you can go to https://www.masonic-web.com/mms/memberbio/default.aspx

This will bring the member to the MMS system Personal Identification screen, which will allow them
to gain access to their individual data.

 

Click “Verify My Identity” it will populate the screen with the members personal data.

The MMS membership number is obtained from all dues cards generated from the MMS System
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MMS Header

Components

By clicking on Logo it's a quick Link to 'Home" or "Search for Member" and will Clear
out Screen

Title and Version
Link to Disclaimer

Displays User Name and a way to View your profile Information which shows your
access rights.
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· Membership
o Find a Member – used to find a member – clears current screen and returns

you to home, same as selecting Logo.

· Organization
o  Maintenance – allows for updates to be done to the National, State or Local

body information based on your access rights.

1. System – shows you system tasks

LogOut of System

There are 4 Menu Tabs shown on the home screen

1. System – shows you different system categories
2. Reports – provides 5 base sections to run reports

          3. Administrative – administrative tasks
          4. Help – contains user guides & documentation
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l Reports – shows you all the different categories which contain
reports.

·  Member –provides a list of all the reports that are available at
   the member level.
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· Organization –provides a list of all the reports
that are available at the organization level.

· Donations –provides a list of all the reports that
are available to track donations. Knights Templar
Only

l  Voluntary Campaign -  Knights Templar Only

§ KTEF Comparative Campaign – shows campaigns
side by side.

§ KTEF Campaign Activity – the base report for all
contributions that are received during a campaign.

§ Contributions by Fiscal Campaign – shows you by
Commandery where the funds were credited.
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o Contributions -  Knights Templar Only

§ Contributions by Body – shows all contributions posted
to an individual body within a specific date range.

§ Contributions by Source Code – shows all contributions
within a date range based on source code assigned to the
individual contribution.

§ Contributions by Fund & Jurisdiction – shows all
contributions within a jurisdiction based on a date range
and fund allocation.
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l  Misc. - Knights Templar Only

§ KTEF Exemptions Roster  – shows by jurisdiction the KTEF Exemptions
for Active/Inactive as of a specific date.

§ LS/P/AP/GC/GM Percentages – shows by jurisdiction the percentages
based on active members for each program.

§ Life Sponsor 100% Roster – shows by jurisdiction those local bodies
that are currently at a specific percentage range.

§ Grand Master/Commander Report – shows by jurisdiction the Grand
Commander and Grand Master Clubs held by individual members, and
for Grand Commanders Club the current accrued amount applied to the
club.

· Dues - Knights Templar Only

l Member Exemption List – shows by jurisdiction the 
individual exemptions that are being applied for Dues.
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l Statistical

l Activity Modification Log – shows by jurisdiction the individual activity
that has been done to each member and who did it.

l Annual Return – runs the Annual Return based on a date range, and
provides a summary of the numbers and supporting data for each of the
return categories.

l User Access Report – shows by jurisdiction within a date range what
users have rights and the last time logged in and if they have made any
changes.

l Active Local Bodies – shows by jurisdiction the number of local bodies
in the system.
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§ Administrative – shows you all the different administrative functions
available to you as a user.

· User Profile – shows the different profile tasks which you can
update.

o Change Password – allows you the user to change

your password.

o User Profile Update – allows you the user to change

some of your profile data.

o Change Security Question – allows you the user to

change your security question.

o Email Log – tracks all emails to and from the system

administration.

· User Forms – shows the forms that are available within the
system.

o Recorder / Secretary Signature Form – used by local

recorders and secretarys so that their signature can be
applied to the dues cards.
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§ Help – gives you the ability to review User Guides and current and archived
documents.

· Send Email to System Admin – allows you the user to
send an email to system admin.

· User Guides – Searchable PDF Guide.

 22



 
Email: manager@MMS1.us   Version 5.00.00

  Masonic Membership Solutions
User Guide

Member Search

The Member Search page is the first screen seen when logging into MMS.  There are 3 levels in MMS,

National, State, Local, you can only search for members you have rights to.

* National Users have access to all the members in their National body.

* State Users have access to all the members within their Grand body.

* Local Users have access to all the members within their Local body.

 Those with editing privileges can make changes to the records, for example, change status, change

address, add officers, honors or elite categories.  Those with view access can only view the records.

You do not need to type in the entire name to search for a person.  You can type in a few letters from

the first name and a few letters from the last name.  If there are too many found then add a few more

characters of the name to narrow the search down.

o Along with Name or Number search you can limit it by where the member lives.

§ Hint – not something to be using on initial search.
o In the search area is a special section for those National Bodies that seem to have their

own National Number.
§ Currently only KTP

There is also a way to search by email or phone number.
l On the home screen you can click on the Email or Phone Number
l Once you click you can then seach by Wild or Exact
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o In this area you have the ability to limit the number of records that are returned on a

search and how the match should be made.
§ Return – we suggest 100

· If the search returns more than the 100 you will get a message
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l Match – we suggest Wild – this addresses misspellings and allows
you to limit the number of characters you have used in the search

l The Photo section is used when you search for a record, if the record
found has a photo it will appear.

l The blue bar (Prior) on the right allows you to go back and select
individuals that you have searched for in the past.  By pulling it down
you will get a complete list.

· Selecting “Prior” allows you to change the order of the pulldown
from most recent to alpha order.

l The yellow bar will display the record found from the search entered.

l The FOUND area will tell you how many records it found.
l Using the pull down on the right of the yellow bar will display all

           the records found.
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By selecting the name you would like to look at, it will bring up the full Profile data
for this member.
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  Add a New Member

To add a new member, click on System, Membership, “Add a New Membership” menu item.

 
 

User must search for the “new” member before proceeding in the system to ensure duplication of the

person does NOT occur. The search filters on this screen are identical with those on the Find A Member

search except you will be searching the entire database regardless of your National Body.

Tip in Search: Many times when you are doing a search a member is really on the database but spelled

differently, this results in adding duplicates to our database. To prevent this many times you do not need

to completely type out the members name. Example: Robert W. Armstrong - you can locate this by just

"Ro" as first name and "Arms" as the last name. This will bring you back a list of possible members, from

the list just search through, if you get too many then increase your search by adding additional

characters.

 

 

After searching the database the system will return records matching what you have entered as the First

and Last Name, below you will see two examples of what is returned and what steps to follow next:

Example 1 - is what is returned if a match has been found.

Example 2 - is what is returned if no match has been found.
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Example 1 – Match

Because the system has found members within the full database it will return the total records found along

with a complete list of each record with their member affiliations and status within that body. If you do

not find the record follow the procedures outlined below in Example 2 – No Match. If you have found the

record that you wish to append (add) another membership to, click on that record.

Once the record is selected you will need to select the “National” body from the pull down, because this

pull down is controlled by your permissions in many cases it will be defaulted based on these

permissions.
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After you have selected the national body based on your permissions the state and local body will be

defaulted. If you have state permissions you must select the “Local” body you want to add the

membership to.

Because you are adding a membership to the current member you will need to select “Select Status” on

how you wish to append (add) this new membership to the member.

After you have Selected Status and clicked on "Continue" the system will do a double check on the body

you are appending (adding) this membership to, and if the system finds any members that are a potential

match based on the last name it will list them and ask you to confirm that this member is not already in

your local body.
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If you find that this membership is already in the local body click "Cancel". If you have done a double

check and you want to continue to add this membership click "Continue & Save record". Once you have clicked

"Continue & Save record” the Member Add Orders screen will appear. At the top of this screen is the member’s

current orders with dates and the location where they were taken. These are for information display only and only

those with permission to that Local body can change the date and or location, so if you see a mistake please let

your Grand Recorder or System Administrator know.

The member status that you have selected prior to this screen appears bottom left. You only need to add

the Date of that status into the system and the person that was the First Line Signer of the application.

The pull down for “First Line Signer” may not have all members going back in history or if you do not

know who signed it, you can select "Unassigned"

 29



 
Email: manager@MMS1.us   Version 5.00.00

  Masonic Membership Solutions
User Guide

Note – the First Line Signer pull down table only contains members within the local body that the

membership is being added to, it displays the names in three colors:

Black - Active members ---- Red - Deceased members ---- Gray - Inactive members

At any time prior to selecting "Save" you can click on "Reset" this will erase all your information

entered but will keep you on this window, or if you select "Cancel" it will cancel out of everything you

have done and back you out of this screen.

Once you have selected “Save” on the Member Add Orders screen you will be taken to the Edit Status screen,

which will confirm everything has been added as you have entered it.
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Example 2 - No Match

If the system has found no member within the full database that matches based on the data you

have entered, before you add this member, please double check the spelling to ensure you have

entered it correctly so we don’t end up with a duplicate in the database.

If it has been correctly keyed click on:

"I would like to ADD a new person and membership to the database".

OR
You will get a list of names to review to see if it is the member you are looking for.
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After clicking on the add link as noted above you will be taken to the Membership Add screen, in this

screen, you will need to add the remaining member information including "Address" and "Date of

Birth". (both are mandatory).

                          Date of birth is very important because it is used in edit checks and reports, so please have the

                          correct date entered, but if you do not know the date you can key in 1/1/1900.

   If the members address is unknown, click “Unknown” in the address area.

After the address has been entered click on “To USPS Certify, click here”.
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Once you have clicked “Continue” from the Membership Add screen your next step is to select the “National”

body from the pull down, because this pull down is controlled by your permissions in many cases it will

be defaulted based on these permissions.

After you have selected the national body based on your permissions the state and local body will be

defaulted. If you have state permissions you must select the “Local” body you want to add the

membership to.

Because you are adding a member and his membership you will need to select

“Select Status” on how you wish to append this membership to the new member record.
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Note: If you select a status listed below: (The examples below show Knights Templar, the verbiage will

change based on the body)

“Petitioner/Candidate” - will allow you to add Petitioner & Candidate data as well as partial

orders

“Knighted - Orders Required” –Petitioner and Candidate dates are not recorded or required

but ALL ORDERS are.

“Affiliated”- used when a member is Affiliating with another local body or cannot be found on the database (this

normally happens if a demit was issued prior to 2010 – if it was issued after 2010 please contact

your Grand Recorder or System Administrator). Using Affiliated will require you to enter in the

dates for Orders and where they were taken so make sure you have that information before

proceeding.

“Reinstated”- used when a member is being Reinstated but is not currently a member of your

local body (this normally happens if a suspension was issued prior to 2010 – if it was issued after

2010 please contact your Grand Recorder or System Administrator). Using Reinstated will require

you to enter in the dates for Orders and where they were taken so make sure you have that

information before proceeding.

After you have Selected Status and clicked on "Continue" the system will do a double check on the body

you are appending (adding) this membership to, and if the system finds any members that are a potential

match based on the last name it will list them and ask you to confirm that this member is not already in

your local body.

If you find that this membership is already in the local body click "Cancel". If you have done a double

check and you want to continue to add this membership click "Continue & Save record"
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If you have selected “Petitioner/Candidate” status option you will be taken to the Add Membership/Orders

screen to enter the dates. If you have all orders you may enter them all at one time, but it is required that

you MUST enter “Petitioner” date and the “First Line Signer”.

Don’t forget the system will do a double check on the body you are adding the member to, to see if it finds

any members that could be a potential match based on the last name you supplied. (this is explained

earlier in this document)

The pull down for “First Line Signer” may not have all members going back in history or if you do not

know who signed it, you can select "Unassigned"

Note - the First Line Signer pull down table only contains members within the local body that the

membership is being added to, it displays the names in three colors:

Black - Active members ---- Red - Deceased members ---- Gray - Inactive members

Example
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Because you have selected “Knighted - Orders Required” order status the Members Add Orders

screen will appear. Don’t forget the system will do a double check on the body you are adding the

member to, to see if it finds any members that are potential matches based on the last name you supplied.

(this is explained earlier in this document)

The member status that you have selected prior to this screen appears bottom left. Because All Orders are

required on this screen just fill in the order dates. The State and Local body information is defaulted from

the previous screens based on your permissions. You will be required to enter the First Line Signer of the

application.

The pull down for “First Line Signer” may not have all members going back in history or if you do not

know who signed it, you can select "Unassigned"

Note - the First Line Signer pull down table only contains members within the local body that the

membership is being added to, it displays the names in three colors:

Black - Active members ---- Red - Deceased members ---- Gray - Inactive members

At any time prior to selecting "Save" you can click on "Reset" this will erase all your information

entered but will keep you on this window, or if you select "Cancel" it will cancel out of everything you

have done and back you out of this screen.
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Once you have selected “Save” you will be taken to the Edit Status screen, which will confirm

everything has been added as you have entered it.

If you selected “Affiliated” or “Reinstated” status, the Membership – Add Membership/Orders screen

will appear. Remember at this point you are adding the member because you could not find him in the

database as well as his dates of his orders/degrees and where they were taken. Don’t forget the system

will do a double check on the body you are adding the member to, to see if it finds any members that are

potential matches based on the last name you supplied. (this is explained earlier in this document)

The member status that you have selected prior to this screen appears bottom left. Because this member

was not originally found in the database and you have elected to add the member data as well as the

membership you still must enter in the order dates and where they were taken. In this screen you have the

ability to select the original state and body which may be out of your jurisdiction. (If you do not locate

that body please contact the System Administrator before adding (“Cancel” out). Because all Orders are

required on this screen and they are used in many different reports the dates and locations must be correct

and are very important – DO NOT GUESS.
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The bottom section State and Local body information is defaulted from the previous screens. You will be

required to enter the date and also the First Line Signer of the application.

The pull down for “First Line Signer” may not have all members going back in history or if you do not

know who signed it, you can select "Unassigned". It is noted that Reinstated does not require a first line

signer – just select “Unassigned”

Note - the First Line Signer pull down table only contains members within the local body that the

membership is being added to, it displays the names in three colors:

Black - Active members ---- Red - Deceased members ---- Gray - Inactive members

At any time prior to selecting "Save" you can click on "Reset" this will erase all your information

entered but will keep you on this window, or if you select "Cancel" it will cancel out of everything you

have done and back you out of this screen.

Once you have selected “Save” you will be taken to the Edit Status screen, which will confirm everything has

been added as you have entered it.
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Edit Status

If you want to edit an existing members status you first must search for the record by Name or
Membership Number.   To Find member first clear the screen by either clicking on the MMSolutions logo
or pull down the "System Functions" menu and select Membership and the "Find a Member" sub
menu.

Begin by entering the members name or member number.

Tip in Search: Many times when you are doing a search a member is really on the database but spelled

differently, this results in adding duplicates to our database. To prevent this many times you do not need

to completely type out the members name. Example: Robert W. Armstrong - you can locate this by just

"Ro" as first name and "Arms" as last name. This will bring you back a list of possible members, from the

list just search through the list, if you get too many then increase your search by adding additional

characters.

Also note “Filter by State of Residence” is provided but not normally needed and should only be used if

you need to narrow down the search which normally this can be accomplished in the name fields.
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After searching the database the system will return records matching what you have entered. The

number of results will be displayed on the left. To display the entire list of results, click on the down

arrow icon on the right hand side of this highlighted box.

The list of results will appear showing Member Name, Birth Date, and Address. Note: Red records are

deceased members.
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Click on the member line in the results grid, this will automatically select the record and link all his

data into the Member Profile screen. On the left side will be the base core functions which are linked

to your permissions.

Depending on what you are wanting to do you will have two options.

Example 1 - if you are changing a member’s current status.

Example 2 - if the member has partial Orders/Degrees and not yet elevated to full membership and

you wish to add more Orders/Degrees or he is currently at a Candidate status and you wish to add one

or all of the Orders/Degrees.
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EXAMPLE 1  - if you are changing a members current status.

Click on "Memberships

Clicking  on "Memberships" brings you to the "Edit Status" screen.

At this point please note the different error messages. Please pay attention to these message as they will change based on

members current status.

Also from this screen you can view the members current status history by clicking "History".
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In the Status field pull down is the menu which gives you the different statuses that are available for the members current

status.  (example current status is Knighted so the two other available status will be Demitted or Suspended.)

You will notice that if the members current status is "Candidate" you can select "Enter Orders" which will bring up the

Order Degrees / Order Edit Screen for you to enter in the dates.
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In the Orders/Degree/Grades Edit screen by selecting "Add" you can add only one order or all Orders/ Degrees/ Grades

at once, in this screen the National, State and Local bodies are all defaulted from previous screens.

EXAMPLE 2 - if the member has partial Orders/Degrees/Grades and is not yet elevated to full membership  and you wish to

add more Orders/Degrees/Grades or is currently at a Candidate status and you wish to add one or all of the orders/degrees.

Because member has some of his Orders/Degrees/Grades selected or is currently at a Candidate status click on

"Orders/Degrees /Grades Edit" which will bring up the Orders/Degrees/Grades screen.
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Organization Maintenance

Accessed by clicking on the System menu and choosing the Organization sub menu, and then selecting

the Maintenance sub menu.
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  Left-hand side navigation – Use the drop downs located on the left-hand side to select the “Body” you wish to

  view/edit.

            NOTE: These drop downs are populated based on user permissions. Therefore if you have rights to

            view/edit only 1 Commandery, the drop downs will NOT allow you to navigate to any other “body”.

Core Functions (Left Hand Side Navigational Links)

o Profile – “Body” information such as Name, Number, Charter Date,

     Dues Cycle Date, Federal Tax ID #, etc

o Screen will also display the current Recorder of the Commandery and will

     note if their signature image is on file to be used for annual Dues Cards

This screen also accommodates a Department assignment for STATES only.
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Address

      Official - Address where the Body meets. This address is required.

    Shipping – Address where body would like all shipped items to be received if different from

       the Official address. (This address is required for Annual Dues Card distribution)

       Dues Return Address – Address where body would like all Dues correspondence to be received

       if different than the Official address. (This address is required if doing Annual Dues Cards)

       Mailing Address – Address where body would like all mailing correspondence to be received if 

       different from the Official address. This address is optional.

 

If you need to edit an address make sure to click on Address Edit from left hand side navigation. Then simply

click on the address you want to change and you will then be able to edit in the address area below. 
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   Officer – Screen where the user can update (view/edit) their offices (Please refer to the

    Officer Module for more specific navigation of this screen)

Committees - Screen where the user can update (view/edit) committees (Please refer to the

    Committee Module for more specific navigation of this screen)
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   To add additional bodies Please contact your system administrator
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State and Local Officer Module

For the Officer Module we did not make modifications to the old module but we did a complete rewrite
taking the input from many of our users who found the old module to be cumbersome, which we could
not disagree with.    The most important feature is you have all your officers displayed on one screen
and broken up into three areas:

·         Current Officers – your current core of Officers

·         Active Past Officers – your Past Officers that are active within MMS (only contains officers with a title of Past or
Emeritus as approved by Grand Encampment)   

·         Inactive Past Officers – your Past Officers that are inactive within MMS (only contains officers with a title of Past or
Emeritus as approved by Grand Encampment)   

Within the Officer Module we have also removed the end date and are not tracking progression within
the line – it is not important that John Smith was a Warder in 1970 and advanced to Junior Warden in
1971 but that John Smith is a Past Commander with Commander Term starting 6/1/1977. 

Also along with the Officer Module we have also made changes to the reports for (Officer Roster /
Organization Roster / Voting Delegates).

State Edit

1. Officers Edit by State

a. Go to System / Organization / Maintenance
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State Edit

b. At this point no Local will be chosen since we are only working on the state level

   Click on Officer-Edit on the left hand side of screen

The new Officer Module is designed with (3) tabs at the top

1.  Current Officers – your current core of Officers

2. Active  Past Officers– your Past Officers that are active within MMS (only contains officers with a title of

Past or Emeritus as approved by Grand Encampment)   

3. Inactive Past Officers– your Past Officers that are inactive within MMS (only contains officers with a title

of Past or Emeritus as approved by Grand Encampment)   

Under the Current Officers tab (which is the default tab when the screen opens), the user is able to see, edit, and

add  all their current officer records.
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    To edit an office title, use the drop down to select a new one. NOTE: The * after title indicates only one

    office holder allowed at a time!

      Note: In the top section when you select from the member drop down list you will get only current or Past

Officers

  of State – to add someone not in this drop down list, go to bottom of screen to the add section.

    To edit a member who is holding a specific office title, use the drop down to select a new one.

     To edit the Start Date for the member holding a specific office title, use the drop down and select a date.

NOTE:  the date selected can NOT be more than 10 days in the future.
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   You will see the Red error Message if any information is incorrect

    To delete a row all together, use the “Delete” button.

     When Deleting a member you will receive a message to re-confirm you want to delete the member. Click OK

      to Delete

    Once all changes are made, click the “Save All” button at the top or bottom of the screen.
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    If changes are all accurate you will see the “Officers Saved” message in Green

 

  If any changes are incorrect you will see the Red error message and “Unable to save officers” message in Red

To add a new officer row to the list of officers, scroll down to the bottom of the screen and add the LOCAL Body

first, the OFFICE Title, the member name, then start date.  Then click the “Add” button.
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NOTE: At this point the name in the “Select a Member” field will all be members of the Local Body you have

selected.

  If a member’s name is printed in the drop down in RED, the member is deceased. If the member’s name is

printed in the drop down in GREY, the member is alive but in an inactive status. If the member’s name is printed

in the drop down in BLACK, the member is alive and in good standing.

     If you would like to go to the member’s record, click the View Member button. This feature is available on

     all 3 Tabs.

    Before leaving this tab the system will remind you to save all changes made before continuing.
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  If the user clicks “OK”, the system will go directly to the member’s record under the O.O.H.C.E. screen and

   nothing you have done prior will be saved.

    To get back to the Officer-Edit screen, simply click on any of the blue underlined Office Title under the

     “offices held” area.

     You will now be back to Officers View Screen
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 Now lets review the Active Past Officers tab

    Under the Active Past Officers tab the user is able to see and edit their living Past Officers.

  The Active Past Officers & Inactive Past Officers tab can be sorted by Office rank, Member name or, Start date.

    If you need to delete a row all together, use the “Delete” button.
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  If you have made any changes, click the “Save All” button at the top or bottom of the screen.

    To add a new out going Grand Commander to the list of Active Past Officers, scroll down to the bottom of the

    screen and add the LOCAL Body first, Then the OFFICE Title, the member name, then start date.  Then click

    the “Add” button.

PLEASE NOTE: OUT GOING GRAND COMMANDERS MUST BE MADE A PAST GRAND

COMMANDER….. THIS IS NOT DONE AUTOMATICALLY

You can also make him a PAST GRAND COMMANDER in the section above.
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    Now lets review the Inactive Past Officers tab

    Under the Inactive Past Officers tab the user is able to see and edit their deceased Past Officers and/or those

    past Officers that are in an inactive status condition.  In addition, you have the ability to add a new officer

    to the list of officers shown. All options on this tab are the same as those for “Active Past Officers” tab
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Officer Edit Local

1. Officers Edit Local

a. Go to System / Organization / Maintenance

 

b. This is where you are going to want to chose a Local.

      1. Cick on Officer-Edit on the left hand side of screen
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              The new Officer Module is designed with (3) tabs at the top

1. Current Officers – your current core of Officers

2.  Active  Past Officers– your Past Officers that are active within MMS (only contains officers 

with a title of Past or Emeritus as approved by Grand Encampment)

3. Inactive Past Officers– your Past Officers that are inactive within MMS (only contains officers

with a title of Past or Emeritus as approved by Grand Encampment)

 First we will Review the Current Officers tab.

            Under the Current Officers tab (which is the default tab when the screen opens), the user is able to see,

edit, and add all their current officer records.
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To edit an office title, use the drop down to select a new one. NOTE: The * after title indicates only one office

holder allowed at a time!

    Note: In the top section when you select from the member drop down list you will get the full membership of the

local body – to add someone not in this drop down list go to bottom of screen to the add section.

     To edit a member who is holding a specific office title, use the drop down to select a new one.

 NOTE: At this point the name in the “Select a Member” field will all be members of the Local Body you

   have selected. If a member’s name is printed in the drop down in RED, the member is deceased. If the

member’s name is printed in the drop down in GREY, the member is alive but in an inactive status. If the

member’s name is printed in the drop down in BLACK, the member is alive and in good standing.

Note: Even though inactive members are shown, only current active members will show on the Current Officers

tab.
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To edit the Start Date for the member holding a specific office title, use the drop down and select a date.

NOTE:  the date selected can NOT be more than 10 days in the future.

You will see the Red error Message if any information is incorrect

To delete a row all together, use the “Delete” button.
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When Deleting a member you will receive a message to re-confirm you want to delete the member.

Click OK to Delete

Once you click OK you will see “Officer Deleted” in Green

 

Once all changes are made, click the “Save All” button at the top or bottom of the screen
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If changes are all accurate you will see the “Officers Saved” message in Green

If any changes are incorrect you will see the Red error message and “Unable to save officers” message

in Red

To add a new officer to the list of officers, scroll down to the bottom of the screen and add the 

OFFICE Title, the member name, then start date.  Then click the “Add” button.
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NOTE: At this point the name in the “Select a Member” field will all be members of the Local Body you have

selected.

If a member’s name is printed in the drop down in RED, the member is deceased. If the member’s name is

printed in the drop down in GREY, the member is alive but in an inactive status. If the member’s name is

printed in the drop down in BLACK, the member is alive and in good standing.

Note: Even though inactive members are shown, only current active members will show on the Current Officers

tab.

If you would like to go to the member’s record, click the View Member button. This feature is available

on all 3 Tabs.
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Before leaving this tab the system will remind you to save all changes made before continuing.

If the user clicks “OK”, the system will go directly to the member’s record under the O.O.H.C screen

and nothing you have done prior will be saved.

To get back to the Officer-Edit screen, simply click on any of the blue underlined Office Title under the

“offices held” area.
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You will now be back to Officers Edit Screen

Under the Active Past Officers tab the user is able to see and edit your living Past Officers.

The Active Past Officers & Inactive Past Officers tab can be sorted by Office rank, Member name or,

Start date.
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If you need to delete a row all together, use the “Delete” button

If you have made any changes, click the “Save All” button at the top or bottom of the screen.

To add a new out going Commander to the list of Active Past Officers, scroll down to the bottom of the

screen and add the OFFICE Title, the member name, then start date.  Then click the “Add” button.
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PLEASE NOTE: OUT GOING COMMANDERS MUST BE MADE A PAST COMMANDER….. THIS IS

NOT DONE AUTOMATICALLY

You can also make him a PAST COMMANDER in the section above.

Now lets review the Inactive Past Officers tab

Under the Inactive Past Officers tab the user is able to see and edit their deceased Past Officers and/or

those past Officers that are in an inactive status condition.  In addition, you have the ability to add a new

Inactive Past Officer to the list of officers shown. All options on this tab are the same as those for 

"Active Past Officers” tab
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User Forms

To access the Recorder Signature Upload form, click on Administrative/User Forms/Recorder/Secretary

Signature Form

The form is stored in the database as a PDF document. To access it, click on the PDF name below

The form will open in PDF format and you will able to print it using your Adobe print settings
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NOTE: If a Recorder or Secratary signature has been uploaded into MMS, the signature image will

appear in the Organizational Master-Edit core function screen.
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Help Menu

All users have the ability to access the MMS Quick Service Guides for all 3 modules if the database:

Membership, Donations, and Dues/Fees.

Go to Help/User Guides menu item

In addition all users have the ability to access documentation notes from the most recent publication 

and all previous ones dated since version 2.0.3 which was launched in January 2011.

For the most current release notes, go to Help/ User Guides/ MMS User Manual menu item.
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 Once you Open the PDF you will be brought to the User Manual. You can either scroll down to go from

page to page or you can search the manual by clicking on the top left of the page if you are looking for a

specific area where you need specific help.
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Committees

To access, click on the System/Organization/Maintenance

Select the appropriate National, State and local then Choose Committee Edit on left hand side of the screen
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Once you have clicked on Committee Edit then use the dropdown to choose the committee you would like to

assign.

**NOTE - If there is for Example (6 Members) next to the Committee name that indicates how many people are in

the Committee and they will be shown on the bottom of the next screen****

Once you select a Committee you can assign members to the committee.
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When searching for a member type in their first and last name, or you can also search by member

number.

Once you click Search there will be a list of potential matches or an exact match that will show up at

the bottom.

When you choose the member you are looking for click on the check mark next to their name.
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If you click add it will tell you that you need to select the role as well as the option to choose the

Commandery

When Selecting your role Please note -  Roles with blue and an asterisk only allow a single member to hold it at

any time

Once all the information has been filled in click Add
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Honors Edit

When adding Honors to a members record you must first pull up the member. Once you
have the members record up you will then look on the left hand side of the screen to see the
different Core Functions you can choose from. To Add, Edit or even Delete an Honor you will
choose the Honors Edit Function.

Once you click on Honors Edit you can then choose the national body you would like to
add Honors to. Depending on your Permissions will depend on what national bodies you
can add Honors to.
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Each National body has its own Honors to choose from as well as each state and
local. When adding an Honor Click on the Add button

Once you click add you will be able to choose the Honor from the drop down.
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After the Honor has been selected you will see the State and Local noted where member
belongs, select the correct body to assign where the Honor was earned. Sometimes there
maybe more then one state or local to choose from.

Once all the correct information has been selected click save. The Honor will then show above
with the date earned, and the location.
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If for some reason you need to delete an Honor you will want to click on the Select button
next to the honor. Once you click select you can also Edit anything you may need to at that
time or delete the honor.

If there is an honor not in the dropdown that should be there, please contact your
system administrator.
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When adding an Elite Category to a members record you must first pull up the member.
Once you have the members record up you will then look on the left hand side of the screen
to see the different Core Functions you can choose from. To Add, Edit or even Delete an
Elite Category you will choose the Elite Category Edit.

Once you click on Elite Category Edit you can then choose the national body you would
like to add an Elite Category to. Depending on your Permissions will depend on what
national bodies you can add to.

Elite Category Edit
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Each National body has its own Elite Categories to choose from as well as each state
and local. When adding an Elite Category Click on the Add button

Once you click add you will be able to choose the Elite Category from the drop down.
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After the Elite Category has been selected you will see the State and Local noted where
member belongs, select the correct body to assign where Elite Category was earned.
Sometimes there maybe more than one state or local to choose from.

Once all the correct information has been selected click save. The Elite Category will then show
above with the date earned, and the location.
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If for some reason you need to delete an Elite Category you will want to click on the Select
button next to the Elite Category. Once you click select you can also Edit anything you may
need to at that time or delete the Elite Category.

If there is an elite category not in the dropdown that should be there, please contact
your system administrator.
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Report Printing

Anytime you run a report, there will always be a header that shows different things you can
do with a report.

This area will allow you to move to
a different page

This is your refresh button. If running a report and you need to cancel, you can click the
"Cancel" while loading then change your parameters.

The save button will give you different options you can use to save
a report.
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When Clicking on the Print Icon this will show a Pop-up for Paper size and
Orientation... Once you click Print, the report will convert to a PDF and then you
can print out the report.
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                             Member Roster

When running a member roster there are many options to select if you are searching for

additional data.

First, as with any report, you will need to choose your National, State, and Local if all 3
apply.
        (Typically this will already be filled in for you according to your permissions)

There are 3 filter selections you can choose from. This will always default to NO
filter needed but you also have the option to Do a date filter on status date or you
can Do a date filter on modification date
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Another option is to run a roster by the membership status. Once you click the
arrow down you can choose any status to run the report on. If you want to add
officers you can check the box to add officers.

Another option is to filter by address. If you are looking for certified, overridden, returned, or not
certified addresses you can sort that way after choosing what address you are searching for.

The last few options you can add is to sort by Zipcode or
Last Name by clicking the dropdown arrow which only
applies to 5160 labels.

There is also the option to  Include Comments and then
you can Filter by Comment.

Once you have applied all filters you are looking to add
you can then Run Report.

Depending on Permissions you can also Get Raw Data
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Once you run the report, this is what the header will look like and the information that is provided.

Another option is to run an email file. This will pull a list of all members that have
an email in the system. If a member does not have an email listed in the system
they will not show on the list.

If a member has a work and a personal email or just one or the other, they will appear on the list.
The email file is also already deduped. So, if a person is a member in multiple bodies, they will
only appear on the file one time.

This can also help you create an email file since it is run off the live MMS database
using all the standard filters and status.
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           Member Financial Roster

This report will provide contact, membership and financial information pertaining to all members
within a specific organization.
 
This report also has a few filters that you can use to locate the exact information you are
looking for.

Member Status you can click on arrow to choose a status to filter.

Address Type you can click the drop down and filter from there as well

Financial Status you can check balance owed, credits given and so on by checking a box next
to what status you are searching for.

First you will need to choose your National, State, and Local if all 3 apply.
        (Typically this will already be filled in for you according to your permissions)

 93



 
Email: manager@MMS1.us   Version 5.00.00

  Masonic Membership Solutions
User Guide

 

 

Once you run the report, the headers will display as followed.
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Anniversary Report

This report will give you members birthdays by month or a date range. In addition, you can run a
report to get dates for when your members received their highest order.

You will need to choose your National, State, and Local if all 3 apply.
        (Typically this will already be filled in for you according to your permissions)

With this report there are several options to choose from.

Which Anniversary - The report can be ran for a birthday or a members highest order.

Date select - After choosing Anniversary you can filter by Month or a date range.
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Member Status - Click on arrow to choose a status to filter.

Address Type - Click the drop down and filter from there as well. If you are looking for
certified, overridden, returned, or not certified addresses you can sort that way after
choosing what address you are searching for.

One of the options you can add is to sort by Zipcode or
Last Name by clicking the dropdown arrow, which only
applies to 5160 labels.

Once you have applied all filters you can then Run
Report.

Depending on Permissions you can also Get Raw Data.

After you have set all the parameters and run the report, the information will display as followed.
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Years of Service Member Roster

This report allows a user to see members within different ranges of service time. Below are just
a few examples of how a user may want to view their data and/or run the report:

1. To see all of your current members who are at 25 years of ACTIVE service, you would type
25.0 to 25.9 into the Years Of Services boxes.

2.  To see your current members who are ALMOST at 50 years of ACTIVE service, you would
enter 49.0 to 49.9 into the Years Of Service boxes.

 97



 
Email: manager@MMS1.us   Version 5.00.00

  Masonic Membership Solutions
User Guide

    3. To see your current members who are AT (or over) 50 years of ACTIVE service, you would
enter 50.0 to 50.9 (or any number larger than 50.9) into the Years Of Service boxes.

It is important to understand HOW the report calculates ACTIVE service. This is NOT based solely
on a Knighting Date in the system. This is because we need to account for members who had a
break in service for any time after being knighted. Therefore the system calculates all active
membership using the status date field and accounts for service breaks.

Example #1:

The screen shot below shows this member at 51 years of ACTIVE service.

His Knighting date and status effective date are both 11/20/1971
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He has had NO BREAK of service since that date, making him at 51 years of service.

Example #2:

The screen shot below shows this member at 50 years of ACTIVE service. Lets look at his data to
support that.

His Knighting date and status effective date are both 3/11/1973
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He Demitted from Jackson-13 on 12/22/2011 which, at first, looks like he would NOT qualify as a
50 year member.

But, in the meantime, he Affiliated into Lookout-14 on 10/21/2001. This active time overlaps with his
Jackson-13 membership, allowing him to have 50 years of ACTIVE service.

Example #3:

The screen shot below shows this member is at 50 years of ACTIVE service.
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He was Knighted on 10/31/1958

But his membership starts at a Reinstatement date of 1/1/1963

This shows that this member has a break of service from his Knighting Date to his first activity
status on his record – which is his Reinstatement date. But since his Reinstatement date is used to
determine years of active service, this member qualifies as 51 years of active service as shown on
the report.

Example #4:

The screen shot below shows this person is NOT at 50 years of ACTIVE service.

He was Knighted on 11/5/1962
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But his membership starts at a Reinstatement date of 12/23/1989

This shows that this member has a break of service from his Knighting Date to his first
activity status on his record – which is his Reinstatement date. Since the calculation of
Service Years is done by using the Reinstatement date only, this member does not qualify
for 50+ years of active service.

****Please understand this report is based 100% on system data only. If you find any
discrepancies with your results, please contact your System Administrator so DATA

can be adjusted accordingly and correctly.****

Once a member qualifies for the service range supplied when the
report was requested, the member will appear on all individual

Commandery listings where he is an active Plural Member.

*Example: If a member is Active in 3 Commanderies and he qualifies for Service
Years based on the range supplied, he will appear on the report for all 3 Commanderies
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Plural Member Roster

This report consists of all members that are active in more than one local.

First, as with any report, you will need to choose your National, State, and Local if all 3
apply.
        (Typically this will already be filled in for you according to your permissions)

Once you have chosen the National, State and Local, you also have the option to choose status.
Choose from Active or All.

Once all selections are made then Run Report.
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Once you have run the report, the members names will display along with
their multiple memberships. Their status in each location will also be
displayed. See example below.
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Activity Modification Log

Reports - Statistical - Activity Modification Log

This report helps track any changes made to a members record. Secretaries and Recorders,
can keep track of their data and any changes that are made and by whom.

First, as with any report, you will need to choose your National, State, and Local if all 3
apply.
        (Typically this will already be filled in for you according to your permissions)
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Once you choose your National, State and/or Local you can then choose a date
range.  There is also a dropdown where you can narrow down what you are
looking for.

Below is an example of what the report looks like when returned. You can see that
the address was changed by NCOA. This report will track any changed information.
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Annual Return

Reports / Statistical / Annual Return

Once the report opens, the user will see a red message stating that running the report with a Thru
Date of today will cause the report to be marked as a preliminary report and can NOT be used as
the official report for the Commandery.
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The user must select a From Date and a Thru Date. Note: the Thru Date MAY NOT be in the future

The user must also select the appropriate Report Format. Different Organizations will have different formats.
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Statistical Report Only – This is formatted to be a 1 page (8-1/2 x 11 printed) document that gives the overall

breakdown of the Commanderies memberships and exemptions for the Return.
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NOTE: If for any reason, a user sees a red number on the right side of this

report, they must call their System Administrator because there is a problem

with their data.

Example

Annual Report Detail Only – Part 1 Statistical – This report matches the Activity Report – Based on

Modified Date and will be a supporting document to use when validating your membership totals on the

Statistical Report Only format (mentioned above)

 110



 
Email: manager@MMS1.us   Version 5.00.00

  Masonic Membership Solutions
User Guide

 
Annual Report Detail Only – Part 2 KTEF Deductions - This report matches the KTEF Exemption Roster

and will be a supporting document to use when validating your exemption totals on the Statistical Report Only

format (mentioned previously)
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User Access Report

This report is only available to Grand Recorders.
Go to Reports / Statistical / User Access Report

A. As a Grand Recorder, you have the option of running this report for your whole State or at
each Local level
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B. In addition, you can sort the data in the report by Commandery or Last Name order.

C. The report allows you to filter based on activity made by a user who is either
Active or Inactive or ALL (which is the default option).

D. Lastly, the report allows you to filter the data/activity based on a specific date range.
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Sample of report for activity from all active users (in all MMS groups)
within Ohio on January 21, 2021.

The following data is shown:

l  Users Last and First full name

l  User name for logging in

l  Email Address for this user

l  Active flag – N not active or Y active
o How to get an N

� If the email on file has been sent to and it has been returned as
     “undeliverable”
� If we have been informed that the person is no longer the Recorder or the

        person currently assigned access should not have access
� If we have seen NO activity in 12 months prior to Aug 1, 2014

l  Status Changed – when the Active Flag was last modified

l  Changed by – who was the last person to modify the Active Flag

l  Date Account Created – the date the account was created

l  First User Login – the date the user first logged into the system

l  Most Recent Login – the date the user last logged into the system

l  User’s Group – what access group the user is in

l  Number of status changes by <username>: xxxx
�   XXXX = this number is only tracking the status changes
            (Knighted /Affiliation / Reinstated / Suspended / Demitted ) 114
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              Active Local Bodies

This report can be run for your National or by your Department/ Regions.

First choose if you want to run by  National or by your Department/
Regions.
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Below is an example of Knights Templar Missouri. There are 26
active bodies in Missouri.

The next example shows Active Local Bodies run by Departments.
Once you choose your National you can then click the drop down to
choose your department.
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Data Checks

This report has many different filtering options. This is also a great way to check
your data and find what information you may need for your members or to
confirm you have the correct information.

One of the first options is to pull your report based on a members status by
clicking on the dropdown. For example if you only want to see members that are
Active just choose Active from the drop down.

 117



 
Email: manager@MMS1.us   Version 5.00.00

  Masonic Membership Solutions
User Guide

There are also many other options to filter this report by. Once you chosse from
the list click next to the option you want. The dot next to that option will turn blue.

After all your selctions have been made you can run your report.
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Order/Degree Progression Report

Reports - Member -  - Order/Degree Progression Status

In this report you have the ability to pull a report for your members by Membership Status.

For example If you are looking for Members that have more orders to receive you can run the
report and see who may be eligible to earn their next order.

You can run a report for Knights Templar looking for members
who are Malta and not yet Temple.

Once the report has been run you will receive the list of
members who still need to be Knighted.
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Once you have run the report you can then Click on the members name and go
to the members profile.

From the Profile page you can then go to the Orders/Degrees/Grades Edit to
review the orders or add a degree or order.
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Communication Report

This report is found under Reports / Member / Communication Report

This report is designed to show the counts and types of email addresses and phone
numbers for your members.

This will also show for the Knights Templar report ONLY how members will receive
their Knights Templar magazine whether by US mail or by viewing On-line.
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This Report can be run by National / All or State level

You can also run by Department / Region / State

If you are looking for who does not have email or phone numbers you can go to
Reports / Member / Data Checks
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