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“How do | access the Member Area of the NATS website?” on page 3

“What if | don’t know my Member Number?” on page 6

“What if | know my Member Number but not my password?” on page 11

“How do | change my password?” on page 14

“How do | print out my NATS Membership Card?” on page 15

“How do | get found on the NATS Find A Teacher page?” on page 16

| {. “How do | change my Profile Name?” on page 21

“How do | change my Profile picture?” on page 23
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FAQ : Log In to NATS.org

Member
Login Area

Use only numbers
to Log In.

If you don’t remember your
‘ Member Number and/or
Password, click Need Help.

e How do I find my Member
Number? See page 4.

e How do I find my
\Q - 20110801 Password? See page 8.




FAQ : Log In to NATS.org : Lost Member Number : Part 1

KEY CONCEPT:

% Your Member Number can be
found on your Journal of Singing

mailing label above your name.

Member
Login Area

Use only numbers
to Log In.

If you don’t remember your
Member Number and/or
Password, click Need Help.

Clicking on Need Help in the Member Login Area will reveal this screen:

“IIIIIIIF[ @

e How do I find my Password?
See page 8.

e I'm confused. Call NATS at

\Q - 20110801 904-992-9101.



FAQ : Log In to NATS.org : Lost Member Number : Part 2

f Click on the )

square hox
next to Lost
Member
Number to
“check” it.

W =
Type your E-mail Click on the Send
Qddress in the box. MI:n:;:r Nﬁmﬁzr

button.

After checking Lost Member Number, typing in your E-mail Address, and clicking
the Send Member Number button, if the email address you entered matches the
email address NATS has on file, you will see this message:

e Check email for your Member
Number (page 6).

e My email address doesn’t
exist? See page 7.
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FAQ : Log In to NATS.org : Lost Member Number : Part 3

i Click on the

' square hox

| next to Lost After checking Lost Member Number, typing in your E-mail Address, and clicking
I N“:::::f:o the Send Member Number hutton, if the email address you entered matches the
U “check” it. —_— email address NATS has on file, you will see this message:
|

Click on the Send
Member Number
button.

Type your E-mail
Address in the hox.

Log in to your Email account to find a message similar to this one:

National Association of Teachers of Singing - Member Number reminder
User Registration

Sent: Wednesday, August 17, 2011 10:11 AM
To: lynne@nats.org

Helle,
2 Member Mumbker reminder has been requested for your MNational Association of Teachers

Singing account.

Your Member Number is: 74096

To leg in to your account, click on the link below:
http://www.nats.org

Thank you.

NOTE: This email was auteomatically generated from Naticnal Asscociation of Teachers of
Singing (http://www.nats.org). I

If you don’t find it, check your Junk or Spam folder.
The message is sent from no-reply@nats.org.

e [ can’t find the email with
my Member Number.

e Check your Junk or Spam
folder for an email from

Q@ - 20110801 no-reply@nats.org.



FAQ : Log In to NATS.org : Lost Member Number : Part 4

Click on the
square box
next to Lost
Member
Number to
“check” it.

Type your E-mail Click on the Send Member
Address in the box. Number/Password button. |

It says my email address does not exist on this site!

The email 'address @ domain.com’' does not exist
on this site.

Lost your Member Number or your
Password ?

Reminder [ Lost Member Number
needed for: [l Lost Password

e If you see this error,then NATS does not have the
same email address on file for you as the one you
entered in this form.

e If you don’t know which email address that NATS has
on file for you, then please call NATS at 904-992-9101
Monday-Friday between 8am and 3pm EST.

\Q - 20110801

I don’t know what my
password is. See page 8.
I’'m confused. Call NATS at
904-992-9101.




FAQ : Log In to NATS.org : Lost Password : Part 1

Click on the )

Sql;:atre ont Lost your Member Number or your Password ?
next 1o LoS
' Reminder needed for: [ Lost Member Number

Password tO o5t Password

‘“check” it.

assword but know your Member Number, please enter your Member
Jumber and yﬂur E—mml Address, press the Send Password button, and you will receive
a new password shortly. Use this new password to access the site.

Member Mumber:

E-mail Address:

Type your
Member Number
in the box.

_1-_||L| Memb rer Numil [Password

Click on the Send
Member Number/
Password button.

Type your E-mail
Address in the hox.

If you lost your password, you must enter

bhoth your Member Number AND your E-mail

Address on this screen to have a new password

sent to you.

If you only enter your E-mail Address and don’t

include your Member Number, the system will

only send you your Member Number. e How do I find my Member
Number? See page 4.

e It says my Membher Number
is not found! See page 10.
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FAQ : Log In to NATS.org : Lost Password : Part 2

Click on the
square hox
next to Lost
Password to
“check” it.

Lost yvour Member Number or your Password ?

R indes rundad foe: L L1 Mty Fhumibae
= | nsl Fassword

. T BT ko our Mamber Numbar, ploase anied your Memies
huminar ared oo Fmal Addiess, prass the Send Fasswced Dunon. and you will 1scaise
 new password shorfy. Uss Bis now prssecrd io aooess e sile.

Maombaer Mumbser
E-miall Addraas:

Type your
Member Number
in the hox.

Click on the Send
Type your E-mail Member Number/
Address in the box.

Password button.

o After checking Lost Password, typing in your Member Number and E-mail
Address, and clicking the Send Memher Number/Password hutton, if the
information you entered matches what NATS has on file, you will see the
following message.

e If you don’t find it, check your Junk or Spam folder. The message is sent from
no-reply@nats.org.

Check your email to get your
Member Number. See page 11.
It says my Member Number was
not found! See page 10.
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FAQ : Log In to NATS.org : Lost Password : Part 3

Click on the
square hox
next to Lost
Password to
“check” it.

Lost yvour Member Number or your Password ?

Remindes needad lor: | Lo Maminr Mumbar
= | nsl Fassword

BUT kncw yorur Mirmber NumnDgr, ploase erag your Momier
LTy lﬂdwl.l F-rru]l.l.dﬂuu pnss the Send Pasmeced buton. and you will receie
a new pasiword shorfy. Use $es new passencid 10 accoess Fe sile.

Maombaer Mumbser
E-miall Addraas:

Type your
Member Number
in the hox.

Click on the Send
Member Number/
Password button.

Type your E-mail
Address in the box.

It says my Membher Name was not found!
If you only enter your Memher Number and don’t include your E-mail
Address, AND if you enter your Member Number incorrectly, the system will
not be able to complete your request (as illustrated below).

e I didn’t receive a password
email. See page 11.

e Idon’t know my Member

\Q - 20110801 Number. See page 4.
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FAQ :Log In to NATS.org : Lost Password : Part 4

After you successfully request a new password,
log in to your Email account to find a message similar to this one:

National Association of Teachers of Singing - New password for: loconnor i
User Registration t
Sent Wednesday, August 17, 2011 11:23 AM u
To: lynne@nats.org ‘

The member account loconnor has this email associated with it.
A member from http://www.nats.orag has just requested that a new password be sent.

Your WNew Password is: tzthhB01

If you didn't ask for this, don't worry. You are seeing this message, not them. If this

was an error just leg in with your new password and then change your password to what yeou
wonld like it to be.

MOTE: This email was automatically generated from National Association of Teachers of ’
inging (htto://www,.nats,org).

-— e —= = — T = —

e If you don’t find it, check your Junk or Spam folder.
The message is sent from no-reply@nats.org.

e Your new password is randomly generated. You
will want to change it to something you can easily
remember by editing your Member Profile.

e How do I change my
password? See page 12.

e I'm confused. Call NATS at

Q- 20110801 904-992-9101




FAQ :Log In to NATS.org : Change Password : Part 1

To change your Password, you

Use only numbers must log in and access your
to Log In. Member Profile.

ﬁ\( Enter Current Password )

After you log in, you will see the Members-Only site navigation area on the left.

Members-Only
Site Navigation

Click on Member Profile
to Change Password

S - How do I log in to NATS?

See page 3.
e How do I create a new
\Q - 20110801 password? See page 13.




FAQ : Log In to NATS.org : Change Password : Part 2

Click on the "‘
Edit tab to
display the M

@ Edit Menu. /

- 5 - F — e— —_——— 5z = mm— J

Click on
Update Your
" Profile.

J e How do I change my Member
‘ Profile? See page 12.

e How do I create a new
password? See page 14.
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FAQ : Log In to NATS.org : Change Password : Part 3

After logging in, clicking on Member Profile, and selecting
Update Your Profile from the Edit tab, you will see the Edit Your
Details screen (below) where you can create a new Password.

Werify Password )
: by typing it a

(1 Type your
desired
Password.

Click on

button.

the Update

Successfully changing your Password will result
in the following message heing displayed.

Your settings have been saved.

Edit Connections

-20110801

second time.

How do I get found on
NATS Find A Teacher? Learn
how to modify your Teacher
Profile on page 16.



FAQ : Members Only : Print Membership Card

After you Log In to the NATS website, select
Membership Card from the Membership menu.

o

| ———
|
Member
Login Area
Use only numbers
to Log In.
If you don’t remember your
Member Number and/or
Password, click Forgot login.

s
RoLS
i .'
PN
|

-

Click on 2011 Membership Card
to display your card in a new
window, which you can then print.

e HowdoIloginto NATS.org?
See page 3.

e What is my Memher Number?

\Q - 20110801 See page 4.



FAQ : Members Only : Member Profile : Teacher Profile : Part 1

To modify your Teacher Profile,
Use only numbers you must log in and access your
to Log In. Member Profile.

@\( Enter Current Password >

After you log in, you will see the Members-Only site navigation area on the left.

Members-Only
Site Navigation

Click on Member Profile
to modify your PUBLIC
Teacher Profile

e What is my Memher Number?
See page 4.

e I don’t know what my

\Q - 20110801 password is. See page 8.



FAQ : Members Only : Member Profile : Teacher Profile : Part 2

Click on the ““
Edit tab to
display the |]‘

@ Edit Menu. /]

u‘

— e — e — o J

Click on
Update Your
: Profile.

J e How doIlogin to NATS.org?
See page 3.

e I’'m confused. Call NATS at

Q- 20110801 904-992-9101.



FAQ : Members Only : Member Profile : Teacher Profile : Part 3

After logging in, clicking on Member Profile, and selecting Update Your Profile
from the Edit tab, you will see the Edit Your Details screen (below) where you
can modify your PUBLIC Teacher Profile.

Click on
the Teacher

/. KEY CONCEPT: N

% Your Teacher Profile information is PUBLIC
and OPTIONAL. It will be displayed to
anyone who searches for singing teachers

on the Find A Teacher page. Only include
details that you want the PUBLIC to see.

Your Member Details are part of the NATS
Member Database used by the Executive
Office to send Journal of Singing and
other membership mailings. They are
only displayed to active NATS members
who log in to the NATS website and click
on Member Directory in the Member

\ Navigation Area.

e How do I change my
password? See page 13.

e How do I change my Profile

Q - 20110801 Photo? See page 23.




FAQ : Members Only : Member Profile : Teacher Profile : Part 4

The most important step in getting
your profile found on the NATS
Find A Teacher page is for you to

manually Participate.

Click the Yes
button next to
Participate.

fCompIete remaining

fields as desired. You / KEY CONCEPT: G
MUST click Update . .
) . To increase the likelihood of
(with the Participate J getting found on the NATS
- Yes button selected) Find A Teacher page, include

as much information as

to enable your |JI‘0fI|e possible. Because potential

to be found. students can limit their
search by state and city, it is
essential to complete these in

your profile, even though they

\Q - 20110801

are not required fields.

e HowdoIloginto NATS.org?
See page 3.
e I’'m confused. Call NATS at

904-992-9101.



FAQ : Members Only : Member Profile : Teacher Profile : Part 5

On the left is a completed Teacher Profile.
The profile will be found because the
Participate - Yes button is selected. Shown
helow is the Teacher Profile as it appears to
* the public in a NATS Find A Teacher search.

|

#

KEY CONCEPT:

You must Log Out of the NATS Website to
find your own profile on the Find A Teacher
page.While you are logged in as a NATS

Member, you will not bhe able to view your How do I change my Profile
\ own profile as it is seen by the public. Name? See page 21

How do I change my Profile
Q- 20110801 picture? See page 23.




FAQ : Members Only : Member Profile : Name : Page 1

To modify your Profile Name,
you must log in and access

Use only numbers
to Log In.

After you log in, you will
see the Members-Only site
navigation area on the left.

O

Q-20110801

your Member Profile. E \

Click on the

Enter Current Password )

Members-Only
Site Navigation

Click on Member Profile
to modify your PUBLIC
Profile Picture

Edit tab to
display the
Edit Menu.

e HowdoIloginto NATS.org?

See page 3.
4 e What is my Memher Number?

See page 4.




FAQ : Members Only : Member Profile : Name : Page 2

— your name as it will appear on

Click on
Update Your
Profile.

f Click on the Name tab to edit \

your Teacher Profile and in the
NATS Membership Database. Click
\ Update when you are done.

Q-20110801

How do I get found on NATS
Find A Teacher? Learn how to
modify your Teacher Profile
on page 16.




FAQ : Members Only : Member Profile : Image : Page 1

To modify your Profile Image, (\[ Use only numbers)
you must log in and access to Log In.

your Member Profile.
Enter Current Password )

After you log in, you will see the Members-0nly site navigation area on the left.

Members-Only

Site Navigation ~

/. KEY CONCEPT:
§ Your Profile photo is visible
to the public only if you have

selected Yes to Participate in

your Teacher Profile, which
Click on Member Profile allows people to find you on the
to modify your PUBLIC \L NATS Find A Teacher pages.
Profile Picture

Click on the
Edit tab to
display the
Edit Menu.

e How do I get found on NATS
Find A Teacher? Learn how to
e modify your Teacher Profile
Q- 20110801 on page 16.



FAQ : Members Only : Member Profile : Image : Page 2

Click on
Update Your
Image.

Click on Browse to select an
image from your computer’s
hard drive. After you have
chosen the file (the file name
will appear in the Select file
hox), click Upload. Instead,
you may select one of the
images shown. Click Confirm

\Q - 20110801

kchoice when you are done.

e How do I change my Profile
Name? See page 21.
e Where is my Membership

Card? See page 15.



