Welcome to EZ Member.
EZ Member for Delta Mu Delta Faculty Advisers allows you to register new initiates, create Membership
Orders and print your invoices, and view your chapter members. An optional invitation facility allows
you to invite students so that they may register their own details, and pay their National Membership
fee and/or their local chapter amount online.
To begin, refer to your introduction email from Central Office for your logon details, then browse to
https://deltamudelta.com/advisers You will need a regular web browser and a full-width screen.
Chrome browser is recommended. Accepting cookies and enabling Javascript is required.
Logging in
The first screen you will see requires you to complete a Captcha before you can log in.

After successfully solving it, enter your email, unique adviser code, and chapter code from your
introduction email. You can also click ‘Get a Login Reminder’ to receive a new email with the details.
Remember to use the email address that Central Office has recorded for you.

The initial landing page has more detailed help on features available in EZ Member. Click Help at any
time to view this page again. The menu at the top allows you to navigate through the various pages.

Registering new initiates yourself
To register new initiates for which you have already received details, and who have not been invited to
register themselves, click ‘Register Initiates’ from the top menu.

Read the instructions, and scroll down (see next page) to enter your first initiate. The online registration
form takes the place of the Membership spreadsheet, which is no longer required. The details required
are the same as those previously entered in the spreadsheet, and fields are checked for correct
formatting. Read the notes beside each field carefully. You will require full details for each initiate you
wish to enter, so only enter those for which you have correct information on hand for all the required
fields. Note that you are not required to enter all new initiates in one session; you can add more at any
time.

Initiate registration form:

After clicking ‘Submit and Continue’, the new initiate entered becomes a ‘Pending member’. Print the
page for your records, then you can choose to enter more now by clicking ‘Add another initiate’, or click
‘View Pending Members’ to see those you have entered so far.

This procedure for registering new initiates applies only when your students have accepted their
invitation to Delta Mu Delta by supplying their details and payment directly to you. The following
procedure allows you to invite students to register and enter their own details.

Creating invitations to allow student self-registration.
EZ Member allows you to create invitations so that students can register online and enter their own
details to become ‘Pending Members’.
Click ‘Create invitations’ to begin. If this is the first time an adviser from your chapter has opened this
screen in any academic year, you will be prompted to enter details of your chapter dues and the regalia
your chapter provides with membership.

Click the Update link to continue. You may enter your chapter dues, the regalia supplied with each new
initiation, whether you wish to allow students to pay online or by check (or both), and whether you wish
Delta Mu Delta to collect the non-national portion along with the student’s online payment. The options
selected change the language used in both emailed and printable invitations, so even if you do not wish
students to pay online you should still set all the options correctly for your chapter. You have only once
chance per year to set these options, so enter and check carefully before leaving the page. If you make
an error and have left the page, contact Central Office to make a correction before you send out any
invitations. The options cannot be changed while invitations or Membership Orders are outstanding.

Once the chapter options have been set for this academic year, the ‘Create Invitations’ menu link
explains various invitation options, depending on your preferences and the student details you are
allowed to provide to outside agencies such as Delta Mu Delta. Read the advice presented on the
invitations page regarding FERPA regulations, and check with your registrar if in any doubt.

Invitation options
To allow students the option of registering online, one of options 1-3 must be chosen. These options
create a unique Personalized Invitation Code (PIC) for the invitations so that students can register
and/or pay. In each case, you must choose a ‘cut-off’ date. Each PIC generated will expire on that date
and will no longer be available. You may also choose to handle invitations, collect payments, and handle
registration yourself, and then register the students at ‘Register Initiates’. EZ Member-generated
Invitations are not required if you choose option 4.
Option 1: Create an instant invitation. Click the link on option 1 to create an emailed and printable
invitation for your student. The invitation is customized to indicate the fees and supplied regalia you set
previously, and you can add a paragraph of your own. You can enter an email address to have the
invitation emailed, and/or print the customized invitation produced. You may enter emails and first
names or initials only, to anonymize the information you are supplying. We recommend you check with
a student to ensure emails are being received, as college spam filters can be strict.
Option 2: Upload a CSV file. Rather than creating the invitations individually, you can upload a CSV file
with names and email addresses of the qualified invitees. This option sends customized emails to each
student, and creates a partially-customized printable invitation you may print multiple times. In this
case, you will need to retrieve the PIC codes from the ‘View Invitations’ screen to add to the invitations
before giving them to the invited students. A link to an example CSV file is shown when you select this
option.
Option 3: Generate a list of PIC codes. If you do not wish to send any information to Delta Mu Delta, this
option will generate a number of anonymous PIC codes in spreadsheet form. You may distribute one PIC
to each qualified student that you wish to invite so that they may register and/or pay online.

Viewing invitation status
The status of previously sent invitations is shown on the ‘View Invitations’ screen. The screen shows the
names and email addresses (if any) used in the invitation, the inviting adviser surname, the date added,
the PIC, the cut-off date, and the dates the invitation was accepted and/or paid online. You can click
‘Download invitation codes’ to obtain these in spreadsheet form if you have chosen to distribute them
to students yourself, but do not share the complete spreadsheet itself with anyone. PICs cannot be used
by more than one student. A ‘Remind’ button (not shown below) is available on this screen for unexpired emailed invitations not yet accepted. The reminder email does not contain full details of pricing
or your original personalized message, if you added one. (You should create a new invitation if that is
necessary.)
The name and email address shown are the ones you used during the invitation process. We encourage
registering with a permanent email, so they might not match the ones originally used for the invitations.
The status of each invitation is updated only if the student is registered with the PIC code at
https://deltamudelta.com/accept-invitation. If you register students at ‘Register initiates’ the status of
the invitation on this screen does not change.
Important: Do not distribute the entire list of codes, or share more than one invitation code with each
student. Each PIC can be used only once, and no student should have access to more than one PIC. If a
student loses their invitation code or has missed their cut-off date you can create another invitation for
them, or go to this screen to retrieve the one originally sent to them (if it is identifiable.)

Pending Members
Click ‘Pending/Create Order’ to view the Pending Members list. Whether you registered your initiates or
they registered themselves online, they will appear on the Pending Members list. You will use this list to
generate your Membership Order. You should create the order only for those attending one particular
induction. If you are having more than one induction, uncheck the ‘Include in order’ checkbox for any
members who will not be attending this one.
It is possible that some members may have been registered twice in error by an adviser. If so, click the
red Trash icon to mark the duplicate records for deletion by admin, and uncheck the ‘Include in order’
checkbox for that member.

Once your cut-off date has passed, and you are sure no other students will accept the invitation with
you personally, you are ready to create your Membership Order. Check that the correct students are
selected, and click ‘Continue’.
Completing the Membership Order
The Membership Order form is similar to the paper format previously used. The number of students
selected from the previous Pending Members list will automatically be included, and the address we
have on file for you will be pre-filled in the form. Complete all required fields, marked in red.
1. Check that your address is correct. In particular, check the zip code is correct, as shipping rates cannot
be calculated with invalid zip codes. You may edit the address if you wish to have the order delivered
elsewhere. If your address has changed, or is incorrect, you should inform Central Office of the change
as well as correcting it on the individual order. If your address is Residential, select this option.
2. Select the induction date. (Note that it appears in YYYY-MM-DD format when selected.)
3. Enter the correct number of regalia items you require for the number of initiates that have been
included. (You may order more if you wish, or less if you have some already in stock.) A reminder of
which items are normally included with your chapter dues is shown.

Note that when the induction date is selected from the popup that appears it is entered is YYYY-MM-DD
format.
Click ‘Continue’, and the initial cost for your order is calculated.

Chapter credit: Your total order amount due is reduced by your current chapter credit. If Delta Mu Delta
does not collect your chapter dues amount, this will be $50 for each Pending member who paid online
since the last membership order was completed. If Delta Mu Delta does collect your chapter dues, it will
be the total amount collected online since the last chapter dues refund, which occurs once per month.
Chapter Credit examples:
1. DMD collects only the National fee, and students can pay online or by check:
You invite 3 students. 2 register and pay their National fee of $50 each online*, and their
chapter fee to you. The other registers online but pays both portions to you.
You complete your membership order for the 3 registered students, and order 3 honor cords.
The total order amount will be $180. Your chapter order will be credited $100 for the 2 students
who paid online, and the total order amount due will be $80 plus shipping.
2. DMD collects National and local fees, and your chapter includes honor cords with membership,
and students can pay online or by check. Your chapter dues are $20:
You invite 3 students. 2 register and pay both portions ($70) each online. One registers online
but pays both portions to you.
You complete your membership order for the 3 students, and order 3 honor cords. The total
order amount will be $180. Your chapter order will be credited $140 for the 2 students who paid
online, and the total order amount due will be $40 plus shipping.
If unused on the monthly refund date, non-National fee amounts collected by DMD are
refunded by check, and your chapter credit is reduced to the National fee portion only. In this
example, your available chapter credit for your Membership Order will then be the same as in
example 1.
Note that the chapter credits are dependent on the number of members in your pending member list
who have paid online, and not on how many of them you add to a particular order. E.g. If you have 10
students who have paid National fees online your chapter credit will be $500. If you add 8 of the
students to an order, leaving the other two for a later induction, your available chapter credit for that
order will still be up to $500, and the total order amount due will be reduced by up to this amount.
*For simplicity, the examples above do not include the order shipping costs (charged to the chapter
once per order) , or the $3 processing fee which is included in every student online payment. The $3 fee
is in addition to the normal fee amounts, and is retained by Central Office. If a student pays all amounts
direct to the adviser, it is not charged.

Once you have submitted you order, you must select your shipping options. Click the ‘Select your
shipping and Complete this order’ button.

From the dropdown list, a range of shipping options appears.

Select the shipping you want, and click ‘Choose this shipping’.

Your order is complete! Central Office will have received your order, so you do not need to mail it. This
is now your order invoice, and you may print it for payment. Instructions for payment appear at the
bottom of the page. You cannot edit a submitted order. If additional items are required or more
students need to be added, submit another order.
Central Office will inform you of order status updates by email, or you can view the status of your order
on the ‘Chapter Orders’ page.

Click the ‘Show’ button beside any order to view the members included.
When you completed the order, the members added will have been removed from the Pending member
list, however they will still appear as Pending on your ‘Chapter Members’ list. Once payment is received
for the entire Membership Order, their status will be updated to Registered Paid.

When members are finally inducted, the faculty adviser must return to this screen to ‘Confirm induction’
for each member.

Getting help
If you experience problems in any of the procedures, or need further explanation, please contact Central
Office. Include as much detail as may be required to duplicate your issue. A screenshot of any error
messages, if possible, is very helpful.

