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OVERVIEW OF MEMBER PROFILE
Your Member Profile lists your 
personal data. It also enables you 
to determine how much of your 
information you share on the 
community website. 

Once you log in to the community 
website, you see the “Hello, [Your 
Name]” dropdown menu at the top 
right of every page. From the menu, 
choose “My Profile” to open and edit 
your Member Profile information 
options. (If you do not see this menu 
and its greeting, you are not logged 
in and therefore can’t access your 
Member Profile.)

The Member Profile stores your 
information securely. Its window  
is divided into three separate tabs. 
Click on these tabs in the left  
column of the window to navigate 
among them.

The first tab, Member Details, 
displays your personal information. 
This information is easy to update as needed.

The Primary Information section collects standard address information based on the country you 
select.

Your Admins may opt to collect additional data fields that are unique to your community. These fields 
appear in the Additional Information section. If Admins designate these added fields as required 
information, you will need to complete them when you register (or when you log in, if Admins add  
new fields after you become a website member). 

At the bottom left of the window, click on the “Set Password Request” link to change your password.  

Add an avatar image that will appear with your information in the Member Directory. Simply click  
on the “Upload New Image” link and load a JPG, PNG, or GIF file.

The second tab, Member Directory, enables you to opt in to share information in the Member Directory 
on the community website. In the Member Directory Visibility section, activate the “Appear in Member 
Directory” toggle switch to share your first and last name. Activate additional checkboxes to share your 
street address, e-mail address, and/or phone number. 
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If your community has set up 
additional fields to collect member 
data and has designated those 
fields to be shareable, you can 
choose to share any, all, or none 
of those fields in the Member 
Directory as well. Note that some 
of these optional fields may be set 
up so they can’t be shared, so your 
Member Profile may contain more 
data than you can display in the 
Member Directory. 

On the third tab, Notifications, 
activate the “Receive Text Messages” 
toggle switch to allow your 
community to contact you via text 
message at the phone number 
listed in the Primary Information 
Section of your Member Details. This 
must be a cell phone number.

Below the text-messaging settings, 
activate the “Receive Weekly/Monthly 
Digest Notifications” toggle switch 
to receive e-mailed updates about 
specific website features, including 
communications and invoicing.

Weekly digest messages go out every Monday morning. Monthly digest notifications go out on the first 
Monday of each month. You can opt in to receive the following feature summaries. (Note that not all of 
these features are available to all communities.)

OVERVIEW OF MEMBER PROFILE—CONTINUED

	◆ Payment Reminders

	◆ New Document Uploads

	◆ Calendar Entry Updates

	◆ Newsfeed

	◆ Private Chat Updates

	◆ Ticketing Updates

	◆ Violation Updates

	◆ Amenity Registration Reminders

	◆ Event Registration Reminders

	◆ New Event Listings

  � �If you are a community Administrator with additional 
questions about Memberships, please visit the Support Desk 
through your Admin Dashboard and open a support ticket.


