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Step 1 — Member Privacy

/AN Once you've been checked out to run the front
desk, you’ll have access to some sensitive
information, particularly contact info for
members and their emergency contacts,
including addresses, phone numbers, etc.

@® Do not share contact info for any member
with anyone (including other members)
without their permission.

@® Don't use contact information for a member
to contact them yourself unless it's about
LMN business, or you have their contact
information from another source
(preferably the member themselves).

@® Do not share details about when a member
uses the space (access logs) with anyone,
including other members. If someone
needs access to this information, they
should already have access to it, or they
should go through Brian to get it.

This may seem like we're going a bit
overboard, but you may not know any
underlying situations and LMN has taken
adopted a strict policy regarding this.
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Step 2 — Login to Member Portal

@ Visit members.lansingmakersnetwork.org and
login.

~-LANSIN =

NETWORK

Member Account Portal

Renew your Membership S —
Login to manage and renew your Lansing Makers Network membership.
Password @
If this is your first time renewing with this system, you'll need to reset your password.
Be sure to use the same email address you gave us when you enrolled. Forgot Password?
Step 3 — Click the Gear

Logout R . . o
® Click the gear icon on the navigation bar to

access the admin interface.

@ If the gear doesn't appear, you may need
to be "punched in" as a volunteer on shift in
order to see the gear icon.

t can manage. Click your name in the navigation menu to edit your account information,

1se for any family members on your account regularly.
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