
 
 

Site Administration 
How to update Council & Assembly officers 

 

Important notes: 

1. Your screen may vary depending on your position and access level to the site. 
2. Members who joined after 6/1/2024 may not be in the system (please contact the web 

team if the member is not in the system) 

Instructions 

1. You must have access to the site and have access to the sadmin section of the site. If you 
are required to have this level of access, please contact the web team. 

2. Access your dashboard. Navigate to your dashboard from the main menu of the site 

 



3. In the SAdmin you will have access to update/add data to the site. To update the council, 
assembly, or state officers/director follow one of the links. 

 
4. On the council & assembly management tool, choose the option to manage officers. 

 
 



5. If you need to update the current FY officers choose “Current FY” to add/update officers for 
FY 202-2025 choose “Update Officers for Next FY” 

 
6. Click on the “update” to assign a member to a position 

 

  



 
7. On the “update” form, verify the position, and your council/assembly number then choose 

the member and click on submit. This will take you back to the list.  

 
 

8. Repeat the process for each position as needed. 
9. If you need to update the State Officers and Directors follow the same process.  

Important: The state officers, directors and chairmen data are currently being processed 
and will be loaded in by the web development team. The data will be in the system on 
6/17/2024

 

 

 


