
1. Sign into the website 

2. You will be in the website dashboard 

3. DO NOT GO TO MEMBERSHIPWORKS IN THE WEBSITE DASHBOARD 

4. In the black area (on le*) of the dashboard – Go to PAGES and click on it. 

5. You will see FOLDERS for the PAGES – Go to the one “MEMBERSHIPWORKS” – all that means is those pages 

USE MW 

6. Find the page FORMS AND BALLOTS 

7. Hover over the words FORMS AND BALLOTS then click the li9le EDIT 

Hover over this box of text: 

 

 

 

 

 

 

 

 

 



4 icons will popup – click on the li9le pen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Type in the text you want. Click on the ADD MEDIA bu9on. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Click on the UPLOAD FILES tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Select the folder where the PDF will be saved – under FORMS. Then click the Select Files bu9on. Get the file from your 

computer. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



When the file uploads it will be checked. Go to the right side and click COPY URL TO CLIPBOARD. A*er it’s copied click on 

the X in the upper right corner. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Select the whole line of text. Click on the PAPERCLIP (Insert link) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Right click and paste the URL into the box. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Click on the SETTINGS WHEEL – right next to the blue/white arrow. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Check the “Open link in a new tab”. Then UPDATE. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Bold the text and when done click the SAVE bu9on. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



A*er you have saved the text box then click the UPDATE bu9on the on right. This updates the whole page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



A*er updaCng – click VIEW PAGE. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



If you made a mistake – click on the EDIT PAGE (in the spot where VIEW PAGE was located). Follow the steps above. 

You can logout by hovering over the Howdy in the upper right corner. 

 


