
 
 

Site Administrator Registration Instructions 
 

Once you are logged in you will see this screen which is the registration form.  Fields marked with 
an asterisk are required, though we would like to have all fields completed. 
 

 
 
To complete the Title use the drop down arrow and scroll through the list that best matches. 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
This screen shows how to complete the Responsibility field.  This relates to the buying or sales 
category you are associated with or have responsibility for if applicable.  If you have more than 
one click each one with your mouse while holding down the “Ctrl” key on you keyboard. 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Complete the remaining fields picking your own login and password along with the category of 
“Can You Help” notifications you would like to receive.  None of the old passwords will be 
allowed. 
 
 

 
 
Once everything is complete click the submit button.  You will be directed to a confirmation page.  
 
 
 
 
 
 
 
 
 
 
 



 
 
 
The confirmation page will allow you to make any corrections if needed.  Make the corrections 
and use the Update button.  If the information is correct use the links at the bottom of the page to 
download the Administrator Instructions – “How to set up user logins”, and proceed to the new site 
location. 
 

 
 
 
 

 
 
 
 
 
 
 
 



 
 
 
If you proceed to the Public home page the login button for the Member site is in the same location 
as the current site.  Use the username and login information that you just created to login. 
 

 
 


