
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 
 

Editing Affiliate member details 

ABSTRACT 
Quick Instruction manual for member 
administrators on how to edit affiliate 
members’ details on their members List 
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1. Editing Affiliate Details  
Once you have clicked on the ‘Affiliates’ button, all your members details will drop down in 
the display just as the format seen in the image below.  Here you can view, edit and remove 
affiliate members’ names and their details. 
 

(Please note some info on the screenshot image below is redacted for data security) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
For each line with an affiliate member, you will see a purple icon – this is the ‘edit affiliate’ 
button. Click on this to make edits to an affiliates name and details. 
 
 
 
 
 
 
 
 
 
 

‘Edit members 
details’ button 
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One you’ve clicked on the edit button, , you will then be taken to that member’s current 
profile where you can then click on ‘edit details’. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once you have made your edits, click ‘update details’ at the bottom and the system will 
automatically save these.  
 
Make sure you have filled in all compulsory details as you will not be able to save if any 
compulsory field is missing. 

 
 
If you have any queries, please do let us know by dropping us an email at Head Office – 

contact@thenas.org.uk. 
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