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1. Introduction

The National Allotment Society welcome you to the new and improved NAS members’
website.

Throughout the document, you will see reference to ‘membership administrator’ and
‘affiliate member’ or ‘affiliates’. As the head liaison for your association, you are the
membership administrator. All other members of your association are known as affiliate
members.

This document is produced as the members’ administrator manual. As the administrator for
your association, you will receive step by step instructions to help you navigate around the
new members’ area, viewing your association’s membership details and how you manage
your membership.

Please note: The document advises how you log in to the members’ area of the website
using your personal email address and setting up a password but this does not negate the
use of the standard login details provided for all members of an association. The standard
login still remains your association’s membership number along with the password provided
to you by the NAS. You, including all your members can still use these details to login and
see the members’ area information.

GDPR -

Majority of the example names and details are fictitious for display purposes but for
additional precaution, some of the information is redacted from this guide to ensure data
protection regulations are met.

This guide is to support and aid both you and the NAS in ensuring we meet the
requirements of government data protection to protect people’s information.

The manual is designed to help you to be self-sufficient and assume ownership of your
membership information. It is also provided to make your experience of using the new
website a positive one.

We encourage you to send us notes/feedback via email so we can continue to keep the
website and your members’ area refreshed.

If you have any questions or queries, please contact the head office team through the
‘Contact Us’ form page found on the website.



2. How to Log on

Website address — www.thenas.org.uk

Once you go to the website, In the top right hand side, please click on ‘Login’ on the menu
bar to proceed.

(Please note that ALL members will use the same login area when accessing the member’s
area of the NAS website).
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http://www.thenas.org.uk/

2.1 Standard Association login details

Once in the login area, it will ask for your username and password.

Your association will have standard login details which is available for use by you and all
members of your association.

These standard details are your membership number along with a password provided to you
by the NAS. (See example photo below).

All members of your association are welcome to use the standard login details.

Please use the form below to log in.
Logging in with your membership account will let you view member only

content and access the Kings Seeds order form, but you need to use your

Mernbership Secretary.

Email / Username |/ Mem No

522801

Password

Forgot your username and/or password?

PLEASE NOTE: If you or your affiliates log into the website using the standard association
login details, you will be limited to only seeing the general members’ area news and
information. You have to log in through your personal login details in order to gain access
and manage your personal information.

If you login via your association standard login details and try to access your personal details
on the ‘My Account’ section, you will have a page similar to the below display instead:

\‘) The National Home
Allotment Society

home » Member's Arad > Your Account
Your Account

Your Account

You are currently logged in as Cactus Allotments Tester
Please note that this is a generic login for your membership account. If you want access to your personal details you will need to create a personal account
Please contact your membership secretary.

Your Membership Contact Details
Miss Jane I—
Email

Tel: 01536 266576
Waork
Mob :



2.2 Setting up Your personal login details

So that you (and all your affiliates) can set up your own personal login details, you will need
to make sure the following is already done:

» Make sure your email address is already registered with the NAS. If you have
previously submitted your member’s list via email or post to the NAS with contact
details for each member including email address, then these will be registered with
NAS.

If you didn’t tell us your email address when you applied for membership or updated
member details, please email this through to the head office at: contact@thenas.org.uk so
we can add to records.

Once the above is done, you can go to the login page on the NAS website. You will then click
on the ‘forgot your username and/or password’ link below.

Please use the form below to log in.
Logging in with your membership account will let you view member only
content and access the Kings Seeds order form, but you need to use your

personal login to access your account details.

If you have not set up your personal account please contact your
Membership Secretary.

Email [ Username [ Mem No

Password

Forgot your username and/or password?



mailto:contact@thenas.org.uk

You will then be directed to the page below where you will be asked to type your email
address. Once you put this in, click ‘remind me’. You will then receive an email giving you a
temporary password.

You can then login with your email address and this temporary password to gain access to
your members’ area and account. Once you have logged into your account, be sure to reset
your password straight away so you do not have to repeat the above process.

Forgotten Your Username or Password?

Please enter your email address or username below and we will send you

aword.

an email with your username and a link to reset your pas:
You need to have an email address registered with your account for this to

work. If you haven't got an email address registered you'll need to contact

your membership secretary.

Email [ Username

Please note if any of the members in your association do not have an email address they can
register, they will only be able to sign in using the association’s membership number and
standard password.

None of the above changes the fact you and all your affiliate members can use the standard
general login details for your association.

Please note: Logging in via your personal login details allows you access to all areas of the
website including the ‘my account’ area where you can update your details. As a
membership administrator, you will have access to your personal information and your
affiliates members where you can add, edit and delete affiliate details (see more
information on this from section 4 onwards). Affiliate members will be able to see their own
details but no one else.

This is intentionally designed as such so that you, (the membership administrator), have
access to update your members list rather than emailing the head office.



Once you have signed in, you will automatically go through to your members’ home page.
At the top, you will see the menu bar which lists the following —

Home, About Us, Allotments, News, Members Area and My Account. First, let’s look at the
details in the ‘My Account’ section.

‘l The National ) Home About U Allotme v News Members Area My Account v
Allotment Society

Manage Cactus Allotments Tester Account

Logout

Welcome to your members’ area

Access membership only information, offers and downloads



3. Your Account

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

Once you're in your account, you will automatically be in the ‘details’ section of your
membership account which shows you all personal information held for you including your
name, address, telephone number and email address.

As the membership administrator for your association, you will see the ‘manage account’
button on the right hand side which will take you over to your association’s details as well as
show you all the affiliate members you have.

‘l The Natioﬂal Home About Us Allotments =ws  Member's Area v~ My Account ~

Allotment Society

home > Member's Area > Your Account
Your Account

Your Account

Your Details Your Memberships

Name - Miss Jane I Home Address:
Username : user193689 125 Test Street
Test Town

Ermail - — g mail.com Toat Cactus Allotments Tester Secretary Manage Account

Homea Tel : 01636 266576 TEB4 AAG
Work Tel :

Mobile Tel : Edit Home Address

Terms Accepted : yes
Receives E-Newsletter : yes Work Address:

Has Insurance : no
Edit Work Address
Edit Details

Change Password




4. How to add an affiliate member

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

Click the ‘Affiliates’ button to see all your members.

home » Member's Area > Manage Mermbership
Manage Cactus Allotments Tester

Manage Cactus Allotments Tester

m Affiliates ) Subscriptions and Payments

Mam Name : Cactus Allotments Tester
Mem Num : $22801

Mem Type : Association

No.of Affiliotes : 16

Website :

Join Date : 03 Aug 2023

Expiry Dote : 02 Aug 2025

Extra Seed Catalogue Info:

Links:
Region : Scotland
Regional Rep - not set

Default Contact:

Miss Jane | —

123 Test Street, Test Town, Test, TEB4 4AG
Ermail - | I— ) o mail.com

Tel: 01536 266576

Mo. Catalogues: 0 Waork :

Mo. Crder Forms : 0 Mob :

Notes: Share:
Share number : 203669
Web Login:

View Seed Catalogue

Website login : 22801
Website password : 3327339

Change Password

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 delete
affiliate members’ names and their details.

home > Member's Araa > Manage Membership
Manage Cactus Allotments Tester

Manage Cactus Allotments Tester

w Affiliates Subscriptions and Payments

You currently pay for 18 and have 7 linked.

add offiliate member

Search: ‘ ‘ Show| 50 v ‘entries
First Address Address Address
position T' Title Name surname T/ Mail Ins 1 2 3 Town County d
n Secratary Miss Jane — . 123 Test Strest TestTown  Test
n Attiliate Aloyne I > 5 Corby Morthants u
shakespeare K
way
n Affiliate Catherine I s 1 Shakespeare Corby Northants u
Way K
n Affiliate Peter I > 2 Corby Northants 1]
shakespeare K
way
n Affiliate George NN , 4 Corby Morthants ]
Shakespeare K
way
Affiliate Mr John 1 1 1 1 1 1
T4 il I "

Attiliate Helen I 3 Corby Morthants u
(@[] C '
Shakespeare K

way



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

Here you can view, edit and delete affiliate members’ names and their details.

You will see the note of how many members you have paid for against how many members
you have registered as an affiliate. This will update as and when you add more affiliates or
remove them. For example, if you have 50 members and have listed 40 persons, the note will
say “You currently pay for 50 and have 40 recorded.”

Please remember that if members are not registered on your account as being a part of your
association, they may miss out on a lot of benefits including the Allotmenteers liability
insurance cover which requires their details to be listed.

home » Member's Area > Manage Membership
Manage Cactus Allotments Tester

Manage Cactus Allotments Tester

m m Subscriptions and Payments

Search: Show | 50
First Address Address
'l position 1' Title '/ Name '’ Surname T Mail ! s 11 1 2
n Secretary Miss Jane NN 123 Test Street
n Affiliate algyne I 5

" —
n Affiliate Catherine =

n Affiliate Peter
n Affiliate George
n Aftiliate Mr John

Q Helen
/4

Delete affiliate
Edit affiliate member

members’ details

Details on number of affiliates paid
for vs how many registered as
affiliates on your account

Shakespeare
Way

1Shakespeare
Way

2
Shakespeare
Way

4
Shakespeare
Way

1 1

3

Shakespeare
Way

Click this button if you would like
to add a new affiliate member to

You currently pay for 18 and have 7 recorded vour association
‘ add affiliate member )

Address
1 3 L Town ' County 1l g

Test Town Test

Corby Morthants u
K
Corby Northants u
K
Corby Morthants u
K
Corby Northants u
K
1 1 1 1
Corby Morthants u

To add another member, click the ‘add affiliate member’ button.



Once you click on the ‘add affiliate member’ button, the following pop up will open —

You can then fill out all fields with the new members’ details.

Register an Affiliate

Please enter the person's email

Title

Ploose enter the parson's title

Forename

Plaose enter the person's forenam

Surname

Plaose enter the parson's sumama. (required)

Please start by typing in your postcode
Address Line 1
Address Line 2

Address Line 3
[

If the new member wants insurance cover, make sure to tick the box for insurance and e-
newsletter at the bottom before clicking ‘register’.

Town [ City
County
Address Country

Home Telephone

Work Telephone

Mobile Telephone

Terms Accepted (required)
Receives E-Newsletter

Register for NAS Insurance

Register Close

You will not be able to click register until you have field out all the compulsory fields.

11



5. How to edit an affiliate member

(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.

home » Member's Area > Manage Membership
Manage Cactus Allotments Tester

Manage Cactus Allotments Tester

m Affiliates | Subscriptions and Payments

You currently pay for 18 and have 7 linked.

add affiliate member

search: ‘ | Show ‘ 50 ~ | entries
First Address Address Address
position T Title Name surname 1!  Mail Ins 1 2 3 Town County q

n Secretary Miss Jane _ v 123 Test Street TestTown  Test

n Affiliate Alayne — 7 5 Corby MNorthants u
Shakespeare K
Way

n Affiliate catherne IIKG_— o 1 Shakespeare Corby Morthants u
Way K

n Affiliate Peter I > 2 Corby Northants u
Shakespeare K
Way

n Affiliate George NN J 4 Corby Northants u
Shakespeare K
Way

Affiliate Mr John | | 1 1 1 1 1 1
[cg v

n affiliate Helen | » 3 Corby Morthants u
Shakespeare K
Way

4 »

Edit affiliate
members’ details

12



One you’ve clicked on the edit button on the line for the affiliate you want to update details
for, you will then be taken to their profile where you can then click on ‘edit details’.

\‘) The National Home About Us Allotments ~ News Member's Area ~ My Account ~

Allotment Society

home » Member's Ared » Your Account
Your Account

Your Account

Name : Miss Jane I— Home Address:
Username : useri93689 123 Test Street
. . Test Town
Email - @ gmail.com Test
Home Tel : 01536 266576 TEB4 4AG
Work Tel:
Mobile Tel:

Terms Accepted : yes

Receives E-MNewsletter . yes Work Address:
Has Insurance : no
Edit Work Address
Edit Details )
~——
Change Password

Once you have made the edits you need to make, click ‘update details’ at the bottom and
the system will automatically save these.

Make sure you have still filled in all compulsory details as you will not be able to save if any
compulsory field is missing.

v | Terms Accepted

+| Receives E-Newsletter

Register for NAS Insurance

Update Details Close

13



Please note: As the membership administrator for your association, you are the default
contact for all correspondence sent by the NAS. It is imperative the NAS has details to
contact you with regards to any updates or changes to your association.

Because of this factor, you will not be able to change your personal details by any other
method except by contacting the NAS office directly via email.

(what the membership administrator will see pop up if they try to change their details).

Edit User Details

As you are the default contact for an association you cannot edit your
details here

Please contact the NAS office to update your details.

Update Details Close

14



6. How to remove an affiliate member

To remove an affiliate member from your members list, simply find their name on your
members list and click the red ‘x” button next to their name. This will delete all their details
from your members list and your account.

heme > Member's Area » Manoge Membearship
Manage Cactus Allotments Tester

Manage Cactus Allotments Tester

m Affiliates Subscriptions and Payments

You currently pay for 18 and have 7 linked.

add aoffiliate member

Seur:h:‘ | Show | 50 ~ | entries

First Address Address Address
'L position T\ Title '° Name ' Surname T' Mail "' Ins T 1 L 2 L 3

n Secretary Miss Jane — > 123 Test Streat TestTown  Test

n Affiliate alayne I > 5 Corby Northants u
shakespeare 3
way

n Affiliate Catherine IEGEG_— > | Shokespeare Corby Northants u
way 3

n Attiliate Peter I > 2 Corby Northants u
Shakespeare 3
way

n Affiliate George I > 4 Corby Northants u
Shakespeare 3
way

ili I
n Attiliate Mr John > 1 1 1 1 1 1

ili I
Aftiliate Helen > 3 Corby Northants u
Shakespeare 3
way
4 »

Delete affiliate member

Please note you will be given a warning pop up before the system completely deletes this
member. You will then need to click the ‘remove from member account’ button to confirm
the removing of this member. This is just to make sure you have not mistakenly chosen to
delete the affiliate’s details. It will display on your screen like the image below:

Jane

Alayne

Catheri

Remove contact from member account?

Peter
Please click delete below to COMPLETELY remove

this contact from this member account.

George
Cancel

John BRI 1 1 1
2 U
Helen Walker ™ M 3
o000

15



7. Subscriptions & Payments

7.1 Paying your membership renewal

Click on the ‘subscription and payments’ button.

home » Member's Area » Manage Merbership
Manage Cactus Allotments Tester

Manage Cactus Allotments Tester

Affiliates ( Subscriptions and Payments ’

Mem Name : Cactus Allotments Tester Links:

Merm Num : $22801 Region : Scotland
Mem Type : Association Regional Rep : not set
No.of Affiliates : 16

Website :

Default Contact:

Miss Jane —

123 Test Street, Test Town, Test, TEB4 4AG
Ermail - || E— ) ) ail.com

Join Date : 03 Aug 2023
Expiry Date - 02 Aug 2025

Extra Seed Catalogue Info: Tel: 01536 266576
No. Catalogues : 0 Work :
MNo. Order Forms : 0 Mob :
MNotes: Share:
Share number : 203669

Web Login:
Website login : s22801
Website password : 3327339

Change Password

The page below will then appear displaying all previous and recent payments for your association.

View Seed Catalogue

The National . Home AboutUs v Allotrmants ~ News Members Area v My Account v
Allotment Society

home > Member's Area > Manage Memership
Manage Cactus Allotments Tester

Manage Cactus Allotments Tester

Affiliates Subscriptions and Payments

subscription type : Association Member : $22801 - Cactus Allotments Tester
Last payment made : 12 Feb 2024 Contact : Miss Jane Gilchrist
Expiry based on payment : 02 Aug 2025 123 Test Street, Test Town, Test, TEB4 4AG

Mageazine Quota - standard
Home tel: 01536 266576

R N Add Affiliats o

Ernail - lisal986fox@gmail.com

actual pay
type due quan cost  paid method notes updated
03Aug 15 £ net ) cheque Payment by cheque requested at 2024-02-28 100952 28 Feb Howtopay | 212
2025 4500 | paid 2024
03AUg 10 co00 (EETR Not 14 Feb
2024 2024 Applicable 2024
Ba) 21feb 5 £ EETR cord Stripe payment: pi_30mHKwBjeEcSBpB20BgfUxYh 21Feb
2024 15.00 LEZ  Payment 2024
W) 2feb 4 £ PSR cord Payment by internet_bank requested at 2024-02-21 21Feb
2024 12.00 s Payment 14:56:31 Stripe payment: 2024
pi_30MHEqB]efoSEpB20GPETIsa
03Aug 10 c000 (R nNot 03 Aug
2023 Applicable

2023 2023

16



You will then see two buttons leading you to payment area —
one in the right hand side next to the last payment made and one on the left side. Both
buttons will lead you to the same payment page.

(Note: If you are confused on the options you have of how to make payment, there is a help
button next to the ‘pay’ button below on the right hand side).

The Natlonal . Home AboutUs ~ Allotments ~ News Member's Area v My Account v
Allotment Society

home » Member's Area > Manage Membsarship
Manage Cactus Allotments Tester

Manage Cactus Allotments Tester

Affiliates | Subscriptions and Payments

Subscription type : Association Member : $22801 - Cactus Allotments Tester
Last payment made : 12 Feb 2024 contact - Miss Jane Gilchrist
Expiry based on payment : 02 Aug 2025 123 Test Street, Test Town, Test, TEG4 4AG

Magazine Quota : standard
Home tel - 01936 266576

e - Work tel :
( RenewNow | Add Affiliates Mobile tel
N——

Ermnail: lisa1986fox@gmail.com

pay

cost paid method

€D ozaug B £ not ) Cheque Payment by cheque requested at 2024-02-2810.0952 2B Feb How to pay
2025 4500 | paid 2024
€D o3rg 0 £000 (IR Mot 14 Feb
2024 2024 Applicable 2024
@) 2ifeb & £ PR cord Stripe payment: pi_30mHKWBjeE0SEpE205aiUxYh 2Feb
2024 15.00 A2 Payment 2024
extra | Z2ifeb 4 £ 21 Feb Card Payment by internet_bank requested at 2024-02-21 21 Feb
2024 12.00 2024 Payment 14:56:31 Stripe payment: 2024
pi_30mMHEqBjeEoSBp620GpGTisa
[ main JETIRR £000 Not 03 Aug
2023

2023 Applicable 2023

17



You will then be taken to the page to choose your payment method.
You will have the choice of the following:

1. pay by bank transfer
2. pay by sending a cheque to our head office address
3. Pay by online card payment.

home > Mamber's Area > Make Payment

Make Payment for Cactus Allotments Tester

Make Payment for Cactus Allotments Tester

Association Membership fees due on 02 Aug 2025

You currently pay for 18 affiliates and have 7 linked

You can alter the number of affilates for your renewal using the box below.

The minimum number you can pay for is 7. If you need fewer affiliates you need to edit your affiliate list to remove any unwanted accounts
How many affiliates do you want to pay for?

15

Total Cost £ 45.00

Please choose a payment method below.

Iwill pay by Internet bank transfer

1 will send a cheque

Online card payment

Paying by bank transfer —

If you choose option 1, our business account details for transfer are as follows:
Bank: The Co-operative Bank

Sort Code: 08 92 99

Account Number: 67270048

Account Name: NSALG

Please use your membership number as the reference.

Paying by cheque —

If you choose option 2, you can send this to our head office address which is:
NSALG Ltd

O'Dell House

Hunters Road

Corby

NN17 5JE

18



If you click for option 1 or option 2 above — you will then come to the following screen

horme * mamber home
Payment Success

Thank You For Your Payment Notification

We've added a payment record to your account and will mark this as pdid as 500N as we receive your payment.

Your specified payment method was : cheque.

Please click here to return to your subscription details.

If you then look back at your subscription and payments page, you will see the payment
added showing in an amber colour as ‘not paid’. This will update to a green colour showing
‘paid’ once the funds have been received.

Manage Cactus Allotments Tester

Affiliates Subscriptions and Payments

Subscription type : Association Member : §22801 - Cactus Allotments Tester
Last payment made : 12 Feb 2024 Contact - Miss Jane (mm—
Lupiry based on payment : 02 Aug 2025 123 Test Street, Test Town, Test, TES4 4AG

Mogazine Quota : standard
Home tel: 01536 266576

- Work tel:
Add Affiliates Mohile tel -

Email : | @ gmail.com

actual pay
type due quan cost  paid method notes updated
03 Aug 15 £ et "\ Cheque Payment by cheque requested at 2024-04-26 12:39:26 26 Apr Pay
2025 4500\ | paid 2024

19



Pay by online card payment -

If you choose option 3 and pay by card, you will be directed to a Stripe payment page where
you can enter your details to complete this payment (like seen below)

T G.ET Intemet Services TEST MODE Pay with card
Email
NAS renewal 522801 Cactus Allotments Tester for 15
affiliates
£45 00 Card information
.
234 1234 1234 1234 2] o] &ch
@
Cardholder name

Country or region
United Kingdom v

Pay

Once completed this page and clicked ‘pay’, the system will process your payment and you
will be sent to a confirmation page once this is complete. You will then be able to return to
your account page.

Please note: Do not try to go back or refresh the page while the payment is being made as
this may cause the payment to fail or could even cause duplicate payment.

20



7.2 Adding a magazine subscription

To add a magazine subscription, you will need to go to your details on the ‘My Account
section’.

The National Home AboutUs ~ Allotments ~ News Members Area v~ My Account -~ Search

Allotment Society I

Manage Cactus Allotments Tester Account

home > Member's Area > Your Account
Your Account

Logout

Once there, you will see the option to ‘get your own mag subscription’.

Click this button in order to set up a subscription for yourself. As the membership
administrator, you will be responsible for adding additional subscriptions for yourself and
for other affiliates to your association.

home » Mamber's Arad » Your Account
Your Account

Your Account

Your Details Your Memberships
Name - Miss Jane (S Home Address: -
membership position

Username : user193689 123 Test Street

Test Town
Ernail - lisa ! oot Cactus Allotments Tester Secretary Manage Account
Home Tel : 01636 266576 TEB4 4AG
Work Tel : . PR
Mohile Tel - Get Your Own Mogazme SUbSCI‘IptIOI"I
Terms Accepted : yes If you want to receive your own personal copy of our magazine just click the
Receives E-Newsletter : yes Work Address: link below.
Has Insurance : no X -

‘ Get Your Own Magazine Subseription
—

Change Password

21




You will then have the following description pop up that asks how many magazine
subscriptions you are looking to set up. Place in the number of magazines you want to
subscribe to and click ‘subscribe’.

Magazine Subscription

Subscribe To Our Magazine

As a current member you can get copies of the NAS magazine at the reduced rate of £10 per subscription
copy per year.

Simply tell us how many Magazines you require per issue and click the button below to add this to your
account.
How many subscription copies do you need

1

Subscribe Close

The following page will ask you to confirm the number of magazines you want to subscribe
to again before taking you to online payment page to complete payment.

You can then follow the instructions for making payment and the system will automatically
set this up for you once payment has been made.

7.3 Subscription renewals

If you are renewing your magazine subscription, you will see the option to ‘pay’ listed next
to the description of your magazine subscription under the ‘subscription and payments
section.

22



8. Summary

Now that we have covered all aspects about logging onto your account, viewing and making
changes, you can now browse the rest of the website.

There are many discoveries to see on the new website including the new and improved
areas listed below:

- History of NAS

- Regional branches

- Volunteer with NAS

- Benefits of Allotments

- Monthly Jobs

- National Allotments Week

- Allotment Magazines (All previous dating to 2018)

- Info & downloads (including all major NAS leaflets such as the ‘Voice of the
allotments’

- Kings Seed scheme

- Legal advice (which will soon be updated with a more detailed FAQ page)

And more benefits to engage and support all our members.

If you have any feedback or queries, please do let us know by dropping us an email at Head
Office — contact@thenas.org.uk.
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