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Introduction:

The MnUSA Membership Platform is an online member management system. This
CLUB ADMIN HELP DOCUMENT is the third of three Help Documents for the MnUSA
Membership Platform. This document is for Snowmobile Club Administrators and
Officers.

If you have not done so already, please refer to the STARTING HELP DOCUMENT to
guide you to find out your member id and set your own password to log into the system
and the MEMBER HELP DOCUMENT for updating MnUSA Individual and Business
Partner Member Profile Information.

This document gives tips to snowmobile Club Administrators to update their Club profile
information, update their Member’s profile information if the member cannot update their
own, renew their Member’'s MNUSA memberships and print their membership cards for
them, download and print the Club’s MNnUSA membership rosters and many other
functions.

While the Membership Platform gives Clubs and Members the ability to fully manage
themselves, the MnUSA Office is still available to process Memberships and Club
Membership Rosters either in part or full (in other words, you can still hand write your
Membership Information and Club Membership Rosters and mail it and a check to the
MnUSA Office and we would gladly input the information into the Membership Platform
for you).

MnUSA Office hours vary during Summer and Winter Months. Check the website for
office hours, address, email and phone number.

Important: Check the Revision and Date at the top of these Help Documents with the
one that is on the website near the LOGIN TO MEMBERSHIP PLATFORM button on
the member-log-in screen to make sure you are following the latest revision as these
documents are being constantly added to and revised!



6 layers of privileges that Members get in the MNUSA Membership Platform:

Note 1: You do NOT log into the MNUSA Membership Platform as a snowmobile club;
you log in as a Member, either an individual or business member.

Note 2: You do NOT ‘create’ or ‘register’ your Snowmobile Club or Trail Association;
MnUSA Office (System Admin) have already created these for you. Any new Club or
Trail Association will be created for you by the MnUSA Office. After creation the Club
Administrator will perform updates.

1) The Basic Individual or Business Member can SEE and CHANGE their own
profile information and if they are a snowmobile club member they can SEE Club
information but not other Club members profile information. They can renew
their own MNnUSA memberships, make donations to MNnUSA and print their own
Membership Cards. If they are a member of a snowmobile club the Club Officers
and Club Administrator can do some of these tasks for them.

2) Snowmobile Club Officers can change their own profile information just like any
other member. Club Officers can SEE all the information in their Club including
the Club profile and all the member’s profiles but they cannot CHANGE any of
this information. They can download their Club Rosters and Print Membership
Cards for their club members.

3) Snowmobile Club Club Administrators can SEE and CHANGE all information in
their Club. Club Admins can UPDATE their club’s profile information, and, if
needed, any of their Member’s profile information. Club Admins can maintain
their club’s membership, download club rosters and make club MnUSA
membership payments and donations. Club Admins can ADD or REMOVE
Members from their Club.

4) MnUSA Region Directors can SEE all Club, Member and Business information in
their Region. They can run many reports for their own Region. Like any other
Member they can update their own profile but not anything else.

5) MnUSA Executive Board (Region 0O - zero) can SEE all Club, Member and
Business information in the entire state. They can run many reports for the entire

state and all Regions. They can update their own profile but not anything else.

6) System Admin can SEE and CHANGE everything in the system state wide.



Snowmobile Club Administrator:

As with any other MNnUSA Member, the Snowmobile Club Administrator logs into the
MnUSA Membership Platform with their MNUSA Member ID and password. [f you don’t
know your Member ID or need to set/reset your password refer to the STARTING HELP
DOCUMENT on the mnusa.org website.

As the name suggests, the Snowmobile Club Administrator can UPDATE the Club
information, the Club Member’s profile information and make Member payments for
MnUSA Membership Dues, Member and Club donations to MnUSA.

As was mentioned at the top of this document in the Member Privilege section, the
Snowmobile Club Officers can SEE all the Club and Member information but only the
Club Administrator can CHANGE anything or make payments.

In this example | have logged in as the Lawron Trailrider’s Club Admin:

Clubs Members Businesses Profile

Member ID: 112925-2

Lawron Trailriders

Club Members

Club Admin Search MnUSA to ADD Members to your Local Club
Tami Krtinich DD
Search Current Club Members by Name or Member ID
President

Vice President

Tim Hoshal More Info ~ I
Treasurer Bubey, Peter 13153-1 03/2026
Darla Mustar Change Role +
Secretary
Tami Krtinich More Info
Media Carlson, Ray 93865-1 03/2026
Ch Rol
None ange Role
Membership
None More Info  ~
Clark, Tim 54697-1 05/2029
Youth Change Role ~
None
Trail Coordinator
Cone More Info  ~
ake Sumner : 108501-1 06/2026
Kathleen

Assistant Trail Coordinator

None

Groomer Coordinator

Change Role «

None
Fundraising PAY DONATION ONLY PAY SELECTED MEMBERS
None

RAaard Mamhar


http://mnusa.org

As with Members the Club Officers and Club Administrators can see Club Payments on
the Club page. Click the INVOICE button for detailed transaction information.

Under the Club Payments section is the PRIVATE Club Profile information. This could
be one of the Club Member’s personal addresses if the Club did not have, for example,
a Club House.

Clubs Members Businesses Profile Member ID: 112925-2

) aPayments e

\l he Club's payment history. . DATE o

L. YMENT CODE OUNT R INVOICE
CLUB#288 Inv#2170203 $30.00 10/16/2025
CLUB#288 Inv#2170186 $30.00 10/07/2025
CLUB#288 Inv#2170089 $60.00 05/09/2025
CLUB#288 Inv#2170034 $180.00 03/28/2025

Club Profile
The Club's profile information Club Numer
288
Club Name

Lawron Trailriders

Mailing Address

24934 County Road 328

City State Zip

Bovey Minnesota v 55709

o
: B
2



Under the Club Profile is the PUBLIC Profile information. This would be the information
for the Club that would be shared in the MnUSA Minnesota Snowmobiling magazine
and on the FIND A CLUB page on the mnusa.org website.

The Club Types section has check boxes to show the services the Club provides and
also a check box to denote if this is a Trail Organization.

At the very bottom, like a Business, the Club Administrator can enter free form Notes

that they would like displayed on the mnusa.org FIND A CLUB page and interactive
map:

Clubs Members Businesses Profile Member ID: 112925-2

1 BPublic Profile -

he glub's public information
i’

——O@ot list personal information. ‘K

Club Phone Club Email

info@lawrontrailriders.com

Club Website Miles Trails
https://lawrontrailriders.com/ 82
Address

24934 County Road 328

City State Zip
Bovey Minnesota v 55709
Cities Represented Counties Represented

BDVE},’ ltasca
Nashwauk ADD COUNTY
ADD CITY

—ﬁ. Club Types Trail Status

Social Club
Certification Classes

Trail Maintenance

Contact Club v

Trail Grooming
Trail Association —se———w.

H

Notes

Meets 6:30pm (6:00pm 'Social') 1st Wednesdav of the month at the LAWRON Clubhouse,


http://mnusa.org
http://mnusa.org

This is what the Club Profile looks like on the mnusa.org website Club page:

‘mnusa.org/clubs/#find-club
—_—

HOME “MnUSA v PARTNERS ~ RESQOURCES ~

s 'ét"‘”“_'*-q

FIND A CLUB
Search Club Type
2 Lawron Trailriders X All Club Types -

-
Number: 1 PRINT & Satellite tasca County Rd 59

Lawron Trailriders

}'7 J\Q Reset Map
%

Lawren Trailriders X
© 24934 County Road 328

Bovey, MN, 55709 24934 County Road 328

Bovey, MN, 55709 /"

B2 info@lawrontrailriders.com \ /
@ info@lawrontrailriders.com \J
% Social Club, Certification Classes, Trail ‘3’

Maintenance, Trail Grooming Meets 6:30pm (6:00pm 'Social) 1st Wednesday of
the month at the LAWRON Clubhouse, 24934 County

Meets 6:30pm (6:00pm 'Social’) 15t Wednesday of Road 328 across from Petrich's Store.

the month at the LAWRON Clubhouse, 24934
County Rood 328 across from Petrich's Store.
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Important: The free form text in the Notes area mentioned above is limited to 50
characters. Because the Membership Platform and mnusa.org website are 2 different
computer systems with different levels of security, the Profile information from the
Membership Platform is transmitted to the mnusa.org website once per day between
2-3am in the morning. So, if you make a change to your Club Profile, including this
Notes area, today, it should be transmitted to the website by tomorrow.


http://mnusa.org
http://mnusa.org
http://mnusa.org

Going back up to the top of the Club page you will see that Club Officers and Club
Administrator can Export and Print Club Rosters in Excel or PDF format and also Export
and Print Mailing Labels (may need to be reformatted for your printer and label stock).

Club Administrators can the Search Field marked #1 to search the MnUSA Member
database of MNUSA Members to ADD them to their Club. Note: If the MnUSA
Member is not found in the MNnUSA Member database the Club Administrator
would add the New Member information at the bottom of the roster and email it to
the MnUSA Office to Add to the database. The ability for the Club Admin to ADD
new MnUSA Members is coming soon; we are currently having issues with
duplicate members being created. The Search Field marked #2 is to search the
Club. BOTH of these Search Fields can wildcard search by just entering part of the
Members first or last name or their Member ID.

Clicking More Info will give options to go to the Member’s Profile or Remove them from
the Club. Removing them from the Club does not remove them from MnUSA!

Clubs Members Businesses Profile Member ID: 112925-2

Eza @ Lawron Trailriders

Club Members

Club Admin l ————3 | Search MnUSA to ADD Members to your Local Club M:r:(:)er Export Roster to Excel

Tami Krtinich

Club Officers /‘ ! Export Roster to PDF
~—— | Search Current Club Members by Name or Member D
President
Jeff Elich Export Labels to PDF

Vice President

Tim Hoshal Profile More Info I
Treasurer Bubey, Peter 113153-1 03/2
Remove Change Role

Darla Mustar v

Secretary

Tami Krtinich More Info ~
Media Carlson, Ray 93865-1 03/2026 v

Change Role
None < M

Membership
None More Info

Youth
None

Clark, Tim 54697-1 05/2029 X
Change Role

Trail Coordinator

Jake Sumner Cane, 106501-1 06/2026 N4
. " . Kathleen
Assistant Trail Coordinator Change Role

None

More Info

Groomer Coordinator
None

Fundraising PAY DONATION ONLY PAY SELECTED MEMBERS

None



By clicking the Change Role button to the left of the Club Member the Club
Administrator can make them the new Club Administrator. Note: To get the Club
Administrator rights back the new Club Administrator would have to do this same
process to give them back.

The Club Administrator can also assign Club Members as Club Officers or make an
Admin or an Officer back to a regular Club Member:

Clubs Members Businesses Profile Member ID: 112925-2

1 w Lawron Trailriders

Club Members

Club Admin Search MnUSA ta ADD Members to your Local Club MAdf;e Export Roster to Excel
Tami Krtinich SR

Club Officers Export Roster to PDF
Search Current Club Members by Name or Member ID
President
Jeff Elich Export Labels to PDF

Vice President

Admin
Tim Hoshal More Info I
Treasurer Bubey, Peter 1131531 03/2t  Officer
Darla Mustar Change Role +
Member
Secretary
Tami Krtinich More Info  «
Media Carlson, Ray 93865-1 03/2026 v o o
None ange Role ~
Membership
None More Info  «
Clark, Tim 54697-1 05/2029 x
Youth Change Role «
None
Trail Coordinator
e More Info  «
Jake Sumner one. 106501-1 06/2026 v
" " . Kathleen
Assistant Trail Coordinator Change Role

None

Groomer Coordinator
None

Fundraising PAY DONATION ONLY PAY SELECTED MEMBERS

None



To pay MnUSA dues and donations for the Club and Club Members simply check off the
members that are paying and click PAY SELECTED MEMBERS. Note: There more
Club Members than seen here. Simply scroll down the list of Club Members to see and
check more.

Clubs Members Businesses Profile Member ID: 112925-2

T_ - By Lawron Trailriders

Club Members

Club Admin Search MnUSA to ADD Members to your Local Club Export Roster to Excel
Tami Krtinich Member

Club Officers Export Roster to PDF
Search Current Club Members by Name or Member ID
President
Jeff Elich 1 Export Labels to PDF
Vice President \L
Tim Hoshal More Info I
Treasurer Bubey, Peter 113153-1 03/2026 v
Darla Mustar Change Role +
Secretary
Tami Krtinich More Info
Media Carlson, Ray 93865-1 03/2026 v
Ch: Rol
Nane ange Role
Membership
None More Info  +
Clark, Tim 54697-1 05/2029 X
Youth Change Role «
None
Trail Coordinator
e More Info  +
Jake Sumner one,
106501-1 06/2026
" " " Kathleen / 4
Assistant Trail Coordinator Change Role

None 2
Groomer Coordinator \l
None
Fundraising PAY DONATION ONLY PAY SELECTED MEMBERS

None



After you click PAY SELECTED MEMBERS you will be taken to the PAYMENT screen.

Here you can click the red X to the right of the member to remove them from this list if
you accidentally added them. By clicking the Payment Option box for each member you
can choose if they are paying 1, 2 or 3 years or if they are just Donating. Even if they
are paying 1, 2, or 3 years they can still Donate.

Club Donation can be added here.
As you chose the payment options and enter donation amounts the Total will be
computed. When you are ready to Pay enter credit/debit card number, expiration date

and CVC code and click PAY NOW.

Note: The ability to pay here via ACH is coming soon. We are still working out the
details here to make it as simple yet secure as possible.

Clubs Members Businesses Profile Member ID: 112925-2

E=a O Payment
Cart
Confirm the selected members and choose the payment Member Name Member ID Renewal Date Payment Options Donation h/
options for each
Peter Bubey 1131531 03/2026 Donation Only «» ———»$ 20
Ray Carlson 93865-1 03/2026 1Year- $30 « $ 0.00
Kathleen Cone 10650 1Year- $30 « $ 0.00
1 Year - $30
Jim Jr Dingmann 11047 2 Years - $60 1Year- $30 « $ 0.00
3 Years - $90
Craig Dingmann 11215 S 3vears-$90 $ 60
Deonation Only /1
Additional Club Donation: $ 100 €————— Total: $360
Card number = —> MM YY CVC

- PAY NOW (CARD)



A final note in regards to paying MnUSA dues:

MnUSA values your memberships and contributions to the sport of snowmobiling. We
strive to make this process as simple and convenient for you as possible. If none of the
above payment options work for you please feel free to do all your club updates to your
roster and email it to the MnUSA Office and mention that you have a check in the mail.
If you don’t send a check in the mail then the MnUSA Office hold your roster and will
email you an electronic invoice. You can still print out or hand write your roster and
send it with a check to the MnUSA Office. Once your payment is received the MnUSA
Office will update your Club and Members in the Membership Platform for you.

DO NOT HESITATE TO CONTACT THE MNUSA OFFICE!

This is the end of this revision of the MNnUSA Online Membership Platform CLUB
ADMIN Help Document. This document is constantly being updated so for the latest
revision go to mnusa.org and click Login or go directly to mnusa.org/member-log-in.

For questions consult the MnUSA Office or, if applicable, your snowmobile club Club
Admin. For contact information and office hours for the MnUSA Office refer to
mnusa.org.


http://mnusa.org
http://mnusa.org/member-log-in

