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How do I lapse a member?

NOTE: If subscriptions are paid by another member this must be deleted

before you are able to lapse them.

Under person, select the members name from the drop down menu on the
Database start up page.
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Then in the ‘status’ section of the members profile page, click on ‘Lapse.’
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Then in the ‘Reason’ drop down menu, click ‘Lapse’, then ‘save’.
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However, if the member’s subscriptions are paid by someone else then complete the following steps...

Go back to the members profile and under ‘Subscriptions’, click ‘Edit’.
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In here you will then remove the persons name in the ‘paid by’ section and then

click ‘save’.
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Once the above steps are complete, then the member can be lapsed by going
back to the ‘status’ section in the members profile page and clicking ‘Lapse’.

You will then be taken to the below screen once again, where you can then lapse

the member by selecting the reason from the drop down menu and then clicking
save.
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To reinstate the member, go to the members profile, and under the status box click ‘reinstate’ then hit




