Login as Officer at Toastmasters International
Every member of Toastmasters may have a login to Toastmasters International.  If the member is also an officer of a club, s/he may conduct club business also.
Toastmasters International Website:
http://www.toastmasters.org
To Access as a Member:
1. Click the above link.
2. Near the top-middle, click ‘Login’.
3. Under the Login boxes, click ‘user name’ in ‘Reset/Retrieve you user name?’

4. Type in your email address.
5. If your email address is on file, you will receive your id and password in an email shortly.

6. As of 20 July 2011, every member has an email address on file with preference to the First.Last@srpnet.com style rather than the fxlast@srpnet.com style.  There are some that have home emails listed.  If you have a question regarding which email address is listed or need to make a change, please contact a current club officer for resolution.
7. Once you have your id and password go back to the Login boxes and log in.  Your first log in should prompt you to change your password; you should be able to change the id also, please keep it appropriate.

8. You now have access to the Toastmasters International website as a Toastmaster member, not necessarily an officer.  Let the online shopping begin!
9. It is appropriate for any member or officer to access the DCP reports.  In fact, you do not have to log in to see them.  They are accessible from: http://www.toastmasters.org/Members/OfficerResources/Reports.aspx, you just need to know the club/district id to type in.  Papago is 2694.
10. To logoff you may click ‘Logout’ or close your browser.
To Access as an Officer:
11. As part of the Distinguished Club Program, the outgoing officers need to log on and fill out the incoming club officer information.  Papago has been good about keeping club officer information up to date; all 10 DCP goals met for 12 years running!  Reference steps #21 and #22 below.
12. If you do not have an id and password, follow the above steps #1 to #8.
13. With id and password memorized, click this link: http://www.toastmasters.org
14. Near the top-middle, click ‘Login’.
15. Type in the ‘User Name’ and ‘Password’.
16. In the upper left, click ‘Members’.
17. On the left about half-way down, click the orange box ‘Club Central’.
18. Club Central will list the clubs you are registered as a club officer.
19. Click ‘Papago Club – 00002694’.

20. In the middle you will see a list of actions you are able to perform.

21. Referring back to step #11, click the ‘View/Update/Print my club officer information’.
22. Update club officer information as appropriate.

23. It is appropriate for the President or Treasurer to input new member applications.  Payment is required at the time of input and only the President and Treasurer have access to club funds.

24. It is appropriate for any member or officer to access the DCP reports.  In fact, you do not have to log in to see them.  They are accessible from: http://www.toastmasters.org/Members/OfficerResources/Reports.aspx, you just need to know the club/district id to type in.  Papago is 2694.
25. It is appropriate for the VPE to maintain the educational awards, but any officer could help, so long as the VPE’s records are maintained also.
26. It is appropriate for any officer to maintain: club meeting information, club officer information, the club mailing address, view or print club membership roster, or update the club bylaws.

27. To logoff you may click ‘Logout’ or close your browser.
