
Using the CWV & Auxiliary Database System Series 

Pamphlet 6 
    

  How to print Membership Cards 
 

•  for your entire Post or Unit 

•  for a new member or selected cards 



Call up your Post website and click on Login on the top, right side of the page. 

 

 The screen pictured below will pop up. Login into the system with your Username 

and Password.  
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Once you have logged onto your Post or Unit website, your home page will appear 

and look similar to the one pictured below.  

Click on the Membership Administration navigation bar on the left side menu 
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Multiple choices will pop up  in the Membership Administration Menu and will look just 

like the one below.  

For printing membership cards there are 2 options (circled in red). We will start 

with Print Selected Members Cards – click that option. 
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A listing of your entire Post or Unit membership dues will pop up and look like the 

screen below.  
 

• Click the check box in the far left column (circled in red) for each member 

that you want to print a card for (must pick minimum of 2 – system default). 
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Once you have worked through all the pages of your membership listing, clicking on 

members you want to print cards for, click on Redisplay Report at the bottom middle of 

the screen.  
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Below the listing of members and above the Membership Cards are Icons with 

different options for you to print or save this report. They are from L-R: Print 

Entire Report; Print this page; Export and Save Report to a disk (this will be in the 

format you pick from the drop down menu on right) 
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***Important Note -- at this point, ensure you have Business Card stock in your printer 

and the printer is turned “on”.  Card stock should be 10 cards to a sheet, any brand.

Click on the Print Icon and your Print Option screen will come up (similar to one 

pictured below)  



• To print your cards in color or black & white - click on Properties and make

sure set the color printing option to the chosen color

• Click on the option to print “Actual Size”

• Under Orientation - click on the option for “Portrait”

• Once your properties are set, click  at the bottom right to print the selected cards
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SECTION 2 – Printing Membership Cards for your Entire Post or Unit 

 

Start at the Homepage of your Post or Unit Website. Login if you need are not 

already logged in. Page pictured below will pop up. Click on the Membership 

Administration option on the left (circled below). 
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Multiple choices will pop up  in the Membership Administration Menu and will look just 

like the one below.  

For printing membership cards there are 2 options (circled in red). Pick the Print 

All Cards for selected Post option. 

Mike
Oval



Page pictured below will pop up. Your Post or Unit should show up as the only 

option to be printed. Click the check box on the far left, then click Redisplay 

Report at the middle below your Post or Unit name.  
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Your Post or Unit membership cards will now be shown below your Post info. 

Above the Membership Cards are Icons with different options for you to print or 

save this report. They are from L-R: Print Entire Report; Print this page; Export 

and Save Report to a disk (this will be in the format you pick from the drop down 

menu on right) 
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***Important Note -- at this point, ensure you have Business Card stock in your printer 

and the printer is turned “on”.  Card stock should be 10 to a page, any brand.

Click on the Print Icon and your Print Option screen will come up (similar to one 

pictured below)  



• To print your cards in color or black & white - click on Properties and make

sure set the color printing option to the chosen color

• Click on the option to print “Actual Size”

• Under Orientation - click on the option for “Portrait”

• Once your properties are set, click  at the bottom right to print all the cards
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As you can see, it is not too difficult to print membership cards for all 

your members or for a new member or two. Much nicer than having to 

wait for National to mail out one to you or having to type in the 

information on an old typewriter (if you still have one!).  

 

Follow the steps in these instructions at the beginning of each 

Membership Year and each time you have a new member join your Post 

or Unit.  

  

After following these instructions, if you have any problems or 

questions on how to print, or issues with updating, please call your Post 

or Unit Administrator. He or she will work with you to get it done. 

Thanks and good luck! 




