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Membership Renewal 
Instructions for RCCs & 
Affiliate Members

1 Navigate to oaesv.coalitionmanager.org/Account/Login

2 Enter your email and password to log into your OAESV Member Portal account. If
you forgot your password, select "Forgot Password". If you are an Affiliate or Rape
Crisis Center Organizational Member, please have the staff member who has
administrator access login to renew membership. If you need administrator
access, please email: info@oaesv.org.

https://scribehow.com
https://oaesv.coalitionmanager.org/Account/Login
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3 Click "LOGIN".

4 Click "CONTACT MANAGER"



3

5 Click "Details"

6 If you need to update any Basic Information click "EDIT BASIC INFORMATION",
update the information, then click "SAVE".
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7 (Required) To update your Contact Address. Click "EDIT"

8 Click this dropdown, to select Address Type.
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9 Click the "Is Receiving Paper Mailing?" field. This will allow OAESV to send you
important Member Benefits and reminders via mail.

10 Click the "Is Public Address?" checkbox if your address is available to the public. If
this is not a public address, such as a shelter, please leave box unclicked. Please
ensure at least one address can receive paper mail and is a public address for
OAESV to send important Member Benefits and updates via the mail.
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11 Click this button when Contact Address Information is complete. Please note you
can add multiple addresses for multiple locations.

12 (Required) Click "UPDATE COUNTY"
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13 Click "County" dropdown to select all counties that your Program provides
services. Click "SAVE" when completed.

14 (Required)Click "ADD PROGRAM TYPES"
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15 (Required) Click this field and select Program Types that best describe your
Program.

16 Click "SAVE".
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17 (Annual Budget Required for Rape Crisis Centers) Click "UPDATE ADDITIONAL
INFORMATION"

18 Click this text field to update Annual Budget amount for 2023.
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19 Click "SAVE".

20 Click "Staff" to add or update your organizations staff information.
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21 Under Staff List section, Click here to edit individual staff information. Or click
button on the right to archive staff who are no longer at your organization.

22 If you would like staff to have access to update your organizational information or
renew membership in OAESV's Member Portal. Click the "Is Administrator?" field.
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23 Click the "Is Administrator?" field.

24 Click this button to save staff information changes.
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25 Click "ADD NEW" to add individual new staff to your organization. This will send
new staff an email invitation to access OAESV's Member Portal and give them
access to member benefits like: registering for OAESV Members-only trainings,
accessing the Members-only resource library, tracking their training certificates
and more.
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26 Click each field to add the staff members information. SAVE when completed.

27 Click "IMPORT STAFF" to add multiple staff at once.
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28 Click "INSTRUCTIONS VIDEO" to view additional instructions. Click "DOWNLOAD
TEMPLATE" to download an excel template to import your list of staff information
into. When ready select "Select Files" to upload your staff template. Click
"IMPORT" to complete.

29 To see or download your OAESV Affiliate Organization or Rape Crisis Member
invoice for 2023, click "VIEW INVOICE". Save for your records.
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30 When you are ready to complete your membership application and pay your
member dues click "RENEW"

31 Ensure all required information is complete and correct. Click the "I hereby verify
that the above information is correct." field. Then click "VERIFY"
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32 To pay online: Click the fields to complete Personal Information, Payment
Information, and Billing Address sections.

33 Type "communications@oaesv.org"
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34 Click "Membership Agreement." to view and save the Membership
Agreement for your records.

35 Click this checkbox to verify you understand.
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36 Click SUBMIT to complete your membership application and online payment. If
you need to mail in a check for member payment, please mail to: Ohio Alliance to
End Sexual Violence, 6111 Oak Tree Blvd, Suite 140, Independence, OH 44131.
OAESV Staff will mark your membership application complete when payment is
received and email you a confirmation.


