
 

GammaPhiBeta.org   1 

Add/Delete Alumnae Chapter Members From Roster 
 

1. Log in to Beta Base.  
2. Navigate to Members > Actions > Add/Delete Members. 

 
 

3. Read Overview, and select Continue.   

 

http://www.gammaphibeta.org/
https://betabase.gammaphibeta.org/Public/Login.aspx
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4. Read the instructions carefully, as they provide steps to complete after submission of this 
action. 

     
 
The following instructions are for adding a member to your chapter’s roster. To review steps from 
removing a member, skip to Step 13.  
 

5. Select the blue button labeled ADD MEMBER TO LIST. 

        
 

6. Input the member’s information, then click the Search button. First name, last name and maiden 
name fields are available. Please use legal names, as those are likely what is within the database 
for each member.  
 

         
 

http://www.gammaphibeta.org/
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7. All names matching your search will populate. Select the box to the left of the alumna’s name 
you’d like to add to your chapter’s roster. If the name you are searching for does not appear, 
please check the spelling of the member's name.  

     
 

8. You may continue to the following steps if you only have one member to add. If you have 
additional members to add, follow Steps 5-7 for each member.  

Select 1 to indicate that you’d like to add the member to your roster. Click the green Continue 
button once you have made selections for all newly added members. 

 
 

9. Select an effective date for the member. Please note, if you select a future date, you will not see 
the member on your chapter’s roster until that date. Click the green Continue button once you 
have selected a date for all available transactions.  

 

 
 
 

http://www.gammaphibeta.org/
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10. Validate all changes by typing your first name, last name and date in the pre-fill fields. Click the 
green Continue button to proceed.  
 

 
 

11. A successful submission will result in the receipt summary being visible.  
 

 

http://www.gammaphibeta.org/
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12. Allow 10-15 minutes for the database to process the update. To confirm the member has been 
added to the chapter’s roster, navigate to MEMBERS > Reports > Member Roster.  

 

 
 
The following instructions are for removing a member from your chapter’s roster. To review steps for 
adding a member to your chapter’s roster, see Step 5.  
 

13. Select the 2 option for any member on your roster you would like to remove. After all members 
who need to be removed have the 2 option selected by their name, click the green Continue 
button.  
 

 
 
 
 
 
 

http://www.gammaphibeta.org/
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14. Select the date that should be listed for the end of the membership. Click the green Continue 
button to proceed.  
 

 
 

15. Validate all changes by typing your first name, last name and date in the pre-fill fields. Click the 
green Continue button to proceed. 

 
 
 
 

http://www.gammaphibeta.org/
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16. A successful submission will result in the receipt summary being visible. 
 

 
 

17. Allow 10-15 minutes for the database to process the update. To confirm the member has been 
remove from the chapter’s roster, navigate to MEMBERS > Reports > Member Roster. 
 

 
 

http://www.gammaphibeta.org/

