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Entering New Members – For Association Administrators 

 

Introduction: 
This guide walks you through the steps involved in entering a CPD event for a member, from 
the Administration portal of Evolve. We normally encourage associations to motivate their 
members to add their own CPD events, however you can add these from the admin side also.  

 
 

 

 
Step 1: Log into Admin Portal 
 
Visit www.activ8evolve.com and click on the Administration Admin link as highlighted below: 
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Enter your admin username and password: 
 

 
 

Step 2:  Duplicate Check  
 
Click on the Members link to open the member listing screen 

 
Click on the Add Member link at the top of the screen to start the add member wizard. 
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The first step of creating a member profile is to check if their record already exists in the 
member database. They may be part of another association and already have a record in the 
system. In this case we wouldn’t need to add them to the system, but rather just add their 
membership details with your association to the existing record. Enter their primary email 
address to start the check. 
 

 
 
If the member already exists in the database you are able to just add the memberships 
details for your association, and attach them to the existing member profile as shown below. 
At this stage you can skip the rest of this guide as you are done! 
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Step 3: Add Member Details (if not already in system) 
 
If the member is not already in the Evolve database you will be presented with the new 
member screen. Be sure to complete ALL the fields. As Evolve is a shared member system 
incomplete details only cause issues with potential duplicates.  
 
When entering the password, we recommend you use a standard system for allocating these. 
For those records we import for you in bulk we usually use the “postcode” as the default 
password. The username is the primary email address also. 
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Step 4: Add Membership Details 
 
Now that you have entered the core member details you also have to attach your 
organisation’s membership details. Evolve allows one member profile to have a number of 
memberships with various associations. Adding your association’ membership details to 
their profile allows you to access their profile and monitor their CPD. 
 

 
 
 
 

You are Done! 
You have now added a member profile to the Administration Portal of Evolve. The member 
can from this point onwards log into the system and add their CPD events, work history and 
education qualifications! 
 
If you have any questions about this process please email it to us at care@activ8.com.au  for 
assistance. 

 
 


