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Frequently Asked Questions 

 

Q1. Why should I use the Membership Administration Portal? 

A1. The Membership Administration Portal (MAP) will give branches access to 

their Membership listings on the new database. You will also have an RBL email 

address, a place to store and share branch documents and the use of Word, Excel, 

Powerpoint and Lync. 

 

Q2. I have given you my personal email address. What happens if I stand down 

from being a Branch Secretary? 

A2. If you stand down we will remove your email address and replace it with the 

personal email address of the new Branch Secretary and reset the password. The 

new Secretary can then log in and will have access to all the emails and 

documents. This prevents data from being lost and makes it easier for a branch to 

smoothly continue its business when committee members change. 

 

Q3.  I have and older/newer version of Microsoft Office on my computer. Can I still 

use the MAP? 

A3. Yes. The MAP is internet based and is not saved to your computer. It will not 

affect any programmes you have saved on your own computer. You can log in to 

the MAP from any computer or tablet providing you are connected to the internet.  

 

Q4. Who will have access to any documents I store? 

A4. The only people with access to your documents will be yourself, your other 

branch committee members and the Membership Support Officer, who is the site 

administrator at County/District level. Other branches will not be able to see your 

documents. 
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Q5.  I’m in a sub-branch. Will my sub-branch be able to use the MAP? 

A5. No. Sub-branches will not be set up on the MAP because they do not have 

independent committees or their own bank account. 

 

Q6. What is the single sign on project? 

A6.  The single sign on project aims that users of the portal will only need to sign 

in once. For example, if you are a Treasurer and you want to check e-mails and 

enter information on LOMAS, you will only need to enter a single password to do 

so. At the moment, you need to submit separate passwords to access the different 

programmes. As this is a Legion wide project, IT is coordinating this project and 

hoping to implement single sign on in the medium term future. 

 

Q7. What support is available for me? 

A7. There will be a help folder on the MAP with tips and videos to guide you 

through tasks. If you cannot find an answer to your question, the Membership 

Support Officer will be the first point of contact to help you. There are also a 

number of ‘super users’ who will provide a higher level of support to the MSOs. 

 

Q8.  What happens if I do not have computer access? 

A8. If you do not provide us with a personal e-mail address, you will not be set up 

on the MAP. Some branches will therefore have more users on the system than 

others and a number of branches may not have access at all until their Committee 

members provide an e-mail address. 


