
POST ADJUTANT

Serving your members and your Post

Julie Miller      adjutantaks153@outlook.com

James Simpson postcommander19@kansaslegion.org

mailto:adjutantaks153@outlook.com
mailto:postcommander19@kansaslegion.org


Course Objectives

Participants will learn about…

• MyLegion website

• Processing members

• Running reports



MyLegion.org website

• Provides electronic means of processing and 

managing membership

• Renewals, transfers, and new members

• Update member’s info in real time

• Download and print rosters

• Reduces the time from Post completion to 

National receipt and processing

• Has electronic versions of most manuals

• You must have your own account set up first.



How to get access to “My Groups” 

• Department sends this in early March

• Can be downloaded from MyLegion.org

• Notifies National who gets access to 

Groups on MyLegion

• Send to Department ASAP after elections.



MyLegion.org Post access

After sending in your Post Commander 

and Adjutant form,  you should see “My 

Groups” tab show up above your contact 

information. 

Contact National if you have access 

problems: (833)253-9995 (Toll Free)



My Groups tab

• Process memberships

• Run reports

• Submit reports

• Access manuals



Process membership page

• Select Process Memberships from My 

Groups tab.

• Go to Add/Modify Transmittal

• Access point for renewals or 

new/transfers.



Membership renewals

Renewal notices

Check the back for 

changes!!

Membership cards

Tear off card on right side

Keep the rest of the strip.
Collect payment



Add/Modify Transmittal Page
Member Last Name, watch for common names.

Scroll down to see the member

Be sure you are selecting correct year!!!!

Check the box on the left of the member’s name.

Repeat until ready to process payment. 

Save or Finalize



New/Transfer Members

• Add/Modify Transmittal Page (see previous slide) 

• New member or Current or Former Member

• Fill in all personal information, if new.

• If a former member, enter member ID number and boxes will fill in with 

last known information.



New & renewals will all show up on Transmittal page 
before finalizing.



Payment page.  You must confirm your bank account and 
click on little box, then hit “Pay Now”



Payment has been made.  Click on Print Transmittal 
Summary and either print or save your receipt.



Receipts

• After completing payment, there is 

a page thanking you and offering a 

Print Transmittal Summary link.

• Transmittal summary will tell you 

how many cards were processed, 

the charge, the date of submission 

and the invoice number.



Deceased members

• Update as soon as possible.  

• Pull up member’s info page

• Demographics, click on Edit

• Select box marked, Deceased (at the bottom)

• Record name for Post Everlasting ceremonies.



Pulling Reports
From MyLegion.org



2027 MEMBERSHIP YEAR

• July 1, 2026 to June 30, 2027

• Printing membership roster

• Members

• Reports/Labels

• Post / Squadron Current Roster

• Up to 5 selection criteria

• Group: KS POST _____

• Last paid year—maybe include past two years

• Status—Active only

• Mailing status—select all

• Membership Type—pick all, then sort out later



Pulling roster reports

Reports/Labels—(previous 

slide)

Example: Post Current Roster

Last Paid Year:  Go out 3 years

Mailing Status: check all

Status: Active only

Membership type:  check all

Download report in preferred format:

Excel-can customize

Word-can customize

PDF—not editable



Online Renewals

• July 1, 2026 to June 30, 2027

• Online Renewals

• You might get an email letting 

you know a member has 

renewed online, but do not trust 

it.  Make a regular habit to run 

an online renewal report.



Online renewals: you are responsible to send the 
membership cards to your members.



Three-year memberships

• Online only

• No three-year cards

• Include the paid-out years in your 

roster report.



Three-year renewals are included in online renewal reports



Reports

• Consolidated Post Report—instruction on how to do this will be presented in the 

Adjutant Training session



Other Reports

Paid Members by Post
• Lists members by renewal year

• Great for revitalization to get a list for who 

hasn’t renewed.

Member Dues History
• Goes back to 2011

• Earlier, member needs to 

call/email National

Roster Updates
• Deceased

• Address changes

• Transfer in/out

3 x 10 labels
• Mailing labels for sending 

member cards



Publications

Log into MyLegion.org

Left ribbon-”My Views”

-Materials

-Officer Manuals

Post Adjutants Manual
Officers Guide & Manual of Ceremonies

Download to your computer
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