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Members/Affiliates Options  

 
This guide contains detail information on the Members/Affiliates Options 

including the settings, options and how to navigate into this page to manage 
members and affiliates of your InstaMember powered site.  
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Members/Affiliates Options 
This guide assumes that you have already logged in and successfully 
installed InstaMember to your wordpress site and that you already have 

setup your products and optionally the forms section under 
Setup/Configuration page. 

 
The Members/Affiliates option is where you can manage the members 

and affiliates of your products. It is a feature of InstaMember that enables 

the administrator to member for instances like payment registration link 
were not received add or remove a member if for whatever purpose the 

administrator thinks it is applicable such as violation of the terms and the 
policy of the site. 

 
It comes with a search and search filter options to make the navigation and 

member/affiliate management easier and faster to do. 
 

1. Navigate to your Instamember Dashboard by clicking the 
Instamember menu option on your wordpress dashboard. 

 

 
 

 
2. Click the ‘Members/Affiliates’ option. 
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3. To add a member, simply click the Add Member link beside Manage 

Members headline or click the green Add New Member button. 
 

 
 

4. Once clicked, a page will load that would look exactly like the image 

below. 
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5. Fill in the required fields (username, email address, password, confirm 
password). The newly created member can then edit his/her profile 

once the required fields are setup for him. You may optionally check 
the Send Welcome Email to this Member checkbox if you would 

like to especially if it contains special instructions for new members. 
Click Save Member button to finish and add the new member.  

Note: After creating/saving a new member via this option, the page 
then will be refreshed and sub-menus will appear on the top portion of 

the page to further give you the option to manage the account. 
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 Clicking All Members tab, you will be taken back to the 
overview of the Members/Affiliates options page where all 

members and affiliates are listed in. 
 By default, the tab you will be taken into after successfully 

adding or saving a member is the Edit Member tab where 
you can add or edit existing information of the newly added 

client. 
 The Payments/Subscriptions tab is where you can access 

the payment and subscription data of the client. It is where 
you can check the existing subscription of the client. This is 

also where you can manually add a payment for that specific 
member for whatever cases it would be applicable. 

 The Access Log tab is an option for the administrator to 
check how many times that the user has logged in using his 

or her account. 

 The last tab, Login as ‘(client username)’ is an option 
where the administrator can log in into the site using the 

account and credentials of that particular member. 
Note: These options are available on the Members/Affiliates page 

overview as links below the username. 
 

6. To delete a specific user, you can simply click the delete link just 
below the username of the member.  
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Or you can make use of the bulk action. First check the checkbox 
corresponding to the member(s) that you wanted deleted, then from the 

bulk actions dropdown, select delete member and click apply to implement 
the action. 

 

 
  

You have also the option to export all existing members to your site by 

simply clicking the Export CSV button just beside the green Add New 
Member button. 
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BROUGHT TO YOU BY: SUZANNA THERESIA 

 
If you have any questions or input on how we could improve this manual, 
please contact our support team at http://asksuzannatheresia.com 

http://asksuzannatheresia.com/

