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Executive Summary

KSA Helper (TM) is a Consistory Membership Management System developed to “ensure that 
Consistory History is not lost to history”.

The purpose is to organize, automate and synchronize Consistory business processes -- 
activities, such as Consistory Secretary & KSA reports, new petitions, reinstatement, and detailed 
information for each Consistory Member.

It empowers the Commander-in-Chief and Secretaries & KSA to make faster decisions by 
bringing timely actionable data to them instantly. Its reporting platform is built around Consistory 
business intelligence; such as membership and Semi-annual reports using an intuitive dashboard and 
interactive reports so users can view data in meaningful and different ways.  

You can make the filing of paper forms obsolete and have current information about the 
Consistory, its membership records, and reports, mailing labels, meeting records, dues payments, and 
so much more are the working tools awaiting the Secretary & KSA. 

Using Grand Secretary/KSA Role, you can see the yearly activities for each Consistory.  
Consistory Secretaries can see only their own Consistory data. The Commander-in-Chief can view their
Consistory data with no edit ability and no access to the Secretaries Reports Menu as those duties are 
the responsibility of the Secretary.  This documentation is divided into several User Roles.  Please note 
that this documentation may contain textual or graphic images of another Orient; but rest assured that 
the system is customized for each Jurisdiction.

Consistory Secretaries & Commander-in-Chief
To login, find your user-name by selecting the Role (Consistory Secretaries or Commander-in-Chief) from the 
first drop-down menu (i.e. Illustrious Secretary & KSA Mt. Golden Gate #295) and enter the password that was 
individually provided to you.  Please change your password by selecting the “Change Password Icon”.  The 
system will then log you out to allow you to use the newly changed password.  Upon authentication, your 
Consistory Yearly Activities will be displayed.  See Figure 1.
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Semi-annual Reports.

To produce your report, select the double-headed eagle Icon.  The system will determine
the current reporting period; however, past reports are always available from the 
Secretary Reports Menu.  See Figure 2 through 4 for the result.

Figure 1
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Figure 2
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Figure 3
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Figure 4
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Membership Roster

To view/print/export your Consistory membership roster, point to the Roster Link 
on the top menu.   See Figure 5.

Figure 5

Membership Profile Sheets

To update a members data, select the Icon to the left of the name on the Roster.  See 
Figure 6 and 7.
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Figure 6

Figure 7

9



Yearly Petitions Section

To view the yearly petitions, point to the Petitions Link from the top menu, then select the 
current year petitions.

Figure 8
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Yearly Constituted / Reinstatements Section

To view the yearly Constituted and reinstated members, point to the Constituted Link from the 
top menu.  See Figures 5-7

Figure 9
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Adding a new Petitioner

To add a new or existing member:

1. Select the Add Member Icon; located in the Control Panel Section.
2. Enter the following required fields, Petition Date, First/Last Name (other fields can be added 

anytime).

Figure 10
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Membership Search
To search for a member within your Jurisdiction, select the Member Lookup Link under the Roster Menu.

Figure 11

Orient Listing

To produce an Orient membership list, select the Orient Listing Link under the History Menu.

Figure 12
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Consistory Profile Sheet
Please note that various reports depend on information contained within your Consistory Profile Sheet. (Reports 
Menu). 

Figure 13

Consistory Dues Recording

To record Consistory yearly dues, select the Multi Member Dues Update Icon.  See Figure 19.

Figure 14
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Historical Data

Membership By Year

Figure 15
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Anniversaries

To view records of members celebrating an anniversary for the current month, select the Anniversaries 
Link from the History Menu.  For 50-year members, the number 50 will flash in red in the Service 
Years column.

Figure 16

Member Reinstatement

To reinstate a suspended member, select the Add Member Icon, then select Reinstatement for petition 
option.  A listing of suspended members will be displayed.  Select the Icon to the left of the suspended 
members name to open his profile sheet then change the member status field from Suspended to 
Regular.  Note:  To suspend a member, open his profile sheet and change the member status field from 
Regular to Suspended then enter the suspended date and suspended reason.  See Figure 23.

Figure 17
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Meeting Minutes

To add meeting minutes, select the Add Minutes Icon.  A template is provided; however, you can cut | 
paste from other sources. To print, select the Printer Icon within the word processor.

Figure 18

Viewing Meeting Minutes

To view or search for key words of the current year meeting minutes, select the Minutes Icon within the
Consistory Secretary Reports Menu.

Figure 19
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Changing your password

Select the Change Password Icon to change your password.  The system will log you out and request 
you to log in again using the new password.  To retrieve a forgotten password, select the “Forgot 
Password” image at the home page.

Figure 20

Consistory Mailing Labels

Select the Avery Icon to produce labels.  See Figure 21 for result.

Figure 21
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Orient Statistical Analysis Report

Figure 22
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