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Overview 
The American Legion Auxiliary Management Information System (ALA MIS) is used by units, 
districts/divisions, and departments to manage members, units, departments and leadership 
information.  Units are only allowed to designate up to two users for login access for a fee.  The fee 
is collected through the department and transmitted to the National Headquarters.  The 
department headquarters authorizes who has access.  Units must contact their department with 
the name of the member who should have access to ALA MIS along with the member’s email 
address, member ID number, and phone number for the person at the unit who will be using the 
account. 

Units can stay informed of important reminders from National Headquarters by viewing our 
announcements on ALA MIS. 

Unit Full users have access to: 

• Add a new member. 
• Update member personal information. 
• Rejoin a former member. 
• Update a member as Honor by Unit. 
• Search for members within the Unit. 
• Manage Unit Leadership. 
• Manage Unit Profile. 
• Pay membership dues. 
• View Unit reports. 
• View Unit roster reports. 
• Access forms. 
• Request help from ALA Help Desk. 

Accessing ALA MIS 
ALA MIS is accessed via the My Auxiliary Member Portal at https://members.legion-
aux.org/ALAMembers/.  See Figure 1: My Auxiliary Member Portal – Member Login. 

https://members.legion-aux.org/ALAMembers/
https://members.legion-aux.org/ALAMembers/
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Figure 1: My Auxiliary Member Portal – Member Login 

 

 

How to Bookmark the Member Portal 
Regardless of which browser you use you should be able to bookmark the My Auxiliary Member 
Portal page with the steps below. 

1. Open your browser. 
2. Open the My Auxiliary Member Portal page. 
3. Either use Ctrl + D (for Windows/PC) or Command +D (for Mac) on your keyboard or 

click the star icon (☆) on the right side of the address bar. 
4. A pop-up will appear where you can rename the bookmark and change the save 

folder. 

Logging In 
• Enter your Username – Usernames are NOT case sensitive. 
• Enter your Password – Passwords are case sensitive. 
• If a pop-up appears asking you to remember your password, select the option to never 

remember your password.  It is a security risk to allow a browser to save your 
passwords. 

Do NOT share your password with other members of your Unit or Department.  If a new user is 
appointed, then contact your Department Headquarters for a new ALA MIS account. 

After successfully logging in, you will be taken to the My Account page.  See Figure 2: My 
Account Page. 
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Figure 2: My Account Page 

 

User Profile Menu 
At the top right of the page, you will find your user profile icon, name, and a drop-down menu.  See 
Figure 3: User Profile Menu and Figure 4: Expanded Menu. 

Figure 3: User Profile Menu 
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Figure 4: Expanded Menu 

 

My Account 
My Account page displays your personal and membership information. 

Red Book 
Opens the Red Book Directory. 

Sign Out 
You will use this menu option to log out of ALA MIS and the Member Portal. 

Shopping Cart 
Your shopping cart will always be displayed next to your user profile name on the top right of the 
page.  See Figure 5: Shopping Cart. 

Figure 5: Shopping Cart 

  

Opening ALA MIS 
To open ALA MIS, click the “GO TO ALA MIS” link at the top right of the My Account or Red Book 
page.  See Figure 6: Go To ALA MIS Link. 

Figure 6: Go To ALA MIS Link 

  

ALA MIS will open to the Home page. 
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ALA MIS Home Page 
The Home page is the main landing page when you open ALA MIS.  It is where National 
Headquarters will post system announcements or deadline reminders.  See Figure 7: ALA MIS 
Home Page. 

Figure 7: ALA MIS Home Page 

 

Universal Controls 
This section covers various controls you have access to in ALA MIS to be able to filter, sort or 
export various lists in the system. 

Filtering Lists 
The Manage Members Roster list and any list where you must select a member to take action 
on will have one of the following control options to find the desired member.  See Figures 8-10: 
Filter Options 1 -3. 

You do not have to enter values in all fields present.  The more you enter the smaller number of 
rows you will retrieve.  The less you enter the greater number of rows you will retrieve. 

After entering a partial or complete name or member number, click the “Find” button to filter 
the list.  If present, the Reset button will clear the filtering.  If the Reset button is not present, 
then deleting the values you entered in the fields and clicking the “Find” button will restore the 
list. 
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Figure 8: Filter Option 1 

 

Figure 9: Filter Option 2 

 

Figure 10: Filter Option 3 

 

Sorting Lists 
Any lists in the system will allow you to change the order the rows are sorted by simply clicking 
on a column header. 

List Paging Controls 
Any list in the system that is longer than one page will have one of the two possible paging 
controls shown below.  See Figures 11 & 12: Paging Controls Options 1 & 2.  You will find these 
controls at the end of the page. 

Page size will allow you to change how many rows you see in a page.  Simply, select or enter 
the desired number of rows you wish to view on a single page, and if present, click the Change 
button.  This setting is not saved. 

If present, the area highlighted in Figure 12 will allow you to move to a specific page.  Simply 
change the Page number and click the Go button. 

Figure 11: Page Controls Option 1 
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Figure 12: Page Controls Option 2 

 

Exporting Lists 
Any list with the Export drop-down will allow you to export the list in the format you select.  See 
Figure 13: Export Drop-Down. 

Figure 13: Export Drop-Down 

 

Word, Excel and PDF are the most common formats. 

CSV is comma separated value meaning that each column of data is separated by a comma.  This 
file format will open in Excel.  The only caution with this option is if any value in a column contains 
a comma, it will throw off the alignment of the data in the columns when opened in Excel. 

XML is a specific format used for IT purposes.   

Members Menu 
The Members menu provides you with the ability to manage existing members’ information, 
search for members within the unit, and add new members.  See Figure 14: Members Menu. 

Figure 14: Members Menu 
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Manage Members 
The Manage Members page will allow you to: 

• View the Roster within the Unit. 
• Update a member’s personal and membership information. 
• Rejoin a former member. 
• Update a member as Honor by Unit. 

Roster 
The Roster will display a list of current members in the unit.  See Figure 15: Roster List Page. 

Figure 15: Roster List Page 

 

 

Edit Member Profile 
The Edit Profile link to the right of each member in the Roster list will allow you to view 
and edit the member’s personal, membership background, communication preference 
information, and set the member as a temporary seasonal member.  You can also view 
the member’s Activity and Change History.  See Figures 16-18: Edit Profile Page – Scroll 
Segments 1-3. 

The top section of the member’s profile page is not editable. 

The member’s profile page will open with the Info tab open. 
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Figure 16: Edit Profile Page – Scroll Segment 1 

 

 

Figure 17: Edit Profile Page – Scroll Segment 2 
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Figure 18: Edit Profile Page – Scroll Segment 3 

 

Info Tab 
Each member can have a permanent, alternate, and seasonal address.  Each address 
type is on a separate tab.  The ‘+’ tab will allow you to add an alternate or seasonal 
address if it has not already been added.  Use the pencil icon in the right corner of each 
address tab to edit the member’s address, phone, and email.  See Figure 19: Address 
Tabs and Edit Icon. 

Figure 19: Address Tabs and Edit Icon 

 

After clicking the edit ‘pencil’ icon, the Edit Address window will appear.  See Figure 20: 
Edit Address Window. 

IMPORTANT: Remember to click the Save & Close button once you have completed your 
edits.  The system will not prompt you to save, nor will it automatically save your changes 
if you close the window. 
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Figure 20: Edit Address Window 

 

 

Most of the remaining sections of the Info tab are editable and will allow you to edit the 
member’s personal, membership background, and communication preference 
information, and set the member as a temporary seasonal member. 

Under the Background section, the Join Date, Current Unit, Current Dept, and Legion 
information are not editable.  See Figure 21: Background Section of Info Tab. 

If the Jon Date or Legion data need to be changed, Contact National Headquarters. 

Figure 21: Background Section of Info Tab 
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Activity Tab 
Clicking on the Activity tab, will open the Individual Activity Report.  Activities listed 
include dues payments, changes to leadership positions and committees, continuous 
year adjustments, and event attendance.  See Figure 22: Activity Tab. 

Figure 22: Activity Tab 

 

Change History Tab 
Clicking on the Change History tab, will open the Member Change Log, which will list 
changes made to the member’s profile.  See Figure 23: Change History Tab. 

Figure 23: Change History Tab 
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Rejoin a Former Member 
Clicking on the Rejoin tab will open to the Selection screen displaying a list of expired and 
cancelled members.  See Figure24: Rejoin Tab Selection Screen. 

Figure 24: Rejoin Tab Selection Screen 

 

After selecting the member(s) to rejoin, click the “Continue” button.  The Information screen 
will then appear.  See Figure 25, Rejoin Tab Information Screen.  If the wrong member was 
selected, you can go back to the Selection screen and change your selection. 

For each member selected: 

1. Enter the Effective Date. 
2. Enter a Reason for the rejoin, if needed. 

Once all information has been entered, click the “Submit” button.  A confirmation screen 
will appear, and the request will take a few minutes to process. 
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Figure 25: Rejoin Tab Information Screen 

 

Honor by Unit 
Created for Units who confer Honorary Life Membership on outstanding members.  Per the 
most current version of the Unit Handbook, each Department shall establish its own rules 
for conferring Honorary Life Memberships and certification of these memberships. 

SPECIAL NOTE: Honorary Life Memberships may not be transferred from Unit to Unit; nor 
Department to Department; nor from one member to another member. 

Honorary Life Members are members whose unit will pay the annual membership dues for 
the life of the member.  Members who are classified as Honorary Life Members do not 
receive an annual renewal notice.  Payment of annual dues is the responsibility of the unit. 

To cancel the Honorary Life Membership status of a member, email the ALA MIS Helpdesk at 
alamishelp@ALAforVeterans.org. 

Clicking on the Honor by Unit tab will open to the Selection screen displaying a list of current 
members.  Select the member(s) to update and click the “Continue” button.  The 
Information screen will appear.  See Figure 26: Honor by Unit Tab Information Screen. 

For each member selected enter the Effective Date. 

Once all information has been entered, click the “Submit” button.  A confirmation screen 
will appear, and the request will take a few minutes to process. 
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Figure 26: Honor by Unit Tab Information Screen 

 

Member Search in Unit 
You may use any combination of the member’s name, member number, and email to search 
for a member within the unit.  You do not have to enter the member’s entire name or email to 
perform a search.  Click the “Find” button once you have entered your search criteria.  See 
Figures 27 & 28: Search Results – Scroll Segments 1 & 2.  Notice at the bottom of the search 
results is a horizontal scroll bar that will allow you to see additional columns. 

Figure 27: Search Results – Scroll Segment 1 
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Figure 28: Search Results - Scroll Segment 2 

 

Add New Members 
Please search for new members before adding them to the database.  This reduces the number 
of duplicate records in the system.  See the Unit Handbook for guidelines for new members as 
well as eligibility requirements.  After you add a new member, she will be added as a Pending 
Member.  After payment is processed, the member will become an Active Member. 

Fill out the information in the form and click the “Submit” button.  Fields required to be 
populated have a red asterisk (*) next to them.  See Figures 29 & 30: Add New Members Page – 
Scroll Segment 1 & 2. 

Special note about Female Veterans: If the new member is a female veteran who is not a 
member of The American Legion, unselect the “Veteran is Living?” box to bypass the required 
fields. 

The Birthday field is only required for Junior Members.  If the Birthday field is not populated the 
member will be added as a Senior Member with senior dues rates. 

The Member Join Date is defaulted to the current date but may be changed.  Please pay special 
attention to the note added above the field.  The note will be updated by National Headquarters 
each year. 

Once the page has been completed for the new member, click the “Submit” button.  The new 
member will be added to the “New Members Pending Processing” table at the bottom of the 
page.  The new member form will clear so you may add additional members. 

The system will take 10-15 minutes to process the new member.  If you have finished adding 
new members, you may go to another page in the system.  Once the system has completed 
processing the new member’s their record will be removed from the table.  You can come back 
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to the page periodically to check if the table has cleared.  Once the new member is no longer in 
the table you can proceed to pay their dues.  See the Select Members to Pay subsection under 
the Unit Menu section of this document. 

Figure 29: Add New Members Page - Scroll Segment 1 
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Figure 30: Add New Members Page - Scroll Segment 2 

 

Unit Menu 
The Unit menu provides you with the ability to manage a Unit’s leadership and profile, view Unit 
reports and rosters, and pay member dues.  See Figure 31: Unit Menu. 
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Figure 31: Unit Menu 

 

Manage Unit Leadership 
Manage Unit Leadership will allow you to view the Unit’s leadership roster, add a member to a 
leadership position, and inactivate a member’s leadership role. 

ALA policies state to be selected for a leadership position, a member must be in good standing, 
and dues must be paid current.  To edit leaders for a Unit, you will need to know the name of 
the member, their leadership position, and the effective date. 

Roster 
Clicking on the Mange Leadership menu option under the Unit menu will open the Unit’s 
current leadership roster.  See Figure 32: Unit’s Current Leadership Roster Page. 

If the member will be leaving a leadership position in the near future and their leave date has 
been added to the system, they will continue to appear in the Roster list until the End Date 
has passed. 

Figure 32: Unit’s Current Leadership Roster 
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Add 
Clicking the Add tab opens the Selection screen displaying a list of current members.  This 
tab will allow you to add a member to an existing leadership position for the Unit.  Below is a 
list of current Unit Leadership Positions as of July 1, 2026.  Newly created leadership 
positions must be added by National Headquarters. 

Unit AEF Chairman Unit Legislative Chairman 
Unit Americanism Chairman Unit Liaison Child Welfare Foundation Chairman 
Unit Cavalcade of Memories Chairman Unit Membership Chairman 
Unit Chaplain Unit National Security Chairman 
Unit Children & Youth Chairman Unit Past Presidents Parley Chairman 
Unit Community Service Chair Unit Poppy Chairman 
Unit Constitution & Bylaws Chairman Unit President 
Unit Dues Remit Unit Public Relations Chairman 
Unit Education Chairman Unit Sergeant-At -Arms 
Unit Field Service Director Unit Secretary 
Unit Finance Chairman Unit Treasurer 
Unit Girls State Chairman/Director Unit UD&R Chairman 
Unit Historian Unit VA & R Chairman 
Unit Junior Activities Chairman Unit Vice President 
Unit Leadership Chairman  
  

 

 

Select the member(s) you wish to add to a leadership position then click the “Continue” 
button.  The Information screen will appear.  See Figure 33: Manage Unit Leadership – Add 
Tab – Information Screen. 

For each member: 

1. Enter the Effective Date. 
2. Select the Position the member will take. 

Once all information has been entered, click the “Submit” button.  A confirmation screen 
will appear, and the request will take a few minutes to process. 



ALA MIS Training Manual – Unit Full June 29, 2026 Page 24 of 38 

Figure 33: Manage Unit Leadership - Add Tab - Information Screen 

 

Manage 
Clicking the Manage tab opens the Selection screen displaying the current leadership roster 
list.  This tab will allow you to inactivate a member’s leadership role.  If you know a member 
will be vacating a leadership role in the immediate future, you may update their role as soon 
as you know the leave date. 

Select the member(s) and leadership role(s) you wish to inactivate then click the “Continue” 
button.  The Information screen will appear.  See Figure 34: Manage Unit Leadership – 
Manage Tab – Information Screen. 

For each member enter the Position Thru Date.  Once all information has been entered, click 
the “Submit” button.  A confirmation screen will appear, and the request will take a few 
minutes to process. 
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Figure 34: Manage Unit Leadership – Manage Tab – Information Screen 

 

Manage Unit Profile 
The Manage Unit Profile page will allow you to update the Unit’s addresses (permanent and 
remit to) and some contact information. 

NOTE: The remit to address for the unit is listed as the ‘alternate’ address on the unit profile. 

Additionally, it displays metrics of paid dues.   See Figure 35 Manage Unit Page. 
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Figure 35: Manage Unit Page 

 

Each Unit Profile can have a permanent, alternate, and seasonal address.  Each address type 
is on a separate tab.  The ‘+’ tab will allow you to add an alternate or seasonal address if it has 
not already been added.  Use the edit ‘pencil’ icon in the right corner of each address tab will 
open the Edit Address window allowing you to edit the Unit’s address, phone, fax, and email. 

You can select which of the three address types is the preferred mailing, shipping, or billing 
address when you have the Edit Address window open.  By default, the permanent address is 
the preferred address for each. 

IMPORTANT: The alternate address is the address that is the Remit To address.  This is the 
address that will be included in renewal notices for where to submit payment. 

Under the Unit Contact section, you may update the Unit’s Home Phone, Email, Fax, and 
Website.  To change the Remit to Person, it must be updated via the Manage Leadership page 
using the Unit Dues Remit leadership role. 
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IMPORTANT: Remember to click the Save & Close button once you have completed your edits.  
The system will not prompt you to save, nor will it automatically save your changes if you close 
the window. 

Unit Reports 
Unit Reports may be updated, added, or deleted on a regular basis.   

Unit Reports are about the dues paid or unpaid.  Clicking on the Unit Reports submenu opens 
the page to the first report in the “Select a report” drop-down menu.  See Figure 36: Unit 
Reports Page.  Each report in the “Select a report” list has its own set of search criteria fields 
you will use to retrieve the report data.  Clicking the “Find” button will run the report and 
display the search results. 

Figure 36: Unit Reports Page 

 

Dues Paid by Unit Report 
Lists all dues paid by the Unit in ALA MIS.  Excluded from the report are dues a unit submits 
to the department to process, and dues paid by the member either online or by phone with 
National Headquarters.  See Figure 37: Dues Paid by Unit Report Search Results. 

Figure 37: Dues Paid by Unit Report Search Results 
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New Member Report 
Lists new members for a selected membership year.  See Figure 38: New Member Report 
Search Results. 

Figure 38: New Member Report Seach Results 

 

Unit Dues Activity Report 
List of all members who have paid dues to the unit, whether still in the unit, transferred to 
another unit, or have passed away.  This includes payments made by the unit, department, 
or the member online or by phone.  See Figure 39: Unit Dues Activity Report Search Results. 

Figure 39: Unit Dues Activity Report Search Results 

 

Unit Dues Paid Online Report 
Is a listing of all members who have either paid their dues online or by phone to National 
Headquarters.  See Figure 40: Unit Dues Paid Online Search Results. 

Figure 40: Unit Dues Paid Online Search Results 
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Unit Rosters 
Unit Rosters reports may be updated, added, or deleted on a regular basis.   

Unit Rosters reports are about memberships and the members.  Clicking on the Unit Rosters 
submenu opens the page to the first report in the “Select a roster” drop-down menu.  See 
Figure 41: Unit Rosters Page.  Some of the reports in the “Select a roster” list has its own set of 
search criteria fields you will use to retrieve the roster data then click the “Find” button to run 
the report and display the search results.  Other roster reports will automatically display 
results after selecting them in the drop-down menu. 

Figure 41: Unit Rosters Page 

 

Unit Deceased Roster 
List of deceased members for the time frame you request.  See Figure 42: Unit Deceased 
Roster Search Results. 

Figure 42: Unit Deceased Roster Search Results 
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Unit Expired Roster 
Includes any member who has not paid for the current and prior year.  See Figure 43: Unit 
Expired Roster Search Results. 

Figure 43: Unit Expired Roster Search Results 

 

Unit Former Roster 
Includes any member who has not paid for the current, and two prior years or longer.  See 
Figures 44: Unit Former Roster Search Results. 

Figure 44: Unit Former Roster Search Results 

 

Unit HLM Roster 
Includes any members whom the unit has bestowed an Honorary Life Membership.  Units 
are responsible for paying the annual dues of any HLM members.  See Figure 45: Unit HLM 
Roster Search Results. 

Figure 45: Unit HLM Roster Search Results 
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Unit Junior Roster 
Includes any junior members in the unit.  See Figure 46: Unit Junior Roster Search Results. 

Figure 46: Unit Junior Roster Search Results 

 

Unit Leadership Roster 
Includes any member who has been assigned a leadership/committee position within the 
unit.  See Figure 47: Unit Leadership Roster Search Results. 

Figure 47: Unit Leadership Roster Search Results 

 

Unit Membership Roster 
Includes all current members in the unit, including juniors.  See Figure 48: Unit Membership 
Roster Search Results. 

Figure 48: Unit Membership Roster Search Results 
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Unit Paid Dues Roster 
Includes all currently paid members in the unit.  This report is different than the Unit Dues 
Activity Report under the Units Report submenu. This report will show any transferred 
members who may have paid another unit prior to transfer and will not show any members 
cancelled or marked deceased but may have already paid the unit.  See Figure 49: Unit Paid 
Dues Roster Search Results. 

Figure 49: Unit Paid Dues Roster Search Results 

 

Unit Pending Mbr Roster 
Includes any members who have newly joined or rejoined but have not been paid their dues.  
See Figure 50: Unit Pending Mbr Roster Search Results. 

Figure 50: Unit Pending Mbr Roster Search Results 

 



ALA MIS Training Manual – Unit Full June 29, 2026 Page 33 of 38 

Unit PUFL Roster 
Includes any member who is a Paid Up for Life (PUFL) member.  These members may also 
be known as VIM (Very Important Member).  See Figure 51: Unit PUFL Roster Search Results. 

Figure 51: Unit PUFL Roster Search Results 

 

Unit Unpaid Dues Roster 
Includes all members who have not paid dues for the selected year.  See Figure 52: Unit 
Unpaid Dues Roster Search Results. 

Figure 52: Unit Unpaid Dues Roster Search Results 
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Select Members To Pay 
The Select Members to Pay page will allow you to select members within your Unit to pay their 
dues.  See Figure 53: Select Members To Pay Page – Selection Screen.  The page will list current 
members, pending, expired and former members. 

Figure 53: Select Members To Pay Page - Selection Screen 

 

You may filter the list using the filter controls or page through the list using the paging controls 
at the bottom of the page.  Select the member(s) who you wish to pay their dues then click the 
“Continue” button.  The Information screen will appear where you can verify the list of 
members for which you intend to pay their dues.  See Figure 54: Select Members To Pay – 
Information Screen. 

Figure 54: Select Members To Pay – Information Screen 
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Once you have verified the list click the “Submit” button.  The Confirmation screen will appear.  
See Figure 55: Select To Pay - Confirmation Screen. 

Figure 55: Select To Pay - Confirmation Screen 

 

The Confirmation screen provides you with one more chance to verify the list.  Once verified 
again, click the “Click Here To Continue” button.  The Dept Invoice Submitted screen will 
appear.  See Figure 56: Select Members To Pay - Unit Invoice Submitted Screen. 

Figure 56: Select Members To Pay - Unit Invoice Submitted Screen 
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The system will adjust the invoices to remove the Unit portion of the dues. 

You will know that the invoices have been adjusted when the green circle with the white 
checkmark appears.  You can then click the “Pay Dues" button.  See the Pay Dues section 
below to continue the payment process. 

If you have a larger number (50 or more) of members to pay, you do not need to remain on the 
Unit Invoice Submitted screen while the system adjusts the invoices.  You can navigate to 
another part of the system while it is working on the adjustments.  After about 20 minutes you 
can navigate to the Pay Dues page under the Unit menu to continue the payment process.  See 
the Pay Dues section below to continue the payment process. 

Pay Dues 
The Pay Dues page allows you to select the members who you are ready to pay and add to your 
shopping cart.  See Figure 57: Pay Dues Page. 

Figure 57: Pay Dues Page 

 

If you do not see the member(s) you want to add to your shopping cart, it could be because the 
system hasn’t completed adjusting the invoices or the member was not selected to pay. 

You can click the “Select Members to Pay” button to include additional members who may 
have been initially missed.  If you click this button, see the Select Members To Pay section 
above for instructions. 

If the member(s) was selected to pay, but not in the Pay Dues list, give the system a little more 
time to adjust invoices.  If the member(s) are still not listed, contact the ALA Helpdesk at 
alamishelp@ALAforVeterans.org. 
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If the member(s) are found in the list on the Pay Dues page, select the members you want to 
add to your shopping cart and click the “Proceed to Checkout” button.  The Shopping Cart 
page will appear.  See Figure 58: Shopping Cart Page. 

Enter your Payment Details and click the “Submit Order” button to process the payment. 

Figure 58: Shopping Cart Page 

 

Forms Menu 
The Forms menu is a list of forms National Headquarters has made available to the Department.  
Hovering over some of the menu times will open a submenu.  Clicking on any of the forms will 
either open or download the form.  See Figure 59: Forms Menu. 

Figure 59: Forms Menu 
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Unit ALA MIS Calendar 
Lists important dates and deadlines specific to ALA MIS Unit Full Users for ALA MIS. 

Help Menu 
The Help Menu only has the Request Help option.  See Figure 60: Help Menu. 

Clicking on the Request Help will open the ALA MIS Help Ticket form you can complete and 
submit to request assistance from the ALA Helpdesk. 

Figure 60: Help Menu 

 


