
Officer/Board Member Contact is a California State wide directory where Units, Councils, 

District , and State PTAs list and maintain contact information for  PTA Board Members.  

 

Navigating Officer Contact:  

 

¶ To access Officer/Board Member Contact:  

 

1.  Click on  the Admin Tab  

2.  Select Officer/Board Member Contact from the drop down menu  

 

 
 
¶ Once inside Officer/Board Member Contact your screen will default to the Officers 

List for the Current Schoo l Year:  

 

 



¶ To view Officers in different School  Years click the ñDown Arrowò next to the 

School Year and select the year you wish to view  (ñShow Allò will list all Officers 

listed for each school year on the same screen):  

 

 
 

¶ To copy a current School Year Officer to another year, highlight the Officer you 

wish you copy and select the year you wish to copy them to from the drop down. 

Once you select the year, hit the óGreen Arrowò button to copy. 

 

 
 

 



 

Adding New Officers:  

 

1.  Select the School  Year  

2.  Select the ñAddò button 

 

 
 

Choose one of the preloaded  Position s of the Officer you are adding from the drop down 

menu . *Note: You can only have one President and one Treasurer listed for each School 

Year .  The list of available po sitions is fixed by CAPTA .  If you need to add a Board 

Member with a Position that is not listed, select ñOtherò and Type their Position into the 

Title box.  

 

                      
 

3.  Enter the Officer ôs name *Note All individuals listed in y our Admin/Individuals will 

populate a drop down  for you to choose from . Enter names Last Name first to 

eliminate adding duplicate individuals. You can press the ñDown Arrow ò key on 

your keyboard to search though all available Individuals.  

                  

           



 

4.  For individuals not already listed , you will be prompted to add the new individual. 

Enter in any/all contact information for that Officer and select the ñAddò button.  

 

           
 

5.  Enter The Title of the Officer. *Note: This field is free form and can be custom to 

your unit.  

 

                          
 

6.  Select the ñSaveò button to finish adding the new Officer .  

 

                         
 

Change an Officer:  

 

Certain ñPositionsò once they have been added (i.e. President /Treasurer ) you cannot add 

a second Officer with the Same ñPositionò. If an incorrect individual was assigned to a 

ñPosition ò, you will need to change the ñNameò of the person: 

1.  Select the Officer you wish to change  

2.  Select the ñChangeò button  

3.  Change the ñNameò to the correct Officer 

4.  Change the ñTitleò if necessary 



5.  Select the ñSaveò button 

 

 
 

  
 

Remove an Officer  from a School Year :  

 

You can remove Officers that should not be listed in the School Year you are working 

with  (Note: Removing an Officer will not completely remove the name from the system, 

it may be selected again for another position or for another year) :  

 

1.  Select the Officer you wish to remove  

2.  Select the ñRemove: button 



 
 

3.  Select the ñYesò button to complete the removal. 

 

              
 

Change Contact Information for an Officer:  

 

1.  Select the Officer you wish to change the contact information  

2.  Select the ñChange Contact Informationò button 

 

 
 

3.  Change desired information  

4.  Select the ñOkò button 

 



 
 

Giving Officer a ccess to the account :  

 

You can give any number of Officers access to your PTAEZ/Officer Contact account . 

Giving access can be done from the Officer Contact Screen or from the Individuals  

Module :  

 

1.  Select the Officer you wish to give access to  

2.  Select the ñCreate/Change Login ò Button 

 

 
 

3.  Enter a Userna me (Email Address required)  

4.  Assign the Officer a password  

5.  Assign their ñRoleò from the drop down menu. *Note: the ñRoleò determines the 

level of access to the account.  

* For units th at  do not have the full version of PTAEZ, or those units with the ledger, that 

want to give access only to Officer Contact, you have two roles to choose from:  

¶ OC Admin  -  has the ability to add/change and remove Officers, as well as 

generate reports.  

¶ OC Reporting ï has the ability to view all Officers l isted and generate reports.  

6.  Select the ñOKò button 

 



 
 

 
 

7.  Once you select the ñOkò button, you will receive a notification  from the system 

informing you that security for that Officer has been updated. Once you receive 

that indication, notify the Officer that they are able to login to the account with 

the username and password you just assigned.  

 

 
 

Changing an Officers Access:  

 

Once acces s has been given to an Officer, you can change or remove their access:  

 

1.  Select the  Officer you wish to change access for  

2.  Select the ñCreate/Change Loginò button 

3.  Edit their username, password and/or Role  

4.  Select the ñOkò button 

 


