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Creating a Membership – Manually 
Method 2 

 

To manually create a new membership from scratch is a multi-step process. The following 
assumes that we have the application paperwork and a check. 

 

Within the WordPress Dashboard, select Users/Add New: 

 

 

Complete the basic user information (membership information will be entered later).  

 The Username will usually be the same value as the email address.  

 Email must be the primary email address of the member (not co-member). 

 First Name and Last Name are required. 

 Leave website blank.  

 The initial password will be the user’s zip code (which they can change later.) Confirm 
use of weak password must be checked. 

 Send User Notification must be checked. 

 Role must be Customer. 

 Click Add New User button after entering this data. 
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After adding the new user, the screen will show a list of users. You need to return to this user’s 
profile to complete the membership information. Search for the new user by entering either 
the first or last name: 

 

Click the Edit link for the correct entry. 

Enter the remaining membership information. The following images are broken by section but 
appear on the web page as a single page. 
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Do not click on the Add membership link. Membership will be activated by processing a 
purchase order, described in a later process. 
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The Billing and Shipping information must be completed even though it is a duplicate of the 
above. 
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Click on Update User. The basic membership data is now complete. The next step is to create a 
membership order. 

Click on WooCommerce/Orders/Add Order: 
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In the following screen: 

 Set the Order Status to: Completed. 

 Select the member (Customer) by entering the first few letters of their name. The Billing 
and Shipping data will now be filled-in by the system. 

 Set Payment Method to: Check Payment. Optionally enter the check # in the note field. 
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Create a new order line item by clicking on Add line item(s): 

 

Add a product to this new line item by clicking Add product(s) 
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In the search box, enter: ocws. It will then display 2 choices. Select Dual or Single. 

 

 

After you have selected the membership type, the order screen should look like this. Click on 
Save to record the membership line item into this order. 
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Click on Calculate Total: 

 

The screen should now reflect the correct Order total: 
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Scroll to the top of the page, click on Save Order, and you’re done! 

 

To verify the membership is now active, click on WooCommerce/Memberships Dashboard 
item. Then click on the member entry (which should be the first in the list): 

 

View the Plan (Single or Dual), Status, and Expires date. If any are incorrect, contact the web 
master for correction; do not attempt to correct yourself. 

 



P a g e  13 | 13 

 

 

 

 


