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GLWA Member Outreach Portal                                                                        
User Guide 
Updated: December 9, 2019 
 
 

How to Register & Log In 
 
 

1. Navigate to www.outreach.glwater.org or click here 
2. As shown below, complete the form under the header “Request Access”  

a. If you do not see your Organization listed in the dropdown menu, please select 
“Other” and enter it into “Company Name” field.   

b. If you do not see your role listed in the dropdown menu, please select “Other” 
and enter it into the “What is your role?” field.  

3.  A notice will appear that states “Request for access has been sent to the Member 
Outreach Team.”  

a. If the Member Outreach Team approves your request, you will receive an email 
prompting you to set up a password and log in.  

b. If the Member Outreach team denies your request, you will receive an email with 
an explanation as to why your request was denied. 

4. Upon receipt of the approval email, click the link and choose your password.  
a. Note that your password must be at least 8 characters and have a capital letter, 

numeric value and special character 
5. You will then be prompted to log in with your new password 
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Navigation 
 

1. The homepage of the portal (shown below) is the calendar of events. Use the links at the 
top of the page to navigate between events, member search, documents, 
announcements and your profile.  
 

 

User Profile 
 

1. To edit your profile or log out, click on the dropdown next to your name in the upper 
right-hand corner.  

 

 
2. Click “Edit Profile” should you need to update your information.  
3. Update any information or change your password in this section.  
4. Click “Update” to save your changes, or “Cancel” to disregard any changes you’ve 

made.  
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Calendar Events 
 

1. To view past or upcoming events, navigate to the “Calendar Events” page by clicking the 
link at the top of the page.  
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2. Search for a specific event name using the keyword search box shown below, or click 
the various categories (GLWA Board, Water, Integrated, Wastewater) to refine your 
results.  

 
 
 
 
 
 
 
 
 
3. To toggle between various months or years, use the left and right arrow buttons or select 

the specific month and year using the drop-down menus.  
 
 

 
 
 

4. Click the “List View” button to see the events in list format or click  
“Back to Calendar View” to see the events on the calendar.  

5. To see the details of a specific event, click the name of the event 
6. From here you will be able to see the name, location and time of the event, as well as 

any documents associated.  
7. To view the documents, click the arrow next to the document name – as shown below.  
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8. To download the meeting notice to your calendar, select from the three options noted: 
Google Calendar, Outlook or Apple iCal.  
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Member Search 
 

1. To view all other members enrolled in the Member Outreach Portal, click “Member 
Search” at the top of the screen.  

 
 
 
 
 
 
 
 
 
 

2. Use the search bar to find specific members, communities or organizations.  
a. For example, to find all contacts with the last name Smith, type “Smith” 

3. To see the full list of organizations in the database, click “See full organization list” 
4. Upon clicking “See full organization list”, select the specific organization you are looking 

for in the list by clicking on the name of that organization.  
5. You will then see a list of all users associated with that organization that are on the 

portal. 
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Documents 
 

1. To view the full document database, click on “Documents” at the top of the page.  
 
 
 
 
 
 
 
 
 
 
 

2. From the document database there are multiple ways to find a document 
a. Use the keyword search to find a specific document or documents from a certain 

timeframe, or;  
b. View documents associated with specific work groups by clicking the arrows to 

expand the list of meetings.  
c. Note: you can also view documents for specific events under “Calendar Events”.  

3. Click the arrow next to the document name to view the document.  
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Announcements 
 

1. To view recent announcements, click “Announcements” at the top of the page.  
 
 
 
 
 
 
 
 
 
 
 

2. Recent announcements will appear that have been sent to all members, as shown 
below. 
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