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AMVETS MEMBERSHIP 
DEPARTMENT

Department and Post Online Revalidation 
Tutorial



Step 1 
Post Revalidation

After logging in you will be brought to the Menu Page.  Listed within 
the Menu is the ‘Post Revalidation’ button.  Left click on that button.

Click on 
either Post 
or Dept 
revalidation



Step 2 
After clicking the Post Revalidation button you will be 

brought to this page, the ‘Welcome’ page.

Note that your Post information is already 
entered for you based upon the member # 
entered.

Click start to begin 
the process (lower 
right corner)



Step 3 
Post Revalidation Cont’d

The fields on 
this page 
should auto 
populate (be 
filled in by the 
computer) 
when you come 
to this page.
Type in the 
Member 
Number only –
then hit tab key.  
The name will 
auto populate.



Step 4 
Post Revalidation Cont’d

If the information is 
incorrect enter a 
new member # into 
the field and hit the 
tab key. The name 
will be automatically 
entered into the 
‘Member Name’ field
A grey field indicates 
only HQ can update 
that information. 

Make 
correction 
by retyping 
the 
member 
number



Step 5 
Post Revalidation Cont’d

You may change or correct Post Type, Meeting Information and 
indicate by check mark, whether or not you have subsidiary 
organizations as part of your post.  Any field in ‘gray” is read only.

Post Type

Meeting 
Information

AMVETS or Post 
sub-organizations or 
clubs



Step 6 
Post Revalidation Cont’d

Posts can only 
change or 
update Post 
Dues

Posts do not have the ability to change 
National Headquarters or Department 
information



Step 7 
Post Revalidation Cont’d

Print this screen 
after you have 
filled out the 
information.  It 
can be mailed in 
as your official 
revalidation.
To print this 
page, go to File, 
Page Setup, and 
choose the 
LANDSCAPE 
mode.  Then click 
the print button 
as shown.
Sign and date this 
page. 



Step 8 
Post Revalidation Cont’d

Click “Save 
and Continue”



Step 9 
Post Revalidation Cont’d

Required information. If blank 
information must be typed in.

Information is automatically entered into this form by the computer program if 
it is available.  If the field is not populated enter the member number only and 
click on the tab key.



Step 10 
Post Revalidation Cont’d

Use the 
drop down 
list to select 
state 
information

Fill in all 
blank 
spaces



Step 11 
Post Revalidation Cont’d

Failure to 
complete 
required 
information on 
form will result 
in an error 
message when 
trying to save 
and continue
Print this 
screen when 
complete, it 
can be 
included with 
the previous 
screen 
printout as 
part of your 
official 
revalidation.



Step 12 
Post Revalidation Cont’d

To print this 
page, go to 
File, Page 
Setup, and 
choose 
LANDSCAPE 
mode.  Then 
click the print 
button.
Sign and date 
this page



Step 13 
Post Revalidation Cont’d

Click “Save 
and Continue”



Step 14 
Post Revalidation Cont’d

An email will be 
sent to you after 
revalidation is 
complete.

The members in 
these fields will 
receive 
confirmations of 
all online 
payments.



Reminder Information

Do not forget to print screens 2 and 3. After 
signing and dating them you can mail them in 
as your official revalidation
Any questions please call Mark Del Piano 
301-683-4020
mdelpiano@amvets.org
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