How to generate Form 185 and Form 365
  1.  Open Member Management
  2.  Click on Council Administration
  3.  Click on Council Officers Current and Next
  4.  Click on Next Fraternal Year
  5.  Click Copy Current Year (this will give you a list of current officers)
  6.  Under Next Fraternal Year 2018-2019, Choose a role
  7.  Search by last name (just enter first letter of last name to get a list. You don't need to add
       an asterisk (*).

  8.  Click on name selected (if it's the same officer you don't need to change anything)

  9.  Click assign
10.  Click submit
This will submit the form to Supreme only (does not go to the state office). You will get a pop-up screen that states Position(s) saved and it will tell you to go the Print Center to generate the Next Fraternal Year Officers report.  This is Form 185, click OK.

Once you're in the Print Center-Reports click on #2 Next Fraternal Year Officers.  Save the report to your desktop.  
Attach the report to an e-mail and send it to: 

1.  forms@tkofc.org (state office) do not send it to the state deputy
2.  Send a copy to your District Deputy  
Follow the above procedures for Form 365, Service Program Personnel.  Remember that you must assign a Retention Chairman on Form 365 otherwise you will not be able to suspend members if needed.   
Your District Deputy will be asking you for copies of Form 185 and Form 365 in order for him to take them to the Organizational Meeting in July.  

