	
	
	



MCT Light User Guide
What is the Member Contact Tool (MCT)?
The member contact tool (MCT) is an online solution which allows you to securely have live access, and the ability to edit, UNISON membership data in the RMS database using any device with an internet connection. MCT light users have been approved to access the system during this pilot project.

Go to https://my.unison.org.uk/ and enter your 8 digit account number and password. 
Click on the MCT icon.
Type “351” into the campaign field, click on the highlighted campaign then click search. 
[image: ]
Filter the results. Either by Branch, Employer or workplace.
Click on Organisational Details tab:
[image: ]Enter Branch name and press return


	Enter Employer name and press return
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[image: ]	Enter Workplace name and press return






The members to call will appear under the search. Access a member’s record by clicking on their underlined membership number. 
Open the Campaign Contact Made section on the right-hand side of the screen. 
[image: ]
This is where you record the outcome of the call. If you click ‘View Contact History’ you can view previous contacts made.
*Follow ‘New Joiners Call’ Script*
[image: ]After speaking with the member record the outcome first (the main ones to use are, call failed, voicemail left, or successful contact made):







We use a 3-call approach on 1st attempt if no answer select ‘Failed- no answer (to be followed up)’ in notes type 1st attempt. On the 3rd attempt choose ‘Failed – no answer (drop from campaign) and send (email see below)
[image: ]
[image: ]If a voicemail is left ‘Voice message left – drop from campaign’ 
Press ‘Save’ then return to members details page and click send ‘General Email’
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If you manage to have a successful conversation with the member select ‘Successful phone contact made, (drop from campaign)’ this will open the ‘Contact Outcome’ options:
[image: ]

Select the most appropriate action.
If you select ‘Member would like material on activism’. This will generate a report at the end of the campaign which regional staff will follow up on and inform the branch separately. Send Campaign email after clicking save.
If you select ‘Member would like additional material’ send member the information they require or sign post them to the correct source. Send Campaign email after clicking save.
If you select ‘Member has membership pack – no further info required’. Send Campaign email after clicking save.
If you select ‘Member has not received any information’ Send Campaign email after clicking save, then inform member to contact UNISON Direct for an additional Membership card to be sent out. However, all details of membership will be in the email.
If you select ‘Member needs workplace advice’. Send Campaign email after clicking save, then follow your normal Branch protocols.
[image: ]Members details can also be checked and updated by clicking on ‘Edit membership details’
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