
Archway Trivium is excited to provide families with an all-in-one solution for: 

• Signing up for volunteer activities ranging from reading on campus to serving lunch to field trips 
and so much more 

• View Grade Level Blogs filled with news every Friday on the upcoming week’s plans 
• Connecting with other families through the Family Directory 
• Easily viewing upcoming events on a school wide calendar 
• Finding resources to support your scholar 

Here’s what you need to do: 

1. Go to the Archway Trivium PSO Membership Toolkit website. 
2. Click on the Register/Login button. 
3. If you already have an account on Membership Toolkit, you can use the same email and 

password to login. You can then proceed to step 7 below. 
4. If you do not have an account, select "Create Account”, and fill in the name, email, and 

password information. Be sure to use the email you used during Enrollment! We 
crosscheck all accounts to protect our community’s privacy. 

5. Click "verify my email" and then check your email for a link to complete the process. 
a. The link expires in 2 hours. If you do not receive the email, check your spam, or 

junk folders. 
6. Once you have verified your email address, log back in and complete the following steps. 
7. Complete the Parent/Family and Student Information 

a. Note if you create your account prior to Meet the Teacher, you will need to update 
your account to add your section/teachers. 

8. Complete the Directory/Publish Preferences 
a. If you would like to be included in and have access to the directory, choose which info 

you would like to share. You must elect to be included in the directory to be able to view 
it. 

b. You will be able to change this at your preference throughout the year! 
9. Once these steps are complete, please give our Membership ToolKit Coordinator 2 business days 

(may take longer during the summer) to crosscheck your account information. In many cases, it will 
be much sooner! Once approved, you will be able to enjoy all of the benefits listed above. 

Note: once your account is set up, the Primary User can “invite” other email addresses to his or her 
account. This allows the Secondary User (think spouse or grandparents!) to have their own login 
information, but still access the family account. 

Common Troubleshooting Issues 

1. I signed up, but I am getting an error saying no account found.  

• Be sure you signed up on archwaytrivium.membershiptoolkit.com and not 
membershiptoolkit.com 

2. I signed up on the correct link, but my account has not been made active. 

• Check your email (don’t forget the junk folder!) to see if you have received any emails from Lisa 
Regan. These could be regarding your email not matching the email originally shared with the 
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school or because you did not complete the Account Information by adding your scholars to 
your account. 

• If the above does not fit, email our Membership ToolKit Coordinator. Occasionally new accounts 
get missed and we’re happy to take care of it quickly! 

3. I signed up and my account is active, but I can’t view the Directory. 

• Navigate to the “My Account” —> “My Forms” —> Directory Publish Preferences and select 
“Yes.” You choose what information is shared, but opting into the Directory is required to be 
able to view it. 

4. I accidentally signed up for a volunteer opportunity on the wrong day! 

• Simple fix! Just go back to the original sign up or My Account” —> “My Forms” and click on the 
sign up under Volunteer Opportunities. Scroll down to the time slot you would like to remove 
and uncheck the box. Keeping scrolling to the bottom of the page and then hit save. Done! 
Please note - if the info on the sign up requested that you let the coordinator know if you needed 
to cancel, please kindly send them an email so that they can plan accordingly. 

If you have any difficulties navigating Membership ToolKit, please reach out to our Membership ToolKit 
Coordinator - Lisa Regan (lregan@archwaytrivium.org).
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