Membership Update
Center Tutorial




Initial Riblbon when you log In

Finance




Division Name + Sycamore South

District Name . Indiana Generql Inform qtion
Club Officers (2011-2012) que

President : Anderson, Diana
Vice President : Bacon, Steve .
Secretary : Barclay, Mary <* CIUbS Offlcers
Treasurer : Hopewell, Nick can be edITed
Bulletin Editor : Stevenson, Laurel eOCh yeOI’
Advisoris : Bellman, Dinah
School/site mailing - University of Indianapolis 1400

address
iran EastHanna Avenue, Indianapolis

Indiana

School/site phone number : 317-788-3368

Club Website (URL) : httpZiwww.incki.org
School/site website URL . hitpmwww.uindy.edu/
Meeting Time/L ti Edit Con Olso be
Mleeting Time/Location . Edit < .
. . edited each
Place : University of indianapolis

Meeting Day/Time : 1stFri-9:00 AM yeo r

Click on the bar
li <—— graph to have it

Club status +  Active

Club size history

201020112012 expo nd
Club charter date : March 21, 1990
Club type . School-based
Name of sponsoring Kl . Kiwanis Club of Carmel - North Indy Families

club



a Admin Access Delete Member(s)t Bulk Add Members l’ Export to Excel @ Add New Member @
e Members Finance
Information s

Club Members
Filter Graduation Year [ ]

Member Last Name First Name Email Graduation Details Edit Delete
ID Year D
A12345 Anderson (President) Diana diana.anderson@gmail.com 2000 view é”/‘ ]
A67890 Bacon (Vice-President) Steve steve.bacon@gmail.com 2000 view & E]
A54321 Barcday (Secretary) Mary mary.barclay@gmail.com 2000 view ;&‘ D
AQ9876 Gregoire Matt matt.gregoire@gmail.com 2000 view ;J‘ D
A14789 Hassan Saima saima.hassan@gmail.com 2001 view {Z/‘ ]
A12369 Kolter Chris chris.kolter@gmail.com 2001 view _"_<//" =]
AQ98741 Martin Beth beth.martin@gmail.com 2001 view {//‘ |:|

When you click on the “Members” tab, P—
this page will appear with all of your
club’s members from the previous year.



= Click *Add New

Member” to add

When you click view, this pop-up box 1 5re members

: : 3
will appear with each member's
details.
e Admin Access Delete Member(s)x‘ Bulk Add Memberst rt to Excel @ Add New Member @
General . -
Wseonacd View Member Details \
Club Members Name N
Nickname
Middie Initial Filter Graduation Year []
Email
Date of Birth
Member Last Na| Member Since b Details Edit Delete
ID ]
A12345 Andersq Address view & O]
A67890 Bacon (} view & O
A54321 Barclay 2‘3,, view Y L]
A09876  Greqoiré g:::yco“ view ;/“ O
N
A14789 Hassan view & ]
Graduation Year 4
A12369  Kolter view & U]
A98741 Martin view Y L]
close




a admin access Delete Member(s)4. Bulk Add Members 4" Export to Excel @ Add New Member @

General

Finance
Information Members i

This will appear when
you click “Add New

Add New Member

Member.” Fill in your

- member’s information
Club ¢ University of Southwest Indianapolis Circle K C]ﬂd -I-hen C”Ck HSAVE.”
First Name * : Claude
Last Name * Warren
Suffix
Address
City
Country - VlJniterd Statgs v
State / Province : Indiana v
Postal Code
Email Address : claude.warren@gmail.com

Valid
Graduation Year * : 2001 W
Phone (#s only) Rl | ) -
Date of Birth (mm/dd/lyyyy)
Gender : Male v

— —ii—



e e e \\
a Admin Access Delete Member(s)tl Bulk Add Members t l’:xport to Excel @ Add New Member @

General Sy
e Members Finance \
Information

You can now “Bulk Add Members.”

Bulk Add Members

All fiefds for each new member are required

First Name Last Name Email Graduation
Year

Elizabeth Finney elizabeth finney@gmail.com 2000 ¥ Insert each

Laura Hawkins laura.hawkins@gmail.com | 2001 W member’s

David Milne david. milne@gmail.com ‘ 2002 V¥ First Name,

Lynn 1 [smith lynn.smith@gmail.com 2002 ¥ Last Name,
Email, and
Graduation
Year. Click
“ADD"” when
yOou are

finished.




General
Information

Club Members

Member
ID

A12345
A67890
A54321
A15963
A09876
A14789
A15987
A12369
A98741
A35741
A35789

Last Name

Anderson (President)
Bacon (Vice-President
Barclay (Secretary)
Finney

Gregoire

Hassan

Hawkins

Kolter

Martin

Milne

Smith

Bulk Deletion of Members

Confirmation
Are you sure you want to delete
the selected club members?

Anderson, Diana
Barclay, Mary
Gregoire, Matt

Matt
Saima
Laura
Chris
Beth
David

Lynn

matt.gregoire@gmail.com
saima.hassan@gmail.com
laura.hawkins@gmail.com
chris.kolter@gmail.com
beth.martin@gmail.com
david.milne@gmail.com

lynn.smith@gmail.com

2000
2001
2002
2001
2001
2002
2002

Details

view
view
view
view
view
view
view
view
view
view

view

aduion Year []

T, ) i



%u can also delete members according to graduation year.

/Checkmork “Filter Graduation Year”
Use the drop-down menu to select
wish fo view. Then click “FILTER"

Click the checkmark under "Deléte” to
SlckE BERERES

graduation year that you

eckall members in your list.

General
Information

Club Members
iter GradOs{jon Year

Member Last Name First Name Graduation Details Edi
ID Year

A12345 Anderson (President) Diana diana.anderson@gma 2000 view ,«Z’

A67890 Bacon (Vice-President) Steve steve.bacon@gmail.com 2000 view &

L4
K AAA A

A54321 Barclay (Secretary) Mary mary.barclay@amail.com view &
2 : 7 : P
A15963 Finney Elizabeth elizabeth.finney@gmail.com 2000 view &




Once again a pop-up box will appear to confirm deleting your

members. Click YDELETE" if the correct members are selected.

Member
ID

A12345
A67890
A54321
A15963

Club Members

General

Information Members

Last Name

Anderson (President)
Bacon (Vice-President]
Barclay (Secretary)

Finney

a Admin Access  Delete Member(sF Bulk Add Members 4" Export to Excel @

Finance

Confirmation

Are you sure you want to delete
the selected club members?
Anderson, Diana

Bacon, Steve

Barclay, Mary
L Finne, Elizabeth

Add New Member @

Filter Graduation Year

Details

view
view
view

view

2000 v

Edit delete

ERE R



/m also transfer all of your club members’ information into an
Excel Spreadsheet. Click on “Export to Excel” to do so. A pop-up
box will appear to confirm. \

a Admin Access Delete ber(s)f Bulk Add Members tI Export to Excel @ Add New Member @
senes Members Finance
Information Finar

Opening AllMemb04122012 4.csv Ié

Club Members

You have chosen to open

member first name (£L] AliMemb04122012_4.csv m edit delete

ID which is & Microsoft Excel Comma Separated Values File

f : o/ L I5.
A12345 Diana rom: http://soapmu.kiwanis.org

What should Firefox do with this file?
B12345 Steve

C12345 Mary Open with | Microsoft Excel (default) v
112345  Elizabeth 9 SaveFile
D12345 Matt Do this automatically for files like this from now on.

E12345 Sama

J12345 Laura | blz J { Cancel

F12345 Chris

G12345 Beth Martin beth.martin@gmail.com 2001
K12345 David Milne david.milne@agmail.com 2002
L12345 Lynn Smith lynn.smith@gmail.com 2002 &

» S LV
OO0000000000004

H12345 Claude Warren claude.warren@gmail.com 2001 &




The Excel Spreadsheet will appear with all of your members’ information.

<3 Copy ~

frsh | 2 e ibri = = v = T ‘ T | = autosum v :
-‘_j : |C:bn - EI;_“‘P .Smwmt-ﬂ : - . = i 3 L,_;' ;m, ﬂ&‘%a

Address Cede FirstName Mcdde Name LastName Suffix  Gender Gradustom Year Addrese 1 Address 2 Address 3 Address 4 City State Zip Couniry  Phone  Email BirthDate Delete Date




If you have any questions, feel free
to contact your District Treasurer at
treasurer@iikeyclub.org




