Alcorn State University National Alumni association

to:
Chapter presidents 

from:
taunya smith, webmaster

subject:
import template INSTRUCTIONS FOR NATIONAL DUES  
date:
3/15/2010
cc:
chapter treasurer and financial secretary

IMPORT INSTRUCTIONS FOR NATIONAL DUES TEMplate
Effective February 2, 2010, chapters are to now submit their national dues report online. To help you with the import process, we are providing you with a special template (see attached sample).  This template already includes the custom fields and most have been filled in for you; the format of this template is in Microsoft Excel XML Spreadsheet – one of the common spreadsheet formats; and must remain in XML in order to be uploaded to the integrated system.  You will be able to open this template in Excel 2003 and up.  If you have a current template that you use, please copy the information in to the appropriate fields on the new import sheet and please provide email addresses as well, being these will be used to send reminders from the national chapter and alumni relations.  

Please remember to be careful when transferring data from one sheet to the next; being this information is being used to create the alumni data base of paid members.  Once you have transferred all your data to the import sheet you are ready to send your information to webmaster to be imported into the system. 

Information regarding fields TO BE COMPLETED BY CHAPTERS

NOTE:  you may type over the first  sample name and info, this is just an example to show you how to complete.

First Name, Last Name, Middle Initial and Maiden Name –required info

Employer: - May be left blank, member will complete when they log in.

Email:  Chapter required to provide info for system (this is a mandatory field, if member does not have an email, then create a fictitious email, ex.: jdoe@noemail.com).

Password:  May be left blank system will generate once member tries to log in.
Job title:  May be left blank, member will complete when they log in.

Website: May be left blank, member will complete when they log in.
Address, City, Postal Code, Province/State – required info

Country – Already completed

Class Year:  Member will complete this when they log in.

Degree Earned and Major:  Member will complete when they log in.

Local Chapter:  Please type local chapter’s name in this field.
Group Participation:  Leave blank

Directory listing text:  Leave blank.

Joint Member Fields- Only complete for joint members (i.e. spouses paying national dues)
Membership Enable- Already completed
Member ID:  is system generated, leave this column blank.

Member role:  Will be based on membership level, you will use one of the following:

· Individual – for members who purchase individual membership level

· Bundle Administrator – First person listed on a joint membership level (can be use for married couples)
· Bundle member – Second person listed on a joint membership level (automatic)
Membership Level: You will enter one of the following, just as they appear below:

· Individual – Annual Membership

· Joint Membership –Annual
· Life Membership-Individual
· Life Membership-Joint
· Life Membership-Exempt (for those 70 yrs of age or older) –updated 2/15/10
· Life Membership (paid prior to 2010) –updated 2/28/10
Administration:  Do Not Change From Current Setting.
Member Since:  Use this date format:  01-Jan-10, to specify the date member joined/renewed dues.

Renewal Date:   Use date format 01-Jan-11
Status: You can set the member status to one of the following:

· Active – Member enjoys all membership benefits (use for all paid members)

Automatic event – this controls whether or not automatic event notices/reminders are sent to the member.  Already set to yes
Emails/Subscribed – Set to yes so that members can receive emails/newsletters. (NOTE: already set for you)
· NOTE: Members will be able to enable/disable the two fields event reminders and member e-mails and e-newsletters from within his/her own profile.
· Members can have their email preferences changed either by webmaster, or by a link on the emails they receive.
· Photo Albums – Already set

· Archived – Should be set to NO otherwise members will not have access to site or features. (NOTE: already set for you)

· Show in Member – Already set
· Renewal Date Last Changed – This will automatically be tracked by the system.  No need to insert or change date.

· Level Last Changed – This will automatically be tracked by the system.  
· Details to show, message membership fields – Already set
· Note – Leave Blank
· Application Approval – Approved – means member paid national dues in full- Already set. –NOTE: only paid members or exempt members are recorded on this sheet.

· Application Payment – Already set.  Completed means member is paid in full.
Once you have completed you are now ready to save and upload, (NOTE: you will mail your check as usual to the alumni relations office).  You will use the local chapter’s name to save, see example below.
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Should you need assistance contact Taunya Smith at webmaster@asunationalalumni.com or 601-957-0631 .
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