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COMMITTEE MODULE 2.0

This guide will walk you through the basics of howtoOOS&aa ah! ! Qa RF Gl ol
user friendly platform called the Committee Module (CM) 2.0.

The CM2.0provides council 8OK I LJG SNJ £ S RSNA | CelnSoidértol 2 a h!
view, change export, and update membership &fficer roster information.

Recent updates to the Committee Module are reflected in the 2.0 version. This 2.0 update
added the ability to end multiple chapter memberships simultaneoushgcess the
Chapter Information Form directly from the Committee Module, anéew member

numbers,ranks, andthe total number ofchapter members.

The changes that were made to the Committee Module were the result of great feedback
and suggestions frondedicated members like youWe value all feedback that we receive
on the Committee Module and contindly look for ways to improve it.

Only council/chapter presidents,membership fairs, or designatec¢ouncil/chapter
leaders areasked to use this tool in order to review and update their membership and
officer roster information.Designated chapter leadersan be given access in place of the
president or membership chaiif requested. e updatesto the Committee Modulewill

happen in real time in the MOAA database.

Please Note: Any files containing MOA¥kovided name, address, email address, and
MOAAstatus should be maintained in a secure mannpasswordprotected, and
accessible only by authorized council/chapter officers.

If you have questions, want to make recommendation® need help, please call our
Member Service Center (MS&Y) (800) 2346622 or email MSC@moaa.orgyou can also
call our Chapter Affairs Department at that number usiegtensionsx168 or x120.

Thank you for using thisool.


mailto:MSC@moaa.org
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QUICK REFEERENCE GUIDE

(Examples are providethroughout this guide for help)

Red Circles will display examplg Yellow highlights will point out | SeeYELLOW ORED Arrows throughout
important info _this guide for examples

YELLOW I
( > HIGHLIGHTS VIEW

In order to maintain accuracy in the MOAAdabase
PleaseDO NOT

DO NOT REASON

This database was designed so that leaders can view and upd
Do notaddd K 2 y 2 NRIYNGES N¥& ¢ (i 2| their membership roster in order to receive eligible incentives
roster from MOAA headquarters. We only want to keep track of
eligible MOAA members on this roster. Please keep your
honorary members on a separate spreadsheet.

=

Donott RR { LJ2dzaSa | & & a|Spousescanonlybe added in théficer orleadership position
they hold. Please do not add spouses as a member.

Please Mdte:

9PSNE2YS K2 A& StAIA0ES F2Nl ah!! YSYOSNRAKAL) akKzdzZ R

1 Addregular membersand surviving gousesl aMernberé
1 Every officer should then be added separately as their officer position, after they have already
0SSy FRRSR a GaSYoSNE
If you are unable to findsomeone when you conductasearK = LJ S &S dzaS A& FRNKEéYSY
here: NEWCHAPTERIEMBER GAINS

After adding a person to the New Member Gains form, ddOAAstaff will do the following:
T +SNATE (GKS LISNER2Yy @&2dz2Q@S | RRBR Aa y20 It NBIRe& Ay
1 If the person is not in the MOAA database, the MOAA staff will add them as a PROSPECT,;
CouncillChapter President or Membership Chair should:
1 Encourage any new prospect to join MOAA as Basic, PremamhIFE member;
1 Enrollment can be donenline or by using the enrollment form hereBasic, Premium, and LIFE
enrollment form
Report Deceased Members:
1 Reportdeceased member information to our Member Service Center (MSQJIEC @moaa.orgr
call (800)23& c HHT @2dz Ydza G Ay Of dzRS (Hafus {LIENE R FOE I v{ VSdza
name (if applicable) and theate the person passed away. Tlohapter leaddNXa y I YS 'y R OKl
will be added to our records as reporting K S LIS NB& Agdiiénallyy Sundilicppter leaders
Oty 00Saa ah! ! Qmn/vevv.mdaa G@idadornk S NB Y
* |f you experience slow or sluggish lag timmile using this modulewe recommend istalling an updatedveb
Browser such as (1) Chrome, (2) Internet Explomar(3) Firefox



https://fs20.formsite.com/moaaweb/ChapterRecruiting/index.html
https://ebiz.moaa.org/PersonifyEbusiness/Default.aspx?TabId=153&utm_source=hp&utm_medium=header&utm_campaign=Join
http://www.moaa.org/uploadedFiles/Content/Chapters_and_Councils/Chapter_Recruiting/Bridge_to_MOAA_National/CR2013-MOAA%20Basic%20Premium%20Brochure.pdf
http://www.moaa.org/uploadedFiles/Content/Chapters_and_Councils/Chapter_Recruiting/Bridge_to_MOAA_National/CR2013-MOAA%20Basic%20Premium%20Brochure.pdf
mailto:MSC@moaa.org
http://www.moaa.org/tapsform/
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LOGSINGIN

[} MOAA - Chapters and Councils X [iEd =
& c @ ® www.moaa.org/Content/Chapters-and-Coundils/Chapters-and-Councils.aspx e @ || Q Search N @ =

£ Most Visited @) Getting Started

CURRENTLYSERVING  RETIREES ~ FORMEROFFICERS  FAMIY  CHAPTERS & COUNCILS SEARCH ENTER KEYWO MEMBER BENEFITS JOIN LOGIN

MOAA BENEFITS & EVENTS TAKE ACTION PUBLICATIONS & ABOUT MOAA
MUAA DISCOUNTS MEDIA
heyhe CAREER AND EDUCATION EVENTS TOPISSUES WHY JOIN?
FINANCE MARCH 2018 VIRTUAL CAREER FAIR LEGISLATIVE ACTION CENTER MILITARY OFFICER MAGAZINE MOA AT A GLANCE
PAY & BENEFTTS + QB VRIUA CAREEREAR + QLA +  MOMPUBLICATIONS + RIEADER +

IRAENTLY SERVIMG  RETIREES  FORMEROFFCERS  FAMILY  CHAPTERS L COUNCILS ACCOUNT = WELCOME, VICTORIA TWYNE

OAA BENEFITS & EVENTS TAKE ACTION PUBLICATIONS ABOUT MOAA
ey Ot A e DISCOUNTS
PROFILE MY ACCOUNT
DEMOGRAPHICS My Account Grou

My Account Home

Name and Demographics
Addresses MY CONTACT INFORMATION
Usemname | Password
PHOTD Mrs Victorla © Twyne Edit
Special Needs Program Manager
MOAA
Biography
201 N Washington St
MAL Data Alexandria, VA 22314-2520
Spouse Information
MEMBERSHIP & PARTICIPATION 0 ad Email: victoriat@moag.org Edit

Membership Details

Note:L ¥ @2dzQNBE 'y ! RYAYAAGNI G2 NI T2 NIthé debpiddwinIbeSideOK | LIG S|
Gaeé DNEHKAM da StNRPOIzLIAEa & DI SNI @ 2dzQ@S aSt SOGSR GKS
LOGIN HELP

Need help with loggingn?: http://www.moaa.org/Content/About -MOAA/LogIn-Help.aspx



http://www.moaa.org/Content/About-MOAA/Log-In-Help.aspx
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ROSTEROLUMN HEADINGS

\_/ ACCOUNT >~ WELCOME, VICTORIA TWYNE
UNTS EVENTS TAKE ACTION PUBLICATIONS /\ABOUT MOAA
Chapter Information Form
Actions: | Export to File - ﬂ Actual Chapter Member Count: 31 Add Chapter Member or Officer
Display i T ey — :
ﬁ;stomer Last/First Position Membership Rank Locatiol i To Contact Information Voting Status )
Gentry. 2nd Vice General | 201N - Active
Bob Chai Washingtt A =
N b e KS  d! O dzt
VA 22314 PN _ A
aSYO0OSNJI / 2dz
Chu Chaplain 201N 1 Active
Abigail Washi 1
<~ | provides the total
Alexandria,
VA 22314- 1 1 1
number of individuals
[] 05257158 Bi kly, Memb: Regular Life Admiral 201N e 2 Acti
T!{:ﬂ\’:e Y e Meefnubzrrsr‘wiz e Washington é A l] K I' d a S 1 v
St
Alexandria, . .
wzae | |isting under the
[J 03137468 Brown, Member Colonel 201N 14+ Active
wsen | POSItION COlUMN.
St

ia,
VA 22314-
2650 @ support

Last/First Name you can select this header to sort on last name.

Position: this is the title the person holds in your council/chapter (i.e. member, vice president, secretary,
membership chair, etc.)

Membership:MOAA membership status (i.e. Basic, Premium or LIFE)

Location:Primary adress of individual in your council/chapter.

From/To:Start and end dates of council/chapter membership.

Contact InformationEmail and phone number of individual

Voting StatusVoting status is active for everyone listed in your cdliolapter.

Status:Satus is active for everyone listed in your council/chaptémdividual is deceased, please report

to TAPSr send an email to our Member Service Center (MSG)SAE @ moaa.org

Newly Added Headings fa€M2.0:

Customer Iy, everyone listed in the MOAA database will have an edtigit customer ID, including
prospects (i.eanyonewho prevously held a MOAA membership oeigible for MOAA membership)
Rank:Military rank will be listed. If the person is a spouse or surviving spouse, column will be blank.

CM 2.0 allows Administrators to view:
Actual Chapter Member Couyit 0 KA a LINPGPARSa | NBIFf O2dzyld 2F It a
Chapter Infornmation Form Allows Administrator to update council/chapter address, provide number of
ROTC/JROTC schools and meeting time and place.

Newly Added Action for CM 2.0:
Set End DateCan apply an end date to multiple members at the same time using this action

6


http://www.moaa.org/tapsform/
mailto:MSC@moaa.org
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SELECT VIEW ALL

Before doing anything else on the Committee Modulge recommendthat you select
0KS YSY¢

d+ASg

[ A

Ay 2NRSNJ (2 ©OASg I+ttt 27F

[] Future

Chapter Information Form

Actions: | Export to File - Actual Chapter Member Count: 31 Add Chapter Member or C ficer

Displaying 1-20 of 43
[ Customer Last/First
ID Name

[] 02574110 Gentry,
Bob

[] 05118452 Chu
Abigail

[] 05257158  Biweekly,
TMN

[] 03137468  Brown,
Alton

Position Membership Rank Location FromiTo Status

2nd Vice General 201N 06/19/2015 Voting Active
Chair Washingten Member

St

Alexandria,

VA 22314-

2520

Chaplain 201N 02/02/2018 1 Voling Active
Washington - Member
st 07/31/2019
Alexandria,
VA 22314-
2520

Member Reqular Life Admiral 201N 02/28/2018 Voting Active
Membership Washington Member
St
Alexandria,
VA 22314~
2520

Member Colonel 201N 1212212010 1 Voting Active
Washingten Member
St
Alexandria,
VA 22314-
2520

PROFILE ROSTESORT ON LAST/FIRST NAME

Your chapterrosteg Af f RA&ALI &8 |, 2dz OFy &2NJI
your mouse. When you scroll down your rdsr, you can review the members. They will
be displayed alphabetically by last name.

0

O

O

O

Actions: | Export to File - Actual Chapter Member Count: 31
Displaying 1-20 of 43
Customer Last/First Position Membership Rank Location From/To
I Name
Gentry 2nd Vice General 201N 06/19/2015
Bob Chair Washington
St
Alexandria,
VA 22314-
2520
05118452 Chu, Chaplain 201N 02/02/2018
Abigail Washington -
St 07/31/2019
Alexandria,
VA 22314-
2520
05257158 Biweekly, Member Regular Life Admiral 201N 02/28/2018
TMN Membership Washington
St
Alexandria,
VA 22314-
2520

2y

JIL

OAA
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VIEWING MOAA MEMBERSHIP STATUS
YoucanviewS OK YSYoSNRa ah!! YSYOSNBKALI adl ddza

A

t NEBYAdzY 2NJ wS3dzE FNJ [AFSO0 Ay GKS O2f dzYy YI NJ
column.

EVENTS TAKE ACTION PUBLICATIONS AB

William Member

] 02266601 Huebsch Member Chief 12/22/2010 Voting Active
Julie Membership Warrant Member

[] 05360859 MG Officer, Membe Regular Basic Lieutenant 07/20/2018 Voting Active
TMMN Basic Membership Member

[ 05360865 Retired, Memb; Regular Basic 07/08/2018 Voting Active
TMN Basic Membership Member

[] 05257158 Biweekly, Mem Regular Life 02/28/2018 Voting Active
TMN Membership Member

O 05281963 Fully Memger Reqular Life leneral 07/13/2018 Voting Active
Retired, Membership Member
TMN

[] 05281954 Jr Officer, Memb Regular Life ieutenant 07/16/2018 Voting Active
TMN Membership Member

[] 05257154 Monthly, Member Regular Life Colonel 02/28/2018 Voting Active
ThN Membership Member

Displaying 1-20 of 43 E| 2| [2 ]| view an |< < | = | =

If the Membership column is blank, the person is not a current MOAA member.

SUSaTTTT

[] 05360414 MG Officer, Member Captain
TMN

o j

[ 05031459  Muth, John  Member

[ 04910709 Moyes, Member
William

[1 02266601 Huebsch, Member Regular Basic  Chief
Julie Membership Warrant
Officer




MOAA COUNCIL AND CHAPTERMMITTEE MODUPRPB INSTRUCTIONS OAA

AVOID ADDING DUPLICATE MEMBERS/OFFICERS

Be sure to sort on Last/First name to avoid adding duplicate names to your roster.
Each individual in your council/chapter should be listéal each position thatthey hold.
Example: Victoria Twyne is listed as Member, Past President and Secretary.

NT'S TAKE ACTION PUBLICATIONS
Daniel President Member
[ 05168845 Slattery, Secretary 03/01/2018 Voting Active
Daniel Member
[ 03101409 Trout, Mike  Secretary Captain 117082011 _ Voting Active
Member
[0 021704 Twyne, Lieutenant 02/02/2017 Voting Active
Victoria Member
(| Twyne, Past Lieutenant 12292017 Voting Active
Victoria President - Member
04/30/2019
(| Twyne, Secretary Lieutenant 12132017 Voting Active
Victoria Member
[] 03508406 Advocacy, WVice Regular Lieutenant 110272017 1 Voting Active
Julie President Annual Member
Membership
[] 05361353 Sr Officer, Member Regular Colonel 07132018 Voting Active
TMMN Annual Member
Premium Membership
[1 02266601 Huebsch, Member Regular Basic = Chief 12222010 | Voting Active
Julie Membership Warrant | Member
Officer
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OAA
VERIFY MEMBHECORD BEFORE ADDING TO COUNCIL/CHAPTER
When adding aouncil/chapter officer, ensure the person ifirstf A & i SMembedi¢ | &

After verifying they have a Member record, you can add them in the position they hold.
Example: If Julie Huebsch has been already added @saaS Y & §hblgarthen be added
da I RRSR & at NBaARSyd

([[iMoaa

& DISCOUNTS EVENTS /\TAKE ACTION PUBLICATIONS

{

Huebsch, Member 1202202010
Huebsch, Member 12/2242010
Julie

Huebsch, President 1202202010

Julie

1 000 0/0 yO

Sharpe, Member AZ2/22/2010

Martriese

Sharpe, Membership 01/01/2016

Martriese Chair

Trout, Mike Secretary 11/08/2011

Trout, Mike Treasurer A1/01/2011

Twyne. Victoria Membership ane 4 i ww i iageneis s 1143052017 Ereve e e g

VERIFY OFFICER POSITIONS BEFORE ADDIRGSNHWN

After sorting the list on Last/First Nameerifythe persoQa L2 AAGA 2y a2 GKI
duplicate their position in the council/chapter.
I FOSNI 62dz2Q0S OSNATFASR GKAAX @2dz OFy y26 | RF

[0 Trout, Mike Secretary

[0 Trout, Mike Treasurer

Twyne, Victoria Member

Twyne, Victoria Membership

Chair

Twyne, Victoria Roster Contact

10
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ADDCHAPTEREMBEROR OFFICER

al

G a S Yo &iNdin exddstildg membertoad h T FA OSNJ t 2 & A

RR / KI

)\Ej

LJGSNJ aSYOSNI 2N hTFFAOSNW

EVENTS

TAKE ACTION

PUBLICATIONS ABOU

Clear

Chapter Information Form

Add Chapter Member or Officer

Actions: | Export to File

Displaying 1-20 of 43

[] Customer Last/First Position Membership Rank Location From/To Conta
D Name
[1 02574110 Gentry 2nd Vice General 201 N 06/18/2015
Bob Chair Washington

- ﬂ Actual Chapter Member Count: 31

St
Alexandria,
VA 22314-
2520

Voting Status

Status

Voting
Member

Active

=1

SEARCH DATABASE TO ADD

Type in theemail address or Master Customer Id.

Customer d Y dza (i

Ay Of dzZRS G KS

GKS SYI Af

2NJ Odzai2YSNJ) L5

ast

Il FGSNJ F RRAY 3
t t SIFaS b20SY

GKS SYIAf

Y dza (

YI G OK

0KS 2y

For exampleVictoriaT @moaa.ords the email listed in the MOAA database. However, if

you useVictoriaT @gmail.comit will not be recognized on this search function.

Mibtary Offcert Assonation of Amenca

[[[TMoaa

BENEFITS &
DISCOUNTS

EVENTS

TAKE ACTION

ADD NEW INDIVIDUAL

My Account

* Required

Email Address:

My Groups Julie's Test Chapter

Master Customer Id: |:|

11

f $SwhBnlyguonduat FourGs&u@d @ N M|

N

C

~


mailto:VictoriaT@moaa.org
mailto:VictoriaT@gmail.com
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ADDCHAPTEREMBEROR OFFICEBbNtinued)

When themember displays, | ADD NEW INDIVIDUAL
asStSoud a/2yidAa

My Account My Groups Julie's Test Chapter

* Required
Eret s

Search Results
Select Name Company Location

(O] Wood, Amy amyw@moaa.org

e R

LT @2dzQNB dzyl ot Pledseenstirk fidfollavied Y SY 0 SNE
(1) Individual is not a MOAA Member
(2)Individual has never joined MOAA

Then, add the person to thélew Member Gains Chapter Recruiting Program

Formsite After we receive these names, each individuz

will be added to the MOAA database as a Prospect, QU rwnbier of your chanter o be eligibie for crodit under the Chanter Resruiting
82dz 6ATE NBOSAGS MOk V| ooemer:mony i e
add them to your chapter using the CM. B

Flease fill in with as much information as passible abaut your new chapter
rmember, Kemamber that they must be a MOAA Mational membsr and a new

Chapter Name B Contact

Namc of Chapter *

Name of form user*  Emall address of form user =

New Chapter Member 1

National MOAA Member Number

i wrvaiteafaies

First Narme = Last Naime *

Country +

Untad Stabee

Address +

City/Region « State * fipoode »
v

Email Address Phone Number

12


https://fs20.formsite.com/moaaweb/ChapterRecruiting/index.html
https://fs20.formsite.com/moaaweb/ChapterRecruiting/index.html
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ADDING THE MEMBER OBUNCIIGHAPTER OFFICHRM

Add the member or chapter officer as:
(1) Position: UseMember

a. if council/chapter officer, select the leadership position;

(2) Subposition Leaveblank;

JIL

OAA

@B)YFrom¢ 2RI Qa4 RI0S 2NJ GKS RIGS (GKS
1 if chapter officer, use the tenure date
TERM DETAILS
My Account My Groups Julie's Test Chapter -
* Required
Name: Twyne, Victoria
* Position: ROTC -
Sub-Position: Select -
* From: [ 11r262018
To: [

Use the calendar icon to select the date
When done, select SAVE.

TERM DETAILS

My Account My Groups Julie's Test Chapter -

* Required
Mame: Twyne, Victoria

* Position: ROTC

Sub-Position: Select

* From: 11/26/2018 Open the cal

-

-

lendar popup.

To:

=)
> 33

November 2015

A4 Rl
5 M T W T
B -
44 23 29 30 31 1
45 4 5 ] T ]
46 11 12 13 14 15
47 18 19 20 21 22
42 25 26 27 28 29
49 2 3 4 o G

F 5
2 3
9 10
16 17
23 24
30 1
8

13



[II COUNCIL AND CHAPTERMMITTEE MODUPRPB INSTRUCTIONS l!![

PUTTINGAN 9 b 5 5ONANINDIVIDUAIMEMBER OR OFFIGERCORD

Please note Do not overwrite an exisng officer position Overwriting anofficer position
will eliminate their officer tenure history in oudatabase
The editing function is used when you need to update the tenure fazauncil/chapter
officer or if you need to end a current chapter membership

[[jiMoaa

TS & DISCOUNTS EVENTS TAKE ACTION PUBLICATIONS Al
T T T - o g
Position: - Status: - Voting: -
Represents - Current
Name: [ [] Future

Add Committee Member

2| ViewAll | < > 3]

Actions’ | Reappoint

Displaying 1-20 of 32

[ Last/First lembership Locati From/To Contact Information Voting Status
Name Status
[0 Twyne, Victoria  1stVice Voting Active
Chair TO add Or u pd ate a Wember
Brown, Alton 1st Vice H - Voting Active
O - member/officer record click .
[] Gentry, Bob 2nd Vice 4 - - ~ Voting Active
Chair U K S L\JS N\E 2 ML@. a. V Member

—_ COMMITTEE MEMBER PROFILE

My Account My Groups Julie's Test Chapter

S Ry Viewing: Twyne, Victoria

CURRENT POSITIONS

Name: Julie's Test Chapte! Edit

Position: Membership Chair

Start Date: 11302017

—— You will notice the committee
Reprosanting positions heldby the person you
Name: Julie's Test R
R selected. You caiselef:t_ltf@ i
Start Date: 12M 22017 | R R | y S y R R |
EnaDate: record.

14
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¢ ¢19 a9bb5 51 ¢9¢ hC !'b Lb5L+L5}!'[] a9a.

frssion o America

AER OFFICERS  FAMILY CHAPTERS & COUNEILS \/ ACCOUNT == WELCOME, VICTORIA TWYNE
BENEFITS & EVENTS TAKE ACTION PUBLICATIONS ABOUT MOAA
DISCOUNTS

TERM DETAILS

My Account My Groups Julie's Test Chapter

Viewing: Twyne, Victoria

* Froms ﬂ [ 1212002017
T [ 4302019 5]
”.:::::: R You can update theél ¢ 2late function
to end theterm for a member record or
e an officer record.

AER DFFICERS  FAMILY

fiasion of America

FHPIERS LS Do not overwrite anexistingofficer
| position. You must refeto page 11
BENEFITS & EVENTS TA - . A . e 7z A
DISCOUNTS I VR dzaS a! RR [/ KI LJ0 SNJ
hFFAOSNE (2 I RR I yS¢g

TERM DETAILS council/chapter officer.
My Account My Groups Julie's Test Chapter

Viewing: Twyne, Victoria

Clicka { @S¢ Ay 2NRSNJI (2

updated information on the
Name: Victoria O Twyne
- Committee Module
Sub-Position: Select .
* Participation Status: Active -
* From: [1212012017
To: | 43012019
™ Voting Status: Voting Member -
Represents: Change

15
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PUTTINGAN END DATE ON MULTIPLE RECORDS

In order to remove someone as a membe | 5 to the Actions screen tselect the
or as an officer of the chapter, be sure to drop down menuc

add an end date on their profile. SeBOG a{SG 9yR 51
Toadd end datescheck the box next to
all of the members who hae the same

MY PROFILE ROSTER

My Account My Groups | Julie's Test Chapter
i . e
[] 03508406 Advocacy, Vice Regular Lieutenant o DEtalls for' Jl.llle s TESt Chapter
Julie President Annual
Membership
Last Mame: [ Fi
05361353 Regular _—
Annual City: [ 3
Membership Position: | -
[ 02266601 Huebsch, Member Regular Basic Chief
Julie Membership Warrant
Offi

[ 02268601 Huebsch, Past Regular Basic

Julie President Membership .
Actions: | Export to File Rl Go

Displayn EXPOT fo File

05360859 Regular Basic | Li Print Roster i
Membership O ' =end Email osition Mem

Set End Date
PN 137468 Browp Member

lton

Regular Basic Colonel
Membership

[] 05360880 Sr Officer, Regular Basic
TMN Basic Membership

You will need to select the datéfom the calendari KSy Of A 01 2y GKS a/{
button. This will end the term for every record that you checked earlier.

Set End Date
4

Set End Date  [eERLC

16



\ COUNCIL AND CHAPTERMMITTEE MODURB INSTRUCTIONS ICI)![

-

EXPORT

Export will allow you to download youentire roster onto a file outside of the module.
,2dz Oy dza S 1 K S toéxpdsalDOydur eimbeé recrdsbr yodzbas
select individual member listings by checking the specific box next to theaord.

PN ~ s A~

I FGSNI) e2dz KII S aSt SOGSR (GKS YSYOSNB e2dzQR f

add Commisce Member

Distayng 17 23 [1][a Wewsm 1o « =

—| LastFirs Hoshion Memberhip Locadion From! lo Lontaci ImMommatbon ‘Woding a0
Flame Status

s 2 KSY dzéaAy3 Fye | OlAA
s drop down menuto affect the entire roster
i please make sure that you have clicked on
|t G+AS6 | t0iéA BISH2NR V
Lo box, so that your entire roster Wl be

selected.

| W Em ber

You can now export the file in Excel, G®YWord. You will be prompted tcsawe the file
to your c: drive or you can save it to your desktop.

As a reminder, ay files
containing MOAAprovided
name, address, email address,
and MOAA status should be
maintained in a secure manner
| 1azEIi passwordprotected, and
accessible only by authorized
council/chapter officers.

W, 2FEEEE

Wemhst wolng IR [ELLILED ak {IISIRIE IR
1 LT B ]

Blezsnzns,
R LA B W P
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