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COUNCIL AND CHAPTER COMMITTEE MODULE 2.0 INSTRUCTIONS 

COMMITTEE MODULE 2.0 

This guide will walk you through the basics of how to ŀŎŎŜǎǎ ah!!Ωǎ ŘŀǘŀōŀǎŜ ǳǎƛƴƎ ǘƘƛǎ 

user friendly platform called the Committee Module (CM) 2.0. 

The CM 2.0 provides council & ŎƘŀǇǘŜǊ ƭŜŀŘŜǊǎ ŀŎŎŜǎǎ ǘƻ ah!!Ωǎ Řŀǘŀōŀǎe in order to 

view, change, export, and update membership & officer 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 simultaneously, access the 

Chapter Information Form directly from the Committee Module, and view member 

numbers, ranks, and the total number of chapter members. 

The changes that were made to the Committee Module were the result of great feedback 

and suggestions from dedicated members like you. We value all feedback that we receive 

on the Committee Module and continually look for ways to improve it. 

 

Only council/chapter presidents, membership chairs, or designated council/chapter 

leaders are asked to use this tool in order to review and update their membership and 

officer roster information. Designated chapter leaders can be given access in place of the 

president or membership chair if requested. The updates to the Committee Module will 

happen in real time in the MOAA database.  

Please Note: Any files containing MOAA-provided name, address, email address, and 

MOAA status should be maintained in a secure manner, password-protected, and 

accessible only by authorized council/chapter officers. 

 

If you have questions, want to make recommendations, or need help, please call our 

Member Service Center (MSC) at (800) 234-6622 or email MSC@moaa.org. You can also 

call our Chapter Affairs Department at that number using extensions x168 or x120. 

Thank you for using this tool. 

  

mailto:MSC@moaa.org
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COUNCIL AND CHAPTER COMMITTEE MODULE 2.0 INSTRUCTIONS 

QUICK REFEERENCE GUIDE 

(Examples are provided throughout this guide for help) 

In order to maintain accuracy in the MOAA Database 
Please DO NOT: 

DO NOT REASON 
 

Do not add άƘƻƴƻǊŀǊȅ ƳŜƳōŜǊǎέ ǘƻ ȅƻǳǊ 
roster 

This database was designed so that leaders can view and update 
their membership roster in order to receive eligible incentives 
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. 

Do not ŀŘŘ {ǇƻǳǎŜǎ ŀǎ άaŜƳōŜǊέ Spouses can only be added in the officer or leadership position 
they hold. Please do not add spouses as a member. 
 
 

Please Note: 
9ǾŜǊȅƻƴŜ ǿƘƻ ƛǎ ŜƭƛƎƛōƭŜ ŦƻǊ ah!! ƳŜƳōŜǊǎƘƛǇ ǎƘƻǳƭŘ ōŜ ŀŘŘŜŘ ŀǎ άaŜƳōŜǊέ ƻƴ ȅƻǳǊ ǊƻǎǘŜǊΦ  

¶ Add regular members and surviving spouses ŀǎ άMemberέ 

¶ Every officer should then be added separately as their officer position, after they have already 
ōŜŜƴ ŀŘŘŜŘ ŀǎ άaŜƳōŜǊέ  

If you are unable to find someone when you conduct a searŎƘΣ ǇƭŜŀǎŜ ǳǎŜ ǘƘŜ άƴŜǿ ƳŜƳōŜǊ Ǝŀƛƴǎ ŦƻǊƳέ 

here: NEW CHAPTER MEMBER GAINS 

After adding a person to the New Member Gains form, our MOAA staff will do the following: 
¶ ±ŜǊƛŦȅ ǘƘŜ ǇŜǊǎƻƴ ȅƻǳΩǾŜ ŀŘŘŜŘ ƛǎ ƴƻǘ ŀƭǊŜŀŘȅ ƛƴ ǘƘŜ ah!! Řŀǘŀōŀse; 

¶ If the person is not in the MOAA database, the MOAA staff will add them as a PROSPECT; 
Council/Chapter President or Membership Chair should: 

¶ Encourage any new prospect to join MOAA as Basic, Premium, or LIFE member;  

¶ Enrollment can be done online or by using the enrollment form here: Basic, Premium, and LIFE 
enrollment form 

Report Deceased Members: 

¶ Report deceased member information to our Member Service Center (MSC) at MSC@moaa.org or 
call (800) 234-ссннΤ ȅƻǳ Ƴǳǎǘ ƛƴŎƭǳŘŜ ǘƘŜ ǇŜǊǎƻƴΩǎ ƴŀƳŜΣ ǊŀƴƪΣ ǎŜǊǾƛŎŜΣ status, {ǳǊǾƛǾƛƴƎ {ǇƻǳǎŜΩǎ 
name (if applicable) and the date the person passed away. The chapter leadeǊΩǎ ƴŀƳŜ ŀƴŘ ŎƘŀǇǘŜǊ 
will be added to our records as reporting ǘƘŜ ǇŜǊǎƻƴΩǎ ŘŜŀǘƘΦ Additionally, council/chapter leaders 
Ŏŀƴ ŀŎŎŜǎǎ ah!!Ωǎ ¢!t{ ŦƻǊƳ ƘŜǊŜΥ http://www.moaa.org/tapsform/  

*  If you experience slow or sluggish lag time while using this module, we recommend installing an updated web 
Browser such as (1) Chrome, (2) Internet Explorer, or (3) Firefox. 

  

Red Circles will display examples Yellow highlights will point out 
important info 

See YELLOW OR RED Arrows throughout 
this guide for examples 

 YELLOW 
HIGHLIGHTS 

 
SELECT VIEW 

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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COUNCIL AND CHAPTER COMMITTEE MODULE 2.0 INSTRUCTIONS 

LOGGING IN 

 
 
 
 
 
 
 
 
 
 
 
 
 

{ŜƭŜŎǘ άaȅ DǊƻǳǇǎέ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Note: LŦ ȅƻǳΩǊŜ ŀƴ !ŘƳƛƴƛǎǘǊŀǘƻǊ ŦƻǊ ƳǳƭǘƛǇƭŜ ŎƘŀǇǘŜǊǎΣ ǎŜƭŜŎǘ ǘƘŜ ŎƘŀǇǘŜǊ ǳǎƛƴƎ the drop down beside 

άaȅ DǊƻǳǇǎΦέ ¢ƘŜƴ ǎŜƭŜŎǘ άaȅ DǊƻǳǇǎέ ŀŦǘŜǊ ȅƻǳΩǾŜ ǎŜƭŜŎǘŜŘ ǘƘŜ ǊƻǎǘŜǊ ȅƻǳ ǿŀƴǘ ǘƻ ǾƛŜǿΦ  

LOGIN HELP 

Need help with logging in?: http://www.moaa.org/Content/About -MOAA/Log-In-Help.aspx 

 

http://www.moaa.org/Content/About-MOAA/Log-In-Help.aspx
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COUNCIL AND CHAPTER COMMITTEE MODULE 2.0 INSTRUCTIONS 

ROSTER COLUMN HEADINGS 

Last/First Name ς 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 address of individual in your council/chapter. 
From/To: Start and end dates of council/chapter membership.  
Contact Information: Email and phone number of individual 
Voting Status: Voting status is active for everyone listed in your council/chapter. 
Status: Status is active for everyone listed in your council/chapter. If individual is deceased, please report 
to TAPS or send an email to our Member Service Center (MSC) at MSC@moaa.org  
 
Newly Added Headings for CM 2.0: 
Customer ID ς everyone listed in the MOAA database will have an eight-digit customer ID, including 
prospects (i.e. anyone who previously held a MOAA membership or is eligible 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 CountΥ ǘƘƛǎ ǇǊƻǾƛŘŜǎ ŀ ǊŜŀƭ Ŏƻǳƴǘ ƻŦ ŀƭƭ άƳŜƳōŜǊǎέ ƭƛǎǘŜŘ ƻƴ ȅƻǳǊ ǊƻǎǘŜǊΦ   
Chapter Information 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 Date: Can apply an end date to multiple members at the same time using this action. 

¢ƘŜ ά!Ŏǘǳŀƭ /ƘŀǇǘŜǊ 

aŜƳōŜǊ /ƻǳƴǘέ 

provides the total 

number of individuals 

ǿƛǘƘ ŀ άaŜƳōŜǊέ 

listing under the 

Position column. 

http://www.moaa.org/tapsform/
mailto:MSC@moaa.org
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COUNCIL AND CHAPTER COMMITTEE MODULE 2.0 INSTRUCTIONS 

SELECT VIEW ALL 

Before doing anything else on the Committee Module, we recommend that you select 
ά±ƛŜǿ !ƭƭέ ƛƴ ƻǊŘŜǊ ǘƻ ǾƛŜǿ ŀƭƭ ƻŦ ǘƘŜ ƳŜƳōŜǊǎ ƻƴ ȅƻǳǊ ǊƻǎǘŜǊ ƻƴ ƻƴŜ ǎŎǊŜŜƴΦ 
 

PROFILE ROSTER - SORT ON LAST/FIRST NAME 

Your chapter roster ǿƛƭƭ ŘƛǎǇƭŀȅΦ ¸ƻǳ Ŏŀƴ ǎƻǊǘ ƻƴ ά[ŀǎǘκCƛǊǎǘ bŀƳŜέ ōȅ ǎŜƭŜŎǘƛƴƎ ƛǘ ǿƛǘƘ 
your mouse.   When you scroll down your roster, you can review the members. They will 
be displayed alphabetically by last name.  
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COUNCIL AND CHAPTER COMMITTEE MODULE 2.0 INSTRUCTIONS 

VIEWING MOAA MEMBERSHIP STATUS 

You can view ŜŀŎƘ ƳŜƳōŜǊΩǎ ah!! ƳŜƳōŜǊǎƘƛǇ ǎǘŀǘǳǎ όƛΦŜΦ wŜƎǳƭŀǊ .ŀǎƛŎΣ wŜƎǳƭŀǊ 

tǊŜƳƛǳƳ ƻǊ wŜƎǳƭŀǊ [ƛŦŜύ ƛƴ ǘƘŜ ŎƻƭǳƳƴ ƳŀǊƪŜŘ άaŜƳōŜǊǎƘƛǇέΤ ȅƻǳ Ŏŀƴ ŀƭǎƻ ǎƻǊǘ ƻƴ ǘƘƛǎ 

column. 

 

If the Membership column is blank, the person is not a current MOAA member. 
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COUNCIL AND CHAPTER COMMITTEE MODULE 2.0 INSTRUCTIONS 

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 listed for each position that they hold. 

Example: Victoria Twyne is listed as Member, Past President and Secretary. 
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COUNCIL AND CHAPTER COMMITTEE MODULE 2.0 INSTRUCTIONS 

VERIFY MEMBER RECORD BEFORE ADDING TO COUNCIL/CHAPTER 
  

When adding a council/chapter officer, ensure the person is first ƭƛǎǘŜŘ ŀǎ ŀ άMember.έ 
After verifying they have a Member record, you can add them in the position they hold.  
Example: If Julie Huebsch has been already added as a άaŜƳōŜǊ,έ she can then be added 
ŀǎ ŀŘŘŜŘ ŀǎ άtǊŜǎƛŘŜƴǘ.έ  
 

 

VERIFY OFFICER POSITIONS BEFORE ADDING NEW POSITION 

After sorting the list on Last/First Name, verify the personΩǎ Ǉƻǎƛǘƛƻƴ ǎƻ ǘƘŀǘ ȅƻǳ ŘƻƴΩǘ 
duplicate their position in the council/chapter. 
!ŦǘŜǊ ȅƻǳΩǾŜ ǾŜǊƛŦƛŜŘ ǘƘƛǎΣ ȅƻǳ Ŏŀƴ ƴƻǿ ŀŘŘ ǘƘŜ ǇŜǊǎƻƴ ƛƴ ŀ ƴŜǿ ƭŜŀŘŜǊǎƘƛǇ ǇƻǎƛǘƛƻƴΦ 
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COUNCIL AND CHAPTER COMMITTEE MODULE 2.0 INSTRUCTIONS 

ADD CHAPTER MEMBER OR OFFICER  

To add a ƴŜǿ άaŜƳōŜǊέ ƻǊ to add an existing member to an άhŦŦƛŎŜǊ tƻǎƛǘƛƻƴέ ǎŜƭŜŎǘ 
ά!ŘŘ /ƘŀǇǘŜǊ aŜƳōŜǊ ƻǊ hŦŦƛŎŜǊΦέ 

 

 

 

 

 

 

  
SEARCH DATABASE TO ADD 

 
Type in the email address or Master Customer Id.  
Customer Id Ƴǳǎǘ ƛƴŎƭǳŘŜ ǘƘŜ ƭŜŀŘƛƴƎ άлέ όŜΦƎΦ лмнопрст) when you conduct your search. 
!ŦǘŜǊ ŀŘŘƛƴƎ ǘƘŜ ŜƳŀƛƭ ƻǊ ŎǳǎǘƻƳŜǊ L5Σ ǎŜƭŜŎǘ ά/ƘŜŎƪέΦ  
tƭŜŀǎŜ bƻǘŜΥ   ǘƘŜ ŜƳŀƛƭ Ƴǳǎǘ ƳŀǘŎƘ ǘƘŜ ƻƴŜ ƛƴ ah!!Ωǎ ŘŀǘŀōŀǎŜΦ  
For example: VictoriaT@moaa.org is the email listed in the MOAA database. However, if 
you use VictoriaT@gmail.com, it will not be recognized on this search function.  

 
 
 

 

mailto:VictoriaT@moaa.org
mailto:VictoriaT@gmail.com
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COUNCIL AND CHAPTER COMMITTEE MODULE 2.0 INSTRUCTIONS 

ADD CHAPTER MEMBER OR OFFICER (continued) 
 
When the member displays, 
ǎŜƭŜŎǘ ά/ƻƴǘƛƴǳŜΦέ  
  
 
 

 
 
 
 
 
 

 
 
LŦ ȅƻǳΩǊŜ ǳƴŀōƭŜ ǘƻ ŦƛƴŘ ǘƘŜ ƳŜƳōŜǊΣ please ensure the following: 

(1) Individual is not a MOAA Member 
(2) Individual has never joined MOAA 

 
Then, add the person to the New Member Gains 
Formsite. After we receive these names, each individual 
will be added to the MOAA database as a Prospect, and 
ȅƻǳ ǿƛƭƭ ǊŜŎŜƛǾŜ ǘƘŜƛǊ ƴŜǿ ά/ǳǎǘƻƳŜǊ L5έ in order to 
add them to your chapter using the CM. 
 

 
 
 
 
 
 
 
 
 

 

 

https://fs20.formsite.com/moaaweb/ChapterRecruiting/index.html
https://fs20.formsite.com/moaaweb/ChapterRecruiting/index.html
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COUNCIL AND CHAPTER COMMITTEE MODULE 2.0 INSTRUCTIONS 

ADDING THE MEMBER OR COUNCIL/CHAPTER OFFICER TERM 

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

a. if council/chapter officer, select the leadership position; 
(2) Sub-position Leave blank;   
(3) From: ¢ƻŘŀȅΩǎ ŘŀǘŜ ƻǊ ǘƘŜ ŘŀǘŜ ǘƘŜ ƳŜƳōŜǊ ƧƻƛƴŜŘ ȅƻǳǊ ŎƘŀǇǘŜǊΤ  

¶ if chapter officer, use the tenure date;  
 
 
 
 
 
 
 
 
 
 
 
 

Use the calendar icon to select the date  
When done, select SAVE. 
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COUNCIL AND CHAPTER COMMITTEE MODULE 2.0 INSTRUCTIONS 

PUTTING AN ά9b5 5!¢9έ ON AN INDIVIDUAL MEMBER OR OFFICER RECORD 

Please note: Do not overwrite an existing officer position. Overwriting an officer position 
will eliminate their officer tenure history in our database. 

The editing function is used when you need to update the tenure for a council/chapter 
officer or if you need to end a current chapter membership 

 

 

 

To add or update a 

member/officer record, click 

ǘƘŜ ǇŜǊǎƻƴΩǎ ƴŀƳŜ ƛƴ blue. 

You will notice the committee 

positions held by the person you 

selected. You can select ά9Řƛǘέ to 

ŀŘŘ ŀƴ ŜƴŘ ŘŀǘŜ ǘƻ ǘƘŜ ǇŜǊǎƻƴΩǎ 

record. 
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COUNCIL AND CHAPTER COMMITTEE MODULE 2.0 INSTRUCTIONS 

95L¢ ¢I9 ά9b5 5!¢9έ hC !b Lb5L±L5¦![ a9a.9w hw hCCL/9w w9/hw5 όŎƻƴǘƛƴǳŜŘύ 

 

Do not overwrite an existing officer 

position.  You must refer to page 11 

ŀƴŘ ǳǎŜ ά!ŘŘ /ƘŀǇǘŜǊ aŜƳōŜǊ ƻǊ 

hŦŦƛŎŜǊέ ǘƻ ŀŘŘ ŀ ƴŜǿ ƳŜƳōŜǊ ƻǊ 

council/chapter officer. 

 

Click ά{ŀǾŜέ ƛƴ ƻǊŘŜǊ ǘƻ ǎŀǾŜ ǘƘŜ 

updated information on the 

Committee Module. 

 

 

 

 

You can update the ά¢ƻέ date function 

to end the term for a member record or 

an officer record. 
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COUNCIL AND CHAPTER COMMITTEE MODULE 2.0 INSTRUCTIONS 

PUTTING AN END DATE ON MULTIPLE RECORDS 

  

You will need to select the date from the calendar, ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ά{Ŝǘ 9ƴŘ 5ŀǘŜέ 

button. This will end the term for every record that you checked earlier. 

 

 

 

 

 

 

 

 

Calendar 

In order to remove someone as a member 

or as an officer of the chapter, be sure to 

add an end date on their profile. 

To add end dates, check the box next to 

all of the members who have the same 

end date. 

Go to the Actions screen to select the 

drop down menu ς 

SelŜŎǘ ά{Ŝǘ 9ƴŘ 5ŀǘŜέ ǘƘŜƴ ǎŜƭŜŎǘ άDƻέΦ  
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COUNCIL AND CHAPTER COMMITTEE MODULE 2.0 INSTRUCTIONS 

EXPORT 

Export will allow you to download your entire roster onto a file outside of the module.  

¸ƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ ά{ŜƭŜŎǘ !ƭƭέ ŦŜŀǘǳǊŜ to export all of your member records, or you can 

select individual member listings by checking the specific box next to their record. 

!ŦǘŜǊ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ǘƘŜ ƳŜƳōŜǊǎ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ŜȄǇƻǊǘΣ ŎƭƛŎƪ άDƻέ  

 

 

 
 

 

 

 

 

 

You can now export the file in Excel, CSV, or Word. You will be prompted to save the file 
to your c: drive, or you can save it to your desktop. 
 

 

 

 

ά{ŜƭŜŎǘ !ƭƭέ 

 ²ƘŜƴ ǳǎƛƴƎ ŀƴȅ ŀŎǘƛƻƴ ƭƛǎǘŜŘ ƛƴ ǘƘŜ ά!Ŏǘƛƻƴǎέ 
drop down menu to affect the entire roster, 
please make sure that you have clicked on 
ά±ƛŜǿ !ƭƭέ ōŜŦƻǊŜ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά{ŜƭŜŎǘ !ƭƭέ 
box, so that your entire roster will be 
selected.  

As a reminder, any files 

containing MOAA-provided 

name, address, email address, 

and MOAA status should be 

maintained in a secure manner, 

password-protected, and 

accessible only by authorized 

council/chapter officers. 




