NCRA Membership 2011-2012
Computer and Emailing Tips

· Membership lists from 2010-2011 will be emailed to you upon request.  You can use the list and edit or you can use the same format and begin a new list for the 2011-2012 year. Please be sure to use the format using Microsoft Excel.  If you have the new Microsoft Office, be sure to save your file so that it will be compatible with the older Office software.  

· Format to use:  

	Last Name
	First Name, MI
	Address
	City, State
	Zip Code
	Email address
	New
	Student


	IRA #


· Use only a Microsoft Excel file. 

· If you have last year’s list, you may be able to delete and add and not have to redo the whole database.  Please make sure it uses the same format provided above.  On an Excel file, highlight the whole row you would like delete and then go to EDIT and then to DELETE.  It will ask you what you want to Delete; select ENTIRE ROW.   If you make a mistake, immediately go to EDIT and select UNDO.  It will go back to the original before you made the deletion.  I would recommend that you keep a copy of your last year’s list and save any changes under a new name.  For example your last year’s list is named:  Seaside Membership 11-12.  Your new membership list for this year might be, Seaside Membership 11-12.  
· It is not necessary to put them in alphabetical order.  You can use the SORT found under DATA, which I can show you at the training (please ask).  Also please proof your list for duplicates.  Please include all information!
· When emailing your list to me, be sure to clearly show your council and date.  You can put it in the Subject window: SeasideMembership09-30-11 or SeasideMembership10-30-11, etc. 

· Please also name your FILE clearly to show your council and date.  For example, Seaside Membership-September11 or Seaside Membership-October11, etc.

· Thanks for proofing your list so that no one is left off the mailings for NCRA news!  Questions, please email or call me.  
