How to do the Monthly Roster Process
Preface:
This process is something that is done every month in New Jersey.  Every chapter in the state receives from me the following files every month.:
A. A 3 sheet spreadsheet:
1. State Summary
2. Chapter Roster
3. Roster of At Large members in their area
B. A formatted membership list for the chapter
C. A complete set of mailing labels for the chapter.
D. A set of mailing labels for the chapter members who do not have email
E. An Email List for the chapter
F. A Formatted membership list for the At Large members in that chapter’s area.
G. A complete set of mailing labels for the at Large members in that chapter’s area.
H. A set of mailing labels for the At Large members in the chapter’s area who don’t have email.
I. An Email List for the At Large members in the chapter’s area.
The process assumes a few things:
A. That the state doing it will have FileMakerPro, a database package.
B. A Zip-to-County Table for their state. If you don’t have one, I might have one for you that may need a little work.
C. A decision of where to send those at large members.  This is done by county.  I send New Jersey’s At Large members to the closest chapter.
D. A willingness to get into some very detailed work.  It does get easier with experience.
It begins with ordering a membership list for your state.  I always ask for it as soon as the normal monthly processing at National has finished.  Remember, National wants a 5 day lead time for this, so I always send in my requet at least a full week before the end of the month. Another thing to consider for this part is when the first of the month is.  If it’s a weekday, you go for the first of the month.  If the first falls on a weekend, try for the following Monday.
As far as the database package goes, it’s a worthwhile investment.  It costs a bit over $300. But it will serve you well.
If you decide to do this process, contact me, and I’ll give you all the help I can.  Easiest way to contact me is via email.  I’m  MrRickGray@gmail.com
Hope this helps.
Richard A Gray
National Organization for Women of New Jersey
[bookmark: _GoBack]State Membership Vice President


I  Preliminary
A. 
1. Open the NOW-NJ Membership Skeleton.
2.  Get the previous months equivalent file and select column D, rows 4 thru 20.  Paste that on column C, rows 4 thru 20.
3. Change the date on the top of the skeleton file to whatever it will be.
4. Save as NOW-NJ Membership date where date is yyyy-mm-dd.
B
1. When you get the new roster, save it as an .xls file.
2. Keep the original .xlsx file as your backup
3. Sort the .xls file into first name within last name within chapter code order.
4. Copy each of the chapter code groupings to it’s corresponding sheet in the new file.
5. Find out how many rows each chapter’s sheet is taking up and enter that number -1 in the appropriate space in column D of the Summary page.
6. Select the “At Large by County” section, copy it and start a new document.
7. Paste on the new document.
8. Sort the At Large page by county.
9. Scroll down thru the At Large sheet and note the row number of the last entry for each county.  Enter that number in the corresponding row of column C of the document you just created.
10. When you’ve finished looking thru the at large section, enter the last row -1 in column D of the first county.  For the second county, enter =C4-C3 in column D for the second county.
11. Copy the formula in D4 to each row until you’ve gone through all the counties.
12. Then select column D, rows 3 thru the last county and copy them.
13. Right click cell B3, then select “Paste Special” and “Values”.
14. Delete columns C and D.
15. Select the whole array and copy it and paste it back where it originally came from, on the summary page.
16. Manually calculate the Difference (column G) for each chapter.
17. If you haven’t already set up the formuas for column H, do so now.
18. Go into each chapter’s sheet and 
a. Make sure all of the columns fit properly.
b. Freeze the top row of each sheet and unselect everything.
c. Go back to the At Large Sheet and 
1. Sort on first name within last name within special county sort (the counties of at large members who will go to each chapter in chapter code order).
C.   For each Chapter
1. Select the Summary sheet and copy.
2. Create a new document and paste.
3. Rename the 3 new sheets (Summary, Chapter Name, At Large)
4. Go back to the multi-sheet document to the appropriate chapter’s sheet and hit CTRL-A (select all) & CTRL-C (Copy).
5. Back to the new document, chapter sheet, paste.
6. Freeze top row.
7. Select top row, copy, go to At Large sheet, paste.
8. Back to the At Large sheet of the source file and select all of the rows that correspond to the counties at large members which will be sent to this chapter, copy, back to the new document, paste, freeze top row, make it pretty.  If you copied multiple counties, select all, sort on first name within last name.
9. Make sure each sheet has nothing selected and go to the summary sheet.
10. Save as chapter-name and At Large date where date is yyyy-mm-yy.
11. Close the document.
12. Do that for each chapter.
13. By this time, you should have a roster for each chapter in your state and a multi-sheet spreadsheet for your state officers.

D. Database items
1. Take your original roster file  (the .xls file) and sort it first name within last name and save it.
2. Open the NOW database, show all records, delete all records.
3. File/Import Records/File/select the original roster file.
4. Show All Records
5. Go to Layout Membership List
6. Select Layout tab.
7. Remove any lingering sub-headings and change the date to the date of the roster.
8. Select Preview tab
9. Click the Save Records as Pdf button and give it your state’s name Membership List date where date is YYYY-MM-DD.
10. If you want a set of labels for the state, go to Layout Labels with stats.
11. Select Preview tab, click the Save Records as Pdf button and give it your state’s name Labels date where date is YYYY-MM-DD.
12. Chapter files:
a. Go to Layout State NOW.
b. Find Chapter Code (first chapter in your list).
c. Go to Layout Membership List, Select Layout tab, Add Subtitle for the current chapter.
d. Select Preview tab.
e. Click the Save Records as Pdf button and give it the chapter’s name Membership List date…..
f. Go to Layout Labels with stats, select Preview tab, Click the Save Records as Pdf (SRP) button and give it the chapter’s name Labels.
g. Go to Layout State NOW.
h. Find = in home_email_addr then click Requests, Constrain Found Records.
i. Go to Layout Labels with Stats, select Preview tab, click the (SRP) and give it chaptername Labels without email.
j. Go to Layout State NOW. Find chapter code again, find * in home_email_addr, Requests, Constrain Found Set, File/Export Records, Chapter-Email-List-date,
k. Select chapter code, first name, last name, home_email_addr; Export.
l.  Repeat A thru L for each chapter in your state.
13. At Large Files:
a. Go to Layout State NOW.
b. Find Chapter Code (State-abbr0000) & County (first county that will go to first chapter).
c. If that chapter gets more than one chapter, find again with second county, Requests, Extend Found Set, repeat until you have all the counties going to that chapter.
d. Go to Layout Membership List, Select Layout tab, Add Subtitle for the current chapter At Large date.
e. Select Preview tab.
f. Click the Save Records as Pdf button and give it the chapter’s name At Large Membership List date…..
g. Go to Layout Labels with stats, select Preview tab, Click the Save Records as Pdf (SRP) button and give it the chapter’s name At Large Labels.
h. Go to Layout State NOW.
i. Find = in home_email_addr then click Requests, Constrain Found Records.
j. Go to Layout Labels with Stats, select Preview tab, click the (SRP) and give it chaptername At Large Labels without email.
k. Go to Layout State NOW. Repeat b&c again, find * in home_email_addr, Requests, Constrain Found Set, File/Export Records, Chapter-At Large-Email-List-date,
l. Select chapter code, first name, last name, home_email_addr; Export.
m.  Repeat A thru M for each chapter in your state.

At this point you’ve created all the files for the month.  

E.  Send them out
a. Make email groups for the chapter leaders for each chapter in your state.
b. Compose a Notepad File which says,
I received the latest state roster today from National and have for you the following file:
Chapter Name NOW and At Large date(yyyy-mm-dd).xls
Chapter Name NOW Membership List yyyy-mm-dd.pdf
Chapter Name NOW Labels.pdf
Chapter Name NOW Labels without Email.pdf
Chapter Name NOW Email List yyyy-mm-dd.xls
Chapter Name At Large Membership List yyyy-mm-dd.pdf
Chapter Name At Large Labels.pdf
Chapter Name At Large Labels without Email.pdf
Chapter Name At Large Email List yyyy-mm-dd.xls

Latest Rosters and other stuff

Select only the last line and go to your email program
Enter the group name for your first chapter
Paste the subject line
Go back to the notepad file and select the rest of it.
Paste that as the body of your email.
Start attaching the files created for that chapter or for the state.
Change the notepad file changing the chapter name.
Repeat until you’re finished.

That’s all of it.

 
