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Introduction

In addition to the reports now available through the Dual Membership Release (DMR) program and/or the
Affiliate Management Portal (AMP), many chapters maintain a separate chapter member database for such
purposes as a membership directory accessible by their members, direct email communications from the
chapter to its membership, etc.

This guide is for Administrators of SHRM hosted websites that are participating in the Dual Membership
Release program and provides instructions for adding new members to a chapter membership database
(if applicable) using the daily Transaction report and the User Import tool.

NOTE: To provide a good Member experience, it is highly recommended that your chapter ensure that all
new members are communicated with and/or added to your chapter membership database (if applicable)
within three business days.

Background

Each day the chapter will receive a transaction report listing all transactions for new members and
renewals, to include purchases for pending future membership renewals, which have taken place in the
previous 30 days.

The hosted site software does not prevent duplicate records, which means that you should only import
new members. You should not import renewing or rejoining members.

Should you wish to add the members manually, the instructions are in your Training Center under the
sub-heading of Managing Members > Membership Database.

If you have questions about the Import Tool or your SHRM hosted website, please submit a ticket for
assistance from the SHRM Affiliate Website Service Desk.

If you have questions about the daily Transaction Report, please contact SHRM Member Relations.
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Prepare Import File

The first step is to prepare the DMR daily transaction report excel file by making a copy and then
removing from that copy all that are not verified as being new members (i.e., renewing members or
pending future membership renewals).

This will ensure that you have the original file with all transaction details and then a copy containing only
the new members that you need to import into your chapter membership database.

Now, save the copy containing only the new members as a CSV (Comma delimited) file:

Excel Workbook

Excel Macro-Enabled Workbook
Excel Binary Workbook

Excel 97-2003 Workbook

5V UTF-8 (Comma delimited)
XML Data

Single File Web Page

Web Page

Excel Temnplate

Excel Macro-Enabled Template
Excel 97-2003 Termnplate

Text (Tab delimited)

Unicode Text

AML Spreadsheet 2003

Microsoft Excel 3.0/93 Workbook
C5V (Comma delimited)
Formatted Text (Space delimited)

After taking these steps, your file is ready to import.

Import Tool Access

Login to your SHRM hosted website and from the admin links found at the top of your site, select Admin
Dashboard:

Admin Dashboard Create Content Browse Content Review Comments Taxonomy Menus Members Site Configuration Help & Training Join now

AFFIL ATE OF Your Account | Logout

SHIM ° Test Site

Affiliate of the Society for Human Resource Management

BETTER WORKPLACES Alexandria, VA
BETTER WOGRLD™

Home About Us Join Now Meetings & Events SHRM Centification

From the Admin Dashboard, scroll to the User Management section and select the Import Members
link:
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Manage chapter members and admin
accounts

Member Directory Search
Search Members

View Pending Members
View pending new member registrations.

Manage Site Administrators
Manage sife adminisirator accounts.

Create Members & Administrators
Create new member or chapter
administrator accounts.

Manage Membership Profile Fields
Enhance your member registration /

profile fields by adding your own, or
editing the set of default fields.

Manage Membership Categories
Create new and or edit exisfing

membership categories used for group
mailings.

Reqistration Settings

Define how you want member accounts
created and the various email settings
when members join your chapter.

Import Members
Import a list of Members from .csv file.

Choose File

From the Browser Upload section, click the Choose File button to search for the CSV file from your
computer:

- Browser Upload

Upload a CSV file.

CSV File

Choose File | No file chosen
e to be imported. Maximum file size: 20 ME.

Browse for your file, select it, and click the Open button:
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€ Open
« 1 » This PC » Desktop » TESTING +v O £ Search TESTING
Organize w New folder f== -

a Links () MName Date modified Type Size

@ Music & New folder 4/16/2014 159 PM  File folder

@ MNotebooks computer 11/8/2011 11:13AM  JPG File 28KE

{52 Pictures a computer2 11/8/2011 11:17 AM - JPG File 23 KB

B videos @ Import_File_csv 4/14/2021 3:38PM Microsoft Excel C... 1EB

) Minutes 6/22/201110:43 AM  Microsoft Word D... 10 KB

& This PC Testing §/22/2011 10:43 AM  Microsoft Word D.. 10Ke

3 3D Objects &) Testing 8/15/20119:25AM  Adebe Acrobat D... 14 KB

Bl Desktop

Documents

& Downloads

d! Music

{2 Pictures

B Videos v

File name: | Import._File_csv v | AllFiles
o

o @

Cancel

After clicking Open, you will be directed back to the Browser Upload section in your site and should see

the name of the file you selected:

Browser Upload

Upload a C3V file.

CS8V File

Choose File | Import_File_csv csv

Sedect the CEW file to be imported. Macximumn file size: 20 MB

Now that you have selected your file, click the Next button:

Browser Upload

Upload & CSV file.

CSV File

Choose File | Import_File_csv.csv

Sedect the G5V file to be imported. Macimum file size: 20 MB

File Settings

Saved Settings

Select if you want to use a previously saved set of settings

| Next{g
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Field Match

In this step you will match the fields found in the CSV file that you created to fields found in your chapter
membership database called Drupal fields. To do the field match, click the drop-down arrow for each field
and then select the matching information.

If there is a field listed in the CSV file column and you cannot find a match in the Drupal fields drop-down,

this means the field does not exist in your database and the information will not be imported.

In addition, sometimes you will have Drupal fields, but do not have the information in your CSV file and

that does not cause any import issues.

Reference Material: You can learn more about Database Management within your website Training
Center under the Managing Members/Membership Database subheading by reading the article titled

Editing Member Profiles.

C5V
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Ennai
First Name

Middle
MName

Last Name
Job Title

Company
Mame

Primary
Address 1

Primary
Address 2

Primary
Address 2
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Expiration
Date
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Setting the Username

Because you are importing new members, you will need to set a username. To do this, under the column
titled Username, click the drop-down arrow for First Name and select one and then the drop-down arrow
for Last Name and select 2:

Ccsv Drupal fields Username Abbreviate
column

Email [Email Address® v| [=v] O
FirstName  |First Name v] [1+] 0

Middle [ - v] [=v] O

Name

LastName  |Last Name v| [2v] O

Taking the above steps will set the username for everyone on the import file to their First and Last Name,
with no spaces. The username will look like this: FirstnamelLastname or StevePerry
Setting the Password

The password is system generated and not something that you set-up.

Options

Place a checkmark in the selection Ignore First Line. This tells the software to ignore the headers in your
CSV file (ex: First Name, Last Name):

- Options

lgnore First Line

f the first line is the names of the data columns, set to ignore first line.

[ Contact

Sat each user's personal contact form to "allowed
[ Send Email

Send email to users when their account is created

[ Username Space

nclude spaces in usemames, e.g. "John' + "Smith’ == "John Smith

[ Activate Accounts

User accounts will not be visible to other users until their owner ogs im Select this option to make all imported

user accounts visible. Note - one time login links in welcome emails will no longer work if this option is
enabled.

No other selections are needed.

Role Assign

Because you are importing New Members, you should select the Role of Pending:
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- Role Assign

Assign Role(s) To All Users

[] Active Mamber

[] Board member

[] Chapter Admin

(J Drupal Admin
(7] Expired Membear

[J Non Member

Pending Member

Selecting the Role of Pending allows you to change the status later to Active which triggers the system to
send the new member an email with login instructions. Choosing any other role will not allow the system
to send this important email.

Welcome Email

You will not be using this feature to send an email because you will be using the default message. This
default message automatically sends once you have changed the member status from Pending to Active
and provides login instruction.

Update Existing Users

Because you will be importing New Members only, leave the default option of No Update selected for
all:

- Update Existing Users

Profile

@ Mo Update
(& Replace Data
(& Add Data
Roles

@ No Update
(O Replace Data
(O Add Data
Password

@ No Update
(& Replace Data
Contact

@ No Update
(& Replace Data
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Save Settings
You can enter a name for the settings you just selected and save them for future imports. For example,

you can create a setting called Pending Members and next time you have this type of import, you can
select from the saved settings and will not need to do the field match and/or select other options:

- Save Settings

Save settings for re-use on other imports.

Settings Name
[Pending Members] |

Mame to identify these settings by.

Save

Test & Import

Test

Selecting this option allows you to run a test with the settings you have selected to see if there are any
errors or issues that need to corrected before importing:

G Tested

file started processed importable errors status
Import_File_csv.ecsw  Apnl 13, 2021 - 3:58pm 3 2 1 fested
Delete | Import

If there are any errors, you can view them to find out the issue before proceeding and make any
adjustments needed.

Import

Selecting this option will start the import and you will receive a confirmation message. If you wish to
continue, click the Import button. If you would like to abort the import, click the Cancel link:

Are you sure you want to import users?

Start importing users.

Import [Cancel
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Import Results

After the import is complete, you will see the results:

file started processed imported errors status
Import_File_csv.csy  Apnl 14, 2021 - 3:43pm 2 2 0 imported
Delete

After the Import

After the import is complete, you will be able to find the list of Pending Members you added by clicking the
Admin Dashboard link found at the top of your site and then scroll to the User Management section
and select the View Pending Members link:

User Management h

Member Categories

Manage chapter members and admin

accounis

Member Directory Search
Search Members

View Pending Members
View pending new member regisirations.

Manage Site Administrators
Manage site administrator accounts

Create Members & Administrators
Create new member or chapler
administrator accounts

rship Profile Fields
nber registration /

gis

Manage Membe

Create

Import Members
mport a list of Members from csv file

Once you have the list of pending members, you will need to activate the record by changing the status
from Pending to Active.

To do this, click the name of the member from the pending list. Once in the member record, click the Edit
button which will direct you the Account screen. Scroll down on the account screen and place a check
mark in the status box for Active and click the Save button:

Active Member
[l Expired Member
[T Pending Member
[ Nen Member
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If you would like to add an expiration date to the record after making the member Active, click the
Personal Information tab:

Edit Account

Wiew E Session limit
Aocount Categories Personal Information

Scroll down to Expiration Date and enter the information and then Save:

Expiration Date

Date

After Activating the Record

Now that you have activated the member record, they are an Active Chapter Member in your database.
The member can now login and manage their record as well as access member protected content.

In addition, because you changed the status from Pending to Active, a Member Account Activation email
with a one-time login link to access the chapter website will automatically be sent.

Example below of email message sent:

Your account at Chapter Name has been activated.

You may now log in by clicking on this link or copying
and pasting it in your browser: [a one time login link is
auto generated].

This is a one-time login, so it can be used only once.

After logging in, you will be redirected to your account
$0 you can change your password.

Once you have set your own password, you will be
able to log in to Chapter Name in the future.

Note: The message above is the default message that your chapter may be using. You have the option to
modify the message, however you need to ensure that it is clear to the new member that these login
instructions are for your chapter website and is separate from their SHRM (national) membership login
credentials.

Reference Material: You can learn how to modify the Member Account Activation email message by
reading the article titled Customizing the Registration Process found under the Managing Database
Fields & Join Now Application sub-heading.
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Questions or Need Help

If you have questions about the Import Tool or your SHRM hosted website, please submit a ticket for
assistance from the SHRM Affiliate Website Service Desk.
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