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1 SEARCHING FOR A MEMBER

Click on Members at the top of the

Home National Federations ~ Groups ~ Wis ~ Members ~ Wi, dvisers ~ IFE Trainers ~ Judges ~ Speakers ~ Staff ‘Campaigns - Timeout: 28m 5

Competitions ~ Course Templates ~ Courses ~ ReportWorks ~ Utilities -

Then choose Search All from the menu

ps - Wis ~ | Members ~  Campaigns ~  Compelitions ~  Courses ~

Tools Recently Viewed

my WI My Membership(s)

Active - Full
Active - Dual
Aclive - Associate
Active - New
Active - Unpaid
Active - Al

WI Delegates

W] Secretaries
WI Treasurers

Wi Presidents
Recently Modified

Search All

Create New

Search simple reports

Create simple member report

Find your member by typing her details into the search form
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Home National Federations ~ Groups ~ LERS Members ~ Campaigns ~ Competitions ~

Courses ~ Repo)

Search for Members

Please specify your search criteria below. then click 'Search’

Q search

Search Criteria

@ Search For

@ First Name

@ Sumame

@ Reference

© Member Belongs To
@ Federation

awl

@ Address Line 1

@ County

© Post Code

O Email

@ Telephone

@ WI Position

@ Federation Position
@ National Position
@ Member Type

@ Member Status

© Status Reason

All visible to me A

Latel

Monks
® Search Al Naticnal Federation/W

Buckinghamshire -
[Please select. -
[Please select v
[Please select. -
[Please select. -
[Please select v

Active v

[Please select...] v

And clicking on Search at the bottom of the page

L us
© Preferred Contact Method
© Media Friendly?

@ Profession

© Other Profession

O Skill

@ Other Skill

© Subscribes to Publication
® Expiry Date

@ Date Joined

@ Is Delegate ?

@ Created By

@ Created Date

© Modified By

[
[Please select ]
Oves ONo O Notknown
[Please select..]
[Please select ]
[Please select..]
o
to

Oves ONo O NotKknown

When the search results appear, click on the one you want by clicking the green section of the line

ie

Members Sea rch Results A . monkstest@nfui org.uk Timeout: 29m 555 (Reset)
" (o [ s |
10 v | records per page Search
Relationship “ Reference Type Status First Name Surname Federation Wi Post Code Select
Monks, Latel 00841932 Full Active Latel Monks Buckinghamshire Dummy Wi SLOORN

BUC19500641932

Showing 1 to 1 of 1 entries

This will then open the member’s full record.
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2 SEARCHING FOR A WI
Click on WiIs at the top of the pagg

Home National Federations ~ Groups ~ Wis ~ bers ~ WI Advisers ~ IFE Trainers ~ Judges -

Competitions ~ Course Templates ~ Courses ~ ReportWorks « Utilities +

Then choose Search All from the menu

oups ~ | WIS~ Members -  Campaigns ~  Compeliions ~  Cours

Tools Recently Viewed

s

WI's in my Federation
My Wi

Active

Inactive

Suspended

New Last Month Feder

Fu New This Year

Search All

Create New

Buckil

Search simple reports

Create simple wi report
Paid

Find the WI by typing the details into the search form
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Speakers ~ Staff ~

Campaigns ~ Timeout: 27m




Home National Federations ~ Members ~

Groups ~ Wis ~

Search for Wis

Please specify your search criteria below, then click ‘Search’
Q Search

Search Criteria

@ Search For All visible to me

 Federation [Please select...]

© WI Reference

Campaigns ~

Comp:

ns ~

And clicking on Search at the bottom of the page

@ Interest

[Please select. ]

@ Other Interests

@ Created By
@ Created Date 0
@ Modified By

® Modified Date to

Q search w [ Create New

Wl Name Dummy W
@ Status Active
© Status Reason [Please select ] v
O status Date 10
@ Type [Please select..]
© Federation Group [Please select ] .

@ Town

O County

Courses ~

When you have found the WI you want, click on the WI name to open the record

Wls Search Results

10 v records per page

Wi 4 Federation Federation Group

Status

L L. monkstest@nfwi.org.uk Timeout: 29m 57s (Reset)

EacIt

Search:

Status Reasen Status Date Select

Dummy Wi Buckinghamshire

Active

18/09/2019

Showing 1 t tries
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3 ADDING A NEW MEMBER

Click on Members at the top of the page

Home National Federations ~  Groups ~ Wis ~ Members ~  Campaigns ~ Competitions ~ Courses ~ Reporis ~

This will open a box:
Click on ‘Create New’
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Home National Federations ~ Groups ~ Wis ~ Members ~ Campaigns ~ Competitions ~ Courses ~

Tools Recently Viewed

formation for WI : Dummy WI Linen

My Membership(s)
Active - Full
Paid vs Active members Active - Dual

Active - Associate

Active - New
07 Active - Unpaid
Active -All
. WI Delegates

Wi Secretaries
W Treasurers.
W1 Presidents

Recently Modified

0.00
Paid This ear Paid Last Year Current Active
Search All
Create New

Search simple reports

Create simple member report

Here you enter the new member’s first name, surname and postcode. Then click on ‘Check for
duplicates’

Home  National  Federations ~ Groups~ WIs~  Members v  Campaigns~  Compelitions ~  Courses ~  Reports ~

Create New Member 2o

Status Info

O Reference
© status Active v

@ status Date

Contact Details

O Title [Please select... v

@ First Name Joanne

© surname Bloggs

@ Post Code e 4ly
© Address 1
O Address 2
© Address 3
O Town

@ County

© Country

© Address needs Yes No

Once you have clicked on Check for Duplicates, if there are members with similar details, you will
see a dropdown box. Click on the arrow at the end to show you a list of these members.
Contact Details

e Title [Please select...] v
@ First Name Joanne
© Surname Bloggs

0 Post Code SWE 4y '
O Please check possible  LIPI€ase select.. ] M

duplicate members
@ Address 1

O Address 2
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If the person you are adding is already a member she should show up on this list. If not, select
‘Not a Duplicate’ from the top of the list. You will then be given another dropdown menu where
you are asked to select the new member’s address

Contact Details

 Title [Please select. v
O First Name Joanne
© Surname Bloggs

@ Post Code swa dly

[Please select ]
[Please select...]
© Address 1 Not Shown
104 New Kings Road,,,LONDON, SW6 4LY
O Address 2 106 New Kings Road,, LONDON, SW6 4LY
106A New Kings Road,, LONDON, , SW6 4LY
@ Address 3 108-110 New Kings Road,,,LONDON, SW6 4LY
108A New Kings Road,, LONDON,, SW6 4LY
0 Town 110A New Kings Road,, LONDON, SW6 4LY
112 New Kings Road,, ,LONDON,, SW6 4LY
® County 112A New Kings Road,, LONDON, SW6 4LY
114A New Kings Road,,,LONDON, SW6 4LY
& Country 116 New Kings Road,, LONDON, SW8§ 4LY
116A New Kings Road,,,LONDON, SW6 4LY
Mew Kings Road,,,LONDON, SW6 4LY

O Please select address

Once you have selected the correct address it will enter the information in the relevant boxes for

you.
:act Details
o Title [Please select v
@ First Name Joanne
& Surname Bloggs
© Post Code SWE ALY
© Address 1 104 New Kings Road
@ Address 2
O Address 3
@ Town LONDON
@ County
@ Country

You will then need to add their federation and WI.
You can then enter as much more information as you want in the other boxes.

When you get to the bottom you will need to confirm the data protection sections have been
adhered to. You will need to enter the date the member filled in the WI Member Registration form
and tick the boxes to confirm that the member filled in the form herself and that it was the latest

version
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Data Protection
Once a new W1 member has completed the W1 Member Registration Form it is important that it is kept securely until it is entered
into the MCS, after which point it should be destroyed.

It is also important for new W| members to complete the registration form themselves so they are fully aware of what information
we collect, why. and what their rights are.

To the best of your knowledge please provide and confirm the following information
@ The paper WI Member Registration Form was filled in on e

@ The member completed the form herself, or if assistance u
was required the data processing details were explained to
her in full

@ The member completed the latest version of the u
standardised W1 Member Registration Form as published by
the NFWI, and available to download via: here

Please do not submit this record until all three points above are accurate and correct.

You can then click on Save at the bottom
Please note:

If you enter a member’s email address in the email box, she will automatically be sent an email,
explaining how to log onto the My WI website

4 HOW TO ADD A DUAL MEMBER

Click on Members at the top of the page
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Home National Federations ~  Groups ~ Wis ~ Members ~  Campaigns « Competitions ~ Courses Reporis ~

This will open a box:
Click on ‘Create New’

Home  National  Federations ~  Groups ~  Wis~ | Members v  Campaigns ~  Compelilions ~  Courses ~

Tools Recently Viewed

formation for WI : Dummy WI Lomon

Wy Membership(s)

Active - Full

Paid vs Active members Active - Dual
Active - Associate
Active - New

075 Active - Unpaid

Active -All

WI Delegates

WI Secretaries

Wi Treasurers

WI Presidents

Recently Modified

000
Paid This Yeer Peid Last Yesr Cument Astive
Search All
Creale New

Search simple reports

Create simple member report

Here you enter the new member’s first name, surname and postcode. Then click on ‘Check for
duplicates’

Home National Federations ~ Groups - Wis ~ Members ~ Campaigns ~ Competitions ~ Courses ~ Reports ~

Create New Member 2 testingemaig)
Status Info

© Reference
@ Status Active v

© Status Date

Contact Details
9 Title [Flease select v

O First Name Latel
© surname Monks
@ Post Code si0 O

O Address 1
O Address 2

@ Address 3

If the member is already correctly listed as a full member at another WI, she will appear in this
dropdown list:
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Contact Details

O Title [Please select..] v
© First Name Latel
@ Surname Monks

@ Post Code sI0 Orn

[Please select.. ] v
[Please select...]

Not a duplicate

& Address 1 Jones, Jill, 299 Longstone Road

Monks, Latel, 299 Longsione Road Amersham Angels (Active - Full)

O Please check possible
duplicate members

© Address 2

© Address 3
You will see a box appear which just tells you that dual members are not shown in the paid
members figures. Just click on OK to continue. It will then enter the rest of the member’s details

in the boxes for you

Contact Details

 Title [Flease select.. ]
@ First Name Latel
9 Surname Monks
@ Post Code SLDORN
@ Address 1 299 Longstone Road
O Address 2
0 Address 3
O Town VER
@ County Buckinghamshire
© Country
>
© Address needs Yes No
verification

It will then automatically enter the member as a dual member

Membership Details

@ Member Belongs To National Federation/ Wl
© Federation [Please select ] v =
ow [Please select . &

@ Member Type Dual

Please note that dual members are not shown in the paid
members figures.

@ Date Joined 1810872019 =
© 2018 Paid

© Reminder History

O Notes

Select the federation and WI from the dropdown boxes, then scroll to the bottom to fill out the Data
Protection section

When you get to the bottom you will need to confirm the data protection sections have been
adhered to. You will need to enter the date the member filled in the WI Member Registration form
and tick the boxes to confirm that the member filled in the form herself and that it was the latest
version
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Data Protection
Once a new WI member has completed the WI Member Reglstralion Form it is IITIDOI"Iaﬂ[ that it is Kepl ErBCL.lI’E,‘I},r until it is entered
into the MCS, after which DOH'][ it should be destroyed

It is also important for new WI members to complete the registration form themselves so they are fully aware of what information
we collect, why, and what their rights are.

To the best of your knowledge please provide and confirm the following information:
@ The paper WI Member Registration Form was filled in on e

O The member completed the form herself, or if assistance u
was required the data processing details were explained to
her in full

© The member completed the latest version of the U
standardised WI Member Registration Form as published by
the NFWI, and available to download via: here

Flease do not submit this record until all three points above are accurate and correct.

You can then click on Save at the bottom
Please note:

If you enter a member’s email address in the email box, she will automatically be sent an email,
explaining how to log in
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5 ADDING AND REMOVING A MEMBER'’S POSITION

Click on WIs at the top of the page

Federations ~ Groups ~ Wis ~ bers ~ WI Advisers ~ IFE Trainers ~ Judges ~ Speakers ~ Staff ~ Campaigns ~ Timeout: 27m

Home National

Competitions ~ Course Templates ~ Courses ~ ReporiWorks ~ Utilities ~

Then choose Search All from the menu

Tools Recently Viewed

WI's in my Federation
My Wi

Active

Inactive

Suspended

New Last Month

New This Year

Create New

Search simple reports

Create simple wi report

Find the WI by typing the details into the search form

Search for Wis

Please specify your search criteria below, then click 'Search'

Search Criteria

@ Search For All visible to me -
O Federation [Please select..] v

® WI Reference

@ WI Name Dummy Wi
O status Active .
0 Status Reason [Please select..] v
@ Status Date to
O Type [Please select ] .
@ Federation Group [Please select._]
& Town
@ County
@ Summer Meeting Time [Please select. ] v
@ Winter Meeting Time [Please select. ] v

And clicking on Search at the bottom of the page

When you have found the WI you want, open it by clicking on the WI name

WIS Search Resu|ts 2 testingemall@notmail.com Timeout: 29m 59s (Reset)

10 v |records pr page Search:
wi Federation Group Status Status Reason Status Date Select
Dummy WI Buckinghamshire Active 18/09/2019 a
Showing 110 10f 1 entries Previous n Next
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When you have opened the WIs record, click on Positions in the Sections box

W!'s Details - Dummy WI
=]

WI Status Info

© WI Reference 195

O Status Active
O Status Date 18/09/2019 09:48
Basic Details
© Wi Name Dummy Wi

This will then show you

2 testingemail@notmail.com

Basic Details
Members
Positions

Timeout: 26m 52s (Reset)

Search for Wis

Create New WI

Search simple W1 reports
Create simple WI report

a list of all positions held within this WI

To add a position for someone else, click on Add Position to WI at the bottom

Positions Held at this WI

Al records per page

Search:

Position Member Status * Effective From Date
[ President Horler K Active 15/03/2004
M Secretary Glanfield J Active 15/03/2004
Showing 1 to 2 of 2 entries Previous - Next

B} Add Position to W1

Another window will then open up, where you will assign the new position to a member

In the ‘Position’ dropdown menu, select the position you want to assign

Position held at WI

e Group

@ Position
 Effective From Date
@ Tenure

O Select Holder

Updated: July 2023

[Flease select. ]

[Please select...]

Minutes Secretary
Newsletter Editor
Cutings Organiser

FAL Rep

Fosters

President

Fress Cfficer
Frogramme Secrstary
Raffle organiser
Refreshment organiser
Register taker
Resolutions Adviser
Rota Crganiser

sick visitor

Social Media Rep
SWIN Delivery
Trading Stall organiser
Treasurer

Wice President

Tools




Then in the ‘Select Holder box, start to type in the name of the member you want to assign the
position to, and click on the name when it comes up
VI Positions - Dummy WI L

ohttps:l/testing‘|nfoworks.co‘ukJNFW]_MCSZ_Train\nngasitianHa\leos\'t\'onHeldAddPapup.aspx?dgGridID:71&dgMe¢hod:_dgA&dgRecordID:-m =|E] 3%

& testing.infoworks.co.uk/NFWI_MCS2_Training/PositionHeld/PositionHeldAddPopup.aspx?dgGridID=71&dgMethod=_dgA&dgRecordID...

N

Position held at WI

O Group [Please select.. ] .
@ Position [Please select...] -

@ Effective From Date 1810972019 g
@ Tenure Standard .

® Select Holder No item selected

| Latel Monks

Latel Monks
D CEDED

It will then enter the name for you, then click on Save at the bottom

Position held at WI

O Group [Please select..] .
@ Position Secretary v
@ Effective From Date 18/09/2019 =)
e Tenure Standard .
© Select Holder & Monks, Latel

Please enter text to search for Members or use
Search button

@ sesen ] & Cear [ e

S
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6 HOW TO REMOVE A MEMBER’S POSITION

Go to the WI’s list of positions, by opening the WIs main page, and selecting ‘Positions’ in the
Sections box on the right

WI Positions - Dummy WI

Positions Held at this WI

All ¥ records per page Search
. Effective From Person
Position  Status Tenure  Date Person Type
B MCS Active  Standard  18/09/2019 Bloggs. Members
Rep Joanne
b Secretary Active  Standard  18/09/2018 IMonks, Latel Members

Showing 1 10 2 of 2 entries — - Nexd
NGRS GG Q Show Active || Q Show Inactive || Q Show Al

Here you can remove a member’s position in one of two ways:
Option 1:

To just remove a member’s position, click on the arrow/triangle next to the position you want to
remove

WI Positions - Dummy WI

Positions Held at this WI

All ¥ records per page Search

. Effective From Person
Position Status Tenure  Date Person Type
B MCS Active  Standard  18/09/2019 Bloggs. Members
Rep Joanne
b Secretary Active  Standard  18/09/2012 Monks, Latel Members

Showing 1102 of 2 entries Previous - Next
NGRS GG Q Show Active || Q Show Inactive || Q Show Al

This will open another screen.
Here you can click on the red, Revoke button
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Position held at Wi

O Position MCS Rep .
@ Effective From Date 18/09/2019 )
@ Tenure Standard .
& Group [Flease select..] v

© Current Holder & Bloggs. Joanne

@ Select New Holder No item selected

Please enter text to search for Members or use
Search button

[ % clear | 03 New |
e e

Option 2:

To assign a position to another member, click on the arrow/triangle next to the position you want to
change.

When the new screen opens up, type the new position holder in the ‘Select New Holder’ box

Position held at WI

@ Position MCS Rep v
@ Effective From Date 180912019 =]
@ Tenure Standard .
O Group [Please select.. ] v

@ Current Holder 5 Bloggs. Joanne

@ Select New Holder No item selected
| Late} Monks

Latel Monks

(@ sean ] % e [ e
o [« e

Click on the name when it appears, which will enter it into the New Holder section. Then just click
on ‘Save’

Position held at WI

@ Position MCS Rep .
@ Effective From Date 18/08/2019 2
0 Tenure Standard .
O Group [Please select.. ] v

© Current Holder & Bloggs, Joanne ()

O Select New Holder & Monks, Latel

Flease enter text to search for Members or use
Search button

[Q sescn ] # Gewr ] B

This will then update the Positions list
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WI Positions - Dummy Wi

Positions Held at this WI

Al v records per page Search:
. Effective From Person
Position Status Tenure Date Person Type
[ Secretary Active  Standard  18/09/2019 IMonks, Members
Latel
[ MCS Active  Standard 18/09/2019 IMonks, Members
Rep Latel

Showing 1 1o 2 of 2 entries

ANV GRT | Q Show Active || Q Show Inactive || Q Show Al

Updated: July 2023
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7 HOW TO CHANGE A MEMBER'’S WI (for federations only)

Search for your member, and open her record

Home National Federations ~ Groups = Wis ~ Members ~ WI Advisers ~ IFE Trainers - Judges ~ Speakers ~ Staff ~ ‘Campaigns ~ Timeout: 26m «

Competitions ~ Course Templates ~ Courses ~ ReportWorks ~ Utilities ~

Member Details - 0000000016

=3

Basic Details
Status Info Skills
Newsletters
Interests
Positions
Training Courses
Competitions

O Status Date 17/07/2014 10:54 Campaigns

® Reference 0000000016

O status Active

[B Make current section 'sticky'

Contact Details

@Tne | Ms

Search for Members

O First Name Latel
Create New Member
@ surname Monks Search simple Member reports
Create simple Member report
© Salutation View audit records
View Relationships
@ Post Code SLOORN Status History

Scroll down to where you see Membership details and click on the dropdown menu next to WI

O Fax

0 Preferred Contact Method [Please select.. ]

Membership Details

© Federation Buckinghamshire
aowl George Green
@ Member Type Full
@ Primary Membership? ® ves O No
@ Date Joined 1710712014 =
@ Expiry Date £

0 Reminder History

O Notes

Personal Details

0 Is Delegate? Oves O No

© Media Friendly? Oves O No
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This will give you a list of WIs within that federation

@ Fax Downley village Afternoon

Downley Village Evening ~
@ Preferred Contact Method Drayton Parslow
Dunsmore
Edlesborough
Emberton
Fairford Leys
Farnham Common
1 . Flackwell Heath Evening
Membershlp Details Flackwell Heath Moming
Forty Green
Frieth
. Fulmer
© Federation Furzton
Gawcott
ow
Granborough
Great Brickhill
@ Member Type Great Hampden
Great Horwood & Singleborough
(i} Primary Membership? Great Kingzshill Afternoon
Great Kingshill Evening

) Great Linford
@ Date Joined Great Missenden
Great Missenden Evening

i Grendon Underwood Edgcott & King
e nYRale Haddenham
Haddenham & Witchert
© Reminder History Hambleden v
Hanslope

Click on the new WI (you may need to scroll up or down)

And then scroll to the bottom of the page and click on Save

e [ e
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8 HOW TO UPLOAD A DOCUMENT OR WEB LINK

You can upload documents or website links to any records on the MCS. Each record is done in
the same way, whether it be an individual member’s record, a Wls record or a federation record.

I will use a WI’s record as an example.

Open the WIs record and click on Add... in the Tools box

Home  National Federations ~  Groups ~ Wis + Members ~  WI Advisers ~ IFE Trainers ~ Judges ~

Competitions ~  Course Templates ~  Courses ~ Reporiworks ~ Utilities ~

WI's Details - Iver Heath
[ Fsave

WI Status Info

Speakers ~

Staff -

Timeout: 28m

Campaigns ~

Sections

Basic Details
Activities & Interests

Members
Positions
BUCD93
BliEeter=nce WI Competitions
© Status Inactive Wi Campaigns
O Status Date
Make current section 'sticky’

© Wi Name ver Haath Search for Wis

© Telephone Number
O Email Address
© Website URL

@ Federation Buckinghamshire

<

@ Federation Groun [Flease select ]

Another window will open up

If you want to upload a document, click on Browse

{eath Upload a document
@ Select a file on your [ Browse... -
computer "
OR (lils
© Specify a hyperlink to
public website
ucos3
THEN | fitions
nactive | flans
@ Provide a brief
description of the file
FINALLY || Eurrent section 'stic
Click 'Upload' - please bear in mind that if you are uploading a large file to the system it will take some time.
I
HINT
ver Heath - Always Keep your own off-line copy of important documents. s
- If you want to edit an uploaded document, open it, save it locally, do your edits then upload the new version and Wi
delete the old version (OR go back to your off-line original and work from there). | iple WI reports
- Uploaded files have a numeric prefix added to them to help iSafe keep track of them - bear this in mind if you | lPle W1 report
need to email your file to collegaues. jecords
I fory
w||Ents
Please select..] =

Updated: July 2023

Create New WI

Search simple WI reports
Create simple WI report
Wiew audit records
Status History

Actions

No documents

Add...




This will open your file directory on the PC you are using

Select the document you want to upload and click on Open

) 2 Admin

= Choose File to Upload e

a |« MCS Upgrad... » MCS Step by step guides - NATIONAL ~ | 43 || Search MCS Step by step guid.. P

Organize »  New folder i~ 0 @

7t Faverites ~ Documents library

Armange by:  Folder ~
B Desktop MCS Step by step guides - NATIONAL

D load ST —
D ] Adding a new member |

0] ADDING AND REMOVING A MEMBER'S POSITION
& HOW TO CHANGE A MEMBER'S WI

) 0] HOW TO CREATE A NEW WI ADVISER

@ Libraries ) SEARCHING FOR A MEMBER

L Google Drive

m

% Recent Places

D . .
g ocuments )SEARCHING FOR A WI Rinterests
Music
3 [ Pictures
B Videos Mfiitions:
Mfians
18 Computer
& : -
= 050 lEurrent s

Filename: Adding a new member v | AllFiles ()

HINT

sth - Always keep your own off-line copy of important documents | fwis
- If you want fo edit an uploaded document, open it, save it locally, do your edits then upload the new version and I wi
delete the old version (CR go back to your off-line original and work from there). [ iple Wi re
- Uploaded files have a numeric prefix added to them to help iSafe keep track of them - bear this in mind if you | [ple Wi re
need to email your file to collegaues. ecords
Hiery
yhamshif ||Ents
select ] <

The file path for this document will then show in the document box
Click on Upload

rvr g e e

& Documents - Intemet Explo [ =)

& hitp://infoworks3.co.uk/NPWI_MC52_Test/Uploads/Uploads.aspx?ParentlD=198438A2B0ID=121

ith Upload a document
@ Select a file on your ] I\\HM\—SWDW\PERSDNAL\\ SmithMCSIMCS | Browse. [ .
computer i
OR i
g Intere

@ Specify a hyperiink to

public website

THEN | fiitions
iigns

O Provide a brief

description of the file

FINALLY ||
Click 'Upload' - ple ou are uploading a large file to the system it will take some time.
[
HINT
sth - Always keep your own off-line copy of important documents. s
- If you want to edit an uploaded document, open it, save it locally, do your edits then upload the new version and I
delete the old version (OR go back to your off-line original and work from there). ‘pele W
- Uploaded files have a numeric prefix added to them to help iSafe keep track of them - bear this in mind if you \ple W
need to email your file to collegaues | frecorc
Iforv
yhamshiglh v ||ENts
select .1 T T

You will then see a box pop up telling you it has been successfully uploaded. Click on OK.

g N
Message from webpage u

I} Your document has been added successfully
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You will now see the upload box open up again but this time, with your document listed at the top.

E1 :

Document Uploaded | By ‘
1
Adding a new member.doc: 17/07/2014 1:23:11 PM Admin
No further details available .
!
il
Upload a document Wintere:
@ Select a file on your [ Browse... ke
computer fons
lligns
OR
@ Specify a hyperlink to Weurrent
public website
THEN
@ Provide a brief
description of the file
FINALLY
Click 'Upload' - please bear in mind that if you are uploading a large file to the system it will take some time.
2 Upioad
HINT
- Aways Keep your own off-line copy of important documents.
el - If you want to edit an uploaded document, open it, save it locally, do your edits then upload the new version and v
delete the old version (OR qo back to your off-line original and work from there).

If you want to upload another document, you can do it again from here or if you want to upload a
hyperlink to a web page, just copy the link
le € and paste it in the hyperlink box and click on Upload

RO ot R Yhnttps:/ fwww.nfwi-records.org.uk/default.aspx

tip:/infoworks3.co.ul | MCS2_ 02 oads.asp?ParentlD= - ewFile=True
@ httpi/finfoworks3.co.uk/NFWI_MCS2_Test/Uploads/Uploads.aspx?ParentlD=198438A2B01D=121 &NewFile=T

~

Document Uploaded | By ‘

Adding a new member.docx 17/07/2014 1:23:11 PM Admin
Al No furtner detaiis availabie

)
il Upload a document
@ Select a file on your [ Browse...
computer
OR
@ Specity a hyperiink to ‘ hitps:/#vwww nfwi-records. org. ukidefault aspx] x

public website
THEN

O Provide a brief
description of the file

FINALLY

Click 'Upload' - please bear in mind that if you are uploading a large file to the system it will take some time.

K Upload
HINT
- Always keep your own off-line copy of important documents
- Ifyou want to edit an uploaded document, open it, save it locally, do your edits then upload the new version and v
delete the old version (OR go back to your off-line original and work from there).

As before, it will be confirmed and then show up with your document in the upload box
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Document Uploaded

Adding a new member.docx 1TAOT2014 1

No further

https:iiwww.nfwi-recards.org.uk/default.aspx 170712014 1

No furiher details avaitable

Upload a document

2311 PM Aamin m
20:31 PM Admin m

@selectaieonyor [ _trowse. |

computer
OR

© Specity a hyperink 1o
public website
THEN

© Provide a brief
description of the fle
FINALLY

Click 'Upload’ - please bear in mind that if you are uploading a arge file 1o the system it will take some time

Next time you want to upload a docurhent or hyperlink, you will notice that the Add... has
disappeared and in its place is the number of documents and View... underneath it

WI's Details - Iver Heath

WI Status Info

© Wi Reference BUC093
O status Inactive

© Status Date

Basic Details

@ WI Name Iver Heath
@ Telephone Number
© Email Address

@ Website URL

@ Federation Buckinghamshire
@ Federation Group [Please select..]

@ Registered Office? Oves O

No

Sections

Basic Details
Activities & Interests
Members

Positions

‘W1 Competitions

‘WI Campaigns

Make current section 'sticky”

Search for Wis

Create New WI

Search simple WI reports
Create simple W1 report
View audit records
Status History

Actions

2 document(s)

View...

This Record

To upload a document or hyperlink now, just click on View... and follow the previous instructions
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9 SEARCHING FOR A POSITION

Below is an example of how to search for all WI Secretaries

Click on ‘Members’ in the green strip, then select ‘Search All

Home National

Federations ~ Groups ~ Wis ~ Members ~

. VAdvisers - IFE Trainers - Judges - Speakers - Staff ~

Competitions ~ Courses ~ Reports ~

Tools Recently Viewed
) A helen@mo
al Members 417.0 () 3 5.460.0 My Membership(s)
B Hertfordshire Search All Total Wis
M South Yorkshire 160
W Herefordshire Create New 99
Isle of EI
: F‘embro:eshire - 125
W North Yorkshire W.. Isle of Ely 54
M Berkshire Pembrokeshire 85
M Powys - Radnar North Yorkshire West 141
- '(';"l::zr"gr::h“ Berkshire 120
Powys - Radnor 36
A 4 West Yorkshire 123
Glamaorgan 156
Guemnsey 19
Lancashire 213

In the WI Position dropdown box, select Secretary

Search for Members

Please specify your search criteria below, then click 'Search’

Search Criteria

@ Search For Allvisible to me v
@ First Name President (temporary) "
Press Officer
© Surmame Programme Secretary

Rafile organiser
Refreshment organiser
Register taker
Resolutions Adviser

@ Federation

owl Rota Organiser
Secretary
@ Address Line 1 Secretary (femporary)
sick visitor
SWIN Delivery
() @aumiiy Trading Stall organiser
Treasurer
0 Post Code Treasurer (temporary)
Vice President
@ Email Welcoming Steward
W Adviser Assistant
Wi Contact
Telephone
€ P W1 'Web Editor -
@ Wi Position [Please select.. ] v
© Federation Position [Please select.. ] v

[Please select..]

<

@ National Position

[Please select

-

@ Member Type

Then scroll to the bottom and click on Search

© Modified Date to
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This will give you a list of all WI Secretaries

Members Search Results L helengmon

10 v records per page

Relationship 4 Reference Status First Name Surname Federation wi
Ansell, Sarah 00393096 Active Sarah Ansell Berkshire Shz
00393096
Bamford. Dorothy 00404514 Active Dorothy Bamiord Berkshire Hur
00404514
Beale, Myrile 00001196 Active Myrile Beale Berkshire Pac
00001196
Bird, Charmian 00189614 Active Charmian Bird Berkshire We
00189614
Boughtwood. Susan 00472184 Active Susan Boughtwood Berkshire Tile
00472184
Bradley. Christine 00368881 Active Christine Bradley Berkshire Cro
00368661
Bravery, Lesley 00383252 Active Lesley Bravery Berkshire Thz
00383252
Breheny, Isobel 00396595 Active Isobel Breheny Berkshire Rac
00396698
Brohier, Karen 00465096 Active Karen Brohier Berkshire Bas

You can change the number of records per page by changing the number in the dropdown menu
at the top.
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10 HOW TO CONVERT LIST TO EXCEL FILES

You can convert any list into an Excel document. You can then use this to produce mail merge

documents etc

At the top of any list are 3 options:

WI's Members - Dummy WI

WI's Members

L

Al v records per page Search:
First 4 Membership  Membership  Telephone
Member Tite Name  Surname Type Status (Day) Email
BUCI95/00641933 Joanne  Bloggs Full Active testingemail@hotmail com 2 Send Email
BUC/195/00641934 Latel  Monks Dual Active . monksTEST@nfwi.org.uk = Send Email

Showing 1 to 2 of 2 entries

Q show Inactive | Q Show All

Previous Next

X | monkstest@nfwi org.uk Timec

Basic Details
Members
Paositions

WI Competitions
WI Campaigns

Tools

Search for Wis

Create New WI

Search simple WI reporis
Create simple WI report
View audit records
Status History

Actions

No documents

Add

If you select CSV (a type of Excel spreadsheet), it will put your list into an Excel document.
It will ask you to save your document before you see the result.

€ savehs -

OO&\- Desktop »

~ [ #3 | search Desktop

Organize = New folder

W Favorites

B Deskiop
& Downloads
L Google Drive

%l Recent Places

Libraries
]| System Folder
e

Latel Monks

L & System Folder
. | Computer

U system Folder
e —

i L.‘ System Folder

i Libra
[ Documen ts
&' Mu
|/ Picts

File name: |

Save as type: | Microsoft Bxcel Comma Separated Values File

= Hide Folders

Judges ~

Federation

Cornwall

orth Yorkshire East

00016447

You can then open your document and the information you had on your MCS will be in an Excel

document
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11 HOW TO REMOVE A MEMBER

Open the member’s record, and select ‘Inactive’ from the ‘Status’ dropdown menu

Member Details - Monks, Latel Lheleng

Status Info

@ Reference 0000000044
O status | Active v |

Active
@ Status Date Inactive

Contact Details

O Title Miss v
@ First Name Latel
@ surname Monks
@ Salutation
© Post Code SLOORN
& Address 1 299 Longstone Road

£ Adidrece 2

This will then open the Status page

Status

Current status is Active

@ View History

6 New Status Inactive v
O Reason for change [Please select..] v

@ Further Details

Selecting a new status will display the list of fields which must be completed to make this change

Update Status

All the fields reguired for this change of status have been completed - to proceed., click 'Change’
Please Note - you must provide an explanation for this change of status

Confirm Change

‘ OK? ‘ Item ‘ Value ‘ Explanation

(V] Officer Position Re-assignment MR
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Here you can select the reason for the member being removed from the ‘Reason for Change’
dropdown menu

Then click on ‘Confirm Change’

Status

Current status is Active

© New Status Inactive v
© Reason for change Moved away v
[Please select. ]
O Further Details Address Discrepancy
Changed Wl
Deceased
Duplicate
Mo longer a member
Selecting a new status will disg Man-member (Stu says this has gotto go, added a type instead)
Other reason
Suspended

Update Status

All the fields reguired for this change of status have been completed - to proceed. click 'Change’
Please Note - you must provide an explanation for this change of status

Confirm Change

‘ 0K? ‘ Item ‘ Value ‘ Explanation

@ Officer Position Re-assignment /A

You will then see a box appear, confirming the change, and the new status in the Status History

Home  National Federaions - Groups ~ Wis ~  Members -SERNCEEEEEIENEISEENIS LA Sped

Status updated

Competitions ~ Courses ~ Reports ~

Status

Current status Is Inactive

Status History

‘ Ref. | Status ‘ Type | SetBy When ‘ Reason | Notes |
Inactive helen@mowatnewbury.com  Friday, August  Moved
01, 2014 away
Active helen@mowatnewbury.com  Friday. August Record
01,2014 created

Update Status

The following fields were required to atiain the current status__
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However, if you try and remove a member who has an Officers position, you will get the following
error

@ New Status Inactive v
@ Reason for change [Please select..] v

@ Further Details

Selecting a new status will display the list of fields which must be completed to make this change

Update Status

All the fields listed below must have values before the status may be changed as specified

Confirm Change

‘ OK? | Item ‘ Value | Explanation
»  Officer This member cannot be made inactive, as they hold an Officer
Position Position (President, Secretary. or Treasurer) at this WI. If you
Re- still want to make this member inactive, you can proceed in one
assignment of two ways:

1. Assign the Officer Position to another member. You can then
make this member inactive (as long as they don't hold any other
Officer Positions — if so, they must be assigned to another
member as well)

2. Appoint a Temporary Officer (e.g. Temporary President), if
no-one has yet agreed to take on the role permanently. You can
then revoke the Officer Position for this member and make this
member inactive (as long as they don't hold any other Officer
Positions, as above).

Once a permanent Officer has been decided, you can allocate
the Officer Position and revoke the Temporary Officer Position

So you will need to assign the position to another member before deleting this one.

PLEASE NOTE: When a member is removed from the MCS, it will cancel her login.
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12 HOW TO ADD A NEW USER (Federations only)

To add a new MCS Rep, you need to make sure they have their email address listed within their
main record. Then you need to assign them the MCS Rep position (see Adding & Removing a
Member’s Position)

An email will then automatically be sent to the member informing them how to log into the MCS.

They will then be able to use the same login details as they use for the My WI site, to log into the
MCS.

PLEASE NOTE: If a member’s email address is changed within her record, this will also change
her login email address. The password will remain the same.
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13 HOW TO CHANGE A MEMBER’S PASSWORD (Federations only)

Due to data protection laws, you are not able to view a member’s password, but you can change
it.

To do this, click on the ‘Utilities’ menu at the top of the screen and select ‘Security Users’

) . . ) Housekssping
Information for Federation : Buckinghamshire 2 roesoranng s

New members jomed n cach moath P10 1 Actve membees Recently Viewed
e =
I Monks, Latel
— Bioaas. Joanne

Enter the email address of the person whose email you want to change, in the ‘Securityuser’ box,
and click on Search at the bottom

>earch for Security User

Please specify your search criteria below. then click 'Search'
Q Search

Search Criteria

O Securityuser LmonksTEST@niwi.org.uk
@ First name
@ Sumame
@ Lastiogon to
@ Lastfailedlogin o
@ Status
O Security Profile [Please select...] .
O Profile for ® Search Al Mational Federation/W/
© Federation Buckinghamshire .
awl [Please select..] v

@ Created by
€ Created date o]
@ Modified by

@ Modified date to

(3 ] soon | ocsrer

This will bring up the person with that email address. Click on the email address/Securityuser to
open the record

Security User Search Results A g et TE T Gt i

copy || csv || Prmt
0 v records per page Search
SecurityUser lmsmme Surmame Lastiogon Loginattempts Lasttallediogin status

Approved
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Then click on ‘Change Password’

Security User Details - & impersonztng Lmo
[.monksTEST@nfwi.org.uk
Status
O Status Approved .
@ Application MCS2 .
@ Notes
p:
Basic Details
@ Person a
o]
IMonks, Latel
@ Username LmonksTEST@nfwi.org.uk '
Login Info
O Last Logon 18/09/2018 =

© Login Attempts

13

@ Last Failed Login

Then enter the new password in the ‘Password’ box and repeat it below. (It will show as dots)
Please note: Passwords must meet the required criteria which is, as least 8 characters including
at least 1 number.

Then click on ‘Save’ at the bottom
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Status

O Status Appraved v
@ Application MCS2 v
 Notes

Basic Details

O Person &

Monks, Latel

@ Usemame |.monksTEST@nfwi.org.uk
Login As

O Password e

O Password l weraens]

Confirm Change
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14 HOW TO REMOVE A DUAL MEMBER FROM A WI

Search for the member
She will show up twice in the Member Search Results, once for the Primary/Full WI and once for
the Secondary/Dual WI

Mem bers Sea rch Resu |ts 2 . monkstest@niwi.org.uk Timeout: 26m 5Bs (Reset)
10 v records per page Search:
Relationship * Reference Type Status First Name Surname Federation wi Post Code
IMonks, Latel 00641934 Dual Active Latel lonks Buckinghamshire Dummy Wi SLO ORN

BUC19500641934

Monks, Latel 00841932 Full Active Latel Monks Buckinghamshire Amersham Angels SLOORN
BUC21000641932

Showing 1 to 2 of 2 entries Previous - Next

Choose the record with the WI you want to remove her from
This will open up her record for that WI

Change her status to ‘Inactive’

Member Details - Monks, Latel

Status Info

O Reference 0000000044
@ Status | Inactive . |’

Active
@ Status Date Inactive

Contact Details

o Title Miss v
 First Name Latel
@ Surname Monks
€ Salutation
O Post Code SLO ORN
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This will then open the Status page

Status

Current status is Active

@ View History
O New Status Inactive v
6 Reason for change [Please select..] v

@ Further Details

Selecting a new status will display the list of fields which must be completed to make this change

Update Status

All the fields reguired for this change of status have been completed - to proceed. click 'Change'
Please Note - you must provide an explanation for this change of status

Confirm Change
‘ OK? Item Value Explanation
[v] Officer Position Re-assignment MIA

Here you can select the reason for the member being removed from the ‘Reason for Change’
dropdown menu

Then click on ‘Confirm Change’
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Status

Current status is Active
B3 View History

© New Status Inactive v

@ Reason for change Moved away v

[Please select..]

@ Further Details Address Discrepancy

Changed W|

Deceased

Duplicate

Mo longer a member

Selecting a new status wil di5|: Mon-member (Stu says this has gotto go, added a type instead)
Otherreason

Suspended

Update Status

All the fields required for this change of status have been completed - to proceed. click 'Change’
Please Note - you must provide an explanation for this change of status

Confirm Change

‘ OK? ‘ Item ‘ Value ‘ Explanation

V] Officer Position Re-assignment NAA

You will then see a box appear, confirming the change, and the new status in the Status History

Home  MNational Federations ~ Groups ~ Wis ~  Members -JERUCREECEHUENEISEIE IS

Sped
Status updated
Competitions ~ Courses ~ Reporis ~
Status
Current status is Inactive
Status History
‘ Ref. ‘ Status ‘ Type | Set By When ‘ Reason | Notes ‘

Inactive helen@=~ Friday, August  Moved
01,2014 away

Active helen@= "= o7 Friday, August Record
01,2014 created

Update Status

The following fields were required fo attain the current status...
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PLEASE NOTE: If a member is removed from a FULL WI then an email will be sent automatically
to the Federation Secretary.
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15 HOW TO PRODUCE REPORTS

To produce your own member reports from the MCS, click on Members and choose ‘Create
simple member report’

Home National Federations ~ Groups ~ Wis ~ Members ~ Wi Advisers ~ IFE Trainers ~ Judges - Speakers - Staff ~

Competitions ~  Courses ~  Reports ~

Tools Recently Viewed
A helen@n
My Membership(s)
otal Members 4170~ [§9.460.0
M South Yorkshire Search All Total Wis
M Herifordshire 99
I North Yorkshire W... Create New

160

W Herefordshire 41
-y

I Keni - West Kent Search simple reports

W west Yorkshire 125

M Isle of Ely Create simple member report 247

W Pembrokeshire 123

: :‘;:;nn:?:m Isle of Ely ”
Pembrakeshire 35

v Glamargan 156
Berkshire 120

This will open up the Report Criteria page.

Here you can select what you want to search on. For this example | am just searching for all
Primary members within my federation.

The first thing you must do is name the report in the box at the top.

Home National Federations ~ Groups Wis ~ Members ~ W1 Advisers ~ IFE Trainers ~ Judges ~ Speakers - Staff ~ Campaigns ~

Competitions ~ Courses ~ Reporis ~

Members Report - Latel member test A peend - om = || Timeout 27m3s (Resel
Back Continue Run
© Report Name Latel primary member test
Field Name Criteria
Firstname
sumame
Federation
This Record
wi

Created by: helen@mowatnewbury com
Created on 06/08/2014 13:23
Modified by helen@mowatnewbury.com
Modified on® 06/06/2014 13:23

Address1

Address2

Address3

Town

County

Postcode

TalanhAnafau

Then scroll down until you see the ‘PrimaryMembership’ box, and put ‘yes’ in the box.
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DateJoined

Status

StatusDate

TotalPositions
PrimaryMembership yes

IsDelegate

MediaFriendly

Profession

ProfessionOther

Skills

Skillother

PositionsHeld

PreferredContactMethod

Ethnicity

It would be the same for whatever fields you choose to enter criteria for ie If you wanted to show
all WI Secretaries you would put ‘Secretary’ in the ‘PositionsHeld’ box, or an interest in the
‘Interests’ box

When you have selected all of the criteria you want (you can choose as many as you want), click
on ‘continue’ at the top or bottom of the page

Back Continue Run

This will then take you to the next screen, where you select what information you want to show in
your report. For this example | want to show the member’s name, WI, federation and the date
they joined

To do this, you just put a tick in the boxes you want to select

Back | Continue = Run

@ Report Name Latel primary member test

Field Name Qutput Field?
Firstname <
Surname "]
Federation <
Wi rd
Address1

Address2

Address3

Town

County

Postcode

TelephoneDay
TelephoneEvening
Telephonelobile

Email

Email2

DateJoined v

Status

StatusDate

Then, again, click on ‘Continue’ at either the top or bottom of the page
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You will then be taken to the next page which will give you the option to select the preferred order
of your report.

In the ‘Column Order’ below, | have selected the order | want my report to appear. le | want the
list to come out with the First Name in the first column, the Surname in the second column, the WI
in the third column, the federation in the fourth column and the Date Joined in the end column

Back | Continue | Run
@ Report Name Latel primary member test
Field Name Column Order Sort Order Sort Direction

Firstname 1 4 Asc v

Surname 2 3 Asc ¥

Federation 4 1 AsC ¥

wi 3 2 Asc v

Datedoined 5 5 Asc v

Back | Continue Run

| have also selected the order | want the columns to be sorted by, in the ‘Sort Order’. This will
sort, in alphabetical order, and by my choices above will sort first the federation, then the WI, then
the Surname, then the First Name and finally the Date Joined.

You do not have to sort all of these columns if you don’t want to, you can leave some or all of them
blank. For Example, if you only wanted to sort by surname, in the Sort Order, you can just put a
‘1’ next to the Surname. That will sort your final list by surname only.

When you have selected your orders, you can click on ‘Run’ at the top or bottom of the page

Back | Continue Run

This will then produce your report:

2 helen@ com~ | Timeout 29m 545 (Reset

EBBack lo Query
Report found 5616 matching record(s)
Copy || CSV || Excel || Print
10 v records per page Search
Firstname Surname wi Federation DateJoined
Daphne Bennett Arborfield & Newland Berkshire
Nicky Brown Arborfield & Newland Berkshire 14/01/2014 12:00°00 AM
Sheila Bunce Arborfield & Newland Berkshire
Sheila Bunce Arborfield & Newland Berkshire 01/04/2012 12:00:00 AM
Murial Butler Arborfield & Newland Berkshire
Margaret Cartwright Arborfield & Newland Berkshire 09/10/2012 12:00:00 AM
Alma Chandler Arborfield & Newland Berkshire
Hida Clarke Arborfield & Newland Berkshire
Peggy Cotgrove Arborfield & Newland Berkshire
Doreen Hilda Mary Devine Arborfield & Newland Berkshire
Showing 1 to 10 of 5.616 entries 2 3 4 5 562 Next

Here you can change the order of the columns by clicking on the column heading, search for
names etc in the report by typing in the search box, or copy, print or save the report to an Excel
document.

Now, if you click on ‘Search simple reports’ it will show all of the reports you have produced
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Members =

Tools Recently Viewed
A hele
My Membership(s)
Search Al Total Wis
9
Create New 0
1
Search simple reports =
Create simple member report 125
“ 120
n Elaﬂul?ir e »

And you can select them to run again, instead of writing them up each time

Home National Federations ~ Groups ~ Wis ~ Members ~ W1 Advisers ~ IFE Trainers ~ Judges ~ Speakers ~ Staff - Campaigns ~

Competitions ~ Courses ~ Reports ~

Report Search Results

A helen@r...._.._.__.com~ || Timeout 29m 58s (Reset)
10 v | records per page Search:
Report Name “ ReportOn
Latel - Wi Secretaries Members n
Latel primary members test Members m

Showing 1 to 2 of 2 eniries

Previous - Next
Q Search Again | [iCreate New Member Report | [ Create New WI Report
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16 HOW TO FIND YOUR LIST OF MEMBERS

Select WIs from the top green menu
And select My WI

Home  National  Federafions ~  Groups ~ WIs~  Members -  WIAdvisers ~  IFETrainers ~  Judges ~  Speakers - Sta~  Campaigns ~

Competitions ~  Courses ~  Reports ~  Ufilities ~

Tools Rec; Viewed

A Lsmith@nfwiorg.uk = || Timeout 2¢
WI's in my Federati

Total Members 2.0 5,239.0

tion Name Total Wis Total Members

‘ M A Federat Active
\ 4 W Avon Inactive test fed on test version of system) 25 466
'/ I Bedfordsh 115 4823

I Berkshire
W # W Buckingh: search Al 83 2625
e 7 2695
e —— N B Create New 141 4898
; W Ceredigial 7 2292
i Cheshi

i : C\;:ﬂ YT] Search simple reports 55 1251
\\ Create simple wi report B GE3
i A 4 195 8087
Clwyd - Uenoign 53 1077
Chwyd - Flint k3] 1025
Comwall 145 3750
Cumbria - Cumberland 52 2198
Cumbria - Westmorland 75 2124
Derbyshire 180 5673

Another screen will open up with your WI showing in the Search Results
Click on the name of your WI

WIS Search Resu|ts 2 | monkstest@nfwi.org.uk Timeout: 29m 54s (Reset)

10 v records pegpage Search:
wi Federation Federation Group Status Status Reason Status Date Select
Dummy WI Buckinghamshire Active 18/09/2019 a
Showing 1 to 1 of 1 entries Previous - Next
Actions

@ Action Mark Inactive WI's as Closed v « Complete this Action

This will open up your WIs main details page
In the Sections box on the right, click on ‘Members’
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WI's Details - Dummy WI

WI Status Info

© Wi Reference
O status

© Status Date

Basic Details

© Wi Name

@ Telephone
Number

© Emall Address

O Website URL

© Federation

@ Federation Group

@ Registered
Office?

This will bring up a list of your members

195

Active

18/08/2019 0943

Dummy W1

Buckinghamshire

[Please select..]

Yes No

A |.menkstest@nfii.org.uk

Timeout: 29m 39s (Reset)

Basic Details
Members
Positions

WI Competitions
WI Campaigns

Search for Wis

Create New W1

Search simple WI reports
Create simple WI report
View audit records
Status History

Actions

No documents

Add..

This Record

Created by: | monks@nfwi.org.uk
Created on: 18/09/2019 09:48
Modified by: | monks@nfwi.org.uk
Modified on: 18/09/2019 09:49

You can print it by clicking on Print at the top, which will print off the information that you see on

the screen.

WI's Members - Dummy WI

WI's Members

Al ¥ records per page

First

A a
Name Surname

Membership  Membership

| Copy || csv || Print

Search:

Member Title Type
BUC/195/00641933 Joanne  Bloggs Full testingemail@hotmail.com = Send Email
BUC/195/00641934 Latel IMonks Full l.monksTEST@nfwi.org.uk &= Send Email

Showing 1to 2 of 2 entries

(N[O LR C | Q Show Active || Q Show Inactive | Q Show Al

1 |.monkstesi@nfwi.org.uk Timeout

Basic Details
Members
Positions

WI Competitions
WI Campaigns

Search for Wis

Create New WI

Search simple WI reports
Create simple WI report
View audit records
Status History

Actions

Mo documents

Add...

Next time you want to access your WI and the members you will see your WI listed in your
recently viewed items when you click on WIs again. Just click on the name of your WI and it will

take you to the WIs main details page again
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Home  National Federations ~  Groups ~ WIS ~  Members -~  Campaigns - Competitions ~ Courses ~

Reports ~

Tools Recently Viewe |
[ A - )
- \kstest@niwi.org.uk imeout: 28m 3s (Reset)
WI S Members Dummy WI Wl's in my Federation Dummy Wi t
e e
Sections
Wi's M b Active
s iembers .
Inactive Basic Details
Suspended Members
New Last Month Positions
_ WI Competitions
Al v records per page New This Year WI Campaigns
First Men search Al
s s

Member Title Name Surname Typd
Create New

BUGHM95/00641933 Joanne Bloggs  Full oM | s send Email
Search simple reports —

BUC/195/00841934 Latel  Monks  Full Search for Wis

Create simple wi report

Showing 1 1o 2 of 2 entries

Previous Next |

Create New WI

Search simple WI reports
Create simple W1 report
View audit records

Status History

Actions
R[ECECN BN | Q snow Active | QL Show Inactive || Q Show Al No documents

If you wanted to print out a list of your member’s details including their addresses, there is a report
for this. If you click on ‘Reports’ in the green menu strip, and select ‘Standard’

Home National Federations ~ Groups ~ Wis ~ Members ~ WI Advisers ~ IFE Trainers ~ Judges ~ Speakers ~ Staff ~ Campaigns ~

Competitions ~  Courses ~  Reports ~  Utiliies ~

A Ismith@niwiorg.ukw | Timeout: 28m 14s (Reset)

WI's Details - Tesl
=

Basic Details

WI Status Info Activities & Interests
Members
Positions

224
OUDEEIED W1 Competitions
Ostatus | Actve . WI Campaigns
@ Status Date 171092014 1213

[XMake current section 'sticky’

o
Basic Details

Search for Wis

@ Wi Name Test Latel Test Create New WI

Search simple W1 reports
Create simple W report
View audit records
Status History

@ Telephone Number

@ Email Address

This will give you a dropdown menu of Report to run.
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Click on the arrow to bring up the list and select ‘ALL members download (for MCS Rep use only)’

A I monkstest@

Standard reports

To view a report, select an item from the drop-down list below. Next, supply any criteria that might be needed
to run the report (e g. federation, date range), then click 'Generate Report'

0 Report to run {Select a report to run) v |

(Select a report to run) -
ALL members download by Join Date (for MCS rep use only)

ALL members downlcad by Position (for MCS rep use only)

All Speakers Search Fields

Annual Meeting Day

Cheshire Members

Closed members by Fedsration

Copy of Institute Age Report

Copy of Suspended WIs in time period

Enlarged Wis in time period

Federation Active Member Count

Federation Group Secretaries and Chairmen

Federation Group Treasurers

Federation Subscription List (FDF)

Federation Subscription List (Pro Rata Export)

Federation Yearbook Report

Full and Dual members per Wl in a Federation

Full member info

Full member info (Federation) -

This will open up a selection box for you to enter the name of your WI. You MUST put this in
‘SINGLE QUOTES'’ ie ‘Abbots Leigh’ Or if you only belong to one WI you can leave the
percentage sign ‘%’

Then click on Run Query

ALL members download (for MCS rep use only) 2 Lmonk

Enter WI (leave as '%' to see ALL WI's you have access to) o

T

This will then produce a list of your members with their personal details.
ALL members download (for MCS rep use only)

& | monkstest@nfwi.org.uk Timeout: 26m 51s (Reset)

B Export Results
Report found 2 matching record(s)

10 v records per page Search
Firstname Surname Federation wi Address1 Address2 Address3 Town County Postcode Email Emailz DateJoined Status StatusDate Total
Joanne  Bloggs  Buckinghamshire Dummy 104 New LONDON SWE ALY testingemail@hotmail com 18/09/2019  Active  18/09/2019 1
wi Kings 00:00:00 11:24:59
Road
Latel Monks  Buckinghamshire Dummy 299 IVER Buckinghamshire  SLO ORN L monksTEST@nfwi.org.uk 18/09/2019  Active  18/09/2019 2
wi Longstone 00:00:00 14:35:42
Road

Showing 110 2 of 2 entries

B Export Results.
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17 HOW TO CHANGE A MEMBER'’S SECURITY SETTINGS (Federations only)

To do this, click on the “Utilities” menu at the top of the screen and select ‘Security Users’

. . . . Housekesping
Information for Federation : Buckinghamshire 2 Inpersonaing Lmonvs

New members joined in each month Paid vs Active members Recently Viewed
300 I Mombers 5000 -
I Monks, Latel
-— Slooas. Joanne

Enter the email address of the person you want to change, in the ‘Securityuser’ box, and click on Search at
the bottom

search for Security User

Please specify your search criteria below, then click 'Search'
Q Search

Search Criteria

€ Securityuser LmonksTEST@nfwi.org.uk
O First name
@ Sumame
@ Lastlogon to
@ Lastfailedlogin o
@ Status
O Security Profile [Please select...] .
@ Profile for & Search Al National Federation/Wl
@ Federation Buckinghamshire .
awl [Please select..] v

O Created by
© Created date o]
 Modified by

@ Modified date to

e

This will bring up the person with that email address. Click on the email address/Securityuser to open the
record

Security User Search Results L impersosatng monksTESTgniu o 6 mecut: 2m 28 Reset
ooy [ ov | Pt
records per page Search
SecurityUser “ FirstName Surname Lastiogon Loginattempts Lastfallediogin Status
MONKSTEST@nMwi org uk Latel Monks 180972019 Approved
Showing 110 1011 entries - :
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Scroll down to ‘Roles’ and click on the ‘Profile’ drop down menu, and select Federation: User (read only)

| Organisation Group Name Role Name
] IMercure Wi Manager (MCS Rep) x
Showing 1 to 1 of 1 enfries
Previous n Next
Q, Show Top Level | @, Show All
Roles
O Profile [Please select...] v
[Fleaze zelect.. ]
© National Federation :Manager

Federation ::User (read only)

© Federation Member::Self Service
National -:Admin
National -:Denman Unit

owl National ::Finance User
Mational -Manager
B Add Role National ::StatsReturnWorkflowButtons

National -:User (read only)
Speakers:Manager
Speakers::View Only
Wi -Manager (MCS Rep)

Relationships

Then click on ‘Federation’ and select your Federation

|:  Organisation

Group Name Role Name

b Mercure

wi

IManager (MCS Rep) x

Showing 1to 1 of 1 entries

Q Show Top Level Q, Show Al

Roles

 Profile

@ National

[Flease select.. ] -
Anglesey / Sir Fon

Avon

Bedfordshire

Berkshire

Buckinghamshire

Cambridge

Ceredigion

Cheshire

Chris Test Fed 27/11119

Chwyd - Denbigh

Chwyd - Flint

Comwall

Cumbria - Cumberland

Cumbria - Westmorland

Derbyshire

Devon TEST

Dorset

Durham County

East Sussex hd

© Federation

awl

@ Add Role

[Flease select ] w

[Flease select ] w

Then click on Add Role

Updated: July 2023
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18 HOW TO REINSTATE A MEMBER

Go to your list of members

A HOME @ NATIONAL & FEDERATIONS ~ & GROUPS ~ WIS~ & MEMBERS ~ & W1 ADVISERS ~ & IFE TRAINERS ~ & JUDGES ~ & SPEAKERS v = STAFF v

[E POSITIONS ~ & PEOPLE ~ Il COURSE TEMPLATES ~ I COURSES ~ Il MOODLE COURSES ~ & REPORTS ~ 8 REPORTWORKS ~ £ UTILITIES ~

' .
Wl S Members _ March|ngton 2 | monks@nfwi.org.uk Timeout: 29m 38s (Reset)
WI's Members
Basic Details
Members
Show Al v entries Copy = CSV  print Search Positions
WI Competitions
First Membership Membership Telephone WI Campaigns
Member Title Name |: Surname |: Type Status (Day) Email
STAM07/00338044  Mr Krystal  Birmingham  Full Active 06226 277296  KrystalBirmingham@Crikkit.org.com =S Eal

STA/M107/00501938 Revd James Camel Full Active 09375024091  JamesCamel@Alderaan.nz

Search for Wis

STAM07/00493474  Lady Eldora Cascone Full Active 01516 563537 EldoraCascone@Kaitain.uk.com
Create New WI
Search simple WI reporis
STAMO7/00018594  Mrs sal Esnard Full Active 03033403960 SalEsnard@Kaitain.uk.com Create simple WI report
View audit records
STAM07/00014466 Ms Elvis Furtado Full Active 08900 148071  Elvis PresleyFurtado@Tatooine.org Status History
Presley Actions

No documents

Scroll to the bottom of the list and you will see the ‘Show Inactive’ button.

STA/10T/00467872  Mr Stephen  Stolzenburg  Full Active 00566 776117 StephenStolzenburg@Dantooine.com | mg seng Email
STA/107/00423529  Ms Esteban  Waldecker  Full Active 01157 141661  EstebanWaldecker@Kattain.uk.com = Send Email
STA/07/00576598  Mr Orpha  Wands Full Active 02178 633528  OrphaWands@Dantooine com = Send Email
STA/107/00423525 Hon Sharan  Willson Full Active 01626 366882  SharanWillson@Tatooine org = Send Email

Showing 1 1o 30 of 30 entries l Previous - Next

(NI L Cu | Q Show Active || Q, Show Inactive | Q, Show All

Click on ‘Show Inactive’, and you will see a list of all past members who are now showing as Inactive.
Note: you will see a number of entries saying Former Member. These are past members who have been
inactive for 5 years or more, and have their details have been removed to comply with GDPR regulations.
The list is in alphabetical order so you may need to scroll to the end of the former members to find the rest
of your list
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WI's Members

Basic Details
Members
Show Al ~ | entries Copy | CSV | prnt Search: Positions
WI Competitis
First Membership Membership Telephene WI Campaigr
Member Title Name |: Surname |: Type Status (Day) Email
STAM07/00441462  Miss Karma Blazek Full Inactive 01021 234861 KarmaBlazek@Boba.co.uk ESendEmal |

STAM07/00022761 Former Former Full Inactive

Member Member

Search for W

STA/M07/00034361 Former Former Full Inactive Create New \
Member  Member Search simpl
Create simple
STA/M07/00058143 Former Former Full Inactive View audit re:
Member  Member Status Histor
- Actions

STAM07/00084230 Former Former Full Inactive No document

Member  Member Add

STAM07/00122530 Former Former Full Inactive
Member  Member

Click on the member number of the one you wish to reinstate, which will open their record.
Then click on the ‘Status’ box and select ‘Active’.

A HOME @ NATIONAL & FEDERATIONS & GROUPS ~ QWIS - & MEMBERS ~ & WIADVISERS ~ & IFE TRAINERS ~ & JUDGES ~ & Si

[@ POSITIONS ~ & PEOPLE ~ I COURSE TEMPLATES I COURSES ~ I MOODLE COURSES ~ & REPORTS ~ & REPORTWORKS ~ 0f UTILITIE|

Member Details - Blazek, Karma 2 Lmonie@nivion ok
= -
Basi
Status Info Skill
New
Posi

00441462
O Reference pos
O Status ‘ Inactive . | T
cam
© Status Date Active o

on-hold

@ Status Reason [Please select T £

[ |

You will then need to scroll down slightly and click on ‘Confirm Change’

Current status is Inactive
View History

© New Status Active v
@ Reason for change [Please select. ] o

@ Further Details
Selecting a new status will display the list of fields which must be completed to make this change
Update Status

All the fields require; nge of status have been completed - to proceed. click
‘Change’

Confirm Change

The member will then be showing in your list of Active members. To then go back to the list of Active
members, scroll to the bottom of the list of Inactive members and click on the ‘Active Members’ box.
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19 HOW TO MARK A GROUP OF MEMBERS AS PAID
Click on ‘Members’ in the green menu at the top, and select ‘Active — Unpaid’

We have updated our Privacy Notice in line with new rules around the use of personal information. Please click here to access the new Privacy Notice.
Ifyou have any questions you can contact us at dataprotection@nfwi org.uk.
Remind me later

# HOME @ NATIONAL & FEDERATIONS - & GROUPS ~ o WS~ & MEMBERS I COURSES v & REPORTS ~

i - TOOLS @ RECENTLY VIEWED {
Information for WI : Long Sutton # Timeout 26m 135 (Rese)
My Membership(s) Schwertfager, Johnny
Active - Full 20 Wolzen, Serena
Paid vs Active members Active - Dual 0 Artzer, Cherise ecently Viewed
20 I Ve Active - Associate 0 Soleman, Chris
Active - N Unpaid Garff. Yon chwertfager, Johnny
ng Sutton
s Active - Unpaid 18 Former Member, Former Member olzen, Serena
Active - All | 20 Former Member, Former Member #9851-Schwertfager, Johnny
10 Wi Delegates 0 Former Member, Former Member fizer, Cherise
) ) leman, Chris
W Secretaries 1 arft, Yon
5 Wi Treasurers 1 rmer Member, Former Member
W Presidents (1 rmer Member, Former Member

rmer Member, Former Member
Recently Modified ' 0 :

Search All

Paid This Vear Paid Last Year Curent Active

Create New
Search simple reports

Create simple member report

At the end of each row is a tick box. Tick the box for each member you want to mark as paid.
We have updated our anacy Notice in line with new rules around the use of persona\ information. Please click here to access the new Priuacy Notice.
ITyou have any questions you can coniact us at dataprotection@niwi
Remind me later

# HOME @ NATIONAL & FEDERATIONS ~ & GROUPS ~ WIS~ & MEMBERS ~ M COURSES ~ & REPORTS ~

Members Sear’ch Results & Impersonating magshursi@tesco.net Timeout: 29m 9s (Reset)
Show | 10 ~ | eniries Copy = CSV Print Search:
Relationship 1= Reference Type Status First Name Surname Federation Wi Post Code Select
Arizer, Cherise 00181928 Full Active Cherise Artzer Lincolnshire South Long Sutton Q41 6MR

LIS05800181928

Bercier, Karena 00137407 Full Active Karena Bercier Lincolnshire South Long Sutton PZ17 1WQ O
LIS05800137407

Burkland, Y1 00510664 Full Active Yi Burkland Lincolnshire South Long Sutton K18 9KL O
LIS05800510664

Butchee, Marilee 00375354 Full Active Marilee Butchee Lincolnshire South Long Sutton Tu11 9IB [}
LIS05800375304

Campion, Dee 00413217 Full Active Dee Campion Lincolnshire South Long Sutton KUg4 gHT O
LIS05800413217

Capan, Ophelia 00181924 Full Active Ophelia Capan Lincolnshire South Long Sutton FU19 8HU O
LIS05800181924

Scroll to the bottom and click on ‘Complete this Action’

Capan, Ophelia 00181924 Full Active Ophelia Capan Lincolnshire South Long Sutton FU19 8HU O
LIS05800181924

Dukett, Wendolyn 00533798 Full Active ‘Wendolyn Dukett Lincolnshire South Long Sutton FT41 4SH O
LIS05800533798

Dupee, Malik 00466051 Full Active Malik Dupee Lincolnshire South Long Sutton QP47 6PJ (]
LIS05800466051

Espadas, Kina 00378335 Full Active Kina Espadas Lincolnshire South Long Sutton NDS&T 2LH O
LIS05800378335

Felix, Sol 00383315 Full Active Sol Felix Lincolnshire South Long Sutton IT89 3EC [}
LIS05800383319
Showing 1 to 10 of 18 entries Previous - 2 Next
Actions

G

@ Action Mark as Paid

[hBWI - thewiorg.uk Privacy Policy Code of Conduct - Copyright @ National Federation of Women's Institutes
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20 HOW TO PUT A MEMBER'’S RECORD ON HOLD

For members who have moved house or their WI has suspended during the subscription year,
they can now be placed ‘on-hold’ on the MCS. This means they will continue receiving their
membership benefits (access to My WI and WI Life) for the remainder of the subscription year for
which they have paid.

Open the member’s record for whom you want to put on hold, then select on-hold from the ‘Status’
dropdown menu

#HOME  QNATIONAL & FEDERATIONSv W GROUPS~ @WISv  &MEMBERSv  &WIADVISERS~  &IFETRAINERSv  &JUDGESv  [ESTAFFv  @POSITIONS~  &PEOPLE~

M COURSE TEMPLATES v [ COURSESv  JI MOODLECOURSES~ B REPORTSv & REPORTWORKS-  EUTILIES v

ils - 2 | monks@nfwi org.uk Timeout: 25m 54s (Reset)
Member Details - Monks, Latel @ntiiorg Reset
-]
Basic Details
Status Info Skills
Newsletters:
Positions
00654032
BRsisce Training Courses
Ostaws | Acve ~| Competitions
e Campaigns
@ status Date Inactive WI Training
© status Reason [Please select...] v

Search for Members
Create New Member

O Title Mrs v Search simple Member reports
Create simple Member report

Contact Details

OFirstName | L2 View audit records
©surname | Monks View Relationships
Status History
@ Country United Kingdom - Actions

You will then be taken to a second screen where you will choose a reason from the dropdown
menu, and click on ‘Confirm Change’

#HOME  QNATIONAL & FEDERATIONSv  @#GROUPSv @WISv  AMEMBERSv  &WIADVISERSv  &IFETRAINERSv & JUDGESv [ESTAFFv  EPOSITIONSv  &PEOPLE v

M COURSE TEMPLATES v I COURSES- I MOODLE COURSES~ ~ &REPORTS- & REPORTWORKS~ 8 UTILITIES -

- 2 L menks@nfi.org.uk Timeout: 29m 51s (Reset)
Status - Monks, Latel @
StﬁtUS Basic Details
Skills
Current staus is Active Newsletiers
Positions

Training Courses
Competitions
Gampaigns

Wi Training

@ View History.

© New Status On-hold

@Reasonforchange | [Plssce selct.|
[Please select._] o
© Further Details Address discrepancy Tools
Moved away, new address provided

Moved away, no new address
W1 Suspended/Closed

Search for Members
Create New Member

Search simple Member reports.
Selecting a new status will display the list of fields which must be completed to make this change Create simple Member report

View audit records
View Relationships

Update Status Status History
Actions
All the fields required for this change of status have been completed - to proceed, click ‘Change’ :sddocumems

Please Note - you must provide an explanation for this change of status

Confirm Change

The on-hold status will end on 30 April.
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21 HOW TO FIX DUPLCATES (Federations only)

If you have an Admin Security profile setting, when you log in you will see a red ‘Fix Duplicates’ button
showing in the top left corner, ONLY if you have duplicates that need fixing.

JIONAL & FEDERATIONS ~ & GROUPS ~ WS~ & MEMBERS ~ & WI ADVISERS ~ & IFE TRAINERS ~ & JUDGES ~ = STAFF - I COURSES ~

©f UTILITIES ~

|nf0rmat|on for Federatlon : Oxfordshlre 2 Impersanating fedsec@oxfordshirewi.co.uk Timeout: 29m 50s (Reset)

New members joined in each month

Recently Viewed

Fairclough, Deb
100 Il Members Botley
Williams, Judith
Waoodcote
Shakespeare, Eleanor
60 Jessup, Patricia

Townsend, Marion
40 Bailey, Val

Chalgrove
20 singer, Lyn

80

L]
I ol ol ol ol el ol ol e el e el et
AT A0 AT AT ADET AR alET A0RT alik” Ak Al Ak a0
B e T e e ‘\u‘ﬂod'llrjanlwﬁ

Click on the red ‘Fix Duplicates’ button, and a list of the duplicates will show. If you then click on the
green ‘Compare’ button next to the first set of duplicated records it will show you more information

# HOME @ NATIONAL & FEDERATIONS - & GROUPS ~ OWIS -~ & MEMBERS ~ & WI ADVISERS & IFE TRAINERS & JUDGES ~ = STAFF ~ I COURSES ~

& REPORTS ~ ¢ UTILITIES ~

/ Ilcate Peop | e 2 Impersonating fedsec@oxfordshirewi.co.uk Timeout: 29m 54s (Reset)
4 records retl plicates sets)
Surname: Collins Postcode: RG9Y 1BL
Collins, BRIDGET
Collins, Bridget
Surname: Wynn-Jones Postcode: RG9 1QW

Wynn-Jones, Gillian
Wynn-jones, Gillian

Here you will see all information for both entries, including their personal information, whether they are
active or inactive, the WI name and if they are full or dual. You can scroll down for more information. This
should help you decide which is the main record which should be retained as the active record and which are
the one(s) that should be made inactive. They will all be linked into ONE record.
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# HOME @ NATIONAL & FEDERATIONS ~ W GROUPS + & MEMBERS v & WI ADVISERS ~ & IFE TRAINERS v & JUDGES v 8 STAFF v MW COURSES v

& REPORTS v ©f UTILITIES ~

2 Impersonating fedsec@oxfordshirewd.co.uk Timeout 20m 24s (Reset
Fleld 1 2
PersonlD 678172 682347
Title Ms Ms
Person BRIDGET Collins Bnaget Collins
Address 1 bz Count Xxsxd Court
Postcode RGO MHXX RGXXXX
Email XXXXXXXXXXXXDOUt00k com XXXXXXXXXXXXDOUtIook com
Person Status Active Active
Person Created By XXXXXAXUKAXK @gmail com XXXXRXKXXXXX @gmail com
Person Created Date 02/12/2021 18:17:48 26/02/2022 10:59:24
At the bottom of the screen will be the merging section
Person Created Date 02/12/2021 18:17:48 26/02/2022 10:59:24

Export

Merge options
Select the persen record you wish to keep. IT there are more than one security user record also select the one you wish to keep.
For each releationship (e.g. members, wi advisers eic) choose what you would like to happen to the record.

Once you have made your choices, click the Merge button - NB: This is a one way process so please make sure you have made the appropriate choices.

@ Retain person 678172 "
 Retain security user o
Relationships
Members (Full) at Stoke Row (Oxfordshire) (ID# Keep record and assign to person if necessary N
728441)
Ll (e RO (e @) (I Keep record and assign to person if necessary -
733560)

When you have decided which record is the main one (possibly the one which has been modified the most
recently) you should select this from the ‘Retain Person’ dropdown menu. These relate to the ‘Person ID’ in
the columns above.

Merge options
Select the person record you wish to keep. If there are more than one security user record also select the one you wish to
For each releationship (e.g. members, wi advisers eic) choose what you would like to happen to the record.

Once you have made your choices, click the Merge button - NB: This is & one way process so please make sure you hl appropriate choices.

© Retain person | 678172 v|

© Retain security user 682347

Members (Full) at Stoke Row (Oxfordshire) (ID#

Relationships

Keep record and assign to person if necessary v
728441)
Members (Full) at HOT (Oxfordshire) (ID# Keep record and assign to person if necessary v
733560)

If there is a security user for this member (to enable them to log into My WI) it will show in the ‘Retain
Security User’.

You can then choose what you want to do with each of the entries by clicking on the dropdown menu for
each entry.
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Person Created By jackierob01@gmail.com ali.sadler52@gmail.com

Person Created Date 02/12/2021 18:17:48 26/02/2022 10:59:24

Export

Merge options
Select the person record you wish to keep If there are more than one securny user record also select the one you wish to Keep,
For each releationship (e.g. members, wi advisers etc) choose what you would like to happen to the record.

Once you have made your choices, click the Merge button - NB: This is a one way process so please make sure you have made the appropriate choices.

@ Retain person 682347 o
© Retain security user o
Relationships
Members (Full) at Stoke Row (Oxfordshire) (ID# Keep record and assign to person i necessary .
728441)
NETEES (AR (OHEEE TTE) [ | Keep record and assign to person if necessary v|

733550)
m Mark record as inactive and assign to person if necessary
Once you have selected what you want to do with each entry, you click on the red ‘Merge’ button

Export

Merge options
Select the person record you wish to keep. If there are more than one security user record also select the one you wish to keep.
For each releationship (e.g. members, wi advisers etc) choose what you would like to happen to the record.

Once you have made your choices, click the Merge button - NB: This is a one way process 50 please make sure you have made the appropriate choices.

O Retain person 682347 -
 Retain security user “
Relationships
M bl (RUDEESCKEAR WO Iord=DIE R IE Mark record as inactive and assign to person if necessary -
728441)
?1;223;5 (BUI=BLGIExiom=ni I Keep record and assign to person if necessary -

You will then needto click on the OK button to conflrm you want to go ahead

R R R R T e e o = et | v | e

FWI_MCS2_Dev/Utilities/PecpleMerge.aspx?i=678172,682347,

development.infoworks.co.uk says

|| Areyou sure you wish to merge these Records?

| The master person record will be kept and the duplicates will be
inactive,

This cannot be undone

Cance'
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