How to View a Roster of Members for Student Chapters in WMS

Click the View/Edit Button for your Student Chapter and click the Search button. The roster displays.
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Alternately, you can download this data by clicking the Export Member Data link. Click Check All for all the fields (you
can check the Student Type, if desired) and then click the Next button.
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Follow the prompts below to indic ate selection criteria for the membership data you wish to download. Once y¢

with each step, click the "Next” button to advance to the next prompt. To return to a previous step and make ¢
the "Back” button.

Step 2 - Choose thg Members to Download

Select the criteria se in fitering the member data to download. Check all boxes that apply.

W Active ¥ Req. Cancel (J)

Check All - Clear All

) New Member (A) ¥ Req. Cancel {Y)

¥ Reinstated (B) @) Expires (2)
¥ Cancalied (C) ) Prepaid (E)
v Cancelled (D) ¥/ Renewal (F)
v Expired (X) ¥ Cancelied (@)

U4 Req. Cancsl ()

Member )
W Builder
Check All - Clear Al ] _
¥ Associate
W) afiae

Counci = v

W) Sales & Marketing | Remodelers
Check All - Clear All /
T ¥ Commercial Buikders ) 50,

4 Muttifamily @ women's

Student Type: @
» U4 Secondary/High School LA Seconaary/Collzgs

Check All - Clear All

Anniversary Date: ‘ ;
(MM/DD/YYYY) 524l j2nd|

<< Back [l Next >> |



On the screen that displays, click the Download button.
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Follow the prompts below to indic ate selection criteria for the membership data you wish to download. Once you are done
with each step, click the "Next” button to advance to the next prompt. To return to a previous step and make changes, click
the "Back” button.

Step 4 - Download File

Once you click the "Download™ button below, it may take a few moments to receive your
requested data depending on your selection criteria. Please refrain from clicking the
"Download™ button more than once.

Below is 2a summary of the options chosen for the member data download. Click the "Download” button to download the data.
When a dialog box opens, choose to save the file on your local computer in a folder of your ¢hoosing.

Summary: HBA(s) 7 1199003
File Format ? Comma-Separated Value (.csv)
File Layout 2 WMS 1.5

Anniversary Date 7 All

Member Type(s) ? Builder, Associate, Affiliate

Council Type(s) 7 Sales & Marketing, Commercial Builders, Multifamily,
Remodelers, 50+, Women's
Student Typeis) ? Secondary/High School, Post Secondary/College
Member Status ? Active, New Member (A), Reinstated (B), Cancelled
(C), Cancelled (D), Expired (X}, Reg. Cancel (I}, Reg.
Cancel (J}, Req. Cancel (Y), Expired (Z), Prepaid (E},
Renewal (F), Cancelled (G)




The data export file shows the roster:
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