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Create Chapter Board Transition Group and Email ________  
 
The following topics are covered in this section. Click on a topic to go to that section. Two methods to create 
the Transition Email Group are discussed. Select the one that is best for your Chapter. 
 
Method 1 - Create Chapter Board Group for Transition Meeting 
Method 2 - Create Smart Group for Transition Meeting 
Create Chapter Board Email for Transition Meeting 
 

Method 1 - Create Chapter Board Group for Transition Meeting  
 
In early May or as soon as the Chapter Board for the new fiscal year is determined, the VP Membership or Web 
Administrator needs to create the Transition Chapter Board Mailing group. There are several methods available to 
create a new Chapter Board email group for the Transition Meeting, including a Chapter Board Smart group. Two of 
these methods are discussed below. For the sake of demonstration, the Phoenix Chapter is used in this example. Modify 
as needed for your Chapter. If you have any questions, contact your Website Administrator or 
is.help@arcsfoundation.org  
 
1. Create New Fiscal Year Board Group 
 
Obtain the final list of the new fiscal year alpha Chapter Board members to create the new fiscal year Chapter Board 
Group. For the purposes of our example, we will create the new group phx_2017-2018 Chapter Board. 
 

Step 1: Select Login 
Step 2: Select CiviCRM 
Step 3: Select Contacts Tab on Black Line 
Step 4: Select Manage Groups 

 

 
 
Step 5: To show more entries on one page, adjust entries to show 100  

 

mailto:is.help@arcsfoundation.org
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Step 6: Scroll to phx_General Members and select Contacts 

 

 
 
 

Step 7: Scroll to the bottom and adjust rows per page to 100 or more depending on the number of Chapter 
members. This will make it easier to select the new Chapter Board. 
Step 8: Check boxes in front of each name who will be on the NEW CHAPTER BOARD that is being created. For 
demonstration purposes, those will be the first four selections on the list below. 
Step 9: Select Actions. 
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Step 9: Select Add Contacts to Group 

 
 

Step 11: Select Create New Group  
Step 12: Group Name: In this case it will be the new fiscal year Board i.e. phx_2017-2018 Chapter Board 
Step 13: Description: Enter description i.e. Chapter Board – Mailing List (or whatever you like) 
Step 14: Group Type: Select Mailing List 
Step 15: Select Add to group 
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Note: If a new Chapter Board Member is not yet listed on the Chapter General Member group, they can be added to the 
Chapter Board Group by searching and finding the member’s Contact Record > Groups tab and follow prompts to add 
the member to the phx_2017-2018 Chapter Board group. If they are a new member, who has not yet been added to the 
Chapter General Member group, add them here as well. 

 
2. Remove Members from the Chapter Board Group Who Are Going Off Board 
 
Now that the new group phx_2017-2018 Chapter Board has been created, remove the members who are not returning 
to the Chapter Board. NOTE: This is also a method to remove members from the Chapter Board group due to 
resignation, death or other unexpected circumstances. Here is how to remove members from a group: 
 
 

Step 1: Select Contacts tab on Black Line 
Step 2: Select Manage Groups 
Step 3: Scroll to phx_2017-2018 Chapter Board that was just created above. 
Step 4: Select Contacts 
Step 5: If you should need to remove member(s) from the Group, check the box(es) in front of the name(s) you 
want to remove.  
Step 6: Select Actions  
Step 7: Select Remove Contacts from Group.  
Step 8: Select View Selected Contacts 
Step 9: If you are sure these are the contacts you want to remove, select Remove from Group.  
 

Note: Never delete a contact from the group or the contact record will be deleted. Contact the Website Administrator 
or  is.help@arcsfoundation.org  immediately to restore the contact or go to Search > Advanced Search and check box 
Search in Trash to restore the contact.  
 
Confirm the New Chapter Board Group is Correct! 
 

Step 1: Select Contacts Tab on Black Line 
Step 2: Select Manage Groups 
Step 3: Scroll to phx_2017-2018 Chapter Board 
Step 4: Select Contacts 
Step 5: Confirm the contacts are the new phx_2017-2018 Chapter Board. 

 
How to Add Members to the Chapter Board Group 
 
Sometimes, after the new Chapter Board group has been created, a member needs to be added to the group. Here is 
how to add members to the Chapter Board Group: 
 

Step 1: Select Contacts Tab on Black Line 
Step 2: Select Manage Groups  
Step 3: Scroll to phx_General Members 
Step 4: Select Contacts 
Step 5: Check the box(es) in front of the name(s) to add to the new Chapter Board group.  
Step 6: Select Actions  
Step 7: Select Add Contacts to Group 
Step 8: Make sure radio button Add Contact to Existing Group is selected 
Step 9: - Select Group -   
Step 10: Select the group to add the member(s) to i.e. phx_2017-2018 Chapter Board.  
Step 11: Select View Selected Contacts.  
Step 12: If you are sure these are the contacts you want to add, select Add to Group.  

mailto:is.help@arcsfoundation.org
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Note: Members can also be added to the Chapter Board Group by searching for the member’s Contact Record. Select 
the Groups tab and add the member to the phx_2017-2018 Chapter Board group. 

 

Method 2 - Create Smart Chapter Board Group for Transition Meeting  
 
If the Memberships Dashboard has been updated to include the new Chapter Board members before July 1, a smart 
Transition Chapter Board Group can be created for a mailing to both old and new Chapter Board members. For the 
purpose of demonstration Phoenix Chapter is used.  
 
 Step 1: Select CiviCRM > Memberships > Dashboard 
 Step 2: Scroll to Chapter Board Member and select blue Current# at end of row  
 Step 3: Check arrow in front of Name to alphabetize. 

Step 4: Confirm the new Board members have been added and members going off the Board have not been 
removed yet.  
Step 5: Go to Search > Advanced Search  
Step 6: Scroll to the Memberships tab 
Step 7: Select Membership Type as Chapter Board (Phoenix) or your Chapter. 
Step 8: Select Membership Status as New and Current 
Step 9: Select Search 
Step 10: Select radio button All Records 
Step 11: Select Actions dropdown menu 
Step 12: Select Group – create smart group 
Step 13: Fill in the page as follows. Be sure to select Save Smart Group! 
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Step 14:  Confirm the group is correct by going to Contacts > Manage Groups and scroll to phx_Transition 
Chapter Board Group. 
 
Note: Once the memberships going off the Board are expired; this can be used as the Chapter Board mailing 
group.  

 

Create Chapter Board Email for Transition Meeting  
 
Here is how to create the email to send to the Chapter Board Transition Group: 
 

Step 1: Login 
Step 2: Select Mailings > New Mailings 

 

 
 
Step 3: Fill in the following:  
 

a. Mailing Name: Transition Mailing Group (or whatever you like. NOTE: You can reuse this email next 
year and change the Mailing Name, Subject and Recipients as needed) 

b. From: phoenix@arcsfoundation.org or your Chapter email. 
c. Recipients: Select recipients. For Method 1 above this would be phx_2017-2018 Chapter Board and 

phx_2016-2017 Chapter Board (duplicates emails will not be sent). For Method 2 above with the 
smart group select phx_Chapter Board – Current/Transition. 

d. Subject: Transition June Board Meeting Notice (or whatever you like) 
e. Header and Footer Tab:  For example, in Phoenix select the Phoenix Mailing with Headers Logo and 

Phoenix Mailing Footer. If Header and Footer tab is not available for a chapter, contact 
is.help@arcsfoundation.org. 

 
Step 4: Save Draft 
Step 5: Come back at any point and work on this email under Draft and Unscheduled Mailings to create the 
body of the email and do a test email to yourself before emailing to the combined Boards. 

 
After June Transition Meeting Disable or Delete the Previous Year Chapter Board Group  
 
Once you no longer need the previous year group, you may either disable or delete the group depending on Chapter 
convention. When in doubt, disable. 
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