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Membership Basics - Contact Records, Reports and Groups__ 
 
The following topics are covered in this section. Click on a topic to go to that section.  

 
Introduction to Membership Management Basics 
Membership Contact Records 
Membership Dashboard 
Find Memberships 
Membership Advanced Search 
Membership Reports 
Membership Relationship Reports 
Membership Groups 

Membership Smart Groups 

 

INTRODUCTION TO MEMBERSHIP MANAGEMENT BASICS 

 
Much of the functionality of the website relies on keeping memberships up to date.  Once members are 

current, it is then possible to enjoy the efficiency of the website email, event registration, mailing labels, 

reporting and exporting.  

 

It is important for the VP Membership, Web Administrator, and Treasurer/Assistant Treasurer to 

understand the various tools available to manage current members, manage new members and renew 

all membership types. These include renewals with dues payments (i.e. Associate and Active) and 

renewals without dues payments (i.e. Chapter Board, National Board, and Honorary members). Existing 

Life members do not require a renewal but they do need to be contacted to login and update their 

Member Profile and Volunteer Interests and Skills information. 

 

All memberships (with the exception of lifetime memberships) are renewed on a yearly basis. To make 

this job easier, the profile Custom Membership Details - Bulk Entry allows updating end dates for 

multiple memberships at one time. On July 1 each year, memberships that have not been renewed for 

the new fiscal year are automatically assigned a membership Status of Grace. This is in effect for three 

months until September 30. If the membership is not renewed within the three-month grace period, it 

will automatically change to Expired. Memberships with Expired Status will not be listed in the Chapter 

and National Membership Reports as well as the Memberships Dashboard. It is very important to 

keep memberships current for organizational reports, mailings and statistics. 

 
Each member must have a Contact Record and User Account. The Contact Record contains all known 

data on that member. The User Account allows the member to login to the website. Each User Account 

has a role(s) assigned (i.e. General Member, Board Member, Site Admin). These roles determine what 

the member can do on the website. It is critical that member Contact Records and User Accounts be 

kept current.  
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When entering membership data, it will streamline data entry to have the following information 
available for the upcoming fiscal year. 
 

➢ New Chapter Members  
➢ Resigning Chapter Members 
➢ Deceased Chapter Members 
➢ Returning Chapter Board and Honorary Members  
➢ Resigning Chapter Board and Honorary Members  
➢ New Chapter Board Members  
➢ Chapter Board Member Positions  
➢ Chapter Members on the National Board and National Committees 

MEMBERSHIP CONTACT RECORDS 
 
How to Search for Contact Record  
 
When data needs to be entered on a contact record, the first thing to do is search for the contact 
record. Current members should already have a contact record. New members, who have participated 
in Chapter events, should also have a contact record. To avoid creating duplicate contact records, always 
search before creating a contact record. Here are five ways to search for a contact record: 
 

1. Once familiar with it, this will be the easiest way to search quickly for a contact record. Log 
in > CiviCRM > Locate the search box labeled “Quick Search” in the upper left hand corner 
of the screen > Enter the Last Name of the individual and choices appear to select from. 

 
2. Login > CiviCRM > Locate the Full-Text Search box in the middle of the left sidebar > Enter 

the Last Name of the individual > Go and choices appear to select from. 
 
3. Login > CiviCRM > Search > Find Contacts and enter the name or email of the individual.  

 
4. Log in > CiviCRM > Memberships > Find Memberships > Membership Type(s) and 

Membership Status(es)  
 
5. Log in > CiviCRM > Search > Advanced Search > Memberships > Membership Type(s) and 

Membership Status(es) 
 
If an individual does not have a contact record, then a contact record needs to be created. 
 
Create Contact Record  

If after searching, a contact record cannot be found, it will be necessary to create a contact record. The 

easiest way to create a contact record is: 

Step 1: Login 

Step 2: Select CiviCRM 

Step 3: Locate New Individual on the left side of the screen.   
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Step 4: Enter the new contact’s First Name, Last Name, Email  

Step 5: Select Save.  

Step 6: Enter any information that is known about the individual. Further information about the 

individual can be added later, as it becomes available.  

Step 7: Select Save. 

Manage Contact Records 
 
The Contact Record is the “default” location to enter data on any individual. Even if bulk entry and other 
methods that streamline data entry are not utilized, all pertinent data can be entered on a member’s 
Contact Record.  The Contact Record page has tabs at the top that allow a variety of functions to be 
carried out. It is important to become familiar with a member’s Contributions tab, Memberships tab, 
Relationships tab, Events tab and Groups tab. See screenshot below showing the tabs at the top of a 
Contact Record. If not using methods that streamline data entry, when on a contact record, fill out as 
much information that is available to avoid having to go back multiple times.  
 

 
 
1. GROUPS TAB: It is very important to keep groups updated for emails, postal mailings, reports and 

exports. One method is to search and find the Contact Record that needs to be updated. Select the 

Groups tab at the top and follow the prompts. For the sake of demonstration, Phoenix is used in this 

example. Suppose a new member needs to be added to the the phx_General Member group that 

includes all Chapter membership types i.e. Active, Associate, New Life, Existing Life, and Honorary. 

To add this group, search and find the new member’s Contact Record. Select the Groups tab > + 

Add to a group > phx_General Member > Add. Be sure to remove any groups that are no longer 

applicable such as phx_Friend of ARCS and/or phx_Prospective Member.  

IMPORTANT NOTES: 1. Chapter prefixes followed by an underscore must be in all group titles i.e. 

phx_Current Chapter Board. 2. REMOVE but NEVER DELETE a member from a group!!  

See arrows on screenshot below on where to add, remove, and/or rejoin a group on a member’s contact 

record. Note that there is also a Smart Groups tab. Select the Smart Groups tab to see, if the individual 

is a member of a Smart Group. 
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Another method to manage Groups is to select CiviCRM > Contacts > Manage Groups. Scroll to the 

desired group > Contacts. See the section Membership Groups below for more information on adding 

or removing members from groups without having to go into each member’s Contact Record. If you are 

managing or creating groups for the first time and need assistance,  contact is.help@arcsfoundation.org. 

Membership Groups can vary widely based on Chapter convention. However, at a minimum, the 

following are recommended to be kept current by the VP Membership or the Website Administrator for 

mailing purposes. 

➢ Chapter prefix_General Member (All Chapter Membership types i.e. Active, Associate, 

Existing Life, and Honorary) 

➢ Chapter prefix_Current Chapter Board  

➢ Chapter prefix_Members Without Email (All members needing snail mail)  

➢ Chapter prefix_Prospective Member (All prospective members) 

 

1. RELATIONSHIPS TAB: Select the Relationships tab > Add Relationship to add any known 

relationships for the any contact, including members. For example: Spouse / Significant Other, 

Employer, Chapter Board positions, and Chapter members who hold National Board positions or sit 

on National Board Committees.  

 

mailto:is.help@arcsfoundation.org
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The screenshot below shows how to enter the relationship data for a Chapter Board member position. 

The same is true for Chapter members who are on the National Board and/or National Board 

Committees except that the contact is Achievement Rewards for College Scientists Foundation, Inc, 

National. There are dropdowns so you can select the Relationship Type and Contact(s). Note that Board 

Relationships are based on the fiscal year. Be sure to SAVE the Relationship!!! 

 

After saving the relationship, here is what the Relationships tab will look like: 
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If a member is serving consecutive terms in a position, select Edit and update the relationship end date. 

Be sure to add the number of consecutive terms under the Description i.e. 2 years. Select SAVE 

RELATIONSHIP!! 

 

The screenshot below is what the current relationships look like for the above member whose 

relationship was edited to reflect serving 2 consecutive terms in the Chapter Treasurer position. Note 

that there are also two other current relationships: the current scholar this member sponsors as well as 

her spouse/significant other. All past Inactive Relationships are listed below the Current Relationships.  

 

2. HOW TO EDIT CONTACT INFORMATION: Much of the contact information on the Contact Record 

can be edited by hovering over fields and saving the data entry.  However, not all fields are available 
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to do this. For access to all fields select Edit at the top of the Contact Record to add, update, or 

remove contact information.  

 

After selecting Edit, there are several other tabs below that need to be filled in or updated with known 

member information: Member Only Information, General Information, Address, Communication 

Preferences, Demographics, and Tags and Groups. The National Board Information tab and Scholar 

Eligibility (Admin Use Only) are not applicable for members.  ALWAYS BE SURE TO SELECT SAVE 

BEFORE LEAVING THE CONTACT RECORD OR YOUR DATA ENTRY WILL HAVE TO BE RE-ENTERED! 

 

a. Member Only Information Tab: Review these fields. It will be Chapter dependent as to 

whether or not any of these fields are used.  

b. General Information Tab: Fill in the Household Name and Household Postal Greeting. This 

is important for official letters such as tax letters. Fill in any other fields per Chapter 

conventions that are applicable. Contact the member for special cases such as “The 

Honorable Robert Fannin and Dr. Lisa Fannin.” NOTE: If a member has filled in their member 

profile, some of these fields may already be populated.  

 

c. Address Tab: Here is the place to update and add addresses. Be sure to select which address 

is the Primary location for the contact. Address selections include Home, Work, Main, 

Other, Billing. Include Unit or Apt numbers with the Street Address i.e. 19 East 13th Street, 

Unit 23. 
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d. Communication Preferences Tab:  Here is the place to customize Addressee per Chapter 

protocol. Examples include but are not exclusive to: Married members are addressed with 

Prefix., First Name, Last Name i.e. “Mrs. Diane Might,” “Dr. Lisa Fannin.” Widowed members 

are addressed as Mrs., Husband First Name, Last Name i.e. “Mrs. Ralph Matteucci” unless 

they have specified otherwise. Special cases exist i.e. Mrs. Dawn Carson Senger. When in 

doubt, confirm with the member. Note: Members have the option to change Addressee, 

when they fill out their online Member Profile. Sometimes they do not capitalize their name 

or addresses, so it is up to the VP of Membership or Web Administrator to edit on their 

Contact Record, when discovered. 

 

e. Demographics Tab:  Here is the place to indicate gender, birthdate and if the contact is 

deceased. Have the deceased data available, if known, as it will ask for it. 
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f. Tags and Groups Tab: This is another place to update groups and/or tags in addition to the 

tabs at the top of the contact record. If you would like a tag added that is not on the list, 

contact is.help@arcsoundation.org   

 

g. BE SURE TO SELECT SAVE WHEN DONE!!! 

MEMBERSHIP DASHBOARD  
 
The Memberships Dashboard is a valuable tool to access membership data. If membership data entry 
has been done correctly, the following can be accessed: different membership types, how many 
memberships have been added in each group (by month and year), the total number of members of 
each membership type as well as the totals of members added by month, year, etc. By clicking on any of 
the blue numbers, you can view the members that are included in that count. Recent member activity is 
shown at the bottom of the chart.  
 
Note: Please contact is.help@arcsfoundation.org,  if the Chapter membership types are not correct so 
the Chapter’s Membership Dashboard can be modified to reflect actual Chapter membership types. 
 
Here is how to access membership data and utilize the Memberships Dashboard: 
 

Step 1: Log In  
Step 2: Select CiviCRM > Memberships > Dashboard For the sake of demonstration see the 
Phoenix dashboard below. 
Step 3: Click one of the total numbers in the far column to the right of the Members by Type 
that you want to view. A screen that lists the members with that particular membership type 
will appear. For example, Active Members. 
 

mailto:is.help@arcsoundation.org
mailto:is.help@arcsfoundation.org
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Step 4: To create a list in alphabetical order, click on the arrow in front of the column heading 
Name. You can also sort by any other column heading, as needed, using the arrows in front of 
the column heading (i.e. Type, Member Since, Start Date, End Date, Source, Status). See 
screenshot below.  
 

 
 

Step 5: Select Actions. A dropdown list of Actions appears. This list provides a selection of 
functions such as export memberships, make mailing labels, update multiple memberships, etc. 
Note that an action can be performed on all of the records by selecting the top left radio button 
All Records. In the example below, the action selected was Mailing Labels for All 76 Members. 
Follow the prompts and mailing labels can be printed. 
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Actions can also be performed on selected records. To perform actions on Selected Records 
Only, check the box in front of the desired name(s) and then select the Actions dropdown list. 
Select the action to be performed. For example, in the screenshot below, five new members 
were selected.  Any of the Actions in the dropdown can then be performed, on these new 
members. 
 

 
 

NOTE FOR NEW MEMBERSHIPS DATA ENTRY: When entering new memberships, the system 
will not allow Member Since and Start Dates to be in the future. These dates cannot be changed 
on the new member’s contact record until after the start of the new fiscal year on July 1. The 
system does allow End Dates in the future. After July 1, it is important to change their Member 
Since and Start Dates to the start of the fiscal year they joined. 
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FIND MEMBERSHIPS  
 
While the Membership Dashboard is the easiest way to quickly access membership data, Find 
Memberships allows access to even more data. Log in > CiviCRM > Memberships > Find Memberships. 
The screenshot below shows the variety of functions available to access member data and perform 
actions on, as needed.   

 

 
 
Depending on the task at hand, more than one type of Membership Type and Membership Status can 

be selected and searched for. See screenshot below. Be sure to select Search once the criteria are 

selected.  
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MEMBERSHIP ADVANCED SEARCH 
 
Advanced Search is another method to access membership data and perform even more refined 
searches than Find Memberships and the Memberships Dashboard.  

 
Step 1: Log In  
Step 2: Go to CiviCRM > Search > Advanced Search 
Step 3: At the top of the page there are criteria that can be selected depending on what is being 
searched for. Note that if a contact is ever accidentally deleted, you can search for it in trash and 
restore it. See blue arrow in the screenshot below. 
 

 
 

Step 4: Scroll to the Memberships tab and select criteria as needed. Other tabs can also be 
selected to expand the search as needed.  
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MEMBERSHIP REPORTS 

 
A variety of reports can be created to access membership data. The screenshot below is an example of 

Member Reports that can be set up.  

Step 1: To view a report from the list below either Login > CiviCRM > Reports > Membership 

Reports > View Results or select a report from the list and select Refresh Results to view 

results. The latter will be used in the example below. From the following list select the 

Membership Report (Details) Active and Associate Members. 
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Step 2: Select Refresh Results to view the report. Update tabs at the top of the page such a 

Column, Filters, Title and Format, as needed. Refresh results as often as needed to review 

updates until the report yields the desired information. See the screenshot below.  

Note: End dates on the report below will not update to the new fiscal year unless a membership 

renewal has been recorded. Before contacting members who do not show a renewal, contact 

the Treasurer/Assistant Treasurer to confirm they have not renewed. Make sure all member 

dues are reconciled before the end of September or they will go from Grace on July 1 to Expired 

on September 30. 
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Step 3: There is a dropdown menu to perform various Actions on the reports. For example, if 

updates need to be saved, be sure to select Save from the dropdown menu. Very nice reports 

can be printed and exports to CSV can be converted to Excel format. If a similar report needs to 

be created, Save a Copy and update the tabs, as needed. 

 

MEMBERSHIP RELATIONSHIP REPORTS  

 
Relationship Reports are another way to access membership data. To create or access Relationship 

Reports, select Contacts > Contact Reports or select Reports > Contact Reports. The screenshot below 

shows Relationship Reports that a Chapter can set up. If a Chapter has been entering its membership 

relationship data, the following two reports can be created: Current Chapter Board Positions and 

Member Board Position History.  

 

The Member Board Position History report contains the volunteer history data for all members needed 

to determine the ARCS Light Award. There is no need to print anything. Just have the ARCS Light 

Committee Members login to access this report. They can scroll down to see the volunteer history of 

each general member. See screenshot below. Note: They will need temporary Admin permission to view 

these reports. Contact the Website Administer to provide temporary permission. 
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The Current Chapter Board Positions report lists the current Board positions. See screenshot below 

 

Note: In order to keep this report current, be sure to do the following annually: 1) Add the Chapter 

Board position relationships on each current Board member’s contact record. 2) Update the report Filter 

dates to the new fiscal year. Filling in the start and end dates under the Filter tab are not intuitive and 

must be entered and updated annually as follows: 
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For further assistance with relationship reports contact is.help@arcsfoundation.org  

MEMBERSHIP GROUPS 
 

Groups are very important for emails, mailings, and any other actions relating to contacts. It is important 

that they be kept current by the VP Membership or the Web Administrator. Groups will vary based on 

Chapter convention. Two membership groups that every Chapter should have are a current General 

Member group and a Chapter Board Group.

In Phoenix for example, to access the Group containing all Chapter members select Login > CiviCRM > 
Contacts > Manage Groups. Scroll to phx_General Member > Contacts. The General Member group 
includes all membership types for the chapter i.e. Active, Associate, Existing Life, and Honorary 
members. Other membership groups to keep current are the Chapter Board members, Members 
Without Emails, and Prospective Members. Members can be added or removed from groups through 
either a member’s contact record or through Contacts > Manage Groups.  
 
IMPORTANT NOTE: 1. Chapter prefixes followed by an underscore must be in all group titles. 2. 

REMOVE but NEVER DELETE a member from a group!!  

Confirm a Membership Group is Correct 
 
After updating or creating a membership group confirm that it is correct.  
 

Step 1: Login > CiviCRM > Select Contacts Tab on Black Line 

Step 2: Select Manage Groups 

Step 3: Scroll to the group of interest 

Step 4: Select Contacts 

Step 5: Confirm the contacts are correct for that group. 

How to Remove Contacts from a Group 
 
It is often necessary to remove members from a Group i.e. member’s going off the Chapter Board need 
to be removed from the Chapter Board Group and members who resign or are deceased need to be 
removed from the General Member Group. A fast way to do this rather then going into each contact 
record is to:  

 

Step 1: Login > CiviCRM > Select Contacts Tab on Black Line 

Step 2: Select Manage Groups 

Step 3: Scroll to the group that contacts need to be removed from. 

mailto:is.help@arcsfoundation.org
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Step 4: Select Contacts 

Step 5: Check the box(es) in front of the name(s) that need to be removed.  

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 from the group, select 

Remove from Group.  

Note: Never delete a contact from the group or the contact record will be deleted. Contact the 

Web Administrator or is.help@arcsfoundation.org immediately to restore the contact or Login > 

Search > Advanced Search > Search in Trash > the box in front of the record you want to 

restore > Actions > Restore Contacts 

How to Add Contacts from One Existing Group to Another Existing Group 
 

Step 1: Login > CiviCRM > Select Contacts Tab on Black Line 

Step 2: Select Manage Groups  

Step 3: Scroll to the group that has contacts you would like to add to another group. 

Step 4: Select Contacts 

Step 5: Check the box(es) in front of the name(s) that need to be added to another existing 

group or if all need to be added check the box in front of the Status column heading. 

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 Existing Group to add the contact(s) to  

Step 11: Select View Selected Contacts.  

Step 12: If certain these are the contacts to add to this existing group, select Add to Group. 

How to Create a Group and Add Contacts 

Step 1: Login > CiviCRM > Select Contacts Tab on Black Line 

Step 2: Select Manage Groups 

Step 3: Select Add Group 

mailto:is.help@arcsfoundation.org
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Step 4:  Enter Name and Description of the new group, check Mailing List and select Continue. 

See example in screenshot below.  

 

Step 5: Find contacts that will be in the new group. If the contacts to be added can be narrowed 

down by Contact Type, Group, and/or Tag, enter and select Search. Contacts can also be added 

individually to the group by using the Name or Email box. If neither of these approaches work, 

another method is to simply select Search, as in the example below, and all contacts in the 

Chapter database will appear. If the individual cannot be found they will have to be added. See 

New Individual. 
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Step 6: Select the records to add to the group by checking the box in front of each name to be 

added. For this group the three selected records that need their boxes to be checked are Cason, 

Voorhees, and Watwood. After the three contacts for this group are selected, select Add 

Contacts to phx_University Main Point of Contact. 

 

Step 7: The following screen will appear to view the selected contacts. If they are correct, select 

Add to Group. 

 

Step 8: The group phx_University Main Point of Contact is now created with all three contacts 

added.  
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Step 8: To add more contacts, go to Contacts > Manage Contacts > phx_University Main Point 

of Contact > Add Contacts to phx_University Main Point of Contact and repeat above or go to 

the contact record of the individual to be added to the group and add them to that group by 

selecting the Groups tab > + Add to a Group 

MEMBERSHIP SMART GROUPS  

 
Creating Smart Groups can be useful depending on the task at hand. To create Smart Groups use 
Advanced Search. Whether you choose to find contacts, contributions, participants, awards, or 
memberships, once you have your search results, one of the options available in the –Actions- drop 
down menu is Group – create smart group. The benefit of smart groups is that they automatically 
update based on the specified search criteria. If assistance is needed setting up Smart Groups, contact 
is.help@arcsfoundation.org  
 
For the sake of demonstration, a Phoenix example is shown below. Suppose a Chapter wants to do a 
mailing specific to Active membership types.  
 

Step 1: Login > CiviCRM > Search > Advanced Search > Memberships  
Step 2: Select Membership Type: Active Member (Phoenix) 
Step 3: Select Membership Status: New and Current 

 

 
 

Step 4: Select Search 
 

mailto:is.help@arcsfoundation.org
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Step 5: Select All 60 Records > Actions > Group – create smart group 
 

 
 

Step 6: Fill in the following - Name: phx_Active Members. Description: Use for mailing Active i.e. 
First Dues Reminder. Group Type: Mailing List. In this case, Add Parent: phx_General Member, 
since Active Members are a child group of General Members. When a child group membership is 
renewed, it will automatically update the parent General member group due to the way the 
criteria for this Smart Group was set up. Expired memberships will automatically be removed 
from the parent group. Be sure to select Save Smart Group.  
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Once the group is created, go to Contacts > Manage Groups, and check to make sure the phx_Active 
Members Group is a child group of the parent phx_General Member group and contacts match those 
Active Members on the Memberships Dashboard. Other smart groups can be set up the same way for 
Honorary Members, as well as Existing and New Life Members. See screenshot below.  
 
It is critical that Memberships be kept up to date so that the Smart Groups and the Parent Group stay 
current. It is worthwhile to double check that the General Group total count equals the total count on 
the Dashboard of Active, Associate, Honorary, Existing Life and New Life member combined. If the 
counts don’t match, then the discrepancy needs to be resolved. It’s a good way to make sure data entry 
is correct. 
 

 


