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PRINTING MEMBER PTA CARDS FOR SPECIFIC 

PTA MEMBERS 

When printing cards with memberôs names on them you will still print on card stock that 

you receive from your state.  

In this document we will speak to printing cards for specific people who are marked 

members in the system under your unit.  This may be thought of as a function to do if you 

wish to print cards for selected people. 

Objectives: 

¶ You will learn how to print PTA cards with memberôs names on them.   

Summary: 
 

¶ Log into your ñAdministratorôs Dashboardò Č Click on ñView Your Peopleò Č  Click on 

ñActionsò Button Č Select ñActions Affecting Selected Peopleò Č Select ñPrint Cards for 

Selected PTA Membersò Č Answer dialog box questions Č Click on ñPrintò button 

¶ Please read printing hints and recommendations below before starting. 

 

Detailed Instructions: 

Directions Below Hints and Recommendations  

Instructions to follow Hints and Recommendations :   

 

1. Always, print a test sheet when creating cards, to see if they line up. 

2.  Feed one sheet at a time into printers.  Card stock will sometimes pull through unevenly in 

printers. 
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3.  IMPORTANT:  on the printer dialog box set page scaling to άNoneέ.  

 

   

If you do not do this piece the first set of cards line up and then eventually creep up and end 

up with the last three rows not lined up. 

4.   If the practice sheet does not line up, adjust the Vertical Offset by .05 and run a test sheet 

again. 

5.  Attempt to print cards in multiples of ten because you cannot run partial card stock 

through printers in most cases. 

 

IMPORTANT INFORMATION:   

Hints and Recommendations for printing cards are listed at the beginning and end of this 

document.  Please read. 
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1) Log into your administrative side of your account.  You should see this screen: 
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2) /ƭƛŎƪ ƻƴ ȅƻǳ ǘƘŜ ōƭǳŜ ǿƻǊŘǎ άView Your PeopleέΦ 

 

 
 

 

3) Be sure to be in the correct school year ς see right hand side of listing. 
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4) There will be five icons ƴŜȄǘ ǘƻ ŜŀŎƘ ǇŜǊǎƻƴΩǎ ƴŀƳŜ ƛƴŘƛŎŀǘƛƴƎ !ǇǇǊƻǾŜŘόƛƴǘƻ ƎǊƻǳǇύΣ 9Ƴŀƛƭ 

validated, Membership status, Membership Paid, PTA Card Printed. 

a) Icons are as follows: 

i)  Approved 

ii)  Email Validation Status (Email is Available) 

iii)  Member Status 

iv)  Member Paid Status 

v)  Card Printed Status 

 

b) The green circle with a white checkmark indicates a positive status  and the red 

circle with the white dash  indicates a negative status. 

5) You will have two choices for cards with or without members names on them 
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Print Cards with names, for selected members  
 

1) If you are printing cards for specific members you must first place a checkmark to the 

ƭŜŦǘ ƻŦ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ƴŀƳŜ ǘƻ ǎŜƭŜŎǘ ǘƘŜƳ ŀǎ one of the people to print cards.   

 

Hint:  Are you not seeing everyone you expect?  Look at the  button and click on it to 

get more options. This will show you how to bring up (visually) only PTA members with a paid status.   

OR you may change your admin preferences by Clicking on ñOur Accountò Č Admin Password and 

Preferences Č Under ñView My Peopleò options checkmark Include all subgroups and Include entire 
family 
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2) Next click on the  button.   

 
 

 

3) bƻǿ ǎŜƭŜŎǘ ά!Ŏǘƛƻƴǎ !ŦŦŜŎǘƛƴƎ Selected Peopleέ 
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4) You will see a fly-ƻǳǘ ƳŜƴǳΣ ǎŜƭŜŎǘ άtǊƛƴǘ /ŀǊŘǎ Selected PTA Membersέ 

 

 
 

5) If you see this dialog box below, please read it and confirm by clicking on  button or 

 the process button and review which cards have been printed.  Note, this box 

may appear because you have practiced printing cards or the file you created before was 

never actually printed out. 

 

 
 

6) Address the following in this dialog box: 

a. Be sure ñMember-specific PTA Cardsò radio button is selected 

b. You may wish to override the default term date for your unit.  To do so:  

i. Place a checkmark in the box labeled ñUse Term Period Defined Belowò 

ii. Enter date in ñTerm Startò field 

iii. Enter date in ñTerm Endò field 
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c. Select a vertical offset (you may also wish to think of this as a top margin.) Follow the hints 

at the beginning of the instructions.   

 
7) You must have your popup blocker disabled before this process. You may wish to try holding 

down your control key while clicking on the  button till a pdf appears.  If the pdf comes 

up blank try clicking on your browserôs refresh button. 

 

8) The system will now produce a PDF file.  An example resides below.  Click on the printer 

icon on the upper right of the window to print.  It is important to follow the hints and 
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recommendations at the beginning and end of this document. 

 

 

Print Cards with names, for all members  
 

1) Click on the  button 
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2) {ŜƭŜŎǘ ά!Ŏǘƛƻƴǎ !ŦŦŜŎǘƛƴƎ 9ǾŜǊȅōƻŘȅέ  

 

 

3) {ŜƭŜŎǘ ǘƘŜ ƻǇǘƛƻƴ ƻŦ άtǊƛƴǘ /ŀǊŘǎ ŦƻǊ !ƭƭ aŜƳōŜǊǎέ 

 

 
 

a. If you see this dialog box below, please read it and confirm by clicking on the  

button or the  the process button and review which cards have been 

printed.  Note this box may appear because you have practiced printing cards or the 

file you created before was never actually printed out. 
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9) Address the following in this dialog box: 

a. Be sure ñMember-specific PTA Cardsò radio button is selected 

b. Checkmark ñShow Term Dates On Blank Cardsò  

i. You may wish to override the default term date for your unit.  To do so:  

1. Place a checkmark in the box labeled ñShow Term Dates On Blank Cardsò 

2. Place a checkmark in the box labeled ñUse Term Period Defined Belowò 

3. Enter date in ñTerm Startò field 

4. Enter date in ñTerm Endò field 

c. Select a vertical offset (you may also wish to think of this as a top margin.) Start with .35 or 

.30 for starting. Follow the hints at the beginning of the instructions.   
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4) You must have your popup blocker disabled before this process. You may wish to try holding 

down your control key while clicking on the  button till a pdf appears.  If the pdf comes 

up blank try clicking on your browserôs refresh button. 

 

5) The system will now produce a PDF file.  An example resides below.  Click on the printer 

icon on the upper right of the window to print.  It is important to follow the hints and 

recommendations at the beginning and end of this document. 
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Creating Different Views or Online Reports  
 

1) Click on ȅƻǳ ǘƘŜ ōƭǳŜ ǿƻǊŘǎ άView Your Peopleέ. 

 
 

2) Click on  ōǳǘǘƻƴ ǿƘŜƴ ȅƻǳ ŀǊǊƛǾŜ ŀǘ ǘƘŜ ά±ƛŜǿ ¸ƻǳǊ tŜƻǇƭŜέ ǇŀƎŜΦ 

 

 
 

3) A menu will appear.  To create a new view or online report click on ά/ǊŜŀǘŜ bŜǿ ±ƛŜǿέ 

selection: 
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4) This dialog box will appear. 

 
 

5) In our first view (online report) ς we will create a members who are paid view.  Follow the 

steps in snapshots below: 
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a) Click on the drop down arrow to the right of PTA Membership and select members only:  

 
 

b) /ƭƛŎƪ ƻƴ ǘƘŜ ŘǊƻǇ Řƻǿƴ ŀǊǊƻǿ ǘƻ ǘƘŜ ǊƛƎƘǘ ƻŦ άt¢! tŀƛŘ {ǘŀǘǳǎέ ŀƴŘ ǎŜƭŜŎǘ άtŀƛŘ 

aŜƳōŜǊǎ hƴƭȅέΥ  
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c) Next click on the drop down arrow to the right of Include all subgroups and select yes: 

 
 

d) bŜȄǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ŘǊƻǇ Řƻǿƴ ŀǊǊƻǿ ƻŦ άLƴŎƭǳŘŜ ŜƴǘƛǊŜ ŦŀƳƛƭȅέ ŀƴŘ ŎƭƛŎƪ ƻƴ ά¸Ŝǎέ 

 
 

e) Our final step will be to save the report if you wish.  Our suggestion is that you do and 

then you can delete or modify the report if you wish later. 

 



  
Page 18 

Printingcardsforspecificmembers.docx  

 Rev 8  8/18/2011  

 
 

f) Click on the  button.  You should now see a visual report which shows only PTA 

members with paid status in any subgroup, such as class or volunteer group, and any 

family member who is also a PTA member. 
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g) Your report will be saved and should be the results you see on the screen.  To retrieve 

the view again click on the  button and you will see any views you have 

ǎŀǾŜŘΦ  Lƴ ǘƘƛǎ ŎŀǎŜ άaŜƳōŜǊǎ ǿƘƻ ŀǊŜ ǇŀƛŘέ.  Click on it to recall the information on the 

screen 
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Directions Below Hints and Recommendations  

Instructions to follow Hints and Recommendations :   

 

1. Always, print a test sheet when creating cards, to see if they line up. 

2.  Feed one sheet at a time into printers.  Card stock will sometimes pull through unevenly in 

printers. 

3.  IMPORTANT:  on the printer dialog box set page scaling to άbƻƴŜέ.  

 

   

If you do not do this piece the first set of cards line up and then eventually creep up and end 

up with the last three rows not lined up. 

4.   If the practice sheet does not line up, adjust the Vertical Offset by .05 and run a test sheet 

again. 

5.  Attempt to print cards in multiples of ten because you cannot run partial card stock 

through printers in most cases. 


