PRINTING MEMBER PTA CARDS FOR SPECIFIC
PTA MEMBERS

When printing cards with mewllbsgllrpdnd onrcaranstogk tlmah t h ¢
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:

1 You will learn how to print PTAcardswi t h member 6s names on t hem.

Summary:

T Log into your AAdmi Gicsltircakt oornésﬁmae@lﬁvokanmrdc‘)Peopl
AActi ons(® S8 wetcttom Acti ons Aff eCtSenlgecSe lfieFertiendt PG

Selected PTA MBWBbdmlogsb(‘)xquestionsé Click on APrinto
1 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 pageisgab dNoneE.

Enat P .
~Printer
Name: |ETERERE = N ~ | Properties |

Status: Ready Comments and Forms:

Type:  Dell MFP Laser 3115t PCL6 |Document and Markups -
—Print Range —Preview: Composite
@« Al © 85

K
" Current view —

B

€ Current page

' (& Pages l 1
Subset: IA" pages in range LI

i
e

i

i

i
i
i
i

I” Reverse pages
—Page Handling —
Copes: [T B I collste L

Page Scaling: INone ;]

]
'5

[V Auto-Rotate and Center

H
ey

H

i

i
i
i
i

[V Choose paper source by PDF page size

I~ Use custom paper size when needed db

Document: 8.5 x 11.0in
Paper: 8.5 x 11.0in

1 [

‘Pmt‘nngsllAdvmoedl [ o | Cancel |

™ Print to file

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 she
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 Recommendatiorfsr printing cards are listed at théeqginning andend of this
document. Please read.
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1) Log into your administrative side of your account.

BF justbetweenfriends”

MANAGE YOUR
GROUPS

fy Your Groups

3roup or

* Create Printed School Directory

) ORGANIZE YOUR
u PEOPLE
¢ Invite/Enter Somebody
* Manage Their Information

*View Your People
*Place People in

b-Groups

TAKE
ACTION

You should see this screen:

* Approve Some!

* Send Registration
Reminders

* Manage Administrators

PTRFPTA EARN
MEMBERSHIPS CASH

* Members & Payments

* Print PTA Cards

* Print Member Roster

* PTAReports

* Set Up Officers

m My PTA

‘ ACTIVITIES
units

* Create an Activity

* Assign & Track
Volunteers & Hours

*View Existing
Programs
* Join Programs

* Volunteer Reporting /

* View New Programs
Three for Me
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nal PTA #00198546 v

MANAGE YOUR
GROUPS

* View or Modify Your Groups

* Create New Sub-Group or
Committee

* Create Printed School Directory

[ L4 ) ORGANIZE YOUR ' & TAKE
u PEOPLE / AcTION
* Invite/Enter Somebody * Spread The Word About
* Manage Their Information * An Event
*View Your People * ADeadline
*Plac le in Sub-Groups *ANon-Ca
A Announc
* Appr mebody Vil st
*Send stration L
Reminders * Create a Group Activity

* Manage Administrators *S

V

ign up or Log Hours for
olunteers

‘ ACTIVITIES

* Create an Activity

* Assign & Track
Volunteers & Hours

¢ Volunteer Reporting /
Three for Me

3) Be sure to be in the correct school year ¢ see right hand side of listing.

m My PTA

PTR PTA

MEMBERSHIPS
* Members & Payments
* Print PTA Cards
* Print Member Roster
*PTAReports
* Set Up Officers

uUnits

a EARN

CASH

* View Existing
Programs

* Join Programs
* View New Programs

Ae...

[Q Search for Name

X|

| 2010-2011 Membership

Name

aDale, Leif ()
alane, James | )
alim, James
aRalph, Sam

Brody, Scott
Crowder, Nancy

K

o000 b
00000
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4) There will be five iconsy S E (i

i 2

SI OK

LISNB 2y Qa

validated, Membership status, Membership Paid, PTA Card Printed.
a) Icons are as follows:

) ﬂ Approved

Il) == Email Validation Status (Email is Available)

|||)

Member Status

Iv) E Member Paid Status

v)

=

Appto\ ed

S

(BN I ORI R G ORI R GRS

Card Printed Status

Q00000 4—"'%

o

Member Paid  Card Panted

¥ -2011 Pimbcr hu;J

000000000 B

Membership

: 00000000 O i}

OO0 O0O0O0CO0OOOPO

yIYS AYR

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
f STG 2F GKS AYRA DA Rawoftliefeopkltopitcard®®. &St SO

; Actions & Show Me... | (KA \ . 2010-2011 Membership
["] Household Name &7 X & =5 =]
[ alim aDale, Leif | o (V] o (V] (V]
a alane, James v v v v v
@ alim Ajim, Sue § @ @ o @ © ©
Apple Apple, Andi @ @ V] @ o
[C] Apple Apple, Andrew (V] @ V) ) =)
] Apple Apple, Bobby @ o e e @©
1 Apple Apple,Dad § \§ Q o @ e @©
[7] Apple Apple, Parent (V] (V] (V] (-] (V]
[F] Approval2 Approval2, Maria (V] (V] -] (-] (-]
[F] Approval2 Approval2, Susie (V] (V] (-] (-] (-]
¢« 4112345 L Page size: 10 108 it 11
. . @ Show Me... . .
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.

ORyoumayc hange your admin preferenceésAdJm'nPaBSV\/iordm&jng (

Preferencesc Under AView My Peopled options checkmark
family

Printingcardsforspecificmembers.docx

Pageé  no8 8/18/2011



i2i Actions

2) Next click on the button.

B e
N ! P

View Your People
@[ Jroc e

|Q Search for Name

|2 alim aDale, Leif ()
|z alim alane, James § |
|2 alim alim, James

3)b2¢g aSt SO0 G !SelecicdPegpleé | TTFSOUGAY 3

55 Actions | @ Show Me... I @Search for Name
! Actions Affecting Everybody >
! Actions Affecting Selected People >

Goto P provals

7 Viewthe reen @

L alim alim, James

™ alim aRalph, Sam

L2 Brody Brody, Scott §
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4) Youwillseeafly-2 dzii Y Sy dzz & S Sefeded PTAMeMbergét / I NR &

Actions & Show ke | A ~ 2010-2011 Membpership
Actions Affecting Everybody » ’ 2 ,_ o= Fj Ei
Actions Affecting Selected People » ‘ Unapprove From Group
Go to Pending Approvals Send Email Validation Requests 2 @
Manage Invalid Emails Add People to Another Group >
View the Help Screen Move People to Another Group - e
F] Apple Apple, Andi Remove People from Group ) @
] Apple Apple, Andr Mark as PTA Member 9 =)
F Apple Apple, Bobt Mark as Non-PTA-Member ® )
Mark as Paid PTA Member
Apple Apple.Dad| .« as Unpaid PTA Member e O
] Apple Apple, Pare Mark as PTA Member with Card Printed =) @
[T Approval2 Approval2, | Mark as PTA Member with Card Unprinted =) -]
[F] Approval2 Approval2, § Print Cards for £2!acled PTA Members =) (-}
4 4 l 28345 uc P ) Page size: 10 108 items in 11 page

108 people meet your current criteri

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

Cancel

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.

Please Confirm

You have selected at least one
person whose card has already
been printed. The system will print
the(se) card(s) again. If you don't
want to printthese cards, press
cancel and remove the checks next
to the records.

Cancel

6) Address the following in this dialog box:

a. Be sure BMembéirc PTA Cardso radio button is
b. You may wish to override the default term date for your unit. To do so:
. Place a checkmark in the box | abeled AUs.
i. Enter date in ATerm Starto field
iii.h. Enter date in ATerm Endo 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.

Enter Details
Need Help With Printing?
Type:
@ Member-specific PTA Cards

(") Blank Cards with PTA Unit Info Only
Current PTA Membership Period: 7/1/2010 to 6/30/2011

[T]Show Term Dates On Blank Cards

Use this period instead
["]Use Term Period Defined Below

Term Start Term End
Vertical Offset
10.45 inches

Lower numbers will printthe card closer to top of page
Spacing
Include [F empty spaces at beginning

Cancel ~ Print
—”

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

bl

ank try clicking on

Enter Details

Need Help With Printing?

Type:

©@ Member-specific PTA Cards
(") Blank Cards with PTA Unit Info Only
Current PTA Membership Period: 7/1/2010 to 6/30/2011

[¥] Show Term Dates On Blank Cards

Use this period instead
[[]Use Term Period Defined Below

Term Start Term End
Vertical Offset
10.35 inches

Lower numbers will print the card closer to top of page

Spacing
Include ]o empty spaces at beginning

Cancel Pifat

your browser 6s

refres|

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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recommendationsat the beginning and end of this document

= E [T /1 k&) & | ® ® [60% - &) Colaborate~ A sign-  (=f [

Print Cards with names, for all members

. oo Actions
1) Click on the L= "™ | putton
JUSLIVELWVE LIS IIuS
g 9 7
o #00198548 Vv
{5k Actions | @ Show Me... |Q Search for !
d]:F Household Name
4 ] alim aDale, Leif |
4 alim alane, James
alim alim, James

Pagel0
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P
(D’
™M~

2){ St SO0 a! OQlAz2ya ! FFSOUAYT 9OSNERO?2

@ Y 7
Z #00198546 Vv

{5 Actions | @ Show Me... l LQ Search for Name
Actions Affecting Everybody .
Actions Aﬁ@ Selected People > |
Go to Pending Approvals L
View the Help Screen Y @

[ alim aJim, James ‘
2 [ alim aRalph, Sam
% 2 [ Brody Brody, Scott §
Crowder Crowder, Nancy

3 {StS00 GKS 2LIiA2y 2F Gt NAyd /FNRa F2NJ

& #00198546 V
I 2 Actions | @ Show Me... ] & Search for Name Xl 2010-201
| Actions Affecting Everybody N B O ooty Hoskar ' o
Actions Affecting Selected People » Print Cards for All Members
Go to Pending Approvals Print Bl Cards @
View the Help Screen Print R@r All Members V]
& [ alim alim, Jamesﬁ & & (V]
2 [ aim aRalph, San @ V] V]
Brody Brody, Scott F (V] (V] (-

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

Cancel

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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Please Confirm

You have selected at least one
person whose card has already
been printed. The system will print
the(se) card(s) again. If you don't
wantto printthese cards, press
cancel and remove the checks next
to the records.

Cancel

9) Address the following in this dialog box:

a. Be
b. Ch

sur e -8Bpveecnibfeirc PTA Cardso radio button 1is
eckmark AShow Term Dates On Bl ank Cardso
I. 'You may wish to override the default term date for your unit. To do so:
1. Pl ace a checkmark in the box | abel ed
2. Place acheckmarkinthebox | abel ed fiUse Term Per
3. Enter date in ATerm Starto field
4, Enter date in ATerm Endo 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.

Enter Details x ‘

Meed Help VWith Printing?

Type:

i@ Member-specific PTA Cards

_ Blank Cards with PTA Linit Info Only

Current PTA Membership Period: 7/1/2010 to 6/30/2011

Show Term Dates On Blank Cards I

Ise this period instead
[[]Use Term Period Defined Below

Term Start Term End I
Vertical Offset
10.45 inches

Lower numbers will print the card closer to top of page
Spacing
Include |g | empty spaces at beginning

Cancel
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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 bl ank try <c¢l i c kefrestgbutom your br owser 6s
Enter Details -

Need Help With Printing?

Type:
o Member-specific PTA Cards
Blank Cards with PTA Unit Info Only
Current PTA Membership Period: 7/1/2010 to 6/30/2011

V] Show Term Dates On Blank Cards

Use this period instead
[T]Use Term Period Defined Below
Term Start Term End

Vertical Offset

035 inches
Lower numbers will print the card closer to top of page
Spacing

Include |o K empty spaces at beginning

Cancel

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
recommendationsat the beginning and end of this document
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Creating Different Views or Online Reports

1) Clickon@& 2 dz G KS oVviedzBourég2oN&R a &

‘ MANAGE YOUR / ’ ORGANIZE YOUR TAKE
GROUPS v PEOPLE / AcTiON

* Invite/Enter Somebod

* Manage Their Information
* View Youg People
*Placy Sub-Groups

.‘ ACTIVITIES ‘m My PTA PTAPTA t# EARN
¥
> ) it PTA . ts *Vie g

* Set Up Officers

2) Clickon ="M [ 5 gz i2y 6KSY &2dz F NNAGS |

[N
[N
ey
w»
O-

jJustveLweeineinus ST
# N 7 )
& JBF  National #00198546 v
£3 Actions ‘ ®S{‘°w M!e"' I IQ Search for Name xJ 2010-2011 1
["]  Hous 4 Name & &4 )
2 [ alim aDale, Leif 9 =) 9
L [ alim alane, James § () () (V)
4 [ aim alim, James & (V) )
lz [ alim aRalph, Sam () (V) ()
[F] Brody Brody, Scott @ & =)

7

3) A menu will appear. To create a new view or online reportclickona / NS+ 4GS b S g
selection:

14
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justbetweenfriends”

2 KR -

>

e, JBF  National #00198548 v
I {3 Actions | @ Show Me... ‘ JQ Search for Name
T R ——
] People at this level
o1

Create New View...

Y 4 ] e oo ten—
2 [ alim @ alane, James |
»  [[] alim alim, James

alim aRalph, Sam

4) This dialog box will appear.

Select Who to Show

PTA Membership: | Members and Non-Members v

PTA Paid Status: | paid and Unpaid Members v
PTA Card Printed: | Cards Printed or Not Printed v
Include all subgroups: No v
Include entire family: No -

Only households with family member in:

(7] Save this view as:

Cancel

5) Inour first view (online report) ¢ 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:

for Nz
" Select Who to Show

PTA Membership: Members and Non-MembersgiiNg &8 ‘

PTAPaid Status:  Members Only K]
J PTA Card Printed: Non-Members Only

Include all subgror Members ﬂ"f’ Non-Members

v
X =

Include entire family: No -

Only households with family member in:

[7] Save this view as:

b)/ t A0l 2y GKS RNRLI R28Yy FFTNNRg G2 GKS N =
aSYOoSNAR hyfteéy

Select Who to Show X |
PTA Membership: | Members Only v |
PTA Paid Status: | Paid and Unpaid Member L’Y]J,‘
PTA Card Printed:  paid Members Only ; K;
Include all subgrot Unpaid Members Only
Include entire fami Paid and Unpaid Members
| J
Only households with family member in:
[7] Save this view as:
Cancel w
2 2} 2 (2] 2l
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c) Next click on the drop down arrow to the right of Include all subgroups and select yes:

Select Who to Show

PTA Membership: | Members Only -
PTA Paid Status: | paid Members Only v
PTA Card Printed: | Cards Printed or Not Printed v
Include all subgroups: No v
Include entire family: Yes

No

Only households with family member in:

[7] Save this view as:

Cancel

dbSEG OftAO] 2y G(KS RNBLI R2gYOIHNNE &2 v2 T |63

— Select Who to Show

PTA Membership: | Members Only v

PTA Paid Status: | paid Members Only -

PTA Card Printed: | Cards Printed or Not Printed v

Include all subgroups: Yes v

Include entire family: No v
3 Yes

Only households with family mer No

[7] Save this view as:

Cancel

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.
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Select Who to Show

PTA Membership: | Members Only v
PTA Paid Status: | paid Members Only v
PTA Card Printed: | Cards Printed or Not Printed v
Include all subgroups: Yes -
Include entire family: Vo v

Only households with family member in:

Save this view s ' \iempers who are paid

Cancel sw

f) Click onthe "= 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.

/\Ti& justbetweenfriends™ Sheffler Home  JBF
8 KR 7) w
) JBF ' National #00198546 v

& Actions | @ Show Me... l (& search for Name %| [2010-2011 Membership  ~
7] Household Name & ™ B 8 @&
e B aim aDale, Leif @ o @ o ©
4+ @ aim alane, James § @ o @ O o
s B aim alim, James e o @ o o
2 B aim aRalph, Sam @ o @ o o
» [ Jane Jane, James V] (V] (V] (V] V]
le @O Jim Jim, James @ o @ O o
# [0 Lindsey Lindsey, Joy § U e o @ o o0
4 [ Net Next, Jim @ o @ @ ©
4 [@ Net Next, Lilly @ o @ o ©
s [ Net Next, Sally @ 0 @ @ @
. [ Primary Primary, Aaron @ o @ o o
4 [ Primary Primary, Gabriel @ o @ o e
. [ Primary Primary, Nikita e o @ o o
+ [ Ralph Ralph, Sam @ o @ o o
& [ Sammy Sammy, Sammy o o @ o o
2 [F] Saylors Saylors, Charles (V] (V] (V] (V] &
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g) Your report will be saved and should be the results you see on the screen. To retrieve

. . . 4 Show Me... . .
the view again click on the button and you will see any views you have

al OSR® Ly GKA& Ol adickdni ® Mal&hdmfordatich ontidB L
screen

justbetweenfriends”

@ e 7

s JBF  Mational #00198548

iop Actions | @ Show Me... | |Q Search for Mame

People at this level

-

Ll @ [
Members who are paid .

2 O 1 (/] =]
Create New View... .

e 0 3 Modify Existing Views... = @ 9

[ ahm alim, James (/] []

2 [ alim aRalph, Sam (/] [v]

[ Jane Jang, James [] [/]

e B Jim Jim, James (/] [v]

[F]  Lindsey Lindsey, Joy § 1 [/] []

& [ Next Mext, Jim (] [/]

[ MNext Mext, Lilly (/] []
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Directions Below Hints and Recommendations

Instructions to follow Hints and Recommendations :

1. Always, print a testsheet 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 b2 y S €

Rant P -
—Printer
Name: | EEREREC R - | Properties |
Status: Ready Comments and Forms:
Type:  Dell MFP Laser 3115 PCL6 {Document and Markups -
J
—Print Range —Preview: Composite
@ Al 3 85 3
" Current view =
€ Current page — o
' e F'.age;'. I 1 prp—— Py
Subset: lAII pages in range _d -
™ Reverse pages e o
—Page Handling - s
Copies: | 1 5 [ collate 1 R —— R
Page Scaling: |None _:j — J—
[V Auto-Rotate and Center
[V Choose paper source by PDF page size o R
I Use custom paper size when needed A
< Document: 8.5 x 11.0in
e fie Paper: 8.5 x 11.0in
171 |
'Prhﬁ\ngsllAdvmdl [ o | C’“"

If you do not do this ce 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 shee
again.

5. Attempt to print cards in mulples of ten because you cannot run partial card stock
through printers in most cases.
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