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Downloading a Membership List

The HAA web content management system enables you to download lists of current and former members
of your Harvard Club or Shared Interest Group (SIG) based on parameters that you specify (for example,
you could generate a listing of all individuals who were members from 2005-2010). To download a
customized membership listing for your organization, follow the steps below.

1. Click the main menu button @ and select “Manage Users.”
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The Manage Users page appears (see next page for screen shot). This page enables you to
search for and/or update information associated with specific users of your site.



Figure 1: The Manage Users Page
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In the steps that follow, we discuss how to filter by membership level, but you can also
filter users by specific keywords, zip code, last name, and more. Try selecting various
options from the Users Filter menu to see all the ways you can view and sort

users of your site.

2. Click the “Users Filter” drop-down menu at the upper left and select “Membership Filter.”
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3. From the “Membership Filter’ page that appears, select all the membership levels for which you
would like to download a list of active or former members.
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Check the boxes
next to the
membership levels
associated with
the members you

would like to
include in your list.

4. Use the “Expiration Date” fields to select a time-based range of current and/or previous
members of your organization to include in your list.
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In the example at left, individuals whose
membership was set to expire between the
beginning of 2005 and the end of 2010 would

be included in the list produced by the CMS.

To download a list of only your current members,
select “today” as the starting expiration date.
Note: to include lifetime members in your search,
do not enter any values in the ending expiration
date (bottom) field.




If desired, select the “Auto Renewing” option to include individuals whose membership is set to

automatically renew (i.e., does not have a specified expiration date).

5. Use the “Output Selection” menu at the bottom of the Membership Filter page to choose a report
type for your list—available formats are shown in the below screen shot:
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For the purposes of this guide, we will select “Extended Excel Export” to obtain a membership list
in Microsoft Excel format.

6. Click the “Apply Filter’ button. Your membership list appears in the format you selected in step 5:
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Profile information (including names, ID numbers, email addresses, etc.) is provided for
the members you specified in steps 1-5. You can now print, save, and/or distribute your list
to others as needed.

Questions on this guide? Please post any questions to Support Tracker
and the AlumniMagnet team will respond as soon as possible.



