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Introduction

The Boulder Writers Alliance (BWA) member database provides a central location for
the storage of all BWA member information. The database holds one record for each
BWA member. Records for both active and inactive members are stored in the database.
Because each member’s e-mail address is different, the e-mail address is used as each
record’s unique key field.

Members access the database via forms on the BWA Web site (www.bwa.org) to join,
renew their membership, or update their stored information. Members access their
records using their e-mail address and a password they define. Whenever a member
creates or updates a record, an automatic e-mail notice is sent to treasurer@bwa.org.

The online BWA member database can be used by anyone to search for a writer based on
specified criteria through the Find a Writer feature on the BWA Web site. For example,
potential employers can search the BWA database for writers with experience in a
specific software application.

BWA officers use the database to perform administrative tasks, such as recording
payment information, recording volunteer information, tracking member status,
generating mailing lists, etc. Officers also perform database maintenance, such as
creating a backup. The database is accessed for administrative tasks from a special login
page on the BWA Web site. An administrative password must be used to access the
database administration features.

The BWA database was designed, specified, and implemented by former BWA
Presidents Sue Anderson and Philip Tobias. Mary Headley was a leading participant on
the needs assessment committee, and was largely responsible for the database’s
integration with the BWA Web site. Mary Headley and Philip Tobias have continued to
provide enhancement ideas and quality assurance testing. The database documentation
was designed, written, edited, and produced by Lynn French and Philip Tobias. Database
application programming was initially contracted through the Komar Consulting Group
and Myke Komarnitsky. The database is now maintained by the developer listed on the
page at http://www.bwa.org/bwa-cgi-bin/admin/backup_database.pl. The application was
built using the freeware MySQL database program and Perl scripting.

This guide describes the procedures for using the member database, in a “task-oriented”
format. Its intended audience is the BWA officers—the Membership Chairperson,
Volunteer Chairperson, Treasurer, and President—who perform administrative tasks. The
guide also includes instructions for using the member-accessible join, renew, and update
forms, as well as the Find a Writer search form.
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Creating and Updating Member
Records

BWA members create new records when they join BWA, using the membership form on
the BWA Web site. Existing members update their records when they renew each year.
They can also update their records whenever they need to modify information, such as
their address, skills, phone number, etc. Renewing and updating are performed using
another online membership form, which is similar to the form used when joining BWA.
Members also use the update membership form to change their password.

Once a member’s dues payment is received and recorded, the BWA Treasurer activates
the member’s record. This can take some time, depending on how payment was made.

If the active member opted to be included in the online directory, their record will then be
available online using the BWA Web site’s Find a Writer search feature. A member can
use this search feature to check whether their payment was recorded and their
membership activated.

If a member’s e-mail address changes, they must first access their BWA database record
using their old e-mail address (because the e-mail address is their uniqgue member record
ID). The record can then be updated with the new e-mail address.

Note: If a member changes their e-mail address, they must update the e-mail
address in the BWA database. To receive e-mails from the BWA e-mail list, they
must also update their e-mail address for the BWA Yahoo!Groups.
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Joining BWA

Join BWA online using the BWA Web site. Provide an existing e-mail address for use as
a member ID. Dues must be received and recorded before a member is activated, at
which time their information is available online using the Web site’s Find a Writer search
feature. Dues can be paid online using a credit card or can be mailed to BWA.

Note: It is a good idea to record the e-mail address and password with which you
join BWA, especially if you use multiple e-mail addresses, because your BWA
member record is stored in the database using your e-mail address as the ID.

To join BWA:
1. Go to the BWA Web site at www.bwa.org.

2. Click the Join/Update Membership link. This displays the Join, Renew, or Update
Your BWA Membership page (www.bwa.org/templates/index.htm).

3. Inthe How To Join BWA section, read the on-screen instructions, including the
BWA Privacy Policy and Notes on Dues. The Privacy Policy explains how the
information you provide is used by BWA.

4. Click the Join Now link, which displays the Membership Form. You must fill in
and submit this form. An asterisk (*) indicates required fields in the form.

5. Enter your contact information, including your name, mailing address, and phone
number. Optionally, enter a fax number, the URL of your Web site, and the name
of the business at your Web site.

Membership Form 4]

Please complete the following information

Fields indicated by an asterisk (™) are required

“Email: |

*Email {confirm): |

"Password |

*Password (confirm): |

*Last Name |

*First Name: [

Middle Name or [nitial |

*Street Address 1 |

Street Address 2: |

*City |

*State: |

“Zip: |
*Phone 1: |
Phone 2 |

Fax: |
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6. Use the Include me in radio buttons to indicate where to display your member
information:

* Member Directory means your information will be included in the printed
directory, which is also available on the BWA Web site in PDF format.

* Online Database means your information will be included in the online
database, which is used for the Web site’s Find a Writer search.

The default is to be listed in both the printed directory and the online database.
You may choose to not be listed in either.

7. Use the Include My HomePage and Business Name in BWA Members on the
Web radio buttons to display a link to your Web site, and optionally your business
name, on the BWA Members on the Web page. The default is No.

8. Enter up to 12 software applications (Word, FrameMaker, Photoshop, etc.) with
which you are familiar. These are listed in the printed directory and used for
search criteria in the Find a Writer search. You must enter at least one.

9. Enter up to 10 operating systems (Windows XP, UNIX, Mac, etc.) with which
you are familiar. These are listed in the printed directory and used in the Find a
Writer search.

10. Describe your professional experience. If you enter more than 13 lines of
information, you will receive an error when you submit the form. This experience
description is included in the printed directory.

11. List any of your clients. If you enter more than 3 lines, you will receive an error
when you submit the form. This information is included in the printed directory.

12. Enter a summary statement that describes what you offer. If you enter more than 4
lines, you will receive an error when you submit the form. This statement is
included in the Find a Writer search results and in the printed directory.

13. Use the drop-down lists to select up to 7 professional specialties, such as Desktop
Publishing or Online Help. These are used in the printed directory (to include you
in the Listing by Services index) and in the Find a Writer search. You must enter
at least one specialty.

14. Select an option from the Current VVolunteer Interests drop-down list. If you want
to volunteer this year, select an area of interest. Otherwise, select None. If you
complete volunteer work in the current year, you will be eligible for a discount
rate when you renew next year.

15. Read the instructions at the bottom of the form regarding membership rates and
payment options. If you are a student, check Student VVolunteering Membership.

16. Click Submit Form. A confirmation e-mail will be sent to you from
membership@bwa.org. This e-mail contains important information about BWA
and BWA resources, such as the e-mail list.

17. If you had errors, such as omitted information, an error page is displayed. Use
your browser’s Back button to make corrections, and then resubmit. Otherwise, a
confirmation page is displayed.
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18. To pay your dues securely online using a credit card, click the PayPal button on
the confirmation page. If you select the PayPal option, you will be redirected to

the PayPal Web site (www.paypal.com). Follow the PayPal on-screen instructions
to make your payment by credit card.

a PayPal - Payment Details - Microsoft Internet Explorer _lo il
J File Edit View Favorites Tools Help |

J {=Back + = - @ . 7 | @Search (3] Favarites aHlstnry ‘ % =N e .

| ngdress [&] T Ko EEEE || @itk ~ @onoR
Payments by . . =
PayPall Boulder Writers Alliance

Payment Details

PayPal is the authorized payment processor for Boulder Writers Alliance . This credit card |
transaction will appear on your bill as "PATPAL*BOULDERWRITE".

Pay To: Boulder Writers alliance

Payment For: &nnual Membership Dues - Mo Volunteering
Currency:
¥ U Dollars H

Amount:

Enter Your Credit Card Information

This payment will be processed by PayPal. Your infarmation will be kept secure and private

First Name: I

. [
|@ ,_E|° Inkernet V.

Note: To join the BWA e-mail list, you must register and subscribe using
Yahoo!Groups. Information about the e-mail list, including instructions for using
Yahoo!Groups, is available at http://www.bwa.org/online.
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Renewing or Updating Member Information

Renew BWA membership online using the BWA Web site. Members can also update
information in their member profile anytime using the Web site. The same membership
update form is used for both procedures. This form is similar to the form for joining
BWA; see “Joining BWA” for more information about the fields.

Renewal must be completed in December for the upcoming year. If you completed BWA
volunteer work in the current year, you are eligible for a volunteer discount renewal rate
for the upcoming year. For example, if you volunteered in 2008, you qualify for the
discount rate when you renew in December 2008 for 2009 membership. You can pay
your renewal dues online with a credit card via PayPal, or pay by mail.

If you have forgotten your password, it can be automatically e-mailed back to you. See
“Recovering Forgotten Passwords.”

To renew your BWA membership:
1. Go to the BWA Web site at www.bwa.org.

2. Click the Join/Update Membership link. This displays the Join, Renew, or Update
Your BWA Membership page (www.bwa.org/templates/index.htm).

In the How To Renew Membership section, read the on-screen instructions.
4. Click the Renew Now link, which displays the member login page.

Enter your e-mail address and password, then click Log in. This displays the
membership form with your existing information.

6. Update the existing information as necessary.

7. Select an option from the Current VVolunteer Interests drop-down list. If you do
not wish to volunteer in the upcoming year, select None-Paying $50.00.

8. If you completed volunteer work in the current (just ending) year, select the
appropriate category from the Completed Volunteer Interests drop-down list. Also
describe the volunteer task in the text box, including the name of a BWA contact
person to verify your volunteer work. You must complete both of these entries to
qualify for the volunteer membership discount for the upcoming year. If you did
not volunteer in the current year, select None-Paying $50.00.

19. Read the instructions at the bottom of the form regarding membership rates and
payment options. If you are a student, check Student VVolunteering Membership.

9. Click Submit Form. A confirmation e-mail will be sent to you from
membership@bwa.org.

10. A confirmation page is displayed. To securely pay your renewal dues online using
a credit card, click the PayPal button on this page. This takes you to the PayPal
Web site (www.paypal.com). Follow the PayPal on-screen instructions to make
your payment by credit card (the amount due is calculated for you).
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To update your BWA membership:

1.

N oo o A~ w

Go to the BWA Web site at www.bwa.org.

Click the Join/Update Membership link. This displays the Join, Renew, or Update
Your BWA Membership page (www.bwa.org/templates/index.htm).

In the How To Update Information section, read the on-screen instructions.
Click the Update Now link, which displays the member login page.

Enter your e-mail address and password.

Click Log in. This displays the membership form with your existing information.

Edit fields as needed. Pay attention to the required fields, which are marked with
an asterisk, and the field data limits such as the maximum number of lines. See
“Joining BWA” for more information about the fields.

Click Submit Form. A confirmation e-mail will be sent to you from
membership@bwa.org.

If you had errors, such as too many lines in a text field, an error page is displayed.
Use your browser’s Back button to make corrections, and then resubmit.
Otherwise, a confirmation page is displayed. Unless you are renewing, ignore the
information about payment options.

Thank you. Your information was successfully updated.

If you are a new or renewing member, and would like to pay online using a credit card, click the link
for PayPal. Otherwise, you are done.

izl -3 =

BBBB

Qluestions? Please contact techsupport@biwa.org.
Last update: 10 November 02
Boulder Writers Alliance

1995-2003 - Standard disclaimers apply. " ’
PO Box 18347 Application built by Komar Consulting Group

Boulder, Colorado, USA 80308-1342 Ll

|@ ’_’_ ‘ Inkernet i

Note: If members change their e-mail address, they must update the e-mail
address in the BWA database. To receive e-mails from the BWA e-mail list, they
must also update the e-mail address for the BWA Yahoo!Groups.

BWA Member Database User Guide Page 9 of 34



Recovering Forgotten Passwords

Use the password recovery feature if you have lost or forgotten your BWA password.
The password can be automatically e-mailed to you.

To recover a forgotten password:

1.
2.

Go to the BWA Web site at www.bwa.org.

Click the Join/Update Membership link. This displays the Join, Renew, or Update
Your BWA Membership page (www.bwa.org/templates/index.htm).

In the How To Update Information section, click the Update Now link. This
displays the member login form.

Click the Forgot your password? link. This displays the Forgot Your Password?
page.

Enter your e-mail address.
Click the Send Login button.
Check your e-mail account for an e-mail containing your password.

Note: If the e-mail address entered does not match that stored in the BWA
member database, the e-mail will contain a blank password. This is because the
system could not locate a valid member record matching that e-mail address.
Redo the steps above, making sure to use the correct e-mail address you used to
register with BWA.
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Finding Writers

Search BWA'’s online membership database for a writer (or other communications
professional, such as a graphic artist) based on the criteria you specify.

Note: Only active members who have elected to be included in the online
database are included in the search results.

To use the Find a Writer search:
1. Go to the BWA Web site at www.bwa.org.

2. Click the Find a Writer link. This displays the Find a Writer in BWA page.

3. Specify your desired search criteria. If you do not enter search criteria, entries for
all active BWA members will be displayed. The more complete your criteria, the
fewer records are displayed. The possible search criteria are:

» Specialty—as selected using the drop-down list, such as Online Help,
Software Manuals, Translation, etc.

» Application Software, such as Word, FrameMaker, RoboHelp, etc.
* Operating System, such as Windows, UNIX, Mac, etc.

* Last Name

+ City

4. Click Find. A list of active members who match your criteria will be displayed, in
alphabetical order by last name. Each entry includes the member’s name, contact
information, and a brief summary statement (if one was entered in the database).

5. Click a member’s View Details link to open a new browser window with detailed
information about the member.

Search Results for BWA Database. Boulder Writ... =E

http / fwwew bia.oradbva-egi-hin /query pl

"
A e
25 k . Post A E-Mail
Joini st . -Mal
o | gl r | 50T | Resources | Articles | EjMe

TOW . —
@‘ Find a Writer in BWA Results: S o)

Query Results

Your search query returned 1 results, shown below in alphabetical order.

Philip Tobias - philtobias@aolcom - 303-447-2503

Polish e or in print. Cut support costs with clear technical writing, or boost sales with hard-hitting marketing communications.
Call m ting, graphics, photos, and Web sites. Visit hitp:/www. philiptobias_com to see how I can help you. View Details
Search Again
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Linking Your Web Site

The BWA Members on the Web page (http://www.bwa.org/motw/) lets active members
provide a link from the BWA site to their sites. This can increase members’ site traffic
and search engine visibility. Each member can list their name and, optionally, their
business name. Clicking a member name takes you to the linked site.

To link your Web site:

1.
2.

Go to the BWA Web site at www.bwa.org.

Click the Join/Update Membership link. This displays the Join, Renew, or Update
Your BWA Membership page (www.bwa.org/templates/index.htm).

Follow the instructions to join BWA or update information.
On the membership form, specify the following:
» HomePage URL. This is the full URL to your Web page.

» My Business Name. This is the optional name of a business, which
displays adjacent to your link.

Enable the option to Include My HomePage and Business Name in BWA
Members on the Web.

With all required fields complete, click Submit Form.

Visit the BWA Members on the Web page and verify that the link works and the
information displays correctly.

Note: If you are a new member, your link and information only displays after your
membership gets activated.

3 Wohsites af B¥6A Members. Baulder Writers Alliance, louldesMenver, Calorado. - B 5.5 ficrasatt tnternat Expl... [= 15][5]

C
ek DD A Dsewh Gareots Py | BH-SE-FL B
o

Below are nks 1o some Boukder Writ web skes, isted icaly by member last name, This

Page i avtomatically generated from information ingut by individual members, and 8w iz not responsible for link
acnuracy rear for the contart of b edernal Web stes.

Blakemorn, Erin M,
Baviman, Marc - Scribbie & Count

Braun, Rita - Braun & Compary

Cole, Monbque M

Dunckin, David

Frick, Glizabeth G - Tha Text Doctar

Gallagher, Linda G. - TechCom Flus

Headley, Mary - Information Engingering Compary.
Holtsnider, Bill - Word Flow Writing Services
Kemp, Al - impact Technical Publications

Knlaras, Db - Copywrker & Small Dusiness Cosch

] Bttt
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Administering the Database

BWA officers use the database to perform administrative tasks, such as recording
payment information, recording volunteer information, tracking member status, etc.

You must log in using a special username and password to access the Database
Administration page, which provides links for the various administrative operations.
You can also view this document online using the link to view help.

Only BWA officers who use the database for administrative purposes are provided with
the current administrative login username and password. Contact the BWA Database
Administrator if you need database access.

'6 06 How to Join the Boulder Writers Alliance =

-~ tﬂ jl‘ (N L—_Q]' @ hup:/ jwww.bwa.org/dt v [ ;,T |Gl Google Q

EZE B

Database Administration

Editing Member Information
® Edit a Member Record

’
|
|
|
|
|
|
|
|
|
!
|
|
|
|
|
|
|
|

Membership Reports {
= Display Membership Summary List |
= Display Complete Membership Information (takes a few moments) |
= Display Current Database Statistics {
= Display Active Members |
= Display Inactive Members {
= Display the Volunteer Report {

|
|
|
|
|
|
i

= Treasurer's Report - | Select sort field (optional) »| Go

= Mailing List Report - | Select a sort field (optional) j All Members j Co
= E-Mail List Report - | All Members j Co

Administer the Database
= Back up the database

= Export the database
= Reset fields for new year
= View help (PDF file)

Home | Join/Update | FAQ | Find a Writer | Calendar | Post a Job Lead
Resources | Articles | E-maill List | Member Web Sites | Meeting Notes | Contacts

[T [=a Done (]

Note: When you have completed your database administration tasks, you must
completely close the browser session to terminate the login. Otherwise, the login
remains active and anyone can access the BWA database from your browser.
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Logging Into the Database

To perform database administration tasks, you must first log into the database with the
appropriate administrative username and password.

To log into the database:

1.
2.

Go to the BWA Web site at www.bwa.org.

Click the Contacts (or Contact BWA Officers) link, which displays the Contact
BWA Officers and Committee Members page.

In the Membership section, click the Login link (“Login to database
administration functions”). You can bookmark this link for future use.

When the login dialog box displays, enter the username and password.
Click OK. The Database Administration page is displayed. You may now update
member records, generate reports, and perform administrative tasks.

Enter Network Password _?Iil

@ Please type vour user name and pas sword

Site: . Dwa.org

Realm DBA

UserMame |

Password I

™ Save this password invour password list

oK | Cancel

Note: When you have completed your database administration tasks, you must
completely close the browser session to terminate the login. Otherwise, the login
remains active and anyone can access the BWA database from your browser.
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Editing a Member Record

Although members can maintain their information online, BWA may need to edit a

member record for a variety of reasons. For example, a member may opt-out of mailings
(or their address is no longer valid). The two most common reasons for editing, updating
status (activating members and recording payments) and updating volunteer information,

are covered in separate topics in this guide.

To edit a member record:
1. Log into the database.

2.

On the Database Administration page, click Edit a Member Record. This displays

a selection page.

Select the name of the member whose record you wish to edit from the
alphabetical drop-down list.

Click Go. This displays the Edit a Member Record form.

Edit fields as necessary. The bottom section of this form contains the same fields
as the membership form members use to join BWA or update their information.
See “Joining BWA” for more information about the fields.

Click Submit Form. A confirmation page is displayed that lists each data field of

the member record and its current value.

To edit additional records, use your browser’s Back button to return to the

selection page, then repeat steps 3-7.

email,
password,
active,
date user,

paid_date,

paid check,
dnr.e_hun,
notes,
firstname,
middlename,
lastname,
addressl,
addre=aZ,
city,
state,

zip,
phonel,
phoneZ,
fax,
homepage,
dicectory,
softwarel,
softwareZ,
softwared,

paid through,

paid amount,

Thank you. The member's information was successfully updated. =l

'aa bwa test record@yahoo.c
Taabwatest®,

r,

10395672987,

TZoozT,

T12/10/027,

507,

12347,

10397368957,

Do not delete this test re
"Alan",

e

:
Tpardvark’.
TPOB 1°,

e

.
Bogus city',
coT,

Te0303°,
730355512347,

g,
"Microsoft®,
"Framemaker”,

"Robohelp’, Jﬂ
3

P trterret

Note: There are two Submit Form buttons, one in the upper portion of the editing
form (in the section used for recording payment and volunteer information), and
one at the bottom of the form. You can use whichever button is most convenient.
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Activating Members and Recording Payments

Once a member’s payment is received, the member must be activated and the complete
payment information recorded. The BWA Treasurer does this using the top portion of the
Edit a Member Record form. Only active members show in the Find a Writer search
results and in certain reports.

To activate members or record payments:
1. Log into the database.

2. On the Database Administration page, click Edit a Member Record. This displays
a selection page.

3. Select the name of the member whose record you wish to edit from the
alphabetical drop-down list.

4. Click Go. This displays the Edit a Member Record form.

Edit the payment fields (Date Paid, Amount Paid, Check Number) as necessary.
To ensure that reports sort properly, always enter information in a consistent
format. For example, do not mix date formats such as 3/18/08 and 03-18-2008.

6. Use the drop-down list to select the year through which this member is paid.

7. Set the Active Member radio buttons to Yes for a currently paid member, or to No
if the member is not currently paid.

8. If necessary, use the Notes field to enter any private comments about the member.
These notes can only be seen by an administrator.

9. Click Submit Form. A confirmation page is displayed that lists each data field of
the member record and its current value (see “Editing a Member Record”).

Edit a Member Record

Delete this user. Enter the administrative password to confirm. Delete

Fields indicated by an asterisk (*) are required.

Date Paid: Ilzi 10/07 Current Volunteering:
Date User Modified: Amount Paid: § [None =
Fri Mar 14 09:45:00 2008 50.00 Current Volunteering Done: Yes ¢ No @
Paid Through: | 2008 =/ Check Number: IM— Completed Volunteering:
Active Member: Yes *  No ¢ Notes: INone - Paying $50.00 =
Date BWA Modified: raﬂ Expo attendee. Description:

Past Volunteering Done: Yes ¢ No =

No E-Mail (Bad Address or Opt-Out):
bwamember@aol.com Yes ' No &

User Password: II:JwalZJ Mo Mail (Bad Address or Opt-Out):

ves © Mo

User Email: |

Submit Form Clear Form |

Note: There are two Submit Form buttons, one in the upper portion of the editing
form (in the section used for recording payment and volunteer information), and
one at the bottom of the form. You can use whichever button is most convenient.
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Updating Volunteer Information

When a member has successfully completed volunteer work, their BWA record must be
updated to reflect this. This is used to determine qualification for the volunteer discount
for membership renewal, and shows in the Volunteer Report. The Volunteer Chairperson
updates this information using the top portion of the Edit a Member Record form.

To update volunteer information:

1.
2.

Log into the database.

On the Database Administration page, click Edit a Member Record. This displays
a selection page.

Select the name of the member whose record you wish to edit from the
alphabetical drop-down list.

Click Go. This displays the Edit a Member Record form.
Edit the volunteer settings as necessary:

» The Current Volunteering drop-down list should be set to reflect the
volunteer activity completed in the current year.

» The Current Volunteering Done radio buttons should be set to Yes if the
member has completed volunteering in the current year.

» The Completed Volunteering drop-down list and Description field are set
by the member when renewing. These fields are for review by the BWA
Volunteer Chairperson and Treasurer, but are normally not edited.

» The Past Volunteering Done radio button setting is for BWA review, and
is normally not edited. This is automatically set when the database is reset
for the new year (see “Resetting the Database for the New Year”).

If necessary, use the Notes field to enter any private comments about the member.
These notes can only be seen by an administrator.

Click Submit Form. A confirmation page is displayed that lists each data field of
the member record and its current value (see “Editing a Member Record”).

Fields indicated by an asterisk (*) are required.

Date Paid: lmmmy— " Current Volunteering:

Date User Modified: Amount Paid: $ None j
Fri Mar 14 09:45:00 2008 50.00 Current Volunteering Done: Yes ¢~ No
Paid Through: | 2008 ~| Check Number: lmi " Completed Volunteering:
Active Member: Yes *  No ¢ Notes: None - Paying $50.00 =
Date BWA Modified: fas Expo attendee. Description:

~ Past Volunteering Done: Yes £ No
User Email: TSI R T ro
bwamember@acl.com Yes ( ;“0 “ . -
User Password: [bwal23 No Mail {Bad Address or Opt-Out):

Yes ' No ©

Submit Form Clear Form

Note: There are two Submit Form buttons, one in the upper portion of the editing
form (in the section used for recording payment and volunteer information), and
one at the bottom of the form. You can use whichever button is most convenient.
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Removing Members From Mailings

Member information is kept permanently in the database. That makes it easy for inactive
members to rejoin in the future. It also makes it easy for BWA to contact active or
inactive members with news of possible interest, such as news about upcoming events.
You can however remove members from mailings. This is useful if a member wants to
opt-out of contacts, or if their contact information is no longer valid.

To remove members from mailings:
1. Log into the database.

2. On the Database Administration page, click Edit a Member Record. This displays
a selection page.

3. Select the name of the member whose record you wish to edit from the
alphabetical drop-down list.

4. Click Go. This displays the Edit a Member Record form.

In the No E-Mail (Bad Address or Opt-Out) area, click Yes to remove the
member from future e-mailings.

6. Inthe No Mail (Bad Address or Opt-Out) area, click Yes to remove the member
from future postal mailings.

7. If necessary, use the Notes field to enter any private comments about the member.
These notes can only be seen by an administrator.

8. Click Submit Form. A confirmation page is displayed that lists each data field of
the member record and its current value (see “Editing a Member Record”).

Edit a Member Record

Delete this user. Enter the administrative password to confirm. I Delete I

Fields indicated by an asterisk (*} are reguired.

Date Paid: [12/10/07 Current Volunteering:
Date User Modified: Amount Paid: § | None =
Fri Mar 14 09:45:00 2008 IS0.00 Current Volunteering Done: Yes ¢ No
Paid Through: I 2008 | Check Number: IM— Completed Volunteering:
Active Member: Yes *  No ¢ Notes: | None - Paying §50.00 =
Date BWA Modified: Was Expo attendee. Description:
o S S~ W=

DserEmaly No E-Mail (Bad Address or Opt-Out):

bwamember@aol.com Yes © No

User Password: [bwal23 No Mail (Bad Address or Opt-Out):

ves © Ne =

Submit Form Clear Form I
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Deleting a Member Record

If a member record must be completely deleted from the database, an administrator can
do so using a special “superuser” password. Inactive member records are normally left in
the database, for use in mailing lists and so forth. However, junk records can be deleted.

To delete a member record:
1. Log into the database.

2. On the Database Administration page, click Edit a Member Record. This displays
a selection page.

3. Select the name of the member whose record you wish to delete from the
alphabetical drop-down list.

4. Click Go. This displays the Edit a Member Record form.
Enter the “superuser” administrative password in the Delete field.
6. Click Delete. A confirmation page is displayed.

Edit a Member Record
Delete this user. Enter the administrative password to confirm. I Delete |

Fields indicated by an asterisk (*} are required.

Date Paid: I]_gjl 10/07 Current Volunteering:
Date User Modified: Amount Paid: $ | None |
Fri Mar 14 09:45:00 2008 IS0.0D Current Volunteering Done: Yes ¢ No @
Paid Through: | 2008 ~| Check Number: |345 Completed Volunteering:
Active Member: Yes *  No Notes: I None - Paying $50.00 |
Date BWA Modified: Was Expo attendee. Description:

Past Volunteering Done: Yes ¢ No =

MNo E-Mail (Bad Address or Opt-Out):
bwamember@aol.com Yas 1 No ©°

User Password: |bwal23 No Mail (Bad Address or Opt-Out):

Yes ¥ No "

User Email:

Submit Form Clear Form |

Note: Use the delete feature with caution, because this permanently removes the
member record from the database. Only a few BWA officers are provided with the
*““superuser”” password.
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Backing Up the Database

The database must be backed up periodically for security. This feature backs the database
contents up to a text file from which the database records can be regenerated if necessary.

You may also use this feature to view the database as a text file, without saving the file.
This database “dump” includes comments describing the database, the MySQL
definitions of the table structure (data record fields), and a single text line for each
member record. The dummy record below illustrates the format of the entry for a member
record (the single text line is shown wrapped in the example below):

#

# Dumping data for table "members-

#

INSERT INTO members VALUES

("aa_bwa_test record@yahoo.com®, "aabwatest®,"1",1039807630, "2002","12/1
0/02","50","1234",1039736895, "Do not delete this test record until OKed
by , or a note here.","Alan","","Aardvark®,"POB 1"," ", "Bogus
City","C0","80303","3035551234","","","",2, "Microsoft", "FrameMaker", "Ro
bohelp®,=","","","","","","",""," ", "1 am a software technical writer
with 10 years experience. | create manuals for online or print
publication. 1 design and develop online help systems using standard
tools (such as RoboHelp) or customized HTML and JavaScript.

This is a test record created for documenting the database. Ignore. Do
not delete.","My current clients are Software Tech Corp., Sonny Games,
and Page One Software®,"This is a test record created for documenting
the

database. ", "Windows®, "UNIX®, == == *= == == == == =x =p3e sge =s =s «s =
-,--,-17-,-0-,-0-,0,--);

To back up the database:
1. Log into the database.

2. On the Database Administration page, click the Backup the database link. This
displays a new page that includes detailed instructions for both backing up and
restoring the database.

3. Follow the on-screen instructions for backing up the database. For example, click
the link to display the database in your browser as a text file. Then save that file to
your hard drive.
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Exporting the Database

The database may be exported for later import into other applications, such as
spreadsheets where you can sort or edit the information for special purposes. The export
feature creates a text file that contains a single pipe-delimited member record per line.
Pipe characters (|) separate the fields in the record. The fields for each record appear in
the order in which they are defined in the MySQL table.

The dummy record below illustrates the format of the text entry for a record (the single
text line is shown wrapped in the example below):

aa_bwa_test_record@yahoo.com|aabwatest]|0]Tue Dec 10 13:04:05
2002]111Iwed Dec 31 17:00:00 1969]|Alan] |Aardvark]POB 1] |Bogus
City]C0|80303]3035551234 |1 12|Microsoft]|1I1111111]! am a software
technical writer with 10 years experience. | create manuals for online
or print publication. I design and develop online help systems using
standard tools (such as RoboHelp) or customized HTML and JavaScript.
This is a test record created for documenting the database. Ignore.|My
current clients are Software Tech Corp., Sonny Games, and Page One
Software|This is a test record created for documenting the

database. [Windows| [ITLLETTIZ3TTTTITI27111011

To export the database:
1. Log into the database.

2. On the Database Administration page, Click the Export the database link. This
displays a new page that includes instructions for exporting the database.

3. Follow the on-screen instructions. For example, click the link to display the
database in your browser as a text file. Then save that file to your hard drive.
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Resetting the Database for the New Year

At the beginning of each new year, the database must be “reset.” This simultaneously
changes various field settings for all members, sparing administrators from having to edit
hundreds of individual records at the beginning of each year. The Database Administrator
generally performs the reset operation. When performed, the following changes occur:

The Current Volunteering Done radio button setting is transferred to the Past
Volunteering Done radio button setting for everyone in the database.

The Current Volunteering Done radio button is reset to No for everyone in the
database.

The Active Member radio button is reset to No for all members whose Paid
Through year is older than the current (new) year.

An automated membership renewal reminder e-mail is sent to all members whose
Active Member radio button was reset to No, and who have not opted-out of
receiving e-mails from BWA.

Each member’s Date BWA Modified field is updated with the date this reset
operation was performed.

Note: The database should be backed up before performing this operation,
because it changes all member records. The Volunteer Chairperson and
Treasurer should run and save any reports they need before the backup is done.

To reset the database for the new year:

1.

Make sure the VVolunteer Chairperson and Treasurer have run and saved any
reports they need. The report information can be copied and pasted into a text file
or spreadsheet for later use.

Log into the database.

On the Database Administration page, click the Reset fields for new year link. An
instruction page is displayed.

Follow the on-screen instructions carefully, such as doing a backup of the
database before you reset the database (see “Backing Up the Database”).

Verify that the text of the automatic e-mails is still correct, by clicking the link to
view the text. The text can be edited if necessary. A BWA Web site administrator
can edit and replace the message text file as described on-screen.

Enter the “superuser” administrative password.
Click Run the Program.

Note: Only a few BWA officers are provided with the “superuser’ password.
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Reporting on Membership

You can quickly generate a variety of membership reports from the BWA database.
These reports are:

Membership Summary List
Complete Membership Information
Current Database Statistics

Active Members

Inactive Members

Volunteer Report

Treasurer's Report

Mailing List Report

E-Mail List Report

Once you run a report, you can copy and paste the report information to save it for later.
For example, you can paste the report information into a spreadsheet. Once you’ve done
that, you can sort and manipulate the report information in many ways.

You must log in to the database (see “Logging Into the Database™) to create reports.
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Displaying the Membership Summary List

The Membership Summary List is a list of all members (active and inactive) that includes

only their e-mail address, password, first name, and last name. This list is sorted
alphabetically by last name.

To display the membership summary list:
1. Log into the database.

2. On the Database Administration page, click Display Membership Summary List.
A table containing one row for each member is displayed.

'a How to Join the Boulder Writers Alliance - Microsoft Internet Explorer

— o] x|
J File Edit “iew Favorites Tools Help ﬁ
J GBack ~ = - @) ) | iQisearch (S Favarites £ #History | BE-S = - LR
Jngdress I@ http: s, biwa , orgfbwa-cgi-bingadmingview _surmmary.pl Egﬂ,‘%iﬂ'&“. w ({@HON/OFF
Membership Summary List
| Email | Password | First | Last Name
|aa_bwa_test_record@yahoo.com |aabwatest |Alan |Aardvark J
r- . — e . . T - = I . .
|@ Done |_|_|e Internet Y
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Displaying Complete Membership Information

The Complete Membership Information is a sequential display of all member records
(active and inactive) that includes most of the data fields in the database records. A few
fields, such as the password and volunteer data administrative fields, are not included.
The display includes the internal field name followed by the current value for each field.

This list is sorted in reverse chronological order, so the record most recently updated by a
member displays first. This sorting is helpful when a BWA officer is using the report to
see if any records have been updated since they last used the data. For example, the BWA
Directory Chairperson can see which member records have been updated since the data
was last used for the BWA member directory.

To display the complete membership information:
1. Log into the database.

2. On the Database Administration page, click Display Complete Membership
Information. It may take a few moments for the report to display completely.
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Displaying Current Database Statistics

The current database statistics summarize the membership by active status and volunteer
status. The summary counts include the total number of:

* Active members
* Inactive members
* Members who have completed volunteering

* Members who have signed up for volunteering but have not yet fulfilled this
obligation

To display the current database statistics:
1. Log into the database.

2. On the Database Administration page, click Display Current Database Statistics.

BWA Member Database Forms. Boulder Writers Al... =7

: 25 http 1w b s org Abw a—egi-bin admindcount pl E g :
Wiites | Catendar | B3t Resource Mai ’ Contacts
g
BWA Member Database Forms: FEET— |

Current Database Statistics

ship Status ing Done ing Not Done
\Active Members 116 3 113
Inactive Members 120 v] 120

Home | JoinfUpdate | FAQ | Find a Writer | Calendar | Post a Job Lead
Resources | Articles | E-mail List | Member Web Sites | Meeting Notes | Contacts

Comments? Please contact techsupport @ bwa.org
Last update: 3 April 2003
B s Sy Application bullt by Kemar Consulting Group
© 19%5-2003 - Standard disclaimers apply.

P.O. Box 18342
Boulder, Colorado, USA 80308-1342

RS

J Internet zone
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Displaying Active Members

You can quickly display a list of all active members. The list includes each member’s
e-mail address, first and last name, complete address information, and telephone number.
Active members are those whose membership dues are current.

This list makes a convenient contact list of all active members. For example, BWA
officers can use the list to contact current members.

To display active members:
1. Log into the database.

2. On the Database Administration page, click Display Active Members. A table
containing one row for each active member is displayed.

3 How to Join the Boulder Writers Alliance - Microsoft Internet Explorer - |O Iil
J File Edit ‘View Favaorites Tools  Help |
| ek « = - (@0 A| Doearch [GaFavortes (Bristory | - S 5 - 27
| Address [&] http: {fwwn buia. orgjbwa-cqi-binjadminactive_yes.pl | “ @ Egrrhhink e ~ @onior |
[ ¥ Frmn: N ﬂ
APE sl
h clirg N
a2 Y | NS
Home Weiter alendar | FOFA | | Resources | Articles
Active Members
\ Email | First | LastName  Address1 |Address2  City [State Zip | Telephone
\aa_bwa_test_record@yahoo.com Alan \Mardvark  POB 1 Bogus City |CO 80303 3035551234
I T - . == T T r LI
|€| ’7‘ |i Internet v
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Displaying Inactive Members

You can quickly display a list of all inactive members. The list includes each member’s
e-mail address, first and last name, complete address information, and telephone number.
Many inactive members are former BWA members who failed to renew. However, some
inactive members are people who completed the online membership form, but never paid
the membership dues.

This list makes a convenient contact list of all inactive members. For example, the BWA
Membership Chairperson can use this list to follow-up with inactive members. One way

to do this is to copy and paste the report information into a spreadsheet, which can then
be sorted and formatted as desired.

To display inactive members:
1. Log into the database.

2. On the Database Administration page, click Display Inactive Members. A table
containing one row for each inactive member in the database is displayed.

icrosoft Internet Explorer

Ele Edt vew

Yiew Favorites Tools telp
GaBack + = - (D (2] A Qoearch GHFavorites (BHstoy | By S = - 2

Address [@] hep:frwm bua orafbwa-cai binjadminfactive_na.pl
LD H .
n ﬁ
» L. 3
alendar | JFoRtA fResources | Artictes | Ebta -

Inactive Members

|| @ Bttt v @oniow |

@ Contacts

(24

ac
Hy

o

ome

Email

First

Last Name

Address 1

aa_bwa_test_record@yahoo.com

Alan

Aardvark

POB 1

Address 2

City

State

Zip

Telephone

Bogus City

co

80303 |3035551234

o

| mremer 4
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Displaying the Volunteer Report

You can display a list of all active members to see who signed up for volunteering. The
list includes each member’s last and first name, city, phone number, and e-mail address.
This is followed by numerical codes indicating each member’s volunteer interests,
whether or not their volunteer work has been completed, and their areas of professional
specialty. The codes are helpful when the BWA Volunteer Chairperson needs to find a
volunteer for a specific task and wants to identify a member who:

* Isinterested in the area in which a volunteer is needed (the Database Committee,
for example)

» Has not completed their volunteering yet (if the Done field shows 0, volunteering
has not been completed; a 1 in this field indicates completed volunteering)

» Has the skill set (professional specialties) needed to do the task at hand

El
Volunteer Report =
Last Name First City Phone Email el Done? Specialties
Interests
Aardvarlk Alan Bogus City 3035551234 |aa_bwa_test record@yahoo.com 17 0 23 |6— =

To display the volunteer report:
1. Log into the database.

2. On the Database Administration page, click Display Volunteer Report. A table
containing one row for each volunteer member in the database is displayed. At the
end of this table are sections (illustrated below) that define the numerical codes
for professional specialties and volunteer interests.

| Professional Specialties Index <]
0 |Academic/Scientific
|T|Adver’[ising: Commercials, Copy P
|27|Ar‘ticle5: Feature, Journalism, Tourism/Travel -
« | >
& [ [ e p
Volunteer Index N

|

[0 [None
|1 [BwA Officer

2 |Database Committee
3 Help with a Meeting

«

|@ ’_ ’_la Internet

N

BWA Member Database User Guide Page 29 of 34



Running the Treasurer’s Report

You can display a summary listing of the most recent payments from each active
member. This report lists necessary Treasurer’s information, such as each member’s last
and first name, phone number, email address, date paid, amount paid, and check (or
transaction) number. You can sort the report in a variety of ways.

= Treasurer's Report -ESeIecl sort field (optional) j Go |

Select sort field (optional)
= Mailing List Report - First Name IAII Members j Co I
o Last Name
= E-Mail List Report = | ppone Number

. Email Address
Administer the Dz Date Paid
= Back up the databi Check Number

n Export the database

To run the Treasurer’s Report:
1. Log into the database.

2. On the Database Administration page, use the Treasurer’s Report drop-down list
to specify how to sort the report. You may sort by one of the following:

» First Name
e Last Name
* Phone Number
» Email Address

» Date Paid (for proper sorting, always enter the dates in a consistent format,
such as 3/18/08)

» Check Number (for proper sorting, always specify PayPal in a consistent
format, such as after the PayPal transaction number)

3. Click Go. The report is displayed in a table with one row per member, sorted
based on your sort field criteria.

"a How to Join the Boulder Writers Alliance - Microsoft Internet Explorer — |0 il
J File Edit Wew Favorites Tools Help ﬁ
J EBack ~ = - @D 7t | @hsearch [GFavorites 4 4History | E\-S -3 m
| Address [&] hitpjunaw bwa org/bwa-cgrbinfadmin treasurer_reportpl = |J @ Eorrttink e v @ON/OR
Treasurer's Report j'
. i Date Amount Check
‘ Last Name First ‘ Phone ‘ Email ‘ Paid Paid Number
\Bardvark  |alan 3035551234 |aa_bwa_test_record@yahoo.com [12r1002 [50 [1234
[ I e oo I I I I hd
4 | _’I_I
‘@ ’_’_|‘ Internet 4
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Running the Mailing List Report

You can generate a mailing list from the database. You can then use the list with a mail
merge or labeling program. This report lists each selected member’s name and address as:
first name, last name, first address line, second address line, city, state, and Zip Code.

This feature creates a text file that contains a single pipe-delimited member entry per line.
Pipe characters (|) separate the fields in the record. The dummy record below illustrates
the format (the single text line is shown wrapped in the example below):

First Name]Last Name|Address Line 1]Address Line 2|City]|State|Zip
Alan|Aardvark]POB 1] |Bogus City]]CO|80303

To run the Mailing List Report:

1.
2.

Log into the database.

On the Database Administration page, use the Mailing List Report drop-down list
to select the sorting field for the list. You may sort by either:

* Zip Code
e Last Name

Use the second drop-down list to select which members to include in the mailing
list. You may generate a list of:

* All Members
» Active Members Only
* Inactive Members Only

Click Go. This displays a new page that includes instructions for viewing and
saving the report.

Follow the on-screen instructions. For example, click the link to display the report
in your browser as a text file. Then save that file to your hard drive.

= Mailing List Report - | Zip j : All Members j Co
j Go All Members
- Active Members Only
Inactive Members Only

= E-Mail List Report - | All Members

Administer the Database
= Back up the database

» Export the database

= Reset fields for new year

Note: This report omits members who have their No Mail (Bad Address or Opt-
Out) radio button set to Yes. After a mailing, update this setting for any other
members who now have bad addresses. For more information, see ““Removing
Members From Mailings.”
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Running the E-Mail List Report

You can generate an e-mail list from the database. You can then use the list to send a
mass e-mail. For example, copy and paste the list into an e-mail program’s BCC field.

This feature creates a text file that contains a list of e-mail addresses separated by
commas, as illustrated in the dummy excerpt below:

awriter@hotmail.com, bfast@gmail.com, cando@msn.com, dannio@aol.com

To run the E-Mail List Report:
1. Log into the database.

2. On the Database Administration page, use the drop-down list to select which
members to include in the e-mail list. You may generate a list of:

* All Members
» Active Members Only
* Inactive Members Only

3. Click Go. This displays a new page that includes instructions for viewing and
saving the report.

4. Follow the on-screen instructions. For example, click the link to display the report
in your browser as a text file. Then save that file to your hard drive.

= E-Mail List Report - | All Members ‘| Co
All Members

Administer the D Active Members Only
» Back up the datat [nactive Members Only

= Export the database
= Reset fields for new year
= View help (PDF file)

Note: This report omits members who have their No E-Mail (Bad Address or Opt-
Out) radio button set to Yes. After an e-mailing, update this setting for any other
members who now have bad addresses. For more information, see ““Removing
Members From Mailings.”
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Appendix A: Database Fields

This appendix describes all fields in the member database, listed in the order in which
they are defined in the database table. The database was created using the freeware
MySQL program and Perl scripting.

Field Name Internal Name Field Size & Type Notes
E-mail email 40, Alphanumeric Required & unique (key) field
Password password 40, Alphanumeric Required field
Active Member? active Y/N, Radio buttons If Yes, member shows in
search and some reports
Date User Modified date_user 12, Integer (UNIX System timestamp for date of

date)

last user changes to record

Paid Through paid_through Drop-down list Year user is paid through

Date Paid paid_date 25, Alphanumeric Date payment was recorded

Amount Paid paid_amount 12, Alphanumeric Amount paid

Check Number paid_check 12, Alphanumeric Check or PayPal number

Date BWA Modified date_bwa 12, Integer (UNIX System timestamp for date of
date) last BWA changes to record

Notes notes Text area Administrators’ comments

(members cannot see)

First Name firstname 40, Alphanumeric Required field

Middle Name/Initial middlename 40, Alphanumeric -

Last Name lastname 40, Alphanumeric Required field

Street Address 1 addressl 40, Alphanumeric Required field

Street Address 2 address2 40, Alphanumeric -

City city 40, Alphanumeric Required field

State state 2, Alphabetical Required field

Zip Code zip 5, Alphanumeric Required field

Phone 1 phonel 40, Alphanumeric Required field

Phone 2 phone2 40, Alphanumeric -

Fax fax 40, Alphanumeric -

HomePage URL homepage 80, Alphanumeric Homepage link

Include in Directory? directory 3, Radio buttons Opt-in or out of online or print

directory; default is in both
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Field Name

Internal Name

Field Size & Type

Notes

Software (1-12)

softwarel (etc.)

20, Alphanumeric

Find a Writer search criteria;
shows in print directory

Experience

experience

Text area

Checks for maximum 13 lines
of 78 characters; shows in
print directory

Clients

clients

Text area

Checks for maximum 3 lines
of 78 characters; shows in
print directory

Summary Statement

addinfo

Text area

Checks for maximum 4 lines
of 78 characters; shows in
print directory and in online
search results

Operating System (1—
10)

0s1 (etc.)

20, Alphanumeric

Find a Writer search criteria;
shows in print directory

Specialty (1-7)

indexentryl (etc.)

Drop-down list

Professional specialty; Find a
Writer search criteria; shows in
print directory

Current Volunteering

volunteerint

Drop-down list

List of volunteer choices

Current VVolunteering
Done?

volunteer_done

Y/N, Radio buttons

BWA sets to Yes if
volunteering is done; resets
automatically at new year

Completed
Volunteering

volunteerprevint

Drop-down list

List of past volunteer choices;
required for renewal discount

Past Volunteering
Done?

volunteerprev_done

Y/N, Radio buttons

Resets automatically at new
year to show previous year’s
Current Volunteering Done?

Description Completed
Volunteering

volunteerprev_notes

Text area

Description of completed
volunteering; required for
renewal discount

No E-Mail (Bad no_email Y/N, Radio buttons If Yes, member gets omitted

Address or Opt-Out) from any E-Mail List Report;
default is No

No Mail (Bad Address | no_mail Y/N, Radio buttons If Yes, member gets omitted

or Opt-Out)

from any Mailing List Report;
default is No

My Business Name

business_name

Text area

Name of member’s business

Include in BWA
Members on the Web

list_homepage

Y/N, Radio buttons

If Yes, homepage link and
optional business name display
on separate Web page
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