COMMITTEE LISTS

It is the responsibility of the incoming Recorder to assign each coworker of the chapter to
one of the nine Chapter Development Committees (Membership/Retention, Publicity,
Youth Involvement, Mooseheart/Moosehaven, Community Service, Educational
Advancement, Family Involvement, Moose Charities, and Health Awareness). This
procedure is being provided to assist in assigning coworkers to these committees using
LCL.net. It should be noted that the Senior Regent is assigned to all committees.

Since it may not be known if another user of LCL.net may have used the Categories and
Activities capabilities in LCL.net to assign coworkers of the chapter to committees, it is
recommended that the existing committees be deleted. By deleting the existing
committees all coworkers who may be assigned to these committees will no longer have
that activity assigned to their record.

To delete the existing COMMITTEES log into LCL.net, the FRU Information screen
should be displayed. Scroll down the page to the Categories and Activities section of
the screen. There is a category entitled COMMITTEES. Click on COMMITTEES to
see the Activities that are assigned to the Category COMMITTEES. Remove any
COMMITTEES that are listed with the name of a Chapter Development Committee (i.e.,
Publicity, Membership/Retention, etc. (see all listed above)) by selecting the Activity and
clicking the Remove button. By removing the committee any coworkers who are
assigned to that committee will no longer have that Activity assigned. Next add each
Chapter Development Committee to the Activities list by clicking the Add button. This
will cause the Add Activity screen to appear.
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Enter the Chapter Development Committee name into the Activity field and click Save.
Complete this step for each Chapter Development Committee until you have each
committee established.

Next Print an Active Roster by selecting the Go To item at the top of the LCL.net screen,
select Reports and Labels, slide over and down to Member. This will cause the
Member Reports/Labels screen to appear.
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Select the radio button next to Active Roster. The report will default with a Sort of
Name.
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05/19/2009 - 1:32:18PM WOMEN OF THE MOOSE Page 1 of 1

CHAPTER JEFFERSON NO. 9999
MEMBER ACTIVE ROSTER

Member ID Member Name Dues Expire
012368475 Anita Bryant 12/31/2009
009121812 Elizabeth Burton 10/31/2009

() Member ID

@ Name 009244672 Joanna Carson 10/31/2009
005708604 Cianne Comber 09/30/2010
013492337 Diane Conner 09/30/2010
013763022 Pam Dillon 09/30/2010
005621460 Susan Emmerson 09/30/2010
002261157 Mancy Gage 12/31/2009
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Print the report so that you can assign each individual coworker to one of the eight
Chapter Development Committees. It should be noted that there is no standard for
assigning coworkers to committees so if your chapter has a particular methodology it can
be applied using this process.

NOTE: If you wish to import the data into Microsoft (MS) Excel so that you can sort
and assign the committees using MS Excel the following procedures can be used. Click
the icon in the upper left hand corner of the Report window.
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This will cause the Export Report window to appear.
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Determine the location of where you would like to save the exported data by changing
the Save in: to the desired location. Next enter the File name: that you would like to
give the file. Finally select the Save as type: as Microsoft Excel Data Only (*.xls) and
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Save
click the Save button ~ ~____, % to save the file to the desired location. The following
message should be displayed verifying that the export has been completed.

\lr) Export completed.

Close out of the Member Reports/Labels window and minimize the LCL.net. Find the
file that you saved in the location that you specified. Double click on the file to open it in
MS Excel, continue with sorting and assigning each coworker to committees. This
procedure can be used for other reports found under the Reports and Labels section of
LCL.net. For instance you could create an active member report and export all fields in
that report using the same method. Or the Export feature of LCL.net could also be used
to select which particular fields you desire to download. Instructions can be found on the
CNMA website, under the LCL NET selection on the left hand side of the screen and
scrolling down to select the procedure entitled EXPORT TO EXCEL.

After each coworker has been assigned to a committee you will need to assign each
coworker to a committee using LCL.net. Double click on the desired coworker to display
her record.

. Chapter Member

FRU Number | 9999 | FRU Name [ JEFFERSON | Chapter Night

MemberID |12568475 | MemberName | Anita Bryant

Member Information || Payments Family Activities

Click on the Activities tab at the top of the member record. This will cause the
Categories and Activities screen to appear.
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g Chapter Member

FRU Number FRU Name [JEFFERSON | chapter Night | |
Member ID Member Name | Anita Bryant |

Member Information || Payments || Family ” Activities l

Activities Add Activity

Activity ~

Category

CLUBS BACKGAMMON —
COMMITTEES BINGO
MISCELLANEOUS BRIDGE
MUSIC CRIBBAGE
SPORTS EUCHRE
GIN RUMMY w

Family Member Selection

Selected Activities for Family Member

Category Activity

(W Member Anita Bryant

To add an activity to a member click the COMMITTEES item under the Category
section of the screen, then click on the appropriate committee for that coworker and click
the Add Activity to assign that activity to that coworker’s record.

£ Chapter Member

FRU Number FRU Name [JEFFERSON | chapter Night | |
Member ID Member Name | Anita Bryant |
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|8 COMMITTEES SPORTS
MISCELLANEOUS (8 MEMBERSHIF/RETENTION B
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Category

|8 COMMITTEES

Activity
MEMBERSHIP/RETENTION

' Member Anita Bryant

Then click the Close button to close the member’s record. You will need to do this for
each individual coworker.
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After assigning all coworkers to their respective committee you will be able to run
committee lists and labels. To do this, go to the top of the LCL.net screen and select Go
To, slide down to Reports and Labels, and then slide over and down to Activities.

# LCL.net Training Edition v2.0 Workspace
File Me@:M Help MMMS  Restore Student Data
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The Activity Reports/Labels screen will appear.
£ Activity Reports/Labels
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Category
| COMMITTEES v
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COMMUNITY SERVICE
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| Create Report |
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To create a report for a particular committee you must select it in the Selection area of
the screen by clicking on the drop down under Category, choosing COMMITTEES and
then selecting the specific committee using the drop down under Activity. The following
example is provided:

1 Activity Reports/Labels

© Reports REnDIE I
@ Labels HESE T 4y W R
@ Activity [ Main Report |

(O Activity Totals

Sa=uon 05/19/2009 - 1:06:00PM WOMEN OF THE MOOSE Page 1 of 1
CHAPTER JEFFERSON NO. 9999
Activity ACTIVITY REPORT
Category: COMMITTEES Activity: MEMBERSHIP/RETENTION
Z - Namel/Address
Eeiuge [T00sRads 012568475 Relationship: Member
[] Member |:| = |:| Anita Bryant Age: 79
Oseose [ |-[] 943 INDEPENDENCE CIRCLE Gender: Female
MC HENRY IL 60050-7109 Home Phone:
Oowe  []-[]
Gender
Total Reported: 1

[ male [1 Female

Create Report ‘

To create labels the same process is followed except the Labels radio button is selected
in the top of the Activity Reports/Labels screen.

f Activity Reports/Labels

@ Reports
© Labels P I -2 <~ T T T S -

(&) Activity Main Report
() Activity Totals

Category

943 INDEPENDENCECIRCLE
Activity MC HENRY,IL 60050-7109

Relationship  Age Range

()Zip Code

Label Selection

() Laser - Avery 5260
() One Up - Avery 4013
() Badges - Avery 5335

Create Report

Labels are created with 3 across and 10 down and may print differently depending on the
printer. The standard labels used by LCL.net are Avery 5260 or equivalent.
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It should be noted that as new members are enrolled into your chapter you will need to
assign them to a committee based on the committee that their sponsor is assigned to. You
cannot assign them to a committee until their member record shows as Active and they
have an assigned Dues Expiration Date. In other words as long as they appear under the
Members tab with a Status of Applicant and their Dues Expiration Date shows as
Newly Enrolled you will not be allowed to update their record.
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