Appendix A – Bulk update format information

	TEST CLUB (Name)


	You may update all or some of the members in your club by uploading a properly formatted CSV file (exported from either Access or Excel). You do not need to update all of your members, only those needing updating or deleting need be in your csv file.

IMPORTANT: You must provide a csv file in the EXACT format as specified below. If the format is not exact, then the upload will be ignored. 

FIELD ORDER
Your csv MUST contain ALL of these fields and in the following order. 

1. Member Key * 

2. Last Name 

3. First Name 

4. Middle Name 

5. Title 

6. Address 1 

7. Address 2 

8. City 

9. State * 

10. Zip 

11. Country * 

12. Home Phone 

13. Home Fax 

14. Work Phone 

15. Work Fax 

16. Cellular 

17. Sex 

18. Member Category * 

19. Fee Type * 

20. Boot Camp * 

21. Agreement * 

22. Action * 

23. internal ID * 

Upload a file to process 

Top of Form
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Once uploaded, you will be shown your list for confirmation before proceeding.
Bottom of Form

Download your current list in the correct format 

Top of Form
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Excel Formatted

    

Excel files that contain zip codes will have a single quote (') character in front of any zip codes that begin with a zero. This is only to preserve zero based numbers when reading the file into Excel. This quote is not needed for exported files that are uploaded into the system.
Bottom of Form


Field Notes

* Member Key - If this is omitted, the database will try and locate a matching person. If none is found, a match will be attempted on the person's details.

* State - Enter ONLY the state code (initials).

* Country - Enter USA or for other countries it's FULL name (eg. Canada).

* Member Category - Valid Options : Adult, Junior, Youth, Senior, Social, Other, or leave blank.

* Fee Type 

1. AHM : Additional Household member 

2. HHC : Household Head w/Curling News 

3. JR : Junior w/no Curling News 

4. JRC : Junior w/Curling News 

5. OC : Other w/Curling News 

6. ONC : Other w/no Curling News 

7. SC : Social w/Curling News 

8. SNC : Social w/no Curling News 

9. Y : Youth w/no Curling News 

10. YC : Youth w/Curling News 

* Boot Camp - Valid Options : Y, N or leave blank.

* Agreement - Valid Options : Y, N or leave blank.


* ACTION - Leave Blank unless one of the following is entered (must be in CAPS)

1. REMOVE - Will remove this person from your club 

2. NEW - Will Add this person to your club 

If left blank, an update will be assumed, unless no match could be found for the person, where an ADD action will be taken.

* internal ID - This will only be present if you are working from a file exported from the website. This field contains the internal database ID of the person and MUST NOT be modified. If you are importing a file from your own records, this field is not required.
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