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LOGIN TO M3

Step 1: Go to www.pta.org/M3 and click on M3 Access.

Login tips:

a. Chrome does not support M3. For best results, use Mozilla Firefox or
Internet Explorer.

b. Always access the M3 site by going to www.pta.org/M3 and clicking on the
M3 Access link. Please do not try to log in from any other link or from the
history of your browser. Logging in with the link listed at www.pta.org/M3
will ensure that you are accessing the most current information in the database
for your state PTA.

Step 2: Enter your e-mail address and click the green “Check” button. Please see the screen
print below for reference.

THE NEW 2013-2014 NATIONAL PTA MEMBERSHIP CARD PTA Members ONLY i

Activate Your Membership Card Now ? Gt exclusive
and Sign Up for Staples Discounts! discounts and

savings.

National

PTA

everychild. onevoice.

About PTA ¥ Programs ¥ Advocacy ¥ For Parents ¥ For Members

PTA Profile

Please provide your email address. If your email already exists
in our system you can proceed with logging in to access your PTA Profile.
If your email is not currently in our system you vill be prompted

E-mail Address *

Check

m



http://www.pta.org/M3
http://www.pta.org/M3
http://www.pta.org/M3

Step 3: Verify that the "Log In" screen below appears.

THE NEW 2013-2014 NATIONAL PTA MEMBERSHIP CARD PTA Members ONLY

Activate Your Membership Card Now ? Getexclusive
and Sign Up for Staples Discounts! discounts and

savings.

National

PTA

everychild.onevoice? About PTA ¥ Programs % Advocacy ¥ For Parents + For Members

Log In to Your PTA Profile

*Username:
kingram@pta.org

*Password:

Login
| forgot my password. Click here to reset.

*Your username is your E-mail address

Please enter your user name and password, and click “Login”. Your e-mail address will
automatically appear. If your username for M3 access is different from your e-mail
address, please change the username here and enter your password. Once your state
PTA homepage appears, you have successfully logged in. If you are unable to login,
please proceed to Steps 4-7.

THE NEW 2013-2014 NATIONAL PTA MEMBERSHIP CARD PTA Members ONLY |«
Get exclusive

Activate Your Membership Card Now ? PTA Member
and Sign Up for Staples Discounts! discounts and

savings.
Poror o Eremmmes @@ 0 0 P Eommmes 0 8 0 0B Eemes 101 0 KR

National

About PTA ¥ Programs ¥ Advocacy ¥ For Parents ¥ For Members

everychild.onevoice.”

Log In to Your PTA Profile

*Username:
kingram@pta.org

*password:

Login
| forgat my password. Click here to reset.

*Your username is your E-mail address

Step 4: If you forgot your password? Please click the “Click here to reset.” option shown on
the login screen above. The password request option below will appear and ask you to enter

3
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your e-mail address in order to receive an e-mail to reset your password. Enter your e-mail
address NPTA has on file for you, and click “Send Reset Password”.

Flea=ze enter the e-mail address for your account and vou will receive
password reset instructions wvia e-mail.

E-mail Address *

Send Reset Password m

Step 5: When the confirmation screen below appears, click “Ok”. You will receive an e-
mail with instructions to reset your password shortly.

Step 6: Check your e-mail account for the reset password link, click the link in the e-mail,
and follow the instructions provided to reset your password.

*Note: The e-mail will come from passwordreset@sso.com (please make sure you add this
e-mail address to your contact list to ensure delivery of notifications to your inbox, instead
of delivery to your spam/junk e-mail folder). If you have not received a timely email
requesting your new password, please check your spam/junk folder for the link. You may
also email NPTA at membership@pta.org with your full name, state PTA title, and your
PTA profile email address.

Step 7: When the screen below appears, enter your new password, confirm the password,
and click “Set New Password”. Once the system confirms your password, you have
successfully logged into M3. Please make a note of your new password for future use.

Flease enter your new password and confirm it below.

New Password *

Confirm Password *

Set New Password m


mailto:passwordreset@sso.com
mailto:membership@pta.org

Update State Contact Information

Step 1: Click on “Update State Profile” listed on the taskbar to the left of you homepage.

Update State Profile
M3 State

Add Local Unit

Add Member to Local Unit

Show 100 w entries Filter Local Unit:
Upload Counts for Local unit
Local Unit | Local Unit Local Unit Local Unit Local Unit Zip Status Email
IRS Report For State > HName: Address City Code
Email Local Unit Presidents 03052861 Rajat Test i919 Vienna 22182-3964 ACTIVE
Local Unit Gallows Rd
02073797 Personify 2251 Falls Church | 22043-2811 ACTIVE | kuber@pta.org
Local Test Bimmit Dr
Unit
03088568 Additional 1250 N Pitt | Alexandria 22314-5604 ACTIVE | mmenken@mail.com
Test Local St
Unit
Local Unit Local Unit Local Unit Local Unit Local Unit Zip Status Email
ID Name Address City Code
Showing 1 to 2 of 2 entries  Previous Next |y

Step 2: Click the “Edit” button next to “State Contact Information”.

Return to Main Menu State Membership Summary
State Contact information
M3 State Total Reported Member Count: 243
1250 M Pitt St Member Count for current month: 212
Alexandria, VA 22314-5604 Pending Dues payment: 5477
YTD Dues: 5771

Phone: (703)518-1200

Email: test@test123.com

State Role Information

Name Role Emai

Rajat Giri President Elect bugsgiri@amail.com Edit Role




Step 3: Click the “Edit” option under the address box to change/update info. Click the
“Disable” option under the address box to disable the address shown in the box. Do not
disable the primary address box unless there is a secondary address box listed. If you
decide to disable the primary address box, please remember to mark the secondary
address as the primary address box.

Back to Profile Page
Primary

M3 State =]
1250 M Fitt 5t -
Alexandria, VA 22314-5604 -
United States =

W Add anew address

Icon Legend:
@ Address is a ship-to address

=, Addressis a bill-to address
&3 Address is published in the member directory

Address is confidential

Note: The “Icon Legend” serves as a key to identify profile address types.



Step 4: Make all changes and click save. (You can also disable a secondary address here by
clicking disable. Again, if this is your only profile address, please do not disable it.

* Fields in red are required
Edit Address

Attention

Job Title

Label Name M3 State
Country Code United States A
Address Line 1 1250 N Pitt St
Address Line 2
Address Line 3
City Alexandria
State Virginia hd
Zip Code 22314-5604
Address Details: Primary Address
Bill Address
Ship Address

Cancel < Disable ,

Step 5: Once you click save, the screen will return to the “Edit State Profile” page below.
To make changes to other addresses listed, please repeat steps 1 through 4.

Step 6: To add a new address- Click & Add a new address that appears just above the
Icon Legend. To update the phone, fax, or e-mail, please proceed to step 7.



http://tewb0801/PTEST_DNN/M3/StateProfile/EditStateProfile/tabid/304/ctl/M3ADDADDRESS/MODE/ADD/USECOMPANYLOOKUP/False/SHOWGROUPONEMESSAGE/N/CMCID/00050081/RecordType/T/Default.aspx

Back to Profile Page

Primary

M3 State

1250 N Pitt S5t

Alexandria, WA 22314-5604
United States

il @

Edit Dizable

lcon Legend:

i3 Addressis a ship-to address

"5, Addressis a bill-to address

£ Address is published inthe member directory

44 Address is confidential

My Communication Methods = Add new communication method

Primary Email: test@test123.com &8 Eat X Delete
Primary Phone: (703)518-1200 (] Edit X Delete

Step 7: To edit an e-mail address, click the “Edit” button next to the e-mail address you
want to update. To delete an e-mail addresss, click the “Delete” button next to the e-mail

address you want to delete.

My Communication Methods @ Add new communication method

Primary Email: test@test123.com ()
Primary Phone: (703)518-1200 @ dit X D ]

Icon Legend:

&Primary

L4 Contact record is published in the member directory
Do NotCall

Click “edit” to make
changes to the e-mail or
phone contact
information, or click
“delete” to remove the
information that is no
longer valid.




Update State Roles

Step 1: Click on “Update State Profile” listed on the taskbar to the left.

Update State Profile
M3 State
Add Local Unr

Add Member to Local Unit

Show 100 + entries Filter Lacal Unit:
Upload Counts for Local unit
Local Unit . | Local Unit Local Unit Local Unit Local Unit Zip Status | Email
IRS Report For State D Name Address City Code
Email Local Unit Presidents 03052861 | Rajat Test | 1919 vienna 22182-3964 ACTIVE
Local Unit Gallows Rd
03072797 | Personify 2251 Falls Church | 22043-2811 ACTIVE | kuber@pta.org
Local Test Pimmit Dr
Unit
03088568 | Additional 1250 N Pitt | Alexandria | 22314-5604 ACTIVE | mmenken@mail.com
Test Local St
Unit
Local Unit | Local Unit Local Unit Local Unit Local Unit Zip Status | Email
pis] Hame Address City Code
Showing 1 to 3 of 3 entries o Previous Next |

Step 2: To make changes to the State Role Information, click the “Edit Role” button next to
the individual you want to update.

Return to Main Menu State Membership Summary
State Contact information m
M3 State Total Reported Member Count: 43
1250 N Pitt 5t Member Count for current month: 212
Alexandria, VA 22314-5604 Pending Dues payment: 5477
¥YTD Dues: 5771

Phone: (703)518-1200

Email: test@test123.com

State Role Information

Add Role

Role Ermail

Name
Rajat Giri President Elect bugsgiri@amail.com Edit Role




State Role Information

Add Role

Mame Role Email

Rajat Giri President Elect bugsgiri@gmail.cn

Step 4: Verify that the Edit State Role Info page shown below appears. Using the drop box
choices, select the position, sub position, participation status, or the voting status. Click
“save”. If you would like to make additional profile updates, repeat this step.

My Account 0, Logout

Return to Main Menu Role Information
Member Name: Kwana Ingram
Position: Staff -
Sub Position: Membership -
Participation Status: Active =
Voting Status: Voting Member -
=3

*Note: Verify the State Role Information you updated is displayed correctly before clicking
“save”.

State Role Information

Mame Role Ermail
Rajat Giri President Elect bugsgiri@gmail.com Edit Role

Step 5: To add individuals to “State Role Information™ click the “Add Role” button.
Step 6: To reduce duplicate profiles, you must search to ensure the individual you are

adding does not have a profile in the database. Conduct a search by first and last, the e-mail
address, or by city of the individual you are adding. Click “search”.

10



Search Customer

Search Customer

First Name smith Last Name west
Email
Before adding a -
local unit, you must
first assign a local i L I o tome
. . Customer ID Name “ | city State Email —
unlt PrESIdent' 02702179 Smith West | APO AE smithwest@pta.org K Select )
‘Customer ID Hame City State Email
Showing 1 to 1 of 1 entries 4 Pfevious HNext |

If you don't find your Customer in the list please click here

e Ifthe customer you are adding is found, click the “select” button to the right of his
or her information. If the customer is not found, proceed to step 8.

Return to Main Menu

Role Information

Member Name: Kwana Ingram

Position: Staff -

Sub Position: Membership -
Participation Status: Active -

Voting Status: Voting Member -

3

Step 7: You can update the position, sub position, participation status, voting status, and

click “save”.

11



Search Customer

Return to Main Menu Search Customer

Last Name

First Name  ogire Doe
Email
City
Show 10 = entries Filter Customars:

Customer | Name . | City State | Email

)

No matching records found

Customer | Mame | City State | Email

)
Showing O to 0 of O entries (filtered from 1 total entries) o Previous MNext |

If you don't find your Customer in the list please click here

Step 8: If the customer you are adding is not found, you are required to enter their
information in the “Add Customer” screen below and click “Add customer for Role” at the
bottom of the screen.

Add Customer

Return to Main Menu Personal Identification Details

Prefix — Select— hd
First Mame

Middle Mame

LastMame

Suffix —-Select— -

Mick Mame

Address Type: ) Primary =) Secondary Address
Country Code United States h

Address Line 1

Address Line 2

Address Line 3

City
State — Select State — -
Zip Code
Fhone
(1) (Ext)

(Area) (Mumber)
Internet Communication

Email

* Fields marked in red are required

Add Customer for Role Cancel

12



ADD LOCAL UNIT
Step 1: On the left taskbar, click Add Local Unit.

My Account s Logout
-

Update State Profile

M3 State

Add Member to Local Unit

Show 100 « entries Filter Local Unit:
Upload Counts for Local unit
Local Unit . | Local Unit Local Unit Local Unit Local Unit Zip | Status | Email
IRS Report For State D Hame Address City Code
Email Local Unit Presidents 02699962 | Test New 408 W 11th | Austin 78701-2113 | ACTIVE
Local Unit Street
02700327 | Rajat Test | 5414 Columbia | 23208 ACTIVE
PTA Gallows Rd
02700970 John Test 1919 Columbia 25208 ACTIVE | hkwampler@gmail.com
PTA Gallows Rd
02701057 | Cotestptal | 648 Wheat 80033 ACTIVE | COTesti@pta.org
Elmgrove Ridge
Rd
027011738 Tacting DTL i Main d I0724 LOCTIVE i t ro Edit

Step 2: Once the Search Customer screen below appears, enter information into one or
more of these fields to search for the President of the local unit you are adding. You can
search by first and last, just the e-mail address, or by city. Once all search information is
entered, click the Search button.

Search Customer

Search Customer

smith west
Before adding a Frma
local unit, you must o
first assign a local
Show 10 = entries
unit President. [ Name 4| cty State Email —
02702179 Smith West | APO AE smithweast@pta.org k)
Customer ID Hame City State Email
Showing 1 to 1 of 1 entries 4 revipu: MNext »

If you don't find your Customer in the list please click here

e |f the President for the local unit you are adding is found, click the Select button to
the right of his or her information. You will automatically advance to Step 5.

m




Return to Main Menu . . ) . . . .
Before adding a local unit, you must first assign a local unit President.. Search for Local Unit

President
First Name ingram Last Name Kwana
Email
City
Show 10 w entries Filter Customers:
Customer ID ‘ Name = ‘ City ‘ State ‘ Email ‘
No Customers Found
Customer IDY ‘ Name ‘ City ‘ State ‘ Email
Showing 0 to 0 of O entries g Previcus Next |

If you are unable to locate the local unit President, pleas

o

o |f the President for the local unit you are adding is not found, click here.

New Local Unit President

Personal [dentification Details
Prefix — Select— -

First Mame

Middle Name

Last Mame

Suffix —Belect— -
Mick Name

Address Type: ) Primary = Secondary Address

Country Code United States hd
Address Line 1
Address Line 2
Address Line 3

City

State — Select State — hd
Zip Code

Fhone

(1) (Ext)

Step 3: The New Local Unit President screen will appear. Enter personal contact
information for the new President. It is very important that the personal information for the
local unit President is added. This information is used to mail local leader resources directly
to the President when the school is closed. This address should not be a school address. All
fields marked in red are required fields:

14



Required fields

e first name

e last name

e address type (should be marked as primary)
e address line 1

o City

e state

e zip code

e e-mail address.

*Qther fields are optional.

Internet Communication

Email

PTATitle President

* Fields marked in red are required

Create President Cancel

Step 4: Once the President’s information is entered, click Create President.

15



My Account “_s Logout
T

New Local Unit

Return to Main Menu
Personal Identification Details

Return to Local Unit PTA Local Unit Mame
Address Type. @ Primary =) Secandary Address
Country Code United States hd

Address Line 1
Address Line 2
Address Line 3

city

State — Select State — A
Zip Code

Phone

n (Ext)

(Area)  (Number)

* Fields marked in red are required

Create Local Unit Cancel

Step 5: Verify that the New Local Unit screen above appears. Enter the information for the
new local unit. All fields marked in red are required fields:

Required fields

¢ |ocal unit name
e address type (should be marked as primary)
e address line 1

o City
e state
e zip code

*Qther fields are optional.

(1) (Ext)
(Area) (Mumber)

* Fields marked in red are required

Create Local Unit Cancel

Step 6: Once you have entered all the required local unit information, click Create Local
Unit.

16



Step 7: Your screen will automatically return to your homepage once the local unit has
been successfully created.

Update State Profile
M3 State
Add Local Unit

Add Member to Local Unit Show 100 < entries

Upload Counts for Local unit
Local Unit . | Local Unit Local Unit Local Unit | Local Unit Zip
IRS Report For State D Hame Address City Code
Email Local Unit Presidents 02699962 | Test New 408 W 11th | Austin 78701-2113 | ACTIVE N Edit
Lecal Unit Street
02700927 | Rajat Test | 5414 Columbia | 29208 ACTIVE
BTA Gallows Rd
02700970 | John Test 1919 Columbia | 29208 ACTIVE | hkwampler@gmail.fom
BTA Gallows Rd
02701057 | Cotestptal | 648 Wheat 80033 ACTIVE | COTesti@pta.org
Elmgrove Ridge
Rd
02701138 Tactina DTA i Main A IN024 LACTIVE i t: o , Edit

I

Step 8: Enter the name of the new local unit you just created in the Filter Local Unit box to
filter the list of local units to get the local unit ID# for the new local unit.

Update State Profile

M3 State
Add Local Unit
Add Member to Local Unit
ember to Local Uni Show 100 + entries Filter Local Unit:
Upload Counts for Local unit
Local Unit . | Local Unit Local Unit Local Unit Local Unit Zip Status | Email
IRS Report For State b Hame Address City Code
—
Email Local Unit Presidents 02899952 )estNew 408 W 1ith | Austin 78701-2113 | ACTIVE
Local Unit Strest

Step 9: Verify that your new local unit appears in the local unit listing. Please note the new
local unit ID# for your records.

Update 5tate Profile
M3 State
Add Local Unit

Add Member to Local Unit Show 100 < entries @umt, 5
—

Upload Counts for Local unit ~ —

= Local Unit . | Local Unit Local Unit Local Unit Local Unit Zip | Status | EATST—

IRS Report For State D Hame Address City Code

Email Local Unit Presidents 02599962 | Test New 408 W 11th | Austin 78701-2113 | ACTIVE
Local Unit Strest

Step 10: Remove the name of the local unit from the Filter local unit box to return to the
full list of local units.

17



Upload Member to Local Unit
Step 1: On the left taskbar, click “Add Members to Local Unit”.

My Account ™y Logout

Update State Profile

M3 State
Add Local Unit
Add Member to Local Unit
Show 100 = entries Filter Local Unit:
Upload Counts for Local unit
Local Unit . | Local Unit Local Unit Local Unit | local Unit Zip | Status | Email
IRS Report For State pis) Hame Address City Code
Email Local Unit Presidents 02699962 | Test New 408 W 11th | Austin 78701-2113 | ACTIVE
Local Unit Street
02700927 | Rajat Test | 5414 Columbia | 29208 ACTIVE
PTA Gallows Rd
02700970 | John Test 1919 Columbia | 29208 ACTIVE | hkwampler@gmail.com
FTA Gallows Rd
02701057 | Cotestptai | 648 Wheat 80033 ACTIVE | COTesti@pta.org
Elmgrove | Ridge
Rd
nmzass Tectina oTa | 199 ma 4 2noa True "

Step 2: Enter the member(s) information into the Member Upload Template (template can
be found at www.pta.org/M3). The required fields for this template are:

e |ocal unit ID#

e first name of the member or officer

¢ last name of the member or officer

e e-mail address to contact the member or officer

e position (i.e. member, President, President-Elect) *Use dropdown list to choose the
position.

See sample template below.

BE9--|= Production Member Upload Template [Read-Only] - Microsoft Excel [ o] D ez
Home Insert Page Layout Formulas Data Review View Acrobat & e o @B 2
=] g o T A ==E - S - TIEEL R &
Bl o - Calibri 11 A A == ® = Wrap Text Text El Eﬂ _L:d = o - 7 3&
Paste X B 7 U~ S~ M-A- === &5 [@MergeaCenter| $ - % 3 | %8 ;9 Conditional Format Cell  Insert Delete Format Sort & Find &
- < Format Painter = = - i Merge & Center ° O =0 rmatting + as Table - Styles = - - - (2 Clear ~ Filter~ Select =
Clipboard . Font ] Alignment . Mumber ] Styles Cells Editing
AS - I v
A B z D E F G|H|I J K L M N o P Q R S T u \i w X &
1 LOCAL_UNIT NAME_|FIRST_MAME MIDDLE_LAST_NAME NAME ADC ADLADLCI STATZIP HOMHOME WORK WORK FAX_AR FAX_NUN EMAIL POSITION BEGIN_DATE EMD_DATE
2 3052861 Rajshree43 Malhotra Rajshree132@pta.org BOM
3 3073797 Rush432 Giri rushgiril34@pta.org CHR
4 'EDBBSSB Dil321 Pet dilpet1221@pta.org MBR

)
A

Step 3: Save the completed Member Upload Template.

Step 4: Go to M3, click the browse button to locate the completed Member_Upload
Template you saved in Step 3. Then click upload. (See illustrations below before
proceeding).

18


http://www.pta.org/M3

Return to Main Menu

Return to Local Unit

Member Upload for Local Unit(s)

Please follow the
directions here to

upload the

Directions:

. Click on browse to select the file to be uploaded.
. Click on upload to upload the file.
. Click on validate to validate the records. If Members record in red they are error and preventing import, please correctthese

records in file and upload the file again. (Repeat steps ato c).

. Once all records are validated please click on import

template.

Click browse to
locate your saved
Member_ Upload
file.

Members Information: " ofile selected.

Show 10 =« entries Filter Uploaded Local Unit Member:
Local Unit | Mame ‘Mdreis ‘Ph-e,fFax ‘E-ﬂ ‘Poﬂln- ‘Me-ﬁerld ‘Ile_lislge ‘
No Uploaded Local Unit Member Found
Showing 0 to 0 of O entries o Previous Next |
In process:
Show 10 =« entries Filter In Process Local Unit Member:
Local Unit | Mame ‘Mdreis Phone/ Fax ‘E-ﬂ ‘Poﬂln- ‘Me-ﬁerld ‘Ile_lislge ‘

No In Process Local Unit Member Found

*Note: The name of your file should appear beside the browse button.

Directions:

a. Click on browse to selectthe file to be uploaded.

b. Click on upload to upload the file.

C. Click on validate to validate the records. If Members record in red they are error and preventing import, please correct fhése
records in file and upload the file again. (Repeat steps ato c).

d. Once all records are validated please click on import

After verifying
the correct file
has been
selected, then
click upload.

Members Information: [ Browse_._n Member_Upload Template (Manual Copy}.xl

Show 10

+ entries

Filter Uploaded Local Unit Member:

Local Unit | Mame

Phone/Fax Email Paosition Member Id

No Uploaded Local Unit Member Found

19




Step 5: Once the member information appears here, click Validate.
Directions: \ \

a. Click on browse to selectthe file to be ufloaded.
b. Click on upload to upload the file.
c. Click on validate to validate the records. If Members record in red they are error and predenting import, please correctthese

records in file and upload the file again. (Repeat steps ato c).
d. Once all records are validated please click dn import

Mo file selected.

Members Information:

Show 10 = entries Filter Uploaded Local Unit MembBer:

Local Unit | Mame Address Phone Fax Email Position l*lmrld Message
02700970 Tommy | 1245 North | Home: tommy@aol.com Member
Smith Pitt Street Work: 9/23/2013-9
Alexandria | Fax: fzz/z014
VA 22314
02701057 Tiffany 1200 North | Home: Tiffany@yahoo.com | Member
Carter Pitt Street Work: 9/23/2013-9
Alexandria | Fax: fzz/z014
VA 22314
Local Unit Hame Address PhoneFax Email il ber Id
gHo\mng Tio Zore entmes |\F| Tered from O fots en!n;‘] 4 m:uz Next

In process:

Show 10 = entries Filter In Process Local Unit Member:

Step 6: Change the Show __ entries drop box to 100 if you have more than 100 entries and
click the “next” button 10 review all pages of entries. Verify that there are no errors with the
upload. All errors be listed in red with an “x” mark and brief message of errors found.

Members Infgrmation:

No file selected.

Show 10'/7 entries Filter Uploaded Local Unit Membe\\
Ln:ﬂlﬂy/‘ Hame Address Pﬁn-efé\ Email Position kb M |
d w
02701057 Tiffany 1z00 Home: TR{z2ny@yahoo.com Member In‘.% w
Carter Morth Pitt Worke: S/23/2013-9 Local-
Streat Fax: f22/2014 0OZF01057
Alexandria i Imwalid
WA Z2EE14 STATE,
walid
state - VA
02700570 Tommy 1245 Home: tommy@=ol.com mber Inwalid g
Smith Morth Pitt Work: SF2R2013-9 Local-
Street Fax: f22/2014 02700970
Alexandriz 1 Imvalid
VA 22314 STATE,
walid
state - VA
Local Unit Mare Address Phonef Fax Email Position 1
Id

Showing 1 to 2 of 2 entries (filkerad from 0 total entries)

In process:

Show 10 - =ntries Filter In Process Local Unit Member:

Local Unit

MHame | Address Phone/ Fax | Email ‘ Position Member Id ‘ Message |

20



*Possible errors with instructions of how to verify and correct them are provided below.

e Invalid local ##HHHHHHH:

o Return to your Member Upload Template to verify the correct local unit ID#
was entered. If the incorrect local unit ID# was entered, correct the ID#, save it
to your computer, and repeat steps 5, 6, and 7.

o If the local unit ID# was entered correctly on your Member Upload Template,
check to make sure the local unit is active. The status of a local unit can be
verified by clicking Return to Main Menu on the left taskbar. See “Updating
the Status of Local Unit” for instruetions on how to change the status of a local
unit to active.

Return to Main Menu o
Member Upload for Local Unit(s)

Return to Local Unit

Directions:

a. Click on browse to selectthe file to be uploaded.

b. Click on upload to upload the file.

c. Click on validate to validate the records. If Members record in red they are error and preventing import, please correctthese
records in file and upload the file again. (Repeat steps ato c).

d. Once all records are validated please click on import

e Invalid STATE, valid state:

o Return to your Member Upload Template to verify the correct zip code and
city are entered. If the incorrect zip code and city are entered, correct the zip
code and city, save it to your computer, and repeat steps 5, 6, and 7.

Step 7: If there are no errors, and all entries are marked as “validated” with a check mark,
click “Import” to complete the upload process.

Showing 1 to 2 of 2 entries (filtered from 0 total entries) \%uz Next |

In process:

Show 10 w entries Filter In Process Local Unit Member:

Local Unit “ | Hame Address Phone/ Fax Email Position Member Id Message

21



Update Local Unit Status: (Activating and Deactivating Units)

Step 1: From the state home screen, search the list for local units you want to report
members for. To filter your search, enter the local unit ID#, name, address, city, or zip code

in the Fiter boss! Unit located at the top right of the list.

Update State Profile
M3 State

Add Local Unit

Add Member to Local Unit

Show 100 w entries Filter Local Unit:

Upload Counts for Local unit

IRS Report For State

Email Local Unit Presidents 03052861 | Rajat Test | 1919 vienna 221823984 ((nacTIvE )
Local Unit Gallows Rd =
e

03073797 Parsonify 2251 Falls 220 811 < ACTIVE > kuber@pta.crg Edit
Local Test Pimmit Dr Church
Unit

03088568 Additional 1250 N Pitt %ﬂria 22314-3604 ACTIVE mmenken@mail.com
Test Local 5t
Unit

Showing 1 to_3-6f 2 entries ] Previous Next |y

Step 2: Click on “Inactive” or “Active”. The popup box below will appear with the
confirmation message for the change. Click “Ok” to confirm you want to change the status,
or click “Cancel” if you want to cancel the status change.

You are sure you want to change this Local Unit status?

[ ok | [ cancel |
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Update Local Unit Contact Information

Step 1: From the state homepage, search the list for the local units that you would like to
update. To filter your list of units, enter the local unit ID#, name, address, city, or zip code

In the Filter Local Unit:

Update State Profile

Add Local Unit

Add Member to Local Unit
Upload Counts for Local unit
IRS Report For State

Email Local Unit Presidents

located at the top right corner of the list. Once you find the
local unit, please make sure the local unit status is “Active”. If the local unit status is
listed as “Inactive”, please see the instructions for Updating the Status for Local Units.

M3 State
Show 100 « entries Filter Local Unit:
Local Unit . | Local Unit Local Unit Local Unit Local Unit Zip Slahs\_‘ il
pis] Name Address City Code
02052861 Rajat Test 1919 Vienna 22182-3964 INACTIVE
Local Unit Gallows Rd
03073797 Personify 2251 Falls 22043-2811 ACTIVE kuber@pta.org
Local Test Pimmit Dr Church
Unit
03088568 | Additionsl | 1250 N Ritt | Alexandria | 22314-3604 ACTIVE | mmenken@mail.com
Test Local St
Unit
Local Unit Local Unit Local Unit Local Unit Local Unit Zip Status Email
pis] Name Address City Code

Showing 1 to 3 of 2 entries

4 Previous Next |y

Step 2: Click on the local unit ID#, local unit name, or the “Edit” button below for the local
unit that you would like to update.

Update State Profile

Add Local Unit

Add Member to Local Unit
Upload Counts for Local unit
IRS Report For State

Email Local Unit Presidents

M3 State
Show 100 « entries Filter Local Unit:
Local Unit . | Local Unit Local Unit Local Unit Local Unit Zip Status Email
D Name Addrass City Code
03052861 Rajat Test 1919 Vienna 22182-25964 INACTIVE
Local Unit Gallows Rd
— >
( 02072757 Personify N\ 2251 Falls 22042-2811 ACTIVE kuber@pta.crg
Local Test ’F’immit Dr Church NG p
wnit /
03088568 Additional 1250 M Pitt | Alexandria 223214-5604 ACTIVE mmenken@mail.com
Test Local St
Unit
Local Unit Local Unit Local Unit Local Unit Local Unit Zip Status Email
pis] Name Address City Code

Showing 1 to 2 of 2 entries

< Previous MNext |
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Step 3: Verify that the Local Unit home screen below displays, then verify the local unit's

name displays at the top of the screen. Click “Update Local Unit” listed on the left task
menu.

Print Roster . )
Rajat Test Local Unit
Update Local Unit

Upload Member for Local unit
B Show 100 - entries Filtar Local Unit Member:

Add Member
Name . | Address Email Position Term End
Exit Local Unit Date

ME Menken 901 Jefferson meridethmenkeni00@gmail.com | Member Remove Update

22214-4014

Rajat Giri 2251 Pimmit | bugsairi@gmail.com President Remove Update
Dr Apt 815 Elect

Falls Church,
VA
22042-2822

Step 4: Verify that the Local Unit Profile Update screen below displays.

Return to Local Unit Local Unit Contact infnrmatinn Local Unit Membership Summary

Rajat Test Local Unit

Total Reported Member Count: 121
1919 Gallows Rd
Member Count for current month: 121
Vienna, VA 22182-3964
Update Member Counts: Update
Status: INACTIVE
Phone:  (703)564-5200 Local ld: 03052861
Email: rajatgiri@personify.com Elh:
State Name: M3 State

Local Unit Role Information
Add Role

MName Role Errail

Rajat Giri President bugsgiri@omail.comEdit
Elect Role

Rashmi Giri Board rashmi@tmar.com Edit

Member Role

Step 5: Click the “Edit” button next to “Local Unit Contact Information” to update the
contact information for the local unit.

24



Return to Main Menu

Return to Local Unit

Edit the primary
address on file
for the local unit.

Add a
secondary or
ship-to
address for
the local
unit.

and e-mail addresses

Disable an address
that is no longer in
use. Please “edit”

primary addresses

instead of
Primary “disabling” them if a
John Test PTA @ secondary address is
1919 Gallows Rd —
Columbia, SC 29208 8 not listed.

United States

Add phone numbers

for the local unit.

4f Add a new address

Icon Legend:
i@ Address is a ship-to address

T Addressis abill4o address

Edit and delete phone

numbers and e-mail
i::; Addressis pUDlIShed inthe member dII'eCIOI'Y
addresses from local

' Address is confidential

This legend
provides an
explanation
for the icons
listed on the
profile for the
local unit.

unit profile.

My Communication Method§ i Add new communication method

Primary Email: johnpta@pta.org @«"J Edit X Delete

Local Unit Role Information

mail.com Edit Role

Marne Role Ermail

Heather WamplerPresidenthkwampler

Step 6: To add individuals click the “Add Role”. You must search the system to see if the
individual you are adding already has a membership record to reduce duplications. Please
enter the first and last name, e-mail address, or city for the individual you are adding.

Search Customer

Search Customer

If you don't find your Customer in the list please click here
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Search Customer

Search Customer

Show 10 « entries Filter Customers:

Customer ID MHame = City State Email
02702179 Smith West | APO AE smithwest@pta.org (
O ——
Customer ID Hame City State Email
Showing 1 to 1 of 1 entries

If you don't find your Customer in the list please click here

e |f the President for the local unit you are adding is found, click the Select button to
the right of his or her information. You will automatically advance to Step 7.

Return to Main Menu Role Information

You can update

Member Name: Kwana Ingram
the position, sub 3
Position: Staff -
position,
L i Sub Position: Membership -
part|C|pat|on
Participation Status: Active =

status, and voting
H Voting Status: Voting Membe! -
status. Then click oting Member

“save”. m




Upload Counts for Local Units

Step 1: Click on “Upload Counts for Local Units” on the left taskbar.

Update State Profile

M3 State
Add Local Unit
Add Memberiolo .
Show 100 =« entries Filter Local Unit:
Upload Counts for Local unit
Local Unit . | Local Unit Local Unit Local Unit Local Unit Zip Status | Email
IRS Report For State Ip Name Address City Code
Email Local Unit Presidents 02699962 | Test New 408 W 11th | Austin 78701-2113 | ACTIVE
Local Unit Street
02700927 | Rajat Test 5414 Columbia 25208 ACTIVE
BTA Gallows Rd
02700970 John Test 1919 Columbia 25208 ACTIVE | hkwampler@gmail.com
PTA Gallows Rd
02701057 | Cotestptal | 648 wheat 80033 ACTIVE | COTest1@pta.org
Elmgrove Ridge
Rd
N27011738 Tactino DTA i Maoin A I024 LACTIVE 3 t: ro Edit

Step 2: Enter the membership totals into the Dues Template (template can be found at
www.pta.org/M3). The required fields for this template are:

e |ocal unit ID#
e member additions (# of members the local unit reported)

See sample template below.

|E| HO-®-s DUES_TEMPLATE [Compatibility Mode] - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Acrobat
= Cut i e = | |0
B L Avial 0 A S== 9 Swepte Text . ﬁ %:% % o
— 153 Copy - = >
Paste ) B U~ -~ &-A- E=SE | iEE Merge & Center~  $§ = % » | %3 ;0 Conditional Format Cell | Insert
< Format Painter - - - =8 o ' o Formatting = as Table » Styles= | =
Clipboard ] Font ] Alignment ] MNumber F1 Styles
| A5 . £ |

A B C D E F G H J K L
1 |LOCAL_UNIT INVOICE RUN_DATE MEMBERSHIP ADDITIONS
2 12345678 100
3
4

Step 3: Save the completed Dues_ Template.
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Step 4: Go to M3, click browse button to locate the completed Dues_ Template you saved
in Step 3. Then click “upload”. (See illustrations below before proceeding).

State Membership Information
Return to Main Menu

Total Reported Member Count: o
Member Count for current month: 0
Pending Dues payment: 50
YTD Dues: 50

Upload Local Unit Counts

Please follow the

Directions:

directions here to

a. Click on browse to select the file to be uploaded.
b. Click on upload to upload the file.
Upload the c. Click on validate to validate the records. If record in red they are error and preventing import, please correctthese records in
file and upload the file again. (Repeat steps ato ).
temblate_ d. Once all records are validated please click on import

Members Information: ‘I, o file selected.

Click browse to

ow 10 w entries Filter Uploaded Counts:

locate your saved —or o o A | |
Dues Template file. Mo Uploaded Counts Faund

Local Unit Invoice Run Date Membership Additions | Price | Message

howino 0 te 0 of 0 entries &4 Drovions N T

*Note: The name of your file should appear beside the browse button.

After verifying
the correct file

<«— | isselected,

click “upload”.

Members Information: DUES_TEMPLATE xls

Show 10 entries Filter Uploaded Counts:
Local Unit “ | Invoice Run Date Membership Additions Price | Message |
No Uploaded Counts Found
Local Unit ‘ Invoice Run Date Membership Additions | Price | Message
Showing O to 0 of 0 entries & Previous Next

Step 5: Once the dues information appears here, click “validate”.

o

CCIILE U DT OWS 10 SeIELTITE e 10 U Upiuduey
Click onjupload to upload the file
Click onpalidate to validate the records. If record in red they are error and preventing import, please correct these records in
file and upload the file again. (Repeat steps ato c).

. Once alljrecords are validated please click on import.

Members Information: Mo file selected.

oo

o

e T v Snmes Fer Uplosdes Counte:

Local Unit “ | 1nvoice Run Date Membership Additions Price

Local Unit Invoice Run Date Membership Additions Price

r— — - .

02700970 i00 £225.00 \
e
- N

Total: $225.00 Validate
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Members Information:

Show 10 w» entries

No file selected.

Filter Uploaded Counts:

r Y

Local Unit Invoice Run Date Membership Additions Price Message
02700970 100 $225.00 | Invalid STATE, | §§
valid state -
WA Invalid
Local Unit
-02700970 ;5
Local Unit Invoice Run Date Membership Additions Price Message
e ———— — P
Total: $225.00 wvalidate

e Invalid STATE, valid state:

o Return to the local unit profile to verify if the address is correct. If the address

IS correct, contact National PTA at membership@pta.org to assist with

validating the address in the database. Once you receive a confirmation that the
address has been validated from National PTA, repeat steps 4 and 5.

e Invalid local ###HHtHH#H:

o Return to your Dues Template to verify the correct local unit ID# was entered.

If the incorrect local unit ID# was entered, correct the 1D#, save it to your

computer, and repeat steps 3, 4, and 5.

o If the local unit ID# was entered correctly on your Dues Template, check to
make sure the local unit is active. The status of a local unit can be verified by

clicking Return to Main Menu on the left taskbar. See “Updating the Status of

Local Unit” for instructions of how to change the status of a local unit to

active.
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Change == 1 ~ === {0 100 entries to ensure that you are reviewing as many entries as

4 Previous Nex

possible. Then arrow through each page of entries by clicking ¥ to review all

the uploaded entries.

Members Information: Mo file selected.

Show 10 EntriD Filter Uploaded Counts:

Local Unit “ | Invoice Run Date Membership Additions Price Message
e
>
02659962 100 £225.00 ( VALIDATED @
N
O ——
Local Unit Invoice Run Date Membership Additions Price ﬂ Message
Showing 1 to 1 of 1 entries Previous MNext |
Total: £225.00 Import

Step 7: If there are no errors, and all entries are marked as “validated” with a check mark,
please go to Step 8.

Step 8: You can click “Import” to complete the upload process.

Showing 1 to 2 of 2 entries (filtered from 0 total entries) Wuz =S

Validate | Import ’

In process:

Show 10 - entries Filter In Process Local Unit Member:

Local Unit | Mame Address Phone| Fax Email Paosition Member Id Massage
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Add Member

Step 1: From the state homepage, search the list for the local units you want to update. To
filter your list of units, enter the local unit ID#, name, address, city, or zip code in the

Filkar Local Unit:

Update State Profile

Add Local Unit

Add Member to Local Unit
Upload Counts for Local unit
IRS Report For State

Email Local Unit Presidents

box located at the top right corner of the list. Once you find the
local unit, please make sure the local unit status is “Active”. If the local unit status is
listed as “Inactive”, please see the instructions for Updating the Status for Local Units.

M3 State
Show 100 « entries Filter Local Unit:
Local Unit . | Local Unit Local Unit Local Unit Local Unit Zip Slahs\_‘ il
pis] Name Address City Code
02052861 Rajat Test 1919 Vienna 22182-3964 INACTIVE
Local Unit Gallows Rd
03073797 Personify 2251 Falls 22043-2811 ACTIVE kuber@pta.org
Local Test Pimmit Dr Church
Unit
03088568 | Additionsl | 1250 N Ritt | Alexandria | 22314-3604 ACTIVE | mmenken@mail.com
Test Local St
Unit
Local Unit Local Unit Local Unit Local Unit Local Unit Zip Status Email
pis] Name Address City Code

Showing 1 to 3 of 2 entries

4 Previous Next |y

Step 2: Click on the local unit ID#, local unit name, or the “Edit” button for the local unit

you want to update.

Update State Profile

Add Local Unit

Add Member to Local Unit
Upload Counts for Local unit
IRS Report For State

Email Local Unit Presidents

M3 State
Show 100 - entries Filter Local Unit:
Local Unit . | Local Unit Local Unit Local Unit Local Unit Zip Status Email
ID Name Addrass City Code
03052861 Rajat Test 1918 Vienna 22182-3964 INACTIVE
Local Unit Gallows Rd
” e . N
( 02073737 ersonify 251 Falls 22043-2811 ACTIVE kuber@pta.org
Local Test immit Dr Church S >
it
02088568 Additional 1250 N Pitt | Alexandria 22314-5604 ACTIVE mmenken@mail.com
Test Local St
Unit
Local Unit Local Unit Local Unit Local Unit Local Unit Zip Status Email
I Hame Address City Code

Showing 1 to 2 of 3 entries

< Previous Next [y
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Step 3: Verify that the Local Unit home screen below displays, by verifying the local unit's

name displaying at the top of the screen. Click “Update Local Unit” listed on the left task

menu.

Print Roster . )
Rajat Test Local Unit
Update Local Unit

Upload Member for Local unit

Show 100 ~ entries Filter Local Unit Member:
Add Member
Nama . | Addrass Email Pasition Term End
Exit Local Unit Date
ME Menken 901 Jefferson meridethmenkeni00@gmail.com | Member Remove Update
St
Alexandria,
VA
22214-4014
Rajat Giri 2251 Pimmit | bugsgiri@gmail.com President Remove Update
Dr Apt 819 Elect
Falls Church,
VA
22042-2822

Step 4: Verify that the “Search Member to be added to the Local Unit” screen below
displays. You must search the system to see if the individual you are adding already has a
membership record. Please enter the first and last name, e-mail address, or city for the

individual you are adding.

Return to Main Menu

Search Member to be added to the Local Unit
Return to Local Unit

First Name Last Name
Email

City

Search

If you don't find your Member in the list please click here

32



Return to Main Menu

Search Member to be added to the Local Unit
Return to Local Unit

First Name  1oyana Last Name

Ingram
Email
City
Show 10 ~ entries
Customer ID Name “ city State Email
02697807 Kwana
Ingram
02700650 Kvana Alexandria VA kingrami@pta.org
Ingram
Customer ID Hame City State Email
Showing 1 to 2 of 2 entries Previous Next |

If you don't find your Member in the list please click here

/

e |f the member that you are adding is found, click the “select button” to the right of
his or her information. This will add the new member to this local unit.

Return to Main Menu

Search Member to be added to the Local Unit
Return to Local Unit

First Name West Last Name M3
Email

City

Show 10 « entries Filter Customers:

Customer | Name | City | State = Email

MNo matching records found

Customer | Mame | City | State | Email

Showing 0 to 0 of 0 entries (filtered from 2 total entries) d Previous Next |

If you don't find your Member in the list please click here

e |f the member you are adding is not found, select “click here” to enter the member’s
information.
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Add new Member

Return to Main Menu
Personal Identification Details

Return to Local Unit Prefix

First Mame
Middle Mame
Last Mame
Suffix

Mick Mame
Address Type:
Country Code
Address Line 1
Address Line 2
Address Line 3
City

State

Zip Code

Phone
(1}

(Area)  (Number)
Internet Communication

Email

— Select— -

—Select—- -

® Primary (3] Secondary Address

United States -

——- Select State —— -

(Ext)

PTA Title —Select— -

* Fields marked in red are required

Step 5:  Enter the member’s information into the

Create Member Cancel

screen above. All fields marked in red are

required. Once all the information is entered, click “Create Member”.
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Update Local Unit Roles

Step 1: From the state homepage, search the list for the local units you want to update. To
filter your list of units, enter the local unit ID#, name, address, city, or zip code in the

Filter Local Unit; box located at the top right corner of the list.

Update State Profile
M3 State
Add Local Unit

Add Member to Local Unit
ember to Local Uni Show 100 w entries @al Unit: 5

Upload Counts for Local unit
Local Unit . | Local Unit Local Unit Local Unit Local Unit Zip Status Email
IRS Report For State > Name Address City Code
Email Local Unit Presidents 03052861 | Rajat Test | 1918 Vienna 22182-3964 | INACTIVE
Local Unit Gallows Rd
03073797 | Personify 2251 Falls 22043-2811 ACTIVE | kuber@pta.org
Local Test Pimmit Dr Church
Unit
02088568 | Additional 1250 N Pitt | Alexandria | 22314-5604 ACTIVE mmenken@mail.com
Test Local St
Unit
Local Unit Local Unit Local Unit Local Unit Local Unit Zip Status Email
pis] Name Address City Code
Showing 1 to 2 of 2 entries @ Previous Next |

Step 2: Click on the local unit ID#, local unit name, or the “Edit” button for the local unit
you want to update.

Update State Profile

M3 State
Add Local Unit
Add Member to L I Unit
ember to Local Uni Show 100 w entries Filter Local Unit:
Upload Counts for Local unit
Local Unit . | Local Unit Local Unit Local Unit Local Unit Zip Status Email
IRS Report For State I Name Address City Code
Email Local Unit Presidents 03052861 | Rajat Test | 1313 Vienna 22182-3964 INACTIVE

Local Unit Gallows Rd

)

it

~ LY
‘ 03073797 ersonify 251 Falls 22043-2811 ACTIVE kuber@pta.org Edit
Local Test immit Dr | Church

03088568 Additional 1250 N Pitt | Alexandria 22314-5604 ACTIVE mmenken@mail.com
Test Local st
Unit

Local Unit Local Unit Local Unit Local Unit Local Unit Zip Status Email

I Name Address City Code

Showing 1 to 3 of 3 entries 4 Previous Next |



Step 3: Verify that the Local Unit home screen below displays, then verify the local unit's

name displaying at the top of the screen. Click “Update Local Unit” listed on the left task
menu.

Print Roster
Rajat Test Local Unit
Update Local Unit

Upload Member for Local unit

Show 100 = entries Filter Local Unit Member:

Add Member

Name | Address Email Position Term End

Exit Local Unit iz

ME Menken | 901 Jefferson | meridethmenkeni00@gmail.com | Member Remove Update
=4

22314-4014

Rajat Giri 2251 Pimmit bugsgiri@agmail.com President Remove Update
Dr Apt 819 Elect

Falls Church,
WA
22043-2822

Local Unit Reole Information

MName Role Ermail

Heather WamplerPresidenthkwampler@dmail com Edit Role

Step 6: To add individuals, click the “Add Role”. You must search the system to see if the
individual you are adding has a membership record to reduce duplication. Please enter the
first and last name, e-mail address, or city for the individual you are adding.

Search Customer

Search Customer

If you don't find your Customer in the list please click here
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Search Customer

Search Customer

First Name smith Last Name west
Email
City
Show 10 ~ entries Filter Customers:
Customer ID Hame “ | city State Email
02702179 Smith West | APO AE smithwest@pta.org ()
Customer ID Hame City State Email ﬂv

Showing 1 to 1 of 1 entries

If you don't find your Customer in the list please click/here

e |f the President you are adding is found, click the “Select” button to the right of her
or his information and proceed to step 8. If the President is not found, proceed to

Step 8.

Return to Main Menu

You can update
the position, sub
position,
participation
status, and voting
status. Clicks
“save”.

Role Information

Member Name:

Kwana Ingram

Position: Staff -

Sub Position: Membership -
Participation Status: Active =

Voting Status: Voting Member -

=3

Step 7: Using the dropbox choices, you can update the position, sub position, participation
status, and voting status of individuals. Click “save” to confirm the changes.
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Search Customer

Return to Main Menu Search Customer

First Name Claire Last Name Doe
Email
City
iS=arch!
Show 10 ~ entries Filter Customers:
Customer | Mame . | City State | Email
i

No matching records found

‘Customer Hame City State | Email
pis)
Showing O to 0 of 0 entries (filtered from 1 total entries) g Frevious Next

If you don't find your Customer in the list please click here

Step 8: If the individual you are adding is not found as shown in the screen above, you are
required to enter the information for the individual in the “Add Customer” screen below
and click “Add customer for Role” at the bottom of the screen.

Add Customer

Return to Main Menu Personal Identification Details

Prefix —Select— hd
First Name

Middle Name

Last Name

Suffix —Select—

Mick Name

Address Type: @ Primary = Secondary Address
Couniry Code United States -

Address Line 1

Address Line 2

Address Line 3

City
State — Select State — -
Zip Code

Phone

(1) (Ext)

(Area)  (Number)
Internet Communication

Email

* Fields marked in red are required

Add Customer for Role ancel
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Update Local Unit Counts for Local Units: Reporting on the local unit level

*Note: This is a second option for reporting monthly membership. You can
choose to upload the Dues Template provided with your membership totals
or report on the local unit level with the steps below.

Step 1: From the state homepage, search the list for local units you want to update. To filter
your list of units, enter the local unit ID#, name, address, city, or zip code in the

Filter Local Unit:

Update State Profile

Add Local Unit

Add Member to Local Unit
Upload Counts for Local unit
IRS Report For State

Email Local Unit Presidents

box located at the top right corner of the list. Once you find the
local unit, please make sure the local unit status is “Active”. If the local unit status is
listed as “Inactive”, please see the instructions for Updating the Status for Local Units.

V

M3 State
Show 100 « entries Filter Local Unit:
Local Unit . | Local Unit Local Unit Local Unit Local Unit Zip su-s\ il
pis] Name Addrass City Code
03052861 Rajat Test 1219 Vienna 22182-3964 INACTIVE
Local Unit Gallows Rd
03073797 Personify 2251 Falls 22043-2811 ACTIVE kuber@pta.org
Local Test Pimmit Dr Church
Unit
02028562 | Additional | 1250 N Pitt | Alexandria | 22314-3604 ACTIVE | mmenken@mail.com
Test Local St
Unit
Local Unit Local Unit Local Unit Local Unit Local Unit Zip Status Email
pis] Name Address City Code

Showing 1 to 3 of 3 entries

g Previous Next

Step 2: On the screen below, click on the local unit ID#, local unit name, or the “Edit”
button for the local unit you want to update.

Update State Profile

Add Local Unit

Add Member to Local Unit
Upload Counts for Local unit
IRS Report For State

Email Local Unit Presidents

M3 State

N

Show 100 « entries Filter Local Unit:
Local Unit , | Local Unit Local Unit Local Unit Local Unit Zip Status Email
i Hame Address City Code
02052861 Rajat Test 1915 Vienna 22182-3964 INACTIVE
Local Unit Gallows Rd
— ~~
02072757 Whoerzonify 2051 Falls 22043-2811 | ACTIVE | kuber@pts.org )
Local Test immit Dr Church NG y
wnit >
02028568 | Additional | 1250 N Pitt | Alexandria | 22214-5604 | ACTIVE | mmenken@mail.com
Test Local St
Unit
Local Unit Local Unit Local Unit Local Unit Local Unit Zip Status Email
i Name Address City Code

Showing 1 to 2 of 2 entries

g Frevious Next |y
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Step 3: Verify the Local Unit home screen below displays, then verify the local unit's name
Is displayed at the top of the screen. Click “Update Local Unit” listed on the left task menu.

Print Roster
Upload Member for Local unit
Add Member

Exit Local Unit

Show 100

Rajat Test Local Unit

w entries

Filter Local Unit Member:

Name

| Address Email

Position Term End

Date

ME Manken

801 Jeffarson
St
Alexandria,
VA
22314-4014

meridethmenken100@gmail.com

Mamber

Ramove

Rajat Giri

2251 Pimmit
Dr Apt 819
Falls Church,
VA
22043-2822

bugsgiri@gmail.com

Prasident
Elect

Ramove

Step 4: Verify that the Local Unit Profile Update screen below displays.

Return to Local Unit

Local Unit Contact information

Rajat Test Local Unit

1918 Gallows Rd
Vienna, VA 22182-3964

Phone: (703)564-5200
Email: rajatgiri@personify.com

Local Unit Role Information

Add Role
Mame Role Email
Rajat Giri Fresident bugsgiri@amail. comEdit
Elect Role
Rashmi Giri Board rashmi@tmarcom Edit

Member Role

Local Unit Membership Summary

Total Reported Member Count: 121

Member Count for current month: 121
@Memnermums:

Status: INACTIVE

Local Id: 03052861

EIN:

State Name: W3 State

Step 5: Enter the number of members for this local unit in the “Update Member Counts”,
and click “Update”. Once you click “Update”, you have reported local unit member counts
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for the current month. NOTE: You will need to repeat this update process for EACH local
unit. (For example, if you have 25 units to report member counts for the month, you will
need to repeat steps 1 through 5 a total of 25 times to report ALL 25 unit counts.)
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Reporting a Zero for Membership Counts

Step 1: From the state homepage, choose one active local unit you want to update. To
filter your list of units, enter the local unit ID#, name, address, city, or zip code in the

Filkar Local Unit:

Update State Profile

Add Local Unit

Add Member to Local Unit
Upload Counts for Local unit
IRS Report For State

Email Local Unit Presidents

box located at the top right corner of the list. Once you find the
local unit, please make sure the local unit status is “Active”.

M3 State
Show 100 « entries @
~—
Local Unit . | Local Unit Local Unit Local Unit Local Unit Zip Status e r—
pis] Name Address City Code
03052861 Rajat Test 1919 Vienna 22182-3964 INACTIVE
Lacal Unit Gallows Rd
03073797 Personify 2251 Falls 22043-2811 ACTIVE kuber@pta.org
Local Test Pimmit Dr Church
Unit
02028568 | Additional | 1250 N Pitt | Alexandria | 22314-5604 ACTIVE | mmenken@mail.com
Test Local St
Unit
Local Unit Local Unit Local Unit Local Unit Local Unit Zip Status Email
I Name Address City Code

Showing 1 to 3 of 3 entries

o Previous Next g

Step 2: On the screen below, click on the local unit ID#, local unit name, or the “Edit”
button to view the “ACTIVE” local unit in your listing.

Update State Profile

Add Local Unit

Add Member to Local Unit
Upload Counts for Local unit
IRS Report For State

Email Local Unit Presidents

M3 State

Show 100 «+ entries

Filter Local Unit:

N

Local Unit , | Local Unit Local Unit Local Unit Local Unit Zip Status Email
b+ Hame Address City Code
02052861 | Rajat Test | 1919 Vienna 22182-3964 | INACTIVE
Local Unit Gallows Rd
— ~
02072757 Whoerzonify 251 Falls 22043-2811 | ACTIVE | kuber@pts.org )
Local Test immit Dr Church NG p
Nnit >
02088568 Additional 12350 N Pitt | Alexandria 22314-5604 ACTIVE mmenken@mail.com
Test Local St
Unit
Local Unit Local Unit Local Unit Local Unit Local Unit Zip Status Email
i Name Address City Code

Showing 1 to 2 of 2 entries

4 Previous Next
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Step 3: Verify the Local Unit home screen below displays, and that the local unit's name is
displayed at the top of the screen. Click “Update Local Unit” listed on the left task menu.

Print Roster
Upload Member for Local unit
Add Member

Exit Local Unit

Rajat Test Local Unit

Show 100

+ entries Filter Local Unit Member:

4 | Address Email Position Term End
Date

ME Menken 901 Jefferson | meridethmenkeni00@gmail.com | Member Remove Update

5t
Alexandria,
WA
22214-4014

Rajat Giri

2251 Pimmit | bugsgiri@gmail.com President Remove
Dr Apt 819 Elect
Falls Church,
WA

22043-2822

Step 4: Verify the Local Unit Profile Update screen below displays.

Return to Local Unit

Local Unit Contact information m Local Unit Membership Summary

Rajat Test Local Unit
Total Reported Member Count: 121

1919 Gallows Rd
Vienna, VA 221582-3964

Member Count for current month: 121

Update Member Counts: Updat

Status: INACTIVE

Phone:  (703)564-5200 Local Id: 03052861

Email: rajatgiri@personify.com EIN:
State Name: M3 State

Local Unit Role Information

Add Role

Name Role Email

Rajat Giri President bugsgiri@gmail.comE;
Elect Role

Rashmi Giri Board rashmi@tmar.c; dit

Member Role

Step 5: Enter “0” in the “Update Member Counts™ and click “Update”. Once you click
“Update”, you have reported a “zero” for the current month member count.
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M3 Reports

Step 1: Click on “Reports” listed on the taskbar to the left of the homepage.

Update State Profile

Add Local Unit

Add Member to Local Unit
Upload Counts for Local Unit
Update Local Unit Information

IRS Report For State

Local Unit Member Report

Local Unit Member Count Report
State Member Report

Local Unit Repaort

Card Activation Report

Back to school kit State Report

Return to Main Menu

e Local Unit Member Report- This report will present a list of the members for a
particular local unit.

e Local Unit Member Count Report- This report will present the counts for all the
local units in the state. There is an option to enter the search “start date” and “end
date”, or click “continue” to pull all the information available.

e State Member Report- This report will give a list of the members for the State PTA.

e Local Unit Report- This report will give a list of the state’s active or inactive local
units.

e Card Activation Report- This report will give a list of the members that updated
their PTA profiles from the previous membership year, and the members that created
new PTA profiles for the current National membership year from July 1 to June 30.

e Back to School kit State Report- This report will give you a list of the State and
Local leaders that registered to receive the Back to School Kit.
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Pulling a Local Unit Member Report

Reports

Return to Main Menu | Local Unit Member ReEnrt I

Local Unit Member Count Report
State Member Repaort

Local Unit Report

Card Activation Report

Back to school kit State Report

Status:  Active

*Local Id:

Cancel Continue

Step 1: Click on “Local Unit Member Report” in the list of reports.
Step 2: Choose what local unit status you would like to pull.

Step 3: Enter the local unit ID# provided by National PTA or assigned in M3 during the
time of setting the unit up in the database.

Step 4: Click “Continue”.
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Pulling Local Unit Member Count Report

Reports

Local Unit Member Repart

|analUnitMemberCnuntRepnrt I
i

Local Unit Report
Card Activation Report
Back to school kit State Report

Return to Main Menu

Start Date: =

End Date: ]

Cancel Continue

Step 1: Click on “Local Unit Member Count Report” in the list of reports.
Step 2: Enter the start and end dates for the time period you would like the report for and

click “Continue”, or leave the start and end dates blank and click “Continue” to pull the full
list counts for your local units.
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Pulling State Member Report

Reports

Local Unit Member Report

Local Unit Member Count Report
State Member Repaort
LocalUnitKeport

Card Activation Report

Back to schoaol kit State Report

Return to Main Menu

Status: Active -

Cancel Continue

Step 1: Click on “State Member Report” in the list of reports.

Step 2: Choose the member status you would like to pull for and click “Continue”.
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Pulling Local Unit Report

Local Unit Member Report
Local Unit Member Count Report

| Local Unit Report |

Card Activation Report
Back to school kit State Report

Return to Main Menu

Status: Active -

Cancel Continue

Step 1: Click on “Local Unit Report” in the list of reports.
Step 2: Choose the member status you would like to pull for and click “Continue”.

Pulling the Card Activation Report (Create Your PTA Profile)

Local Unit Member Report
Local Unit Member Count Report
State Member Report

I Card Activation Report I

Back to school kit State Report

Return to Main Menu

Step 1: Click on “Card Activation Report” in the list of reports. The report will appear with
the contact information and local unit affiliation for each member that created or updated
their PTA profile.
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Pulling the Back to School kit State Report

Local Unit Member Report

Local Unit Member Count Report
State Member Repaort

Local Unit Report

| Back to school kit State Report |

Return to Main Menu

/.

Step 1: Click on “Back to School Kit State Report™ in the list of reports. The report will
appear with the contact information, local unit affiliation, and ship date for each leader that
registered to receive the Back to School Kit.
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Upload Local Unit Information

Step 1: Enter the information listed below into the Local Unit Information Update template.
The template can be found at www.pta.org/M3 . After entering the unit information into the

template and saving it, upload the template to M3.

|i_—'7| d9- |= Local Unit Address Update Template (Test) - Microsoft Excel | = | ——
g Home Insert Page Layout Formulas Data Review View Acrobat =] @ = B R
= # . . . = _ @ — = — 3= Insert - E - A :
Calibri - 10 - A A = == ¥~ = Wrap Text General - :EI,‘ ijj L 7 ﬁ
= By - = > — 3 Delete - [@] ~ Z
Paste B I U~ - - A. E == £ EMergesCenter-| $ - % » | % ;% | Conditional Formatas Cell e . Sort & Find &
© &4 - - 2 ° ol Formatting ~ Table = Styles - (=] Format 2 Filter ~ Select -
Clipboard Font Alignment Number Styles Cells Editing
G2 - Fe v
A B c D E F G =
1 Local Unitid Name Address Address2 City Zip Code
2 (02702582 M3 Training PTSA 1250 N Pitt Street St Thomas "oos0a
3
4

5

e Enter the local unit ID#.

e Enter the name for the local unit. This should be the new name for the local

unit if you are changing the name of the local unit.
e Enter the address, city, and zip code for the school.
e Saveit.

Step 2: Log in to M3. (Please see the login section of this manual for login steps.)

Step 3: On the left toolbar, click the link that says "Update l.ocal Unit Information”.

Update State Profile
Add Local Unit
Add Member to Local Unit

Upload Counts for Local Uni

Update Local Unit Information
IRS Repo

Reports
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http://www.pta.org/M3

Step 4: Please follow the "Directions” listed at the top of the M3 screen.

Please follow the
directions here
to upload the
template.

Upload Local Unit(s) Address

Directions:

nTw

o

Click on Browse to select the file to be uploaded.

Click on Upload to upload the file.

. Click on validate to validate the records, if Members record in red they are error and preventing import. Please
correct these records in file and upload the file again. (Repeat steps a to c).

. Once all records are validated please click on import

Click browse to
locate your saved
Update Local
Unit Information
Template.

Address Information: ‘Iﬁ file selected

Sh 10 + entries Filter Uploaded Local Unit Address:
Local Unit “ | Name ‘ Address ‘ Address 2 | City Zip Code ‘ Message A
No Uploaded Local Unit Address Found
Local Unit Name ‘ Address Address 2 City | Zip Code ‘ Message |
Showing 0 to O of 0 entries d Previous Next |
In process:
Show 10 ~ entries Filter In Process Local Unit Address:
Local Unit “ | Name ‘ Address ‘ Address 2 | City Zip Code ‘ Message |
No In Process Local Unit Address Found
Local Unit | Name ‘ Address Address 2 City | Zip Code ‘ Message |

Showing 0 to O of 0 entries

4 Previous Next ju

*Note: The name of your file should appear beside the browse button

noTow

=%

Upload Local Unit(s) Address

Directions:

. Click on Browse to select the file to be uploaded.
. Click on Upload to upload the file.

Click on validate to validate the records, if Membgrs record in red they are error and preventing import. Pleas

correct these records in file and upload the file aggin. (Repeat steps a to c).
. Once all records are validated please click on impgrt

Address Information:

/

After choosing
and verifying the
file, then click

upload.

Browse._. | Local Unit Address Update Template (Test) x\sx

Show 10 + entries Filter Uploaded Local Unit Address:
Local Unit “ | Name ‘ Address ‘ Address 2 | City Zip Code | Message
No Uploaded Local Unit Address Found
Local Unit Name ‘ Address Address 2 City ‘ Zip Code | Message |
Showing 0 to 0 of 0 entries # Previous Next |
In process:
Show 10 + entries Filter In Process Local Unit Address:
Local Unit “ | Name ‘ Address ‘ Address 2 | City Zip Code | Message |
No In Process Local Unit Address Found
Local Unit Name ‘ Address Address 2 City ‘ Zip Code | Message |

Showing 0 to 0 of 0 entries

d Previous Next |
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Step 4: Once the local unit information appears, click Validate.

Upload Local Unit(d) Address

Directions:

@

. Click on Browse to select the file to be uploaded.

Click on Upload to upldad the file.

Click on validate to valdate the records, if Members record in red they are error and preventing import. Please
correct these records |n file and upload the file again. (Repeat steps a to c).

Once all records are vdlidated please click on import

Address Informatipn: No file selected Upload

L=

a

Show 10 + entries \L Filter Uploaded Lacal Unit Address:
Local Unit “ | name Address Address 2 City Zip Code
02702582 M3 Training | 1250 N Pitt St 00804

PTSA Street Thomas
Local Unit Name Address Address 2 City Zip Code

Showing 1 to 1 of 1 entries

In process:
Show 10 « entries Filter In Process Local Unit Address:
Local Unit “ | Name ‘ Address Address 2 City Zip Code ‘ Message |
No In Process Local Unit Address Found
Local Unit | Name ‘ Address Address 2 City | Zip Code ‘ Message |
Showing 0 to 0 of 0 entries # Previous Next |

Step 5: Change the Show __ entries drop box to 100 if you have more than 100 entries and
click the “next” button to review all pages of entries. Verify that there are no errors with the
upload. All errors will belisted in red with an “x”” mark and brief message of errors found.

Upload Local Unit(s) Addres

Directions:

w

Click on Browse tp select the file to be uploa

b. Click on Upload tp upload the file.

c. Click on validate/to validate the records, if Members record in red they are error and'\preventing import. Please
correct these rgcords in file and upload the file again. {Repeat steps a to c).

d. Once all records are validated please click on import

Address

formation: Mo file selected. Upload

Show 10 \Zv entnes) Filter Uploaded LMnit Address:

=
W Name Address Address 2 City Zip éﬁ Message \ A

02702582 M3 Training | 1250 N Pitt St 00804 Invalid STATE, ﬁ
PTSA Street Thomas Valid state - MO
Local Unit Name Address Address 2 City Zip Code M

T

Showing 1 to 1 of 1 entries 4 Pre‘ﬁﬂl Next |

Cicate | oo

In process:
Show 10 + entries Filter In Process Local Unit Address:
Local Unit | Name | Address Address 2 City Zip Code ‘ Message |
No In Process Local Unit Address Found
Local Unit Name | Address Address 2 City ‘ Zip Code ‘ Message |
Showing 0 to O of O entries 4 Previous Next |y
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*Possible errors with instructions of how to verify and correct them are provided below.

o Invalid local ###HHHtHH#H:

o Return to your Local Unit Information Update template to verify the correct
local unit ID# was entered. If the incorrect local unit ID# was entered, correct
the ID#, save it to your computer, and repeat steps 3 through 5.

o Ifthe local unit ID# was entered correctly on your Local Unit Information
Update template, check to make sure the local unit is active. The status of a
local unit can be verified by clicking Return to Main Menu on the left taskbar.
See “Updating the Status of Local Unit” for instructions on how to change the
status of a local unit to active.

e |nvalid STATE, valid state:

o Return to your Local Unit Information Update template to verify the correct
address, city, and zip code were entered for the local units listed on the
template. If the incorrect address, city, and zip code were entered for any of
the local units listed on the template, correct the information, save it to your
computer, and repeat steps 3 through 5.

Step 7: If there are no errors, and all entries are marked as “validated” with a check mark,
click “Import” to complete the upload process.

Showing 1 to 2 of 2 entries (filtered from 0 total entries) w Mext |p

VYalidate

Show 10 w entries Filter In Process Local Unit Member:

In process:

Local Unit | Name Address Phone[Fax Email Position Member Id Message

*Note: The changes will not show immediately. We ask that you allow at least 2 hours for
the changes to appear.
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