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What “Real-time interactive means to you is this: if a new member was added 5 minutes
ago, you will see that new member on a new member activity report that includes that
date and will also see them on your roster.

You control the time period and types of data reported by choosing options.

The wider range of dates and the more types of data you choose the longer it takes to
create the report.

F-7 is the chapter officer roster.
F-7A is the federation officer roster.

Key officers at this time include: President; Chapter 1st VP or Federation Executive VP;
Secretary; Secretary/Treasurer; and Membership Chair.
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When you log in to the NARFE website use your e-mail address and password. There is an
option to set up your login if this is your first time.
Before you enter the Online Activities module, there are links to a document outlining
which positions have access at which level, and also a link to tutorials.
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REPORTS
Include the member roster, officer roster and activities reports:
• The member roster lists of all members in your organization (for example, your chapter).
• Officer roster is lists of all members who have been assigned to a position in your

organization using the F-7 (chapter) or F-7A (federation) function.
• Activity reports:

• For chapter and federation include: New, Reinstated, Dropped, Transferred in,
Transferred out, Deceased not transferred, Deceased transferring membership to
spouse, Voluntary cancellations, Sent second notice, Prospective members,
Payment status change.

• Only at the chapter level include: Deceased archive, Other Activities: Name
change, Address change, Phone change, E-mail change, Dues category change.

• Officer assignments are done by key officers using the F-7 (Chapter) or F-7A
(Federation). Additionally they may enter meeting location day and time, webpage,
FaceBook page and change dues amount. This is the source of the data displayed in the
Chapter Locator.

NARFE Email System (NES) combines stored message templates with distribution lists to
send individually personalized messages that are NARFE branded to members.

Web Hosting is an economical, NARFE-branded service for chapters and federations that is
easy to use.
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REPORTS
You pick
• Which members (member roster) or dates (activity reports)
• Output order
• Data columns to inlcude
Output may be saved to (not all options on every report):
• Excel
• Comma Separated Values (CSV) format
• Txt
• Print
• Mailing Labels (All or only those who do not have e-mail.
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“Going Paperless Texas Handbook” is available at www.TXNARFE.ORG
Several items are available after logging into www.narfe.org and then selecting the “Officer
Resources” button.

Current PowerPoint training is accessed by clicking the link just below the
description of the Online Activities Module.

Web hosting guide is accessed from the left under Services by clicking “Web
Hosting”.

NES User Guides are accessed within the NES through a link at the top.
CAB is working on step-by-step introductory tutorials for OAM use. This effort is led by
Patrick Dempsey of Maryland. Once completed they should be accessible from the NARFE
webpage. They will be available as simple PDF documents and self running videos of the
PDF with audio narratives.
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In general, new features are implemented first for chapters, but will be implemented for
federations at a later date if the feature makes sense at the federation level.

Screen tips may appear when you hover your pointer over a button, or there may be a
question mark “?” symbol next to a screen option that you need to click.

With Excel, it is a trade off. The Save in Excel eliminates the error message, but takes much
longer to download, possibly too long for large sets of data (over 100 records).
If you pick the option Save in CSV you’ll get the error message about a possibly corrupt file.
Just click “Yes” to accept the file.

Text of the worrisome error message is “The file you are trying to open, ‘excel.xls’, is in a
different format than specified by the extension. Verify that the file is not corrupted and is
from a trusted source before opening the file. Do you want to open the file?” In general, if
you are on the NARFE website, or just downloaded the file from NARFE, it should be safe to
open.

OAM Update 7/9/2015

8



Remember that the more data columns selected, the longer the data query will take. If you
only want name and address for a directory, uncheck the data options for dues category,
etc.

Selecting “Optimize Mailing Address” will add time to the query as each address for
members in your chapter will be compared against addressing standards for both the US
Postal Service and UPS. If the address could be improved, the suggested updates may be
seen by clicking the “Update” link in the roster listing. It will suggest for USPS, UPS or both.
If both are suggested, pick only one. Processing time may be several minutes for larger
chapters.

Most reports have a legend at the end that explains the column headers and values
contained.
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Most reports have a legend at the end that explains the column headers and values
contained.

This screen sample is too small to read, but is here to remind you the information is there.
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When officer rosters are generated they do not include NARFE member number except for
your own chapter.
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History report only shows what happened while the member was assigned to your chapter.

OAM Update 7/9/2015

12



For a guide on how to use NARFE webhosting, log into the NARFE website, click “Officer
Resources” and then at the left under services select “Web Hosting”.

There is a template for a “responsive” website which adapts to mobile devices such as
smartphones and tables. Send your request to webhosting@narfe.org
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NES allows you to create message templates under several categories. The category
selected will be included in the final message header.
You may also create distribution lists based on member criteria (voting member status,
congressional district, officer position, etc.) as well as manually entered data.
“NARFE Members” only includes those members that are part of your organizational level.
For example, if you are using the system at the chapter level, you only have access to those
people who are members of your chapter. Other people (even if they belong to NARFE)
such as state officers would need to be entered using the “Manual List” option.

You then join a message template with a distribution list to send a personalized, NARFE-
branded message to every person in the list.
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It is best to create a list with only your e-mail address and send a test copy of a new
template to it. This helps avoid embarrassing moments.
The message template name will be come the e-mail header. Please note that you should
not include the special character “ (double quote).

Generally the messages will show they have been sent from NOREPLY@NARFE.ORG or
NOREPLY@NARFE.NET however, the sysem is designed to allow you to specify an e-mail
address to which replies will be sent.

You may specify a greeting format for personalizition: Firstname Lastname; Lastname,
Firstname; Firstname,; or Lastname,.

The system will estimate the number of e-mails that will be sent.

100 or more e-mails will be queued to a time when the system is not a busy.
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www.GCFLearnFree.org is a service of the Goodwill Community Foundation. They offer
over 750 free on-line classes on computer software applications.

The sample graphic includes terms that will be helpful to learn so that you may use Excel
more effectively.

The “horizontal splitter” is a useful tool when working will lists larger than one screen. It
lets you preserve your column headers as you scroll down through the file.

The “Select All” icon will select all cells in the workbook. Once selected you can choose
features like “Autofit” columns to adjust column wide based on the data contained.
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If you have downloaded many columns of data and do not want to print them all, you may
use the “hide” columns feature to temporarily remove them from view and printing.

To use AutoFilter, first click the “select all” icon at the top left of the spreadsheet. Next
choose “Data” then “Filter to apply filtering to all data in the workbook. Each column
header will now have a drop down menu indicated by a downward pointing arrow. Click on
the arrow to see a selection menu for that field. In the example above, the drop-down
menu for city was selected. There are three values found in the data for city. You would
click to turn off the cities you don’t want to see in the resulting list.

You may use AutoFilter on several fields at once. For example, on a member roster you
could first select ChapMem and pick only “Y” for voting members. Then you could select
city and pick only “New Braunfels” to get a list of voting members in New Braunfels.
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Reports can be defined easily in Excel using the “Print Titles” dialog.

The example shown above could be used for a member roster. The resulting report would
would show for a heading the current date on the left, the workbook file name in the
middle and the page number on the right. It would repeat the column headers on each
new page, and there would be gridlines (borders) for each cell.
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