Creating Excel Files for Upload

Excel files submitted for upload must be exactly the same as the templates we have available for download. Do not upload files that are not formatted as described below.

The column names must be exactly the same as within the template. The worksheet name containing all the data must be set to Sheet1. All column heading must be Capitalized and in the same order as shown below (Left to Right). See “Filled-in” template for illustration.
Membership Files

The fields included in a membership upload file are listed below. This template is available for download. You do not need to recreate this file.

	Description
	Excel Mapped Column
	 

	PTA Local Unit ID Number
	LOCAL_UNIT
	required

	Name Prefix
	NAME_PREFIX
	optional

	First Name
	FIRST_NAME
	required

	Middle Name
	MIDDLE_NAME
	optional

	Last Name
	LAST_NAME
	required

	Name Suffix
	NAME_SUFFIX
	optional

	Address_1
	ADDRESS_1
	required

	Address_2
	ADDRESS_2 (apt./suite, if applicable)
	optional

	Address_3
	ADDRESS_3
	optional

	City
	CITY
	required

	State
	STATE
	required,
not to exceed 2 characters

	ZIP Code
	ZIP
	required

	Home Telephone Area Code
	HOME_AREA
	recommended

	Home Telephone
	HOME_TELEPHONE
	recommended

	Work Telephone Area Code
	WORK_AREA
	recommended

	Work Telephone
	WORK_TELEPHONE
	recommended

	Fax Number Area Code
	FAX_AREA
	optional

	Fax Number
	FAX_NUMBER
	optional

	E-mail
	EMAIL
	recommended

	Position
	POSITION
	required
(MBR is default)

	Membership Year Begin Date
	BEGIN_DATE
	required

	Membership Year End Date
	END_DATE
	required


Note that fields can be empty, but not missing.

The fields are described in detail below.

Field 1—LOCAL_UNIT
This is a required field.
The "ID Number" is 8 digits. All 8 digits (including leading zeros) are required for electronic submission of local unit information (example: use 00001234, not 1234).
Note that all entities in the membership database have a unique 8-digit identification number.

Field 2—NAME_PREFIX
Optional. Maximum length is 15 characters.

Field 3—FIRST_NAME
Required. Maximum length is 40 characters.

Field 4—MIDDLE_NAME
Optional. Maximum length is 40 characters.

Field 5—LAST_NAME
Required. Maximum length is 40 characters.

Field 6—NAME_ SUFFIX
Optional. Maximum length is 10 characters.

Field 7—ADDRESS_1
Required. Maximum length is 40 characters.

Field 8—ADDRESS_2
Optional. Provide the apartment or suite number, if applicable.
Maximum length is 40 characters.

Field 9—ADDRESS_3
Optional. Maximum length is 40 characters.

Field 10—CITY
Required. Maximum length is 25 characters.

Field 11—STATE
Required. Must be the standard USPS two (2) character state code. Use upper case.

Field 12—ZIP
Required. Use either the standard USPS 5 digit (ZIP), or 9 digit (ZIP + 4 optional) code. Do not include the hyphen. Use the appropriate postal code for non-U.S. addresses. The maximum length of the data in this field is 15 characters.
Field 13—HOME_AREA
Recommended. Maximum length is 3 characters.
Field 14—HOME_TELEPHONE
Recommended. Requested format is xxxxxxx for U.S. phone numbers. Exclude all non numeric characters. Maximum length is 15 characters.
Field 15—WORK_AREA
Recommended. Maximum length is 3 characters.
Field 16—WORK_TELEPHONE
Recommended. Requested format is xxxxxxx for U.S. phone numbers. Exclude all non numeric characters. Maximum length is 15 characters.
Field 17—FAX_AREA
Optional. Maximum length is 3 characters.
Field 18—FAX_NUMBER
Optional. Requested format is xxxxxxx for U.S. phone numbers. Exclude all non numeric characters. Maximum length is 15 characters.
Field 19—EMAIL
Recommended. Maximum length is 60 characters.

Field 20—POSITION
Required. The field must contain one of the following values: 

	Abbreviation

	Position


	MBR

	Local Unit Member (can also be used for council/district/region)


	LUP

	Local Unit President


	CO-LUP

	Co-Local Unit President


	VP

	Local Unit Vice President


	LUTR

	Local Unit Treasurer


	LUSEC

	Local Unit Secretary


	MEMBCH

	Local Unit Membership Chair


	CONSULT

	Consultant


	COORD

	Coordinator


	HIST

	Historian


	LEGCH

	Legislative Chair


	PARLIAM

	Parliamentarian


	PICHR

	Parent Involvement Chair


	PRCHR

	Public Relations Chair


	PRESELEC

	President-Elect


	VPELECT

	Vice President-Elect



	
	


Field 21 Begin Date
Required. Format: MM/DD/YYYY

Field 22 End Date
Required. Format: MM/DD/YYYY

	Step 1 - Download Local/Member Officer Entry template

	Step 2 - Enter or transfer information into template

	a. Do not remove or alter header row 

b. Columns in bold are required fields 

c. Do not delete any columns 

	Step 3 - Save file to your computer

	Step 4 - Browse for your file and upload
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