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SENDING SPREADSHEETS TO EANGUS FOR IMPORT/UPLOAD INTO THE ONLINE DATABASE
overview 

This document will describe how the States will send spreadsheet updates to EANGUS for import/upload to the EANGUS Online Database. Each state will follow the guidelines that are defined below.

PROCESSING UPDATES FROM THE STATE ASSOCIATION PRIOR TO RECEIVING PAYMENT

1. The state should email the master spreadsheet containing their membership data to EANGUS at: bbirch@eangus.org and a carbon copy to: member_services@eangus.org. 
2. Make sure all required fields are present. Required fields are indicated on the master spreadsheet.  All other fields that are not marked “required” do not have to be populated if you do not have any information to provide.  The field can be left blank or either you can just delete that column all together.  The only member fields that will be updated will be the field/columns with information that has been filled in by you the state.  Remember each member once they register and gain access to the EANGUS Website will be able to update their own personal information.  
3. Make sure the appropriate codes are entered for all fields that read (SEND CODE). Examples of each code are listed below in this manual.  Fields that require specific codes are indicated on the Master spreadsheet. For list of valid codes and accepted formats see list below.

4. For any new members being submitted on a spreadsheet, EANGUS will be responsible for assigning the member a new Batch#/Client ID.  
5. State Associations: If a member is renewing you must re-assign that member his/her existing Batch#/Client ID or the member will end up having two memberships records in the Online Database—one will be expired with the members old Batch#/Client ID and the other membership record will be current with a new Batch#/Client ID assigned by EANGUS. We want to prevent creating more than one record for a member.
6. State Associations:  Once you have completed your spreadsheet and are ready to email your list of memberships to the National Office for processing.  If you are not planning on including a State Association credit card# for payment in the said email these steps must be followed:  - If sending payment by check you MUST include/attach a copy of the actual spreadsheet emailed to National with the check you are sending in the mail. - If all the members’ information has already been included on the spreadsheet you submitted via email to National.  - National does not require any other documents if the check payment covers the entire cost of the names submitted by the spreadsheet.  - There is no need for you to include individual membership applications with the spreadsheet payments by mail. - We would only require you to send in an individual membership application in the mail only if there is an individual’s credit card you need us to process for an individual included on the spreadsheet.  This process ensures that we recognize that the payment received at the National Office is for a spreadsheet submission.  And this also ensures that we do not mistake a payment for a spreadsheet submission as just a random membership sent to the National which will cause duplications in the database. 

After eangus haS received payment

1. EANGUS will proceed to follow directions given to them by Harris Connect for ‘Sending a File’ 

2. EANGUS will schedule an import into the online community. (All imports are run at 12:00am nightly)
code lists

For data integrity, all fields that contain drop-downs require that the state send the appropriate ‘code’ value rather than the descriptive text or free-form entry. The following is a list of your drop-down fields and their appropriate values

Guard State

Guard State (REQUIRED)  

	Code
	Description

	AK
	Alaska

	AL
	Alabama

	AR
	Arkansas

	AZ
	Arizona

	CA
	California

	CO
	Colorado

	CT
	Connecticut

	DC
	District of Columbia

	DE
	Delaware

	FL
	Florida

	GA
	Georgia

	GU
	Guam

	HI
	Hawaii

	IA
	Iowa

	ID
	Idaho

	IL
	Illinois

	IN
	Indiana

	KS
	Kansas

	KY
	Kentucky

	LA
	Louisiana

	MA
	Massachusetts

	MD
	Maryland

	ME
	Maine

	MI
	Michigan

	MN
	Minnesota

	MO
	Missouri

	MS
	Mississippi

	MT
	Montana

	NC
	North Carolina

	ND
	North Dakota

	NE
	Nebraska

	NG
	NGB Title-10

	NH
	New Hampshire

	NJ
	New Jersey

	NM
	New Mexico

	NV
	Nevada

	NY
	New York

	OH
	Ohio

	OK
	Oklahoma

	OR
	Oregon

	PA
	Pennsylvania

	PR
	Puerto Rico

	RI
	Rhode Island

	SC
	South Carolina

	SD
	South Dakota

	TN
	Tennessee

	TX
	Texas

	UT
	Utah

	VA
	Virginia

	VI
	Virgin Islands

	VT
	Vermont

	WA
	Washington

	WI
	Wisconsin

	WV
	West Virginia

	WY
	Wyoming


Membership Type

	Code
	Description

	ANNUAL
	Annual

	ASSOCIATE
	Associate

	ASSC. LIFE
	Associate Life

	CORPORATE
	Corporate

	EAGLE
	Eagle

	HON. LIFE
	Honorary Life

	LIFE
	Life


Rank 
	Code
	Description

	PV1
	Private (PV1)

	PV2
	Private (PV2)

	PFC
	Private (PFC)

	SPC
	Specialist (SPC)

	CPL
	Corporal (CPL)

	SGT
	Sergeant (SGT)

	SSG
	Staff Sergeant (SSG)

	SFC
	Sergeant First Class (SFC)

	MSG
	Master Sergeant (MSG)

	1SG
	First Sergeant (1SG)

	SGM
	Sergeant Major (SGM)

	CSM
	Command Sergeant Major (CSM)

	AB
	Airman Basic (AB)

	AMN
	Airman (Amn)

	A1C
	Airman 1st Class (A1C)

	SRA
	Senior Airman (SrA)

	SGT
	Sergeant (Sgt)

	SSGT
	Staff Sergeant (SSgt)

	TSGT
	Tech Sergeant (TSgt)

	MSGT
	Master Sergeant (MSgt)

	SMSGT
	Senior Master Sergeant (SMSgt)

	CMSGT
	Chief Master Sergeant (CMSgt)


Grade 

	Code
	Description

	E1
	E1

	E2
	E2

	E3
	E3

	E4
	E4

	E5
	E5

	E6
	E6

	E7
	E7

	E8
	E8

	E9
	E9


Branch 
	Code
	Description

	ANG
	Air National Guard

	ARNG
	Army National Guard


Display in Directory 
	Code
	Description

	Y
	YES

	N
	NO


Sex 
	Code
	Description

	Male
	Male

	Female
	Female


Membership Organization (REQUIRED)   
	Code
	Description

	E
	EANGUS

	A
	Auxiliary


Membership Expiration
	Code (Sample)
	Description

	12/31/2009
	MM/DD/YYYY


Membership Since
	Code (Sample)
	Description

	09/17/2008
	MM/DD/YYYY



Date of Birth
	Code (Sample)
	Description

	03/07/1982
	MM/DD/YYYY


Category 

	Code
	Description

	Active Guard Reserve
	Active Guard Reserve

	Modern Day
	Modern Day

	Retiree
	Retiree

	Technician
	Technician

	Drill
	Drill

	Corporate
	Corporate

	Honorary
	Honorary


State (Used for Address)

	Code
	Description

	AA
	AA

	AE
	AE

	AL
	Alabama

	AK
	Alaska

	AZ
	Arizona

	AR
	Arkansas

	CA
	California

	CO
	Colorado

	CT
	Connecticut

	DE
	Delaware

	DC
	District of Columbia

	FL
	Florida

	GA
	Georgia

	GU
	Guam

	HI
	Hawaii

	ID
	Idaho

	IL
	Illinois

	IN
	Indiana

	IA
	Iowa

	KS
	Kansas

	KY
	Kentucky

	LA
	Louisiana

	ME
	Maine

	MD
	Maryland

	MA
	Massachusetts

	MI
	Michigan

	MN
	Minnesota

	MS
	Mississippi

	MO
	Missouri

	MT
	Montana

	NE
	Nebraska

	NV
	Nevada

	NH
	New Hampshire

	NJ
	New Jersey

	NM
	New Mexico

	NY
	New York

	NC
	North Carolina

	ND
	North Dakota

	OH
	Ohio

	OK
	Oklahoma

	ON
	Ontario

	OR
	Oregon

	PA
	Pennsylvania

	PR
	Puerto Rico

	RI
	Rhode Island

	SC
	South Carolina

	SD
	South Dakota

	TN
	Tennessee

	TX
	Texas

	UT
	Utah

	VT
	Vermont

	VI
	Virgin Islands

	VA
	Virginia

	WA
	Washington

	WV
	West Virginia

	WI
	Wisconsin

	WY
	Wyoming

	NG
	NGB Title-10
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