Creating New Member List
You must be on the list of leaders that have database access (if you are not, contact the Chair of the section for access)
Follow Step 1-4 of Creating Mailing Lists Tutorial

Step 5: Under Month Activity, select “New” and verify that default Section 1118 is in top window, default Active members are selected, but do not select any other options for producing the list.  Verify that the data is appropriate from a time viewpoint; the list should be generated after ASQ updates its info by the 5th of each month but before the last Wednesday of each month when the newsletter is to be sent. Click “Go” to generate Excel Spreadsheet list.
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Step 6: Select “Save” in dialog box and then choose a filename and folder for saving info.  The filetype will be a .csv file (comma separated values).
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Step 7: Open the spreadsheet and replace the names on the new members list on the website by following 2 Website Editing Tutorial-Editing Page or Article
Step 8: Repeat Steps 5-7 using “Transfer In” as the sorting key in the Month Activity window
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