
CHAPTER OFFICER REPORT FORM 

“Tips and Tricks” 

1. This is a Word document that can be modified by selecting from various “pull down” menus, or 
entering text in the form fields. 

 

 

By clicking on “Choose an Item,” a 
pull down menu will appear from 
which you can select the desired NC 
Chapter code…shown below. 

When the pull down 
menu appears, select a 
NC Chapter code, NC01 
through NC22. 



2. In the case of the Charter Date, the pull down menu presents a searchable calendar. 

 

 

 

NOTE:  If your Charter Date is 20 years ago, you don’t have to scroll back across the years to find the 
desired date!  Choose Today, and after you enter, place your cursor on the text and modify the month 
day and year. 

When the calendar appears, 
select the desired month and 
day, or choose Today at the 
bottom of the screen to enter 
the current date. 



3. For any of the text fields, place your cursor in the field and simply type…you can use formatting, 
bold, italics and underlining, just like in any Word document.  The fields are unlimited and conform 
to the margins of the document.  When finished inputting text for a field, don’t press the <return> 
key, as this would insert a blank line.  Simply use your cursor to move to the next field. 

 

 

  

Text fields that require 
entering a number are 
generally restricted to the total 
length of your input, e.g., no 
more than 3, or from 1 to 999. 



4. For fields that require a LOT of typing, e.g., the Catchment Area for a chapter, instead of having to 
type the entire county listing, simply go to the NC Council of Chapters website, link to “NC Chapters” 
and then to “County Map.”  For Western Carolina, use your cursor and right click the text for the 
county list, e.g., “Buncombe, Cherokee , Clay, Graham, Haywood, Henderson, Jackson, Macon, 
Madison, McDowell, Polk, Rutherford, Swain, Transylvania, Yancey” after which you can “Copy”… 

 

 



 

5. Moving down the file, there is a box which contains the “recommended” format for the content of 
the Chapter Officers.  If you are updating this file from a previously saved Officer Roster, the same 
process of going to the other document, right-click and mark the desired text, after which it can be 
pasted into the desired field.  Remember, after entering text, don’t press the <return> key. 

 

Return to the text, put your 
cursor in the appropriate field 
and then press “Paste.” 



6.  Fill out the remaining list of Officers using the same format just described, e.g., type the officer’s 
name and other information in the recommended format, or mark/copy from another source. 

 

7.  It is recommended that the listing of Officer “titles” shown in the document be retained as a 
standardized format.  If, however, you don’t have a member serving in the capacity of one of the 
roles, you can highlight and delete that line, as shown. 

 



8. In the same manner, you can highlight a position name, copy to a new line and then “rename” the 
position if you wish to add a Chapter officer title that is not displayed in this boilerplate. 
 

9. For convenience, if you have an officer serving in more than one role, it is recommended that you 
only include the members name, rank, service and status in the list for the second position.  Of 
course, to simply entering the data, you can also mark/copy/past the name from the previous line. 

 

10. When finished entering all the officer names and other data in the document, double click on the 
footer at the bottom of the page and open the date pull down menu, select Today as the date of your 
update and close.

 



11. Finally, return and mark the text inside the box showing the recommended format for names, 
addresses, etc., and press delete. 

 

12. Check your document for accuracy and then “Save” using a different filename as the boilerplate 
document you opened on the web, “Chapter Officer Roster Form (F)” is a “read only” file and 
cannot be saved using the same filename.  A recommended format for the filename is  

“130101 – [CHAPTER] Officer Roster” 

which uses the YRMONDAY protocol as well as your Chapter name.  This serves to keep files in 
chronological order on the web. 

13.  YOUR DONE!  Now e-mail your finished Chapter to the Council Secretary, Les Petty at his e-mail, 
lpetty1@ec.rr.com and to the Council Web Manager, Doug Ehrhardt at info@newrivermoaa.org. 

 

THANKS! 
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