Data Management Information System (DMIS)
Member Contact Information & Reports

The Academy’s Data Management Information System (DMIS) (www.eatright.org/dmis) allows DPGs, MIGs and Affiliates to access their membership records and records of dietetics professionals. The system updates daily so that any new information entered by Academy Headquarters is included. 

Basic Functions:
· View individual member/non-member data. (only affiliates have access to non-member data based on state)
· Produce membership directories. 
· Analyze member/non-member statistical reports. 
· Create user-defined fields to track information related to your Affiliate. For example, an Affiliate could assign a district or a state practice group.  

[bookmark: _GoBack]A pre-recorded DMIS Tutorial is available for your viewing.  (http://affiliatecommittees.webauthor.com/modules/library/default.cfm?type=toc&id=12508)b)


Each Affiliate will receive one (1) password to access this database. The president should determine which officers should receive access. 


DMIS User Guide

Welcome Screen
Login to the welcome screen by entering the username and password provided by your leadership team. https://reports.eatright.org/login 
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Your group name will appear in the upper right hand corner.

Navigate
Navigate the resources along the black header bar, or through the icons on the center of the screen.

Academy Data
In this screen you can click on “show all members” to view all members and “show non members” to view non-members. For affiliates, these non-members include individuals in the Academy’s database with your affiliate’s city in their address, but may not be associated with your affiliate. Expired members of more than one year also appear as non-members.

You can search by typing a name in the search box and click “search”. You can also search for a member by clicking on any letter of the alphabet below. Individuals are organized alphabetically by their last name.
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You can export the data to view more information. You can export members that are displayed on the screen only or ALL members if no filters are applied.

A pop-up window will appear allowing you to choose the demographic information needed.
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Reports
There are several built in reports.
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New Members
Clicking on New Members will allow you to pick this current fiscal year or last fiscal year and a specific date range if you choose.

Not Renewed Members
Not Renewed Members are the individuals who were a member in the previous fiscal year, but not in the current fiscal year.

Member Count
Member Count allows you to view a breakdown of membership numbers by member type for the current or previous fiscal year.

Practice Area Count
Practice area Count shows a breakdown of what members have selected as their area of interest.

Former Members
Former members allows the affiliate to see what individuals were once a member of your affiliate and have since switched to a different affiliate. These are active Academy members.


Group Contacts
This option is used with certain vendors or contacts specific to your group. For example, a newsletter contractor, sponsorship contacts, friends of the group, etc.

You may add new contacts as needed. This is meant to be a place to keep track of the names of individuals who are not members of the group but are important to your affiliate.
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Vendor Access
This is where you would go to add a website vendor to be allowed to access this site for syncing membership information between the Academy and the affiliate website.

To add someone, enter their name and description. You will need to give them the access key. 
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Custom Properties, User Defined fields
This is where you would go to keep track of another demographic category about your members. For example, congressional districts, if they attended a symposium, etc. Click on “Add New Property”.  This information pulled to reports and viewable along with the other demographic fields.
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Home

Renevil and retention information
General Membership Information

Academy Data
Viewmember and non-member data

Reports

Membership reports, not renewed members,
members by state, and more.

Welcome to your online solution for managing Academy data. For questions or comments, email
dpgmigrelations@eatright.org or contact the DPG/MIG/Affiliate Relations Team at 800/877-1600, ext.

4815.

Renewal / Retention information

‘Academy stafffield questions regarding membership renvial
and howto gauge membership numbers compared to last
year.Please keep the following in mind as you plan your
recruitment and retention strategies.

Renevals are recsived and processed on a daily basis and
DMIS data reflectthose who have made payments in full or
who are on the installment pian.

‘The Academy does receive a number of renewals where
members have not paid their dues in full, overpaid or have
not clearly indicated their DPG or MIG selections. Staff
contacts these members for clarfication, which can delay
‘completing the processing for the individual member. Until
the membership order is paid So that there is a zero balance,
these individuals will not be reflected in the DMIS data.
‘Concurrenty, the Academy continues to reach out (via
phone, e-mail and print campaigns) to those who have not
yetrenewed. We ask hat DPGs, MIGs and affiates assistin
the recruitment and retention process by contacting their non-
renewers to encourage them to continue their membership in
the Academy and their respective organizational units.

Group Contacts

Add and manage important group contact
information such s preferred vendors and more.

Vendor Access

Allowtechnology vendors to interact with the
‘Academy Web Service and pull membership
information.

Custom Properties

‘Set up additional felds that can be populated for
the members of the oroup.

General Membership Information

Each yearin January, the membership team begins the
process of creating invoices for the nextiscal year. Ifan
individual is a member in the current fscal year, a new
invoice is created for the nextiscal year. In 2011-2012 the
‘Academy moved to a new Association Management System.
Within this system, creating invoices for the coming
‘membership year vill not affect your current year's
‘membership counts as the current year's member status
does not change - any changes to a member's status vill be
reflected on the newinvoice that s created for the new year.
‘Some of the changes that take place include:

= Records within the Student category are adjusted
based upon COR Eligibilty.

‘Active members who meet the refired qualification (52
years of age and possible retired) are contacted. We
Teceive responses from those who advise they are
totally retired and meetthe age requirement

All persons in the Retuming Student Categories are
billed to the corresponding Practitioner categories for
the coming year. Returing studens are required to
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