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Steps for Success

Upload your Member List

According to Supreme rules, only a Grand Knight or Financial Secretary can log into officers online to get your
Member List. So, if you do not hold one of these offices, you need to ask your GK or FinSec to log Into
Supreme Officers Online at www.kofc.org and follow the instructions on the following pages.

It is critically important that they follow the instructions specifically, line by line, especially clicking “Website
Support” to format the file or it will not work!

+ Data Extract Tool

+ Contact Info

Website Support

Again — he must click Website Support as shown above or the file format will be wrong, and the upload will
not work.

Once he downloads that file, he can send it to you, and you can continue with the following instructions.

1. The downloaded file will be a “.csv” file. The .csv extension stands for “Comma Separated Values”,
meaning that what separates FIRST NAME records from LAST NAME records, for example, is a comma.
For this type of file to upload properly it cannot have commas in any of the fields. To explain, the
record of John Smith, Jr. needs to be registered as

FIRST NAME: John
LAST NAME: Smith
SUFFIX: Jr.

Unfortunately, from time to time, we have found member lists with records such as

FIRST NAME: John
LAST NAME: Smith, Jr.
SUFFIX:

That comma in the Last Name field will create an error because it is a comma within a field.

For this reason, our instructions are to open the file and change the file type by saving it as a “.txt (tab
delimited)” file for a more reliable upload. This file type is unaffected by these errant commas. The
“Save As” process provides the following options to choose from.



File name:

Save as type: |Excel Workbook

Excel Workbook

Excel Macro-Enabled Workbook
Excel Binary Workbook

Excel 97-2003 Workbook

SV UTF-2 (Comma delimited)
XML Data

Single File Web Page

Web Page

Excel Template

Excel Macro-Enabled Ternplate
Excel 97-2003 Template
Text (Tab delimited)
Unicode Text
XML Spreadsheet 2003

Microsoft Excel 5.0/95 Workbook

Unfortunately, if you are using an Apple/Mac computer, this is not so simple. First, saving the file as a
different file type is a far more complicated process. Second, when you open the file with an
Apple/Mac the program automatically converts the date format from the required 4-digit year
(mmddyyyy) to a 2-digit year (mmddyy).

So, if you know how to reformat the date fields to a 4-digit year and save the file as a “.txt (tab
delimited)” file, please do. Otherwise, DO NOT OPEN THE FILE, and simply save it from your email to
your desktop where you can easily find it later. If you experience the errant comma problem we
discussed above, we will work with you to fix it.

2. Log into your UKnight Admin Center
3. Click to open Member List on the left

4. Click to “UPLOAD CURRENT LIST”

UPLOAD CURRENT LIST

5. Click to “Choose File” or “Browse”, depending upon the browser you are using.
6. Select the .txt member download file you just saved.

7. Click to “Upload this Councils Extract File”

UPLOAD THE COUNCIL MEMBERS LIST C5V OR TAB-DELIMITED TXT FILE
BROWSE FOR THE ABOVE COUNCIL'S UPLOAD FILE

Choose File | Mz file chosen

UPLOAD THIS COUNCIL'S EXTRACT FILE

8. When the upload is complete the system will present you with a Member Upload report
9. Andyou are done!

Please let us know if you follow these directions specifically and still experience any difficulties.



HOW TO SET UP YOUR UKNIGHT SITE

It takes only a few steps to set up a UKNIGHT site. For that reason, initial setup should be performed
However, the process requires access to membership by the Financial Secretary. Once the following steps
and other information maintained by your council’s have been completed, the FS can assign log-in access
Financial Secretary. for ongoing content management responsibilities.

STEP ] The first step in uploading your council’s membership list is to extract it from OFFICERS ONLINE.
To do this:

Extract

. } 1 .
Member List Log in to OFFICERS ONLINE

P On the following page click on the box close to the top labeled “Member Management”.

Officers Online
| Last Login: 33112016 at 9:39 pm

¥ Urgent Messages

Eirst Degree Ceremonial Production
Supreme Knight Carl Anderson has announced that a video production of the First Degreg/eremanial is available for councils to utilize when bringing in new
members. This production is designed to aid any council lacking a degree team, or for Jfose times when special circumstances prevent the candidate from attending a
First Degree Ceremonial. While the preferred exemplification of the First Degree is tg/e conducted by a skilled council team, this video production offers every council

an option. Play Video | Download Videa

Officers Desk Fraternal Member By Laws
Reference Training Management Online

First Degree Ceremonial Instruclions: View | Download | Order

Texas 86 >

¥ Supporting Applications

P The following page pops up. Click on the “LIVE” button to proceed.

This new Officers Online allows you to gfcess both ‘Live’ and ‘Training’ applications. Click the button on the
bottom of this window to access the ghpropriate application.

Note: ‘Training’ will allow you to£nter various data or transactions, without actually updating records.
Due to ‘Industry Standards’ fhe Supreme Council recently changed the email process to use the ‘No Reply’
address as the From emaifaddress. If a member does decided to reply to this email, the respond will be sent

to the senders Primary Zmail Address on file in Member Management.

For assistance withMember Management or Member Billing, please contact our support group at 203-800-

4955 or email a

Putting the power of the Web to work for your Council U KN]G HT



HOW TO SET UP YOUR UKNIGHT SITE

STEP 'I P The next page has navigation across the top. Click on the box labeled “Print C%r-MI\‘II".
[ | ffcersOuine | Member Hanapemen
Extract

. — ﬁ
Member LIS'I' Member Management - Find A Member |

(cont'd)

* Find a Member
Search Criteria
Display records for the following:

P On the “Print Center-MM’ page click the “Data Extract Tool” selection on the left side menu.

Data Extract Tool

P Then click the “Website Support’ selection on the left side menu.

+ Data Extract Tool

+ Contact Info

Website Support

Putting the power of the Web to work for your Council U KN lG HT



HOW TO SET UP YOUR UKNIGHT SITE

STEP 1

Extract
Member List
(cont'd)

P In the “Select the member records to be extracted:” section be sure to select “Active Members”,

as the UKnight Member List upload will add all active members to its list.

Data Extract for Council:

This extract feature is intended to assist in gen SED
web sites that support member log in fegtu

Select the member records to Bz extracted:

® Active Members

Member hanagement

ng a data file that can be used with local

' Former Members

P After selecting “All Records”, click on the “Get Extract” button on the bottom right of this page.

_ Officers Online Member Billing Council Administration Print Center-MM

+ Data Extract Tool

* Website Support

Data Extract for Council:

This extract feature is intended to assist in generating Yy data file that can be used with local
web sites that support member log in features.

Select the member records to be extracted:

The following appear on every data exiract:

® Active Members

ormer Members

+#  First Name #  Membership Number
¥ Middle Name #  Member Type

+  Last Name #  Member Class

< Prefix # 1st Degree Date

¢ suffix +  2nd Degree Date

¥ Nickname +  3rd Degree Date

+  Residence Phone +  4th Degree Date

+  cell Phone +  Assembly Number
¥ Primary Email +  Birth Date

Get Extract

P> You should now see the dialog box titled “Reporting Service” pop up.

Putting the power of the Web to work for your Council U KN]G HT



HOW TO SET UP YOUR UKNIGHT SITE
STEP 'I P Click the “Click here to open” link.

Extract
Member List
(cont'd)

Reporting Service

Thank you for waiting, your report i

Click here to open

P Your Computer will now Download the File. Different browsers have different download process-
es. Make sure you can find the file you downloaded, because you will be uploading this file later.

Putting the power of the Web to work for your Council U KN lG HT
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