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MEMBERSHIP dBASE PROCEDURES 
The Membership Coordinator uses the NSCS Database to record and maintain information about 
members and their relationships to the Choral Society, and to create reports for other NSCS leaders 
and members.  The NSCS Database is currently supported by the dBASE database management system. 

These procedures are specific to the use of the dBASE system in support of tasks for which the 
Membership Coordinator is responsible.  For additional instructions on performing more general 
computer-related tasks, see the NSCS01 Procedure Illustrations document. 
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Procedure Print Registration Forms 

Purpose  Registration forms are used to capture basic contact information about new 
members (name, address, phone) plus height, voice part, employer, 
job/hobbies, expertise/willingness to volunteer.  Returning members are 
asked to verify that the information we have for them is correct. Participation 
and dues information is captured on the forms for both new and returning 
members.  The forms are used later to enter this information into the NSCS 
database.  (See Update NSCS membership data.)  

Frequency/Trigger Registration forms for returning members are printed annually so that they 
are available for the first several rehearsals of the season. 

Output One letter-sized page is printed for each potentially returning member, plus a 
supply of blank forms for new members to fill out.  (See samples below.)  At 
registration, each Section Coordinator is given the forms for his/her section, 
plus a supply of blank forms for new members. 

Input The query (Registr.qbe or RegiYYYY.qbe) should have been updated by 
Computer Services to select all paid members from the previous season.  

Prerequisites The Membership Coordinator and other leaders involved in member 
registration must determine what form changes are required for the new 
season. Verify that Computer Services has updated all components to display 
information for the current season.  Find out the name of the .rpt file to run.  

Steps 1)  Access the dBASE application (see the LogMeIn Ignition and dBASE 
illustrations documents) 

 2)  [For 2012] Select the report file Reg2012.rpt and choose Design Report 
(Shift-F2) from the Navigator menu. 

 3) From the Report menu, choose Refresh Report Data. 

 4) Print the report or create a PDF or Rich Text Format (RTF) file for 
emailing.  (See the Crystal Reports section of the Illustrations document 
for detailed instructions on printing, PDFs and exporting RTF files.) 

 5) Close the Preview Window and Crystal Reports.  If presented with the 
message that the report design has changed, it’s okay to choose save. 

 6) Print multiple copies of the Registration form 2012.pdf file (in 
C:\DBASE\WordPerfect documents\Registration Forms) to create blank 
forms for new members, or send this pdf  to someone else for printing. 

Hints/Tips  The forms for last season’s members are sorted alphabetically within section.   

Resources Any problems with running the reports or creating the appropriate output 
format should be directed to the Computer Services Coordinator. 
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Illustration: Registration Form for 2012-2013 Season (created with Reg2012.rpt) 
(Modifications to last season’s form are highlighted) 
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Illustration: Blank 2012-2013 Registration Form for new members  
(created from Microsoft Word document) 
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Procedure Update NSCS membership data 

Purpose  Registration forms for new and returning members capture basic contact 
information, height, voice part, concert participation, and dues payment data.  
This data needs to be entered in the database so that it is available for 
membership tasks and reports.  

Frequency/Trigger Most registration forms are filled out at the first rehearsal of the season, but 
additional forms can trickle in during subsequent rehearsals.  Sometimes 
updates to this data are communicated via email, or a phone call, or even 
written on a weekly attendance sheet. 

Output Updated database records. Basic contact information (mailing name, address, 
phones, email) is stored in the Symphony table.  All other member data is 
stored in the NSCS table. 

Input Registration form or other source of new or revised member data (e.g. an 
email) 

Prerequisites Verify that Computer Services has updated the .wfm file to display any new 
fields added for the current season.  Find out the name of the .wfm file to run.  

Steps 1)  Access the dBASE application (see the LogMeIn Ignition and dBASE 
illustrations documents) 

 2)  [For 2012] Run the form Nscs2012.wfm file by double-clicking on it, 
selecting it and pressing F2, or selecting “Run Form” from the Navigator 
window. 

 3)  Enter the last name of the member whose data you want to update in the 
entry box just to the right of “2012” and click on the Seek button.  If the 
correct member is not displayed, use the top/previous/next/bottom record 
selector buttons  or the elevator button to locate the correct entry 
and click on the data in the LAST_NAME column.  If this is a new 
member (not in the database), close this form and go to step 4.  
If you have found the correct record, go to step 9. 

 4) Run the Symphony.wfm file by double-clicking on it, selecting it and 
pressing F2, or selecting “Run Form” from the Navigator window. 

 5)  Enter the last name of the person and click the Last Name button to 
make sure the new member is not already in the Symphony table.  If 
there are other people with this last name in this table, use the next record 
selector button or PgDn to make sure the new member isn’t already there. 
 
If the new member is in the Symphony table, verify that the address, 
phone, and email are the same.  If you are convinced that it really is the 
same person, make any corrections to the contact data and check the 
Mailing and NSCS boxes.   
Write down or copy the ID and go to step 7. 
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 6) If the member is not in the Symphony table, click the button, 
enter the name, address, email, and phone field data, and check the 
Mailing and NSCS boxes.  Write down or copy the ID. Close the 
Symphony II Search form window. 

 7) Run the form Nscs2012.wfm file by double-clicking on it, selecting it 
and pressing F2, or selecting “Run Form” from the Navigator window. 

 8) Add a new record by selecting Add Records (Ctrl+A) from the Form 
menu.  Type or paste the ID from the Symphony table into the record.  

  Select a different record with the previous or next button  and then 
come back to the record you just added.  

 9) Enter data in the other fields, per the Registration form/input document 
(dues, which concerts the member is singing in, etc.)   
At the beginning of the season, verify that the number of absences in all 
four absence fields is 0.   
If this is a new member, click the “Nametag required” box. 

 10) Repeat from Step 3 for the next form/input document.  Close the window 
or select Close (Ctrl+F4) from the File menu when done. 

Hints/Tips Name fields in the Symphony table are mailing names.  For a household with 
two NSCS members, each member needs a Symphony record, but only one 
of the Symphony records should be identified as “Mailing,” with both names 
entered in the First Name field of that record.   

 In the NSCS table, Voice part is entered as a number:  
1=Sop1, 2=Sop2, 3=Alto1, 4=Alto2, 5=Tenor1, 6=Tenor2,  
7=Baritone, 8=Bass, 0=Non-singer 

 In the NSCS table, the box “Include on Membership List” is used to add  
non-members (e.g. Julia Davids, Sharon Peterson, Bill Stribling) to the 
Membership List. 

 If you create a new record in error, you can delete it by selecting Delete 
Current Record (Ctrl+U) from the Form menu. 

 PgUp/PgDn can be used instead of the Previous/Next record buttons. 

Resources Any problems with adding or modifying membership data, or problems with 
the design of the form should be directed to the Computer Services 
Coordinator. 
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Illustration: Symphony table data entry form (Symphony.wfm) 

 

Illustration: NSCS table data entry form for 2012-2013 Season (Nscs2012.wfm) 
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Procedure Print Attendance Sheets 

Purpose  Attendance at every rehearsal is monitored, and Section Coordinators contact 
members who are absent. 

Frequency/Trigger Attendance sheets must be distributed to Section Coordinators before each 
rehearsal.   

Output Two copies of a letter-sized sheet with the names of all singers in the section 
are given to each of the six Section Coordinators.   

Input The date of the rehearsal is entered as text on the attendance sheet header. 

Prerequisites Members will show up on the attendance sheet only if the NSCS database 
has been updated to indicate that they are planning to sing the current 
concert.  Verify that Computer Services made changes required for the first 
rehearsal of a concert, and ran the utility to zero absence counts. 

Steps 1)  Access the dBASE application (see the LogMeIn Ignition and dBASE 
illustrations documents) 

 2)  [For 2012] Select the report file Attend12.rpt and choose Design Report 
(Shift-F2) from the Navigator menu.  Update the text fields for the date 
and number of the rehearsal.  (See the Crystal Reports section of the 
Illustrations document for detailed instructions on how to update a text 
field in Design Report mode.) 

 3) From the Report menu, choose Refresh Report Data and review the 
report data for reasonableness. 

 4) Print two copies of the report or create a PDF or Rich Text Format (RTF) 
file for emailing.  (See the Crystal Reports section of the Illustrations 
document for detailed instructions on printing, PDFs, and exporting RTF 
files.) 

 5) Distribute the report to each Section Coordinator.  (One copy for each 
section is returned to the Membership Coordinator after attendance has 
been recorded.) 

Hints/Tips The Membership Coordinator and each Section Coordinator should work out 
the best method to get attendance data back to the Membership Coordinator 
for the Enter Rehearsal Attendance Data procedure. 

 Before the first rehearsal for a concert, the query must be modified to change 
which fields in Nscs.dbf are used for member selection, and the report design 
must be modified to change which concert absences field is shown on the 
attendance sheet.  This can be done by the Computer Services Coordinator. 

Resources Any problems with running the reports or accuracy of the absences field 
should be directed to the Computer Services Coordinator. 
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Illustration: Sample Attendance sheet (created with Attend12.rpt) 

(text modified per rehearsal or per concert is highlighted) 
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Procedure Enter Rehearsal Attendance Data 

Purpose  This procedure stores data about attendance and generates absence statistics. 

Frequency/Trigger Attendance data should be entered as soon possible after each rehearsal.   
The trigger is the receipt of attendance information from each section leader. 

Output Updated database records (Rehersal.dbf, Attend.dbf) and Absences fields 
[e.g., Nscs.dbf->ABSENT_1] for each concert. 

Input At each rehearsal, the Section Coordinator records member attendance for 
his/her section on the attendance sheet for that voice part.  This is the primary 
input source.  For the first rehearsal of a new season, attendance should be 
entered based on the registration form.  (If you have a registration form for a 
singer, assume rehearsal attendance.)  

Prerequisites Several queries (Rehersal.qbe, Attend.qbe, Missng12.qbe), and forms 
(Attend.wfm, Attentry.wfm, Calcatt.wfm) should have been updated by 
Computer Services to process and report rehearsals and member attendance 
for the current season.  Verify that Computer Services has updated all 
components to display information for the current season. 

Steps 1)  Access the dBASE application (see the LogMeIn Ignition and dBASE 
illustrations documents) 

 2)  Select the form file Attend.wfm.  Double-click, or choose Run Form 
(F2) from the Navigator menu. 

 3) Press the down arrow  on the keyboard until the rehearsal for which 
you are going to enter attendance (probably the last one in the Rehearsal 
window list) is selected, i.e., the RHS field entry has a box around it.   
If a new entry in this table is needed, press the down arrow  until a 
new row is created.  (Ignore any entries that appear in the singer name 
box while entering a new rehearsal.)   
Type the next sequential number in the RHS (Rehearsal number) column,  
Press Enter to get to the RHSDATE column.   
Type the appropriate MMDDYYYY value for the rehearsal date.   
Press Enter to get to the USE column and type Y if missing this 
rehearsal is to be counted as an absence.   
Press Enter until the cursor is in the proper column to indicate which 
concert this rehearsal pertains to (1, 2, 3, or 4) and type Y.  Press Enter 
once more.  

 4) Click the button for 1st Soprano and then click the name of each 1st who 
attended.  An (x) will appear next to the name to indicate attendance.  
Then do the same for the next voice part.  When all attendance data has 
been entered, click the Compute Absences button. 

 5) Close the window (via the X in the corner) to exit the form. 
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Hints/Tips A name shows up on the attendance form only if that member is registered to 
sing for that concert.  If a name has been written in on the attendance sheet, 
that member’s record will need to be updated (using Nscs2012.frm)  
to indicate that they will be singing in the concert before attendance can be 
recorded.  If the write-in is a first-time member, a registration form should 
have been processed via the Update NSCS membership data procedure. 

 Attendance x’s can be changed later; rerun Compute Absences afterwards. 

 If you inadvertently create a new rehearsal, you can also delete the row by 
putting the cursor in the RHS column and pressing Ctrl+U.  (Don’t do this 
after you have recorded attendance data for that date!)  Don’t create a 
rehearsal until you are ready to start recording attendance for that date. 

 In Attend.wfm, you can change the USE or Concert No. for a rehearsal by 
selecting the rehearsal row (click on RHS for that row) and changing the 
values via the check boxes below.  The changes will take effect when you 
click in a different row of the rehearsal table. 

 The Compute Absences button will create an attendance record for each 
person who attended that rehearsal.  If the USE column value is Y for the 
rehearsal selected, the absence counter for that member will be incremented. 
Absence counters (one for each concert) can be changed using 
Nscs2012.frm.  

 Alt+F4 will close the window if the X in the title bar is not accessible. 

Resources Any problems with entering rehearsal or attendance data should be directed 
to the Computer Services Coordinator. 

 

Illustration: Attendance form (Attend12.wfm) 
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Procedure Create Attendance Reports 

Purpose  The Section Coordinators and Music Director are given information about 
singer attendance on a weekly basis.  NSCS policy states that if you “miss 
more than two rehearsals for any given concert, you must contact Julia 
Davids to discuss concert participation and to arrange a music singing 
review.”   

Frequency/Trigger Attendance reports should be created after each rehearsal (normally weekly) 
as soon as all attendance data has been entered. 

Output An email with two reports, one showing a list of who was missing for the 
specific rehearsal and another showing everyone in the chorus for the current 
concert and how many absences each has had.  (See samples below.) 

Input The attendance data entered via Attend.wfm is used for the reports.  
(The Compute Absences button updates the Nscs.dbf with the number of 
absences for singers who are registered for the current concert.)  

Prerequisites Verify that Computer Services has updated all components to display 
information for the current season/concert.    

Steps 1)  Access the dBASE application (see the LogMeIn Ignition and dBASE 
illustrations documents) 

 2) [For 2012] Select the query file Missng12.qbe and choose Edit as 
Program from the Navigator menu.  The following instruction 

 
  selects members who are singing the first concert of the 2012-13 season 

(C1213_1=.t.) and whose last attendance was not on 09/04/2012 – 
i.e., they were “missing” on that date .  Change the date to the rehearsal 
date.  From the File menu, choose Save and Close (Ctrl+W). 

 3)  [For 2012] Select the report file Missng12.rpt and choose Design Report 
(Shift-F2) from the Navigator menu.  Update the text field for the date of 
the rehearsal. (See the Crystal Reports section of the Illustrations 
document for detailed instructions.)   

 4) From the Report menu, choose Refresh Report Data. 

 5) Print to a PDF file or export to a RTF file.  (See the Crystal Reports 
section of the Illustrations document for detailed instructions.)   

 6) Repeat steps 3 through 5 for Chorus12.rpt. 

 7) If necessary, copy the PDFs or RTFs to someplace accessible to your 
email program.  Send an email to the Music Director, VP of Operations,  
VP of Concerts, President, General Manager, Section Coordinators, and 
any other NSCS leaders who request this information. 
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Hints/Tips For the first report for a new concert, the design of these reports must be 
modified to change which Concert Absences field in Nscs.dbf is shown.  
This can be done by the Computer Services Coordinator. 

Resources Any problems with running the reports or creating the appropriate output 
format should be directed to the Computer Services Coordinator. 

Illustration: Sample attendance email 

 

Illustration:  Sample “Missing” report (created with Missng12.rpt) 
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Illustration:  Sample “Chorus” report (created with Chorus12.rpt) 
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Procedure Create Membership List 

Purpose  NSCS leaders and members may need contact information for each other.   

Frequency/Trigger The membership list for the current season is generated on request.   
The request may be verbal or via email. (After login to the “Members Only” 
portion of the NSCS website, a member is presented with a link to request a 
membership list with an email to the Membership Coordinator.)   

Output A Rich Text Format (RTF) file of the membership list (see sample below) is 
created for emailing to the requester. If the General Manager has requested 
that paper copies be available at rehearsal, the file is emailed to the Printing 
Coordinator for duplication.  

 The bottom of each page has a legend for the voice part codes, and a warning 
that the list is not to be distributed outside the NSCS or used for solicitation.  
The total number of names shown appears at the end of the list. 

Input The current date is automatically shown in the report header. 

Prerequisites Verify that Computer Services has updated components to select members 
for the current season. (Members appear on the report if “paid dues” or 
participation in any of the concerts for the current season is indicated in the 
NSCS database.)  Non-singers are also displayed on the report if the “Include 
on Membership List” field is checked on their records in the NSCS database.    

Steps 1)  Access the dBASE application (see the LogMeIn Ignition and dBASE 
illustrations documents) 

 2)  [For 2012] Select the report file Memlst12.rpt and choose Design Report 
(Shift-F2) from the Navigator menu.   

 3) From the Report menu, choose Refresh Report Data. 

 4) Print to a PDF file or export to a RTF file.  (See the Crystal Reports 
section of the Illustrations document for detailed instructions.)   

 5) If necessary, copy the PDFs or RTFs to someplace accessible to your 
email program.  Email the file to the requester or Printing Coordinator. 

Hints/Tips Since there are usually more than 100 names that appear on this report,  
some fussing may be required to the format to get it to fit in two pages so that 
a single sheet can be printed two-sided.  If editing of this type is required,  
the report should be created as an RTF file rather than a PDF file, so that it 
can be easily edited in word processing software such as WordPerfect or 
Microsoft Word. 

Resources Any problems with running the reports or creating the appropriate output 
format should be directed to the Computer Services Coordinator. 
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Illustration: Sample Membership Report (created with Memlst12.rpt) 
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Procedure Print Name Tags 

Purpose  NSCS leaders and members are encouraged to wear name tags at each 
rehearsal to help get acquainted.   

Frequency/Trigger Name tags are automatically printed for new members.  A member can 
request a replacement name tag at any time.    

Output Name tags are printed on special stock, 8 to a page, separated, and inserted 
into a plastic sleeve. 

Input The “Nametag required” field in the Nscs.dbf determines which members 
name tags are created for.  

Prerequisites Label stock must be loaded into the printer.    

Steps 1)  Access the dBASE application (see the LogMeIn Ignition and dBASE 
illustrations documents) 

 2)  Select the query file Nametag.qbe and choose Run (F2) from the 
Navigator menu (or double-click on the name).   

 3) From the View menu, choose Query Design (Shift+F2). Move to the 
Query menu and choose “Copy Results to New Table...”; select 
nametag.dbf from the list of existing file names.  Click OK. When the 
“File NAMETAG already exists. Replace existing file?” message 
appears, click Yes. Exit dBASE. 

 4) Start WordPerfect.  Open the file name tags.frm found within the 
C:\DBASE\WordPerfect Documents\Nametags\Form & Notice  
directory. 

 5) Click the Merge… button and in the Merge dialog box, specify the file 
name (nametag.dbf) that you saved in step 3 above.  Output should be 
“New Document.”   Click the Merge button. A new WordPerfect 
document appears. 

 6) In the File menu, use Print… to select the printer which you have loaded 
with the name tag label stock and print.  Close WordPerfect (the new 
document doesn’t need to be saved). 

 7) As you separate each of the name tags, go back into Nscs2012.frm and 
turn off the “Nametag required” indicator for each of the members.  

Hints/Tips Give the name tags to the appropriate Section Coordinator for distribution, 
helping that the Section Coordinator become acquainted with any new 
members. 

Resources Any problems with creating the appropriate output format should be directed 
to the Computer Services Coordinator. 
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Illustration:  WordPerfect form for printing Name Tags (Name tags.frm) 

 

Illustration:  Merge dialog box for selecting data from Nametag.dbf 
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Illustration:  Sample Name Tags created from data selected from Nametag.dbf 
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Procedure Create Additional Reports 

Purpose  Statistics, lists of members meeting specific criteria, or other miscellaneous 
reports can be created on a one time or recurring basis, as needed.  For 
example, Julie McDowell may need a list of singers by height for seating 
chart preparation.  Or John Darrow may want to know if there are any 
members who have not yet paid dues. 

Frequency/Trigger Request from a Board member or other NSCS Leader.   

Output A report file, perhaps a PDF or RTF for emailing. 

Input The requester must supply criteria for member selection, and indicate the 
desired fields to be shown. 

Prerequisites dBase components may have to be created or updated to select the members 
matching the selection criteria and generate the desired report.   

Steps 1)  Contact Computer Services to discuss the requirements. 

 2)  Computer services will set up components and provide instructions if the 
request is for a recurring report. 

Hints/Tips Many previous reports designed and run by Anthony Green are stored on 
NSCS01 in the directory C:\DBASE\NSCS\2012Text Files.  It may be 
helpful to look through some of these if the requester says that the request is 
similar to a previous request. 

Resources Any problems with creating or running the reports or creating the appropriate 
output format should be directed to the Computer Services Coordinator. 

Illustration: Sample Height12.rpt Output 
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Illustration: Sample “Unpaids” Report 

 

Illustration: Sample “Sections” Report 

 

Illustration: Sample “Members Joining” Report 
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Illustration: Sample “Expected to Sing” Report 
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