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Users Database Update

1) Download the current membership file:
a) Log in to www.pmi.org. 
b) Click on the “Get Involved” option in the main menu.

c) Click on the “Component System / DEP” option in the submenu on the left side of the screen.

d) On the Component System screen, click the "DEP" option in the submenu.

e) After the DEP submenu expands to include another nested submenu, click the “Real-Time” option in the nested submenu.
f) Click the “Member Extract Report” link.

g) A “File Download” dialog box will open.
h) Click on the Save button and save the file to your local PC.
2) Access your PMPlatform Users module.

a) Login to your PMPlatform site.
b) Click “Manage this Site” to access the Administration Interface.

c) Click the “Users” tab.

3) Import membership file

a) Click the “Import” option in the submenu at the top.
b) Click the “Browse” option.
c) Find and select the file you created from the DEP Member Extract.
d) Click the “Upload and Parse” option.
4) Revoke Member Rights

a) The “Revoke Member Rights of Missing Users” option will appear:
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Revoke Member Rights of Missing Users

2868 users were not found in the import file. You may now choose to revoke their rights as an active member of the chapter.

'WARNING: Do not complete this step unless you uploaded a complete file and wish to revoke the active member rights of
any user not in the import file.

(i Yes, | want to revoke active member rights 1

The following users have been updated with new information.

+ Christopher Hanks, PMI ID 315855, has been updated.
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i) If you are importing a full file, and you wish to revoke the Member rights of any existing Members who did not renew his/her membership (and is, therefore, missing from your DEP Real-Time Extract), click the “Yes, I want to revoke active member rights” button.

ii) If you are importing a partial file and do not want to impact the Member status of existing Users, simply do not click the revoke button.

5) Error Handling

a) If any errors are listed at the conclusion of the import, you can copy and paste them into an email your webmaster.
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