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Each Eagle Scout has a record in the database which is located in the Administration Center.
Administrators (admins) with appropriate permission can follow this guide to change or add
any information about an Eagle. If a record cannot be located for an Eagle, and the
administrator has the appropriate permission, a new record can be created for that Eagle.

In order to access the information about an individual Eagle, the admin must first locate the Eagle’s
record in the database. Below is the web address for the NESA Administration Center and database
information. Please bookmark it (or add it to your favorites list) to keep it handy.

https://admin.memberconnections.com/olc/pub/NESA/adminlogin/Login.jsp

How to log in to the Administration Center

1. After accessing the web
address above, the first

screen will display the HAHHIE.%'CDI'II'IECT
login box. See Figure 1. oL EL

All Admin log-in

information will be Ta log In to the Harms Connect Admin Tool

provided Separately from anler your Liser ID and passward balow

this guide. The login is User ID;
case sensitive; if mis-

keyed, the admin will be
locked for up to 2 hours. [EJ

Rote: You must have cookias anabiad it pour

browser bo log in

Password:

Figure 1

2. Upon successful login,

Hstieaal Eagle Seout Assacistion

. . H.:Lnnl-'-;'f CONMECT (] ¥
the screen w_|II display the e Administration Center
Administration Center.
Mouse over User —_Mﬁ-’ User Management » Email Marketing = Farms Management Com
Management, then click selioid o
on e i T
- . . 5 5
vlewlMOdlfyIReglster e am—— Manage Adminisiralive Access -
User. See Figure 2. f‘ Stay current wih raL@JaCY Applicalions o -
ot " 9 Create a Call List 3
Figure 2
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3. The Modify User tab will ada il User | : 1
dISplay with the Basic Modify user >fsearch for a user
Query Builder tab
Selected by default_ See | Standard Query Bullder Advanced Query Bulkder
Figure 3. Basic Query Builder

Search for a commumnity user

4. Enter the values for the

B Basic Query Buillder

appropriate fields to e —
successfully locate a Cient ; 3
Scout’s record. For User D - ~
example, most often you o - —
will enter the Scout’s - T
name using First and = -
Last. Click Search. Zip Code = v = Hultiple values allowed
Ceuintry . ~
Primary E-Liai = £e
Prone = A
Interasied in receiving<br>membership information? - -
Figure 3

5. The Search Results page will display all records matching the search criteria. Identify the correct
Scout, then click the User Info icon. See Figure 4.

| standard Query Builder | Advanced Query Bullger |

Basic Search > Search Resulis

Search Results
Dizplaying results 1-20 of 1000 | Show all on one page

I Page 1 0f 50 | Goto page:| 1 % Dexi>
| View... Send... | Exiit.
Preferred Lost or User Public Regasération | Class Wy User
Last Name FirstMeme Clientld  HPCID Class Year Registered Decaased | Snapshot  Profie Email | Login Info notes Gadgsts | Info

Smith Andrew 1562 ¥ Register User r} a L ,ﬁ: n m /

% = R

Emith Allan 1968 X Register User r} E

.

Figure 4
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6 The returned screen Modify useér > Search for a user > Edit user info
will display the
various tables in the
Profile Details

& Edit user info for; Andrew Smith

section that contain [F View user snapshot
the Scout’s Phaota not 2| view puic prte
information. Click on available -
the to display ! |Send Regieation o
which fields are 8 Addiedit Clinss Notes
located in each table B Ear 1y cangets pase

See Figure 5.

Profile Details Privacy Settings User Account Emall Preferences Permanent Emal

——] F Fersonal (required
+ Business
¥ Address (réquréd
# Degres
# Relaton
# Sohoo

(=gl

# Mscelansous

[ Save Profle Detals ] [E,a’-:el ]

Figure 5
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7. Alist of fields
included in each

Cliant |0
table follows on page
7. For example, the Erelx
Scout’s email _—
address is located in
the Personal table. Lost
Suftix

8. Edit or enter the
correct data in the
field, then click the
Save Profile Details
button. See Figure 6.

Primary E-Rail
Security Info
Display in Directory

9. To change or add Fomenee
data to multiple fields

in a Scout’s record,

L=LostD=Deceasad

simply expand each My Eagle Award
table by clicking the Reqistered .
, then following Ing 2aray '
the steps above. Email Status [r——
H Business
* AOOress (resquirsd
H Degres
H Helation
H Schoo
+ Miscellansous
l Sawve Profle Detals ] Cancel ]

How to Add a new Eagle Scout to the database

1. Mouse over User
Management then
click on Add New
User. See Figure 7.

User Manager

e -t_:,'r'ﬁ_cunnu cT

www.harrisconnect.com

required

nequinad

W | requred

Figure 6

Nafonal Eaghe Sooul Asssciaton
Administration Centé

Email Marketing -

User Management »

ViewModityRegister User
Manage Administrative Accass

Legacy Applications "

Add Hew User

Create 3 Call List P
1 s ]
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Modify User
tab will display. See
Figure 8. Se|ect the Add eew user > EI‘I‘I\:T user detals
radio button for User
Type: Community. Select User Type
User TYRe: @ Communty O Speca
3. Click onthe * )
button to expand
each table to enter Enter User Profile Details
as much information
as you have H Personal (required
available about that * Busmess
Scout. *Certain fields o reress e
are required. : o
4. Click Add User tab. o
[ Add User
Figure 8
*These fields are required for each new record:
Personal Table: Address Table:
Client ID
First
Last
Display in Directory (Y or N)
Email Status (choose Send
Email)
*Remember to add email
address if available
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Profile Details Section: List of Tables and Fields

Personal Table Fields — See Figure 6

Business Table Fields

= Business
arser Cale palact walue bl
m -
T
Business Shreet 4
- - |- SEECT VaNE b
Business Coundr [palact walus ot
.
OuEsINeEsS :.
Additon any Mame
d al Career Calege palact walue W
onal Affila
—r = & FFilia
dustry Categar
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Address Table Fields
= Address [required)

Address Type  primary (reguired)

Street 1 | | irequired)

Street 2 | |

Strest 3 | |

city | | irequired)

State [select value) | (required)

Zin Code | |

Country [ isslact value) |

Prone | ]

School Table Fields
= Schoal

Preferred Class | |

Class Vear | |

Other Degree 1 | |

High Schonl | |

Other Year 2 | |

Other Degres 2 | |

Gther inst 2 | |

Other vear 3 | |

Other Degres 3 | |
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Miscellaneous Table Fields
= Miscellaneous

Council Humber [ ]
Council Hame [ ]
Board of Review Date [ ]
Eaghe Program | |
Eagie Unt [ ]
Eage Ciy I I
Eage State | |
NESA Type | |
NESA Expiration Date [ ]
NES:A Life Member [ ]
Distinguished Eagle Scout Award [ ]
Avwards 1 |hhdml -!‘|

Awards 2 [ iselect value) |

Awards 3 [inetest value) >

Awards 4 [ fnslect valua) ~|

Awards S [ tsmtect vaiue) ~

Awares § [ ismiect vaie) !J

Awards 7 [inslect vaie) |

Awards 8 [ inelect valus) ~|

Awards 9 [ tsetect valug) ~|

Awarts 10 [ ismiect vaiue) |
S

Scouting bvalvement 1 [ ielect vaius) ~|

Scouting Ivelvemsnt 2 [ tsmtuct vaiva) |

Scouting Fvahement 3 [ inalect vaha) ~|

Scauting hvolvement & [ isstect vaie) ~|

Scouting bvalvement 5 [ ielect vaius) |

Scouting kvehement & [ tsetect valug) >

Scouting vakement 7 [ iseiect vahe) |

Scouting kvalvement & [ isstect vaie) ~|

Scouting kvalvement 3 [ ielect vaiue) |

Scouting lvelvement 10 [ tnetect valua) .!J

BS54 Region [ |
interested in receiving<br=membership nformation? | ]
Prind Oirg_Code (admin only} [ ]
Print HBC_ID (adsin only) [ ]
Print Rec Update Source (acmin only) [ |
Prind Book {admin only) {aslect valua) (v
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