TAG REVIEW AND DELETION

ABOUT TAG REVIEW AND DELETION

Member tags appear in the
‘“Member Details” window that
displays all aspects of individual
Membership data. You add tags via
Member data import, individually in
Member Details, or in bulk through
“Members > Members Actions > Add
a Tag to Filtered Members.”

Through the “Tags” functions, review
tags to determine which tags have
been applied to which Member
accounts. Remove one or more tags
completely.

Note that these functions cannot remove a
Committee tag. These tags are generated
automatically when you create a committee

and add Members to it. Remove committee
Members and the committee itself to eliminate a
committee tag.

Note also that if you remove a tag, the process
removes it from every Member to which it was
added, and from any software feature or website
page that used the tag to determine what to
show, do, or send. This can change the behavior
and intent of software features.

For example, if you've used a tag to determine
who can see a website page or who receives
invoices from a dues item or access to a survey,
then if you remove the tag, you also remove the
restrictions it applies.
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MEMBER TAGS: REVIEW TAG USE AND REMOVE TAGS

B/

To access tag review and deletion, click on the
“Membership” tab of the Admin Dashboard menu
and then on the Q “Tags” tab.

The “TAGS” window includes a G “Search Tags”
box. Use it to find all or part of a tag name.

Note that the only criterion the search process
supports is the name of the tag itself, not the
name of any Member to whom the tag is applied.

Below the search box, an actionable list of your
current tags includes headings that enable you
to sort and process each item. The G ‘NAME”"
column displays tag names and provides the
primary sort for the list. The Q ‘MEMBERS”
column displays the number of Members to
whom each tag is applied.

In the “ACTIONS” column, use the e “View
Members” icon (eyeball) to review a o list of the
names and e-mail addresses of all the Members
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to whom an individual o
tag is applied. Click on

the G “‘Delete” icon

(trash can) to remove

an individual tag
permanently. If you

are certain you want to
delete the tag, click on

the “Delete Tag” button 9
in the € “DELETE

TAG?" window. To cancel

the operation without
deleting the tag, use the
“Cancel button, the “X"

at the top right of the
window, or the “Esc” key

on your keyboard.
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