
How to Export 
Member Data in 
ONCARD



Step 1: Click on the Chapter Administration 
Button



Step 2: Click on Export Member Data



Step 3: Click on the “Export Results” Button



Step 4: Your file has been created. Click on HERE to 
download.



Step 5: Go to your Downloads folder and open 
the file

Example of File Name



Step 6: Click on Yes to open.



Step 7: Select Sort & Filter



Step 10: Select Filter



Step 11: Click the little arrow on column K 
uncheck all boxes except “(Blanks)”, hit “OK”



Step 12: Click the little arrow on column BK 
uncheck all with past expiration dates. Hit “OK”



You now have a list of all current members 
without birthdates. 


