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Before starting

What is IRIS?

IRIS is a membership database. IRIS is the Salesforce Customer Relationship Management
(CRM) tool implemented for the Secretariat, which helps to manage the ICOM members
from their application to the payment of their membership, by way of their affiliation to an
International Committee and their IRIS account.

What is an ICOM account?
An ICOM account, also called an IRIS account, is the combination of the contact email
registered in IRIS of an ICOM member and his/her password.

This ICOM account (or IRIS account) allows to log onto IRIS and ICOM website.

What is an International Committee Manager?

An International Committee Manager is the person designated by the Chair of the
International Committee to log onto IRIS and export the lists of members affiliated to the
Committee.

An International Committee can have just one Manager.

What is a National Committee Manager?

A National Committee Manager is the person designated by the Chair of the National
Committee to log onto IRIS and manage the memberships of the members who joined or
wish to join the Committee.

A National Committee can have just one Manager.

What is an Institutional Manager?
An Institutional Manager is the person in contact with the National Committee or the ICOM
Secretariat for questions concerning IRIS.

An Institution can have just one Manager.
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What is an Institutional Representative?
An Institutional Representative is a person designated by an Institutional Member to
represent it on National Committees and International Committees, as well as at the General

Conference and General Assembly. This person need not be an Individual Members of ICOM.
Institutional Members can designate three (3) Representatives.
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fe)

[ am a National Committee’s manager
| do not have a National Committee’s manager ICOM account?

How to get one?

- First, you need to have a valid contact email.

- Then you need to ask to the chair of your National Committee to send an email to the
Head of the Membership Department demanding the creation of an IRIS National
Committee’s manager account

| have a National Committee’s manager ICOM account

Get started

What for?

- To log onto IRIS as a National Committee’s manager, at the URL:
https://icom-museum.force.com/InternalSpace and to:

Manage the members of your National Committee,

Manage the candidates’ membership requests (leads),

Generate reports, listing the members of your National Committee,

Update the information of your Committee,

Update your contact email,

0O O O O O O

Change your username.

What is my username?
- By default, your username is your contact email registered in IRIS.

What can a member do on IRIS?
- Depending on the functionalities activated for your National Committee, a member can:
o If your National Committee is a NON IRIS Committee:
e Change his/her email and International Committee.
o If your National Committee is an IRIS Committee:
e Change his/her email and International Committee.
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e Update all the information displayed on his/her file, except his/her
category, National Committee, and Institution,
¢ Indicate to the National Committee the payment method he/she is going
to use for the payment of the membership.
And, if an online payment has been activated for your National Committee, pay
his/her membership online.
e Confirm that he/she wants to renew his/her membership when you open
the renewal period.
When a member changes his/her key information (address, name, email), by logging into
IRIS at the URL: https://icom-museum.force.com, the update is immediately visible by
the National Committee’s manager who receives, in parallel, an email from IRIS signed by
the ICOM Membership department, indicating the name, the email, the old and the new
value of the data which has been modified.
When a member changes his/her International Committee, by logging into the ICOM
website at the URL: https://icom.museum/en/, the update is NOT visible in IRIS. The
International Committee’s manager receives an email for information and the National
Committee’s manager receives an email for action. Indeed, the National Committee’s
manager has to update this information in IRIS, in order to make it visible by the
International Committee’s manager.

Membership application to your international committee

@gmail.com @gmail.com via icom.museum

tome -

Firstname
Lastname

ICOM id

Personal address
Business address
Email

Committee
Comment

Committee email (used by website)
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How to reset my password?
- To reset your password via email you have to click on the Forgot Your Password link on
the IRIS or the ICOM website’s login page.

How to reset the password of a member?

- First, update, if needed, the contact email of the member.

- Onceitis done, send an email to the member, asking him/her to:
o Go to IRIS: https://icom-museum.force.com,
o And click on the Forgot Your Password link.

How to log on to IRIS?
- Go to IRIS login page: https://icom-museum.force.com/InternalSpace,
- Enter your ICOM username and password.

Reports
How to generate a report?
- To generate reports displaying the members affiliated to your Committee, you have to:
o Authenticate on IRIS at the URL:
https://icom-museum.force.com/InternalSpace
o Click on the My national committee tab:

My national committee

o Scroll down to the Reporting section,

o Click on the icon of the report you want to generate.
For example, if you want to view the list of the individual members affiliated to your
Committee this year, you have to click on the icon of the report named This year:

- This year :
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How to export a report?

- To export a report, you first have to generate it (see paragraph How to generate a
report?).

- Then, you have to click on the Export Details button:

Run Report| | Hide Details | | Customize | | Save As| | Printable View | | Export Details

- Choose the export format: you can choose between Excel and CSV,

Export Report

Export File Encoding || Unicode (UTF-8) v

Export File Format I Excel Format xls “

Comma Delimited .csv
Comma Delimited (non-locale) csv | Done

- And click on the Export button:

Export Report

Export File Encoding Il Unicode (UTF-8) A

Export File Format | Excel Format xls v

Export Done

- The report will be downloaded on your computer.
- When the report has been downloaded, click on the Done button to close the window,
and go back to the file of the Committee.

How to send emails to the members of my Committee?

- IRIS is not an emailing tool. Therefore, to send an email to a specific group of members
of your Committee, you have to export a report (see paragraph How to export a
report?), copy the emails displayed on this report and paste them on your emailing tool.
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- For GDPR reasons, if you use Outlook as an emailing tool, please turn on the Bcc field
and paste the emails in the Bcc box.

File Message Insert Options
ag

] T o T

.{3\‘?]. FCoIors A i‘E.. e
[A]Fonts ~ ! i

Themes Page Bec  From

. [OEffects~ Color~

Themes Show Fields
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Send
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What are the different reports?

Individual members

- The report Evolution per year displays the evolution of the number of individual ICOM
members affiliated to your Committee over the past 10 years:

- Evolution per year : BEL

- The report New this year displays the new individual ICOM members who are affiliated
to your Committee. The transfer of the fees to the Secretariat may not has been made:

- New this year - 21

- The report This year displays the individual ICOM members who are affiliated to your
Committee this year. The transfer of the fees to the Secretariat may not has been made:
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- This year :

Note that a member is considered affiliated to a National Committee only when the fees of
his/her membership have been sent to the Secretariat. For administrative reasons, this rule
cannot be applied to the current year. Please also note that new members can join your
National Committee during the year. Therefore, the report This year can change from day to
day. Due to this “volatility”, each time you need to send an email to the members affiliated
this year to your Committee, you should export the report to have an updated list of your
members.

- The report Last year displays the individual ICOM members who were affiliated to your
Committee last year. The transfer of the fees from the National Committee to the
Secretariat has been made:

- Last year :

- The report Data modified by member — Last 30 Days, displays the names of the
individual ICOM members affiliated to your Committee who have modified key personal
data on IRIS, but also the key data before and after their modification

- Data modified by member - Last 30 Days .

Institutional members

- The report New this year displays the new institutional ICOM members who are
affiliated to your Committee. The transfer of the fees from the National Committee to
the Secretariat may not has been made:

- New this year :
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The report This year displays the institutional ICOM members who are affiliated to your
Committee this year. The transfer of the fees from the National Committee to the
Secretariat may not has been made:

- This year : E2E

The report Last year displays the institutional ICOM members who were affiliated to
your Committee last year. The transfer of the fees from the National Committee to the
Secretariat has been made:

- Last year : B01

Leads

What is a lead?

A lead is a candidate who is interested in becoming an ICOM member.

How to create a lead in IRIS?

You can create it manually by following the steps described below:
o Click on the Leads tab:

Home Institutions Individual members and contacts Revenues Reports Dashboards

,t’ Recently Viewed Leads v  Create New View

New Lead | Change Status| Change Owner )

Mame + MName of the Institution State/Province Email Lead Status

o Click on the New Lead button
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Home Institutions Individual members and contacts Revenues Reports Dashboards

X‘J Recently Viewed Leads v | Create New View

New Lead || Change Status  Change Owner| T )

Name + Name of the Institution State/Province Email Lead Status

Mo records to display.

o Choose the Type of the lead: Institutional membership request or Individual
membership request.

New Lead

X Select Lead Record Type

Select a record type for the new lead.

Select Lead Record Type

Record Type of new record | Institutional membership request v

Continue | Cancel

o Fill the fields, considering that those marked in red are mandatory.

@ Lead Edit

A New Lead

Lead Edit Save | | Save & New | Cancel

Lead Information

Lead Responsible Lee SCOTT

General information
Lead Status I —MNone-—- ¥

Membership category | |nstitutional *

Member category | ~MNone— v

o Finally, click on the Save button.
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How to create a lead through the Online Form?
- The candidate can create the lead for you. For that, you need to tell the candidate to:
o Goto one of the URLs below:
e Online application in English:
http://icom-museum-membership.force.com/ICOM Adhesion?CodelLangue=EN

e Online application in French:
http://icom-museum-membership.force.com/ICOM Adhesion?CodelLangue=FR

e Online application in Spanish:
http://icom-museum-membership.force.com/ICOM Adhesion?Codelangue=ES

e Fillin and send the form.

As soon as the form is sent by the candidate, a lead is automatically created in IRIS.
You can see the leads created by candidates by clicking on the Leads tab:

Home Institutions Individual members and contacts Revenues Reports Dashboards

‘t Recently Viewed Leads v | Create New View

New Lead | Change Status| Change Owner )

MName + Mame of the Institution State/Province Email Lead Status

How to add an attachment to a lead?

- To allow your candidates to add an attachment, open the file of your National
Committee, scroll down to the Online form attachments section and fill in the fields
displayed.

¥ Online form attachments

Ind. membership request-doc 1 Inst. membership request-doc 1
Ind. membership request-doc 2 Inst. membership request-doc 2
Ind. membership request-doc 3 Inst. membership request-doc 3

- Automatically, as soon as one of these fields is filled in, the wording is displayed on the
online application form and an upload field is added.
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For example, if you fill in the field ind. membership request-doc 1, which is one of the three
fields implemented for individual members online candidacies:

¥ Online form attachments

Ind. membership request-doc 1 If you are a student, please upload your student card Inst. membership request-doc 1
Ind. membership request-doc 2 Inst. membership request-doc 2
Ind. membership request-doc 3 Inst. membership request-doc 3

the online form for individual members candidacies will display:

Document(s) to enclose with your adhesion request :

If you are a student, please Upload a file
upload your student card

How to manage a lead?
- On the screen above, you have a drop-down list which allows to filter the list of leads.

Recently Viewed Leads v
| 2 - Leads to manage |
13 - Rejected leads

4 - Validated leads

| Recently Viewed Leads

- Alead can have 3 statuses: In progress, validated and rejected.
Please note that a validated lead is not a registered member and therefore has not an
ICOM number. The ICOM number is generated automatically by IRIS when the lead is
converted into a member.

- The different statuses offer the possibility to regroup the leads in different views:
o The leads in progress are displayed under the view 2 — leads to manage,
o The rejected leads are displayed under the view 3 — Rejected leads,
o And the validated leads are displayed under the view 4 — Validated leads.

- The 1-Today’s leads view displays all the leads created today, regardless of their status.

- To manage a lead, you have to:
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o Click on the name displayed in one of the views described before.

A" 1-Leads in manage

New Lasd  Change Bt CRenpe Owess Aod b Canpige |

difen [EL Frat Rims Hamwe o T imadibution Aadtwd GrgaiLaon Mwmberibep Categony

It will display a screen where you can check the data, correct it and update the status

of the lead.
To edit a field, you can mouse over the field and double click when a pen appears:

Lead Status  |n progress

Or click on the Edit button:

Edit Clone  Sharing Create membership

How to convert a lead into a member?
Before beginning the procedure for the conversion of the lead, it is important to check if

the member already exists in IRIS in order not to create a double.
To convert a lead into a member, click on its name in one of the lists described in How to

manage a lead?
It will display a screen containing the buttons below:

Edit | | Clone | |Sharing | Create membership

- On that screen, you have to follow the following steps:
o Click on the Create membership button,
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Edit = Clone  Sharing || Create membership

o This first screen concerns the institution. It is important to have in mind that most
of the institutions where ICOM members work are already registered in IRIS. That
means that you will rarely have to register a new Institution in IRIS. Therefore it is
important to check the existence in IRIS of the institution where the candidate

works in order not to create a double. For that you have two functionalities that
will help you in that task:

1.Use an existing institution:

This drop down list displays the institutions registered in IRIS with a similar or an

identical name than the lead’s institution. Before selecting one of the results suggested
by IRIS, please check, by doing a simple search, that the lead’s institution is the same

than the one suggested by IRIS.

Use an existing institution - Identical institutions - L)

Create a new institution

1.1 Simple search:

Lo
[47]
1)
-
=]
=

Search '

2.Search an existing institution:

This search box allows to search an institution registered in IRIS which has the same or a
similar name than the lead’s institution. Before selecting one of the results suggested by

IRIS, please check, by doing a simple search, that the lead’s institution is the same than
the one suggested by IRIS.

Search an existing Institution

Replace existing Information
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2.1 Simple search:

Search... Search

If you find the institution:
o Select the institution in one of the lists.
If you do not find the institution:
o Please ask the Membership department to create it for you.
Membership department’s contact email: membership@icom.museum
Once you have completed the institution’s information, click on the Handle contact
button:

Handle contact | Cancel | Quick Save

This second screen concerns the contact. In order not to create a double you have to
check that the candidate is not already a registered member in IRIS. For that you have
two functionalities that will help you in that task:

1.Use an existing contact:
This drop down list displays the members registered in IRIS with a similar or an identical
name than the lead’s name. Before selecting one of the results suggested by IRIS, please
check that the member registered in IRIS is the same than the lead, by doing a simple
search in IRIS.

Use an E)(isling contact _ |dentlca| Contac\’ts _w

Create a new contact

1.1 Simple search:
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Search '

Lo
[47]
1)
-
=]
=

2.Search an existing contact:

- This search box allows to search a member registered in IRIS who has the same or a
similar name than the lead’s name. Before selecting one of the results suggested by IRIS,
please check that the member registered in IRIS is the same than the lead, by doing a
simple search in IRIS.

Search an existing contact

Replace existing Information

2.1 Simple search:

Search Search '

- If you find the member:

o Select the member in one of the lists.
- If you do not find the member:

o Tick the checkbox Create a new contact:
Contact

Use an existing contact - Mentical contacts - * Search an existing contact

Create a new contact o Replace existing Information

- At this step you are ready to convert the lead into an individual member. For that, click
on the Convert button.

Handle institution | Convert | | Cancel #Quick Save

p.18 /50



IRIS Manual - National Committee Manager

- You are directed to a page where you can add the payment. Note that if you want to add
a payment for another year than the current year, you have to change the year displayed
on the drop-down list below. When you are ready, click on the Save button.

New adhesion creation

Recipient organization  JCOM SECRETARIAT-Bank Information
Contact TEST 1

2020 +

Amount including VAT  EUR 23,00
Membership: Start date Membership: End date
31/12/2020

Product Amount to repay (EUR)

ICOM Adhesion 23,00 EUR 23,00 01/01/2020
01/01/2020 31/12/2020

Administrative fees

Cancel | Save

- At this step, the lead has been converted into an ICOM member. An ICOM number has
been automatically created and attributed to the newly created member.

How to convert a lead into an institution?
- Before beginning the procedure for the conversion of the lead, it is important to check if

the institution already exists in IRIS in order not to create a double.
- To convert a lead into a member, click on its name in one of the lists described in How to

manage a lead?
It will display a screen containing the buttons below:

Edit Clone | | Sharing | | Create membership

- On that screen, you have to follow the following steps:
o Click on the Create membership button,

Edit | | Clone | |Sharing || Create membership
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o This first screen concerns the institution. It is important to check if the institution
already exists in IRIS in order not to create a double. For that you have two
functionalities that will help you in that task:

1.Use an existing institution:

This drop down list displays the institutions registered in IRIS with a similar or an
identical name than the institutional lead’s name. Before selecting one of the results
suggested by IRIS, please check, by doing a simple search, that the institution you want
to register in IRIS is the same than the one suggested by IRIS.

Use an existing institution - Identical institutions - ¥

Create a new institution

1.1 Simple search:

Search

[#3)
1]
7]
=
=]
=

2.Search an existing institution:

This search box allows to search an institution registered in IRIS having the same or a
similar name than the institutional lead’s name. Before selecting one of the results
suggested by IRIS, please check, by doing a simple search, that the institution you want
to register in IRIS is the same than the one suggested by IRIS.

Search an existing Institution

Replace existing Information

2.1 Simple search:

Search '

)]
1]
[f)
-
(=]
=
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- If you find the institution:
o Select the institution in one of the lists.

- If you do not find the institution:
o Tick the Create a new institution checkbox.

Institution

Use an existing institution | _ |dentical institutions - v Search an existing Institution | 4 et
X

Create a new institution Replace existing Information

- Once you have completed the institution’s information, click on the Handle contact
button:

Handle contact | Cancel | Quick Save

- This second screen concerns the contact. A contact is the IRIS manager for the

institution. That is to say the person in charge of the payments and of the designation of
the institution’s representatives. In order not to create a double you have to check that
the institutional lead’s contact is not already registered in IRIS. For that you have two
functionalities that will help you in that task:

1.Use an existing contact:

- This drop down list displays the members registered in IRIS with a similar or an identical
name than the institutional lead’s contact name. Before selecting one of the results
suggested by IRIS, please check, by doing a simple search in IRIS, that the member
suggested by IRIS is the same than the institutional lead’s contact.

Create a new contact
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1.1 Simple search:

Lo
[47]
o

=
sl
=

Search .

2.Search an existing contact:

- This search box allows to search a member or a contact registered in IRIS having the
same or a similar name than the institutional lead’s contact name. Before selecting one
of the results suggested by IRIS, please check, by doing a simple search in IRIS, that the
member suggested by IRIS is the same than the institutional lead’s contact.

Search an existing contact

Replace existing Information

2.1 Simple search:

Search Search .
- If your find the member:
o Select the member in one of the lists.
- If you do not find the member:
o Tick the Create a new contact checkbox:
Contact
Us# an existing contact - entical conlacts - + Search an existing contact

Create 3 New Contact o Replace #xisting Infarmation

- At this step you are ready to convert the lead into an institutional member. For that, click
on the Convert button.
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Handle institution | Convert | | Cancel @ Quick Save

- You are directed to a page where you can add a representative.

X' Convert Lead

Save the representative (and add anether one) | Finish

Engquirer Information 1 = Required Information

Name  testind Name of the Institution  test inst

Representative n°1

Use an existing contact | |dentical contacts - v

Create a new contact ] First Name |reprensen|allve 11 firstname ‘

Last Name |reprenaemalwe 11 lastname Your position | ‘

Email email@test1.com Comité international |——N0ne—— v‘

Save the representative (and add anether one) | Finish

- To add one, two or three representatives:

o To add a representative you have to fill in the fields of the form or search for a
member already registered in IRIS by using the Search an existing contact search
box, and click on the Save the representative (and add another one) button.

o To add a second and a third representative, repeat the action detailed above.

- To finsish the conversion of the lead:

o Click on the Finish button. Important, if you click on that button without having,
beforehand, clicked on the Save the representative (and add another one)
button, the representative whose information you have filled in the form won’t
be saved. Therfore click on that button only when you have registered all the

representatives of the institution.

- When you click on the Finish button, you are directed to a page where you can add the
payment. Note that if you want to add a payment for another year than the current year,
you have to change the year displayed on the drop-down list below. When you are
ready, click on the Save button.

p.23/50



IRIS Manual - National Committee Manager

New adhesion creation

Recipient ICOM SECRETARIAT-Bank Information

Contact TEST

Institutional organization  |tact inst Q)

2020 v

Amount including VAT EUR 216,00
Product Amount to repay (EUR) Membership: Start date Membership: End date

ICOM Adhesion 216,00 EUR 216,00 01/01/2020 31/12/2020
Administrative fees 01/01/2020 31/12/2020

Cancel Save

Important

- The data you can fill in the form for the representatives is limited. Once you have
finished the conversion of the lead into an Institutional Member, you should open each
representative file and complete the information. A complete representative file should
have the following information:

Membership country

Member status

Attached organization

Language

o O O O

Contact email

Individual members

How to create an individual member without a lead?

- Depending on the way your National Committee works, you may need to create a
member, directly, without having to validate a lead by the board of your National
Committee, and therefore without having to convert a lead into a member.

- To create an individual member in IRIS, follow the steps below:

o Click on the Individual members and contacts tab,
o On the page displayed, click on the New Individual member or contact button,

Home Institutions RLUGOYGUENGEGLECELLESLIEHEE Leads Revenues Reports  Dashboards

- | | Belonging to my Institution ¥ | Clone | Create New View

New Individual member or contact| ¥ )
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o Fillin the fields and click on the Save button.

Contact Edit

New Individual member or contact

Individual members and contacts not associated with institutions are private and cannot be viewed by other users or included in reports.

Individual member or contact Edit Save | Save & New | |Cancel

General information

ICOM Number
Member status I —None-—- v
Member category --None-- v

Create the client portal

Deactivate the client portal

Inactive date [ 18/05/2020 ]

Reason for inactive —None-—- v

Important: All the fields marked in red are required. If the member is an independent, in the
Institution name field, you can enter the value Person account.

Institution

2

Institution Name I

How to create an ICOM account?

- To be able to create an ICOM account for an individual member, you first need to
register in IRIS the email of the member. For that, click on the name of the member to
open its file, then scroll down to the section Communicate and fill in the fields: Email
(Personal), Email (Professional) and Email to be used. This last information is important
because it determines which email will be used by IRIS to create the username of the
ICOM account.

¥ Communicate

Language  English 7 Country calling code  +33
Contact address to be used  Personal Email (Personal)
Email to be used Email (Professional)
Phone to be used Phone (Personal)

Phone (Professional)
Email
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- Then, tick the Create the IRIS Client Portal checkbox.

Create the client portal

The ICOM account will be created over-night system update. As soon as it is created,
an email is sent to the member inviting him/her to create his/her password. Note
that the link contained in the email sent by IRIS is active only 24 hours. If the member
has not clicked on that link during that period he/she can resend the email by clicking
on the Forgot your password? displayed on the authentication window on ICOM
website.

How to know if a member has an ICOM account?
- On the file of the member, if the field Portal client user is empty, the member has not an
ICOM account. On the contrary, if that field is filled, the member has an ICOM account.

Portal client user

What is the username of the ICOM account?
- By default, your username is your contact email registered in IRIS.

¥ Communicate

Language  English Country calling code  N/A
Contact address to be used Personal Email (Personal) @gmail.com
Email to be used  Personal Email (Professional)
Phone to be used Personal Phone (Personal) +99890 950 25 55
Phone (Professional)  +99871 256 65 82
Email @agmail.com

How can a member reset the password of the ICOM account?

- Ask to the member to click on the Forgot Your Password link displayed on the IRIS or the
ICOM website’s login page. The member will receive an email in his/her email box
inviting him/her to change its password. This email will be sent to the email box
registered in IRIS as his/her contact email (see before).
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How can a member log onto IRIS?
- Go to the IRIS login page: https://icom-museum.force.com,
- Enter your ICOM username and password.

How can a member log onto the ICOM website?
- Go to the ICOM website: https://icom.museum/en/
- Click on the Log in link
- Enter your ICOM username and password

How can a member pay the I[COM membership?

- The online payment functionalities are accessible for your members only if your
Committee is a full IRIS National Committee. You can check this on the IRIS file of
your National Committee. If the NON IRIS checkbox is unchecked, your Committee is
a full IRIS National Committee. If not, your members can only update online their
name, email and International Committees.

NON IRIS

- If your Committee is a full IRIS Committee, you can ask your member to follow the
following procedure:
o Logonto IRIS: https://icom-museum.force.com,
o Click on the Pending payments tab,

My memberships and payments

Memberships (1) Pending payments (1) Confirmed payments (0)

National Committee Membership year Amount Membership status

ICOM 2020 Planned

o Click on the Proceed to payment link,

My memberships and payments

Memberships (1) Pending payments (1) Confirmed payments (0)

Revenue number Amount including VAT Status Payment mode

Planned Proceed to payment Download an invoice

o Choose your payment method and click on the Validate button,
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Payment management

Payment to plan

Amount including VAT
Bank organization

Payment reference

Payment details :

Service Name Membership: Start date
ICOM Adhesion 01/01/2020

Membership: End date Member category Amount
31/12/2020 Still working

Administrative fees 01/01/2020 31/12/2020 Still working

Your payment method

|--Please choose a payment method-— v |

Validate

- If the online credit card payment solution has been implemented for your
Committee, the member will be able to pay the ICOM membership online. If not, the
member will only be able to register a promise of payment.

How can a member get a new card?
- If a member has lost his/her card or has a card covered with stickers, he/she may
want to replace it. The first thing a member should do is to contact its National

Committee in order to inform its manager that he/she needs another card.
- At that step, you need to:

o Open the file of the member in IRIS,
o Scroll down to the Membership and payments section, and under the
Memberships tab click on the Revenue line number for the current year:

¥ Membership and payments
~
[V My memberships and payments

Memberships (7) Pending paymenis (0) Confirmed payments (7)

Revenue line number National Committee
AFE-

Membership year Amount Membership status

2020 Paid

o Scroll down to the ICOM card section and tick the Member card to be generated
checkbox and save.

¥ |COM card

Number of card generation request Last card generation request date

Member card to be regenerated
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o At that step, you have to click on the ICOM Cards Generation link, on the left

Card management

ICOM Cards Generation

menu:

o Onthe page displayed, select the option Cards marked as “to be regenerated”,
select the Membership year and click on the Save button:

¥ New card file parameters
N ee  [ICOM - X c;::,se::‘:: Available - phessn -

|Any card corresponding to search criterias L4 Zards marked as "to be regenerated”
Only cards having never been generated —
Ad L] v
Memberstipyer 5gp | | Payment
status
Adhés.créégslmudiﬁ::ﬁ ‘ User v| ‘QJ

| save |

o Once the file has been generated, download it and send it to the Secretariat:

¥ My previous generations of card files

| Refresh |

ips Adhés.Créé ifié jié par: Status

Created Date Membership year ~ Cards to be generated National

FICH-0098 2020 Cards marked as "to be regenerated" ICOM Generated,
Download to be sent

Institutional members

How to create an institutional member without a lead?

- Depending on the way your National Committee works, you may need to create a
member, directly, without having to validate a lead by the board of your National
Committee, and therefore without having to convert it into a member.

- To create an institutional member in IRIS, follow the steps below:

o Click on the Institutions tab,
o On the page displayed, click on the New Institution button,

.] ' My National Committee v | Clone | Create New View

New Institution | | )|
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o Fillin the fields and click on the Save button.

Institution Edit

New Institution

-

Institution Edit

General information

Member identifier
ICOM member status

Member category
Date inactive
Reason for inactive
Generic email
Country (Mailing)

Street (Mailing)

Zip/Postal Code (Mailing)
City (Mailing)

State/Province (Mailing)

| --None—

--None--

-MNone--

--None--

Save Save & New | Cancel

v

A\

[ 18/05/2020 ]

v

How to link a representative to an International Committee?
- First, you should check if the representatives registered on the Institutional Member’s

file are the good ones. On the contrary, you should update the names.

¥ Manager and representatives

Manager

Representative
Representative
Representative

John DOE
1 John DOE1
2 John DOE2
3 Jane DOE

- Only then, you can link the representatives to an International Committee by doing the

following steps:

o On the file of the Institutional Member, go to the Memberships to ICs (Institutional
Member) section and click on the New Membership to IC button.

ships to ICs (Instituti member) New Membership to IC
Action  Number ip year tegory
Edit| Del MEM- 2020 Institutional member
Edit | Del MEM- 2020 Institutional member
Edit | Del  MEM- 2020 Institutional member

Representative
John DOE1
John DOE:

Jane DOE
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o Onthe displayed page, enter the name of the International Committee in the
International Committee field and the name of the representative of the
Institutional Member in the Representative field, and click on the Save button.

Important

If you change the representatives, and the affiliations to ICs have already been created
under the section Memberships to ICs (Institutional Member), please update the names of
the representatives of the affiliations to ICs too.

What is the role of the manager?

- The manager is the person in charge of the membership payment of the Institutional
Member. On IRIS, the manager can also change the association between a representative
and an International Committee, but he/she can’t change the representatives.

Membership to IC Edit

.» New Membership to IC

Membership to IC Edit Save | | Save & New |  Cancel

Information 1 = Required Information

Institutional member [ joscow International Bien

28

£

Save | Save & New Cancel

Payments

General

Introduction

- A member is attached to a National Committee which is itself attached to a Recipient
Organization which represents, virtually, the Bank account of the National Committee.
This means that a payment registered in the member’s file, regardless of the payment’s
status, is automatically linked to the Recipient Organization of the National Committee,
that is to say its virtual Bank account. To see the Recipient Organization of your National
Committee, you need to open the file of your National Committee, scroll down to the
Membership and payments section and click on the Recipient organization link. It will
open the Bank organization page.
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How to add a payment
- If you have created a member directly in IRIS without converting a lead, the payment line
has to be added manually following the following steps:
o Open the file of the member, scroll down to the Member section and click on the
Create membership link.

¥ Member
Gender
Name
Birthdate
Membership status (This year) (0 - No membership

Membership status  Create membership
0 - No membership Renew membership

o You are directed to a page where you can add the payment. Note that if you want to
add a payment for another year than the current year, you have to change the year
displayed on the drop-down list below. When you are ready, click on the Save
button.

Important: If your National Committee has not a price list for the selected year, the
payment will be created with a null amount.

New adhesion creation

Recipient organization  JCOM SECRETARIAT-Bank Information
Contact TEST 1

2020 v

Amount including VAT EUR 23,00

Product Amount to repay (EUR) Membership: Start date Membership: End date
ICOM Adhesion 23,00 EUR 23,00 01/01/2020 31/12/2020

Administrative fees 01/01/2020 31/12/2020

Cancel | Save

The different values of a membership
- A membership can have four states:
0 - No membership

o 1 - Asked for renewal
o 2 -Awaiting payment
o 3-Member
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0 - No membership means that the member has no revenue line registered on its file. This
value can be displayed for the current year and the next year:

Membership status (This year) g _ No membership

Membership status  Create membership
0 - No membership Renew membership

¥ Membership and payments

~
o My memberships and payments

Memberships (1) Pending payments (1) Confirmed payments (0)

Revenue line National Committee Membership year Amount Membership status

1 - Asked for renewal means that the member has asked for the renewal of its membership.
This value is displayed for the next year:

Membership status (This year) 0 - No membership
Membership status  Create membership
1 - Asked for renewal Renew membership

¥ Membership and payments

~
o My memberships and payments

Memberships (1) Pending payments (1) Confirmed payments (0)

Revenue line National Committee Membership year Amount Membership status

2 — Awaiting payment means that the payment has to be validated either by the National
Committee or by the Secretariat.
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Membership status (This year) 2 - Awaiting payment

Membership status 2 - Awaiting payment
0 - No membership Renew membership

¥ Membership and payments

~
o My memberships and payments

Memberships (1) Pending payments (1) Confirmed payments (0)

Revenue line National Committee Membership year Amount Membership status

AFF- ICOM 2020 Planned

3 — Member means that the payment has been validated either by the National Committee,
and in this case the transfer of the fees may have or not been sent to the Secretariat, or by
the Secretariat, and in this case it also validate that the transfer of the fees by the National
Committee to the Secretariat has been done.

Membership status (This year) 3 - Member

Membership status 3 - Member
0 - No membership Renew membership

¥ Membership and payments

~
o My memberships and payments

Memberships (1) Pending payments (1) Confirmed payments (0)

Revenue line National Committee Membership year Amount Membership status
AFF- ICOM 2020 Paid
The Price List

- At the bottom of the Bank organization page (refer to the introduction of this
paragraph), you find the Price list section which displays the price lists of your National
Committee. It is important to fill in a price list for each membership year. Otherwise no
amount will be displayed in the payment line of the member. If you do not indicate the
membership year in the price list, this price list will be used for all membership years.

! Price list New Price list

Mo records to display
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- To create a new price list, click on the New Price list button. The Bank Organization field
should display the Recipient organization of your Committee.

- In the Service field, click on the magnifying glass icon and select ICOM Adhesion.

- Ifin the Currency dropdown list the currency of your country doesn’t appear, please
contact the membership department at the address: membership@icom.museum. The
currency will be added swiftly.

- You can indicate the Year of validity. If not, the price list will be used to create the
payments of the members of your committee, whatever the year of membership.

Price list Edit

" New Price list

Price list Edit Save | Save & New| Cancel
Information 1 = Required Information
Bank Organization | Q) Currency | EUR - Euro M
Service I CE
Year of validity
' Lookup
[pearch | | co!
Filter by | -None-- v |  -—-None-- v

You can use "™ as a wildcard next to other characters to improve your search results.

Recently Viewed Services

Service Name Service Code Service Description Service Family
Administrative fees Adhesion
Ecart-Frais Bancaire

Fondation ICOM Adhesion None

ICOM Adhesion Adhesion

The wording displayed on IRIS for the members
- To display useful information about payment, on IRIS for the members, you need to:
- Open the file of your National Committee

o Click on the My national committee tab:
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My national committee

Scroll down to the Membership renewal and Payment information section,
Click on the Recipient organization link.

On the Online payments section, fill in the fields Check label and Bank transfer-
information. Please find below an example:

¥ Online payments

Activated payment methods Check; Bank transfer
Repayment mode
Check label |COM

Bank transfer-Information  Please nroceed to the bank transfer usina the followina information :

BIC :
IBAN :

Don't forget to indicate the reference of your payment.

Management

How to add an online payment for the members?
- If you want that the members of your Committee give you the information about how
they intend to pay their membership, you have to follow the following steps:
o Click on the My national committee tab:

My national committee

o Scroll down to the Membership and payment section and click on the Recipient
Organization link.

¥ Membership and payments

Activate the membership renewal Recipient organization ICOMMNC - Bank Information

Renewal for the year

o Onthe displayed screen you have a section named Online payments.
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¥ Online payments
Activated payment methods
Repayment mode
Check label
Bank transfer-Information

In this section you can:

e Activate the payment methods you want to offer to your members by
double-clicking on the field Activated payment methods and selecting
them. Please note that you can select the Credit Card payment method
only if it has been implemented by the Secretariat.

w Online payments

Activated payment methods
Repayment mode

Check label

Bank transfer-Information

Activated payment methods x

Available Chosen
Credit Card
Check

Cash

Bank transfer
Direct debit

.
v

OK || Cancel

e Indicate the name to whom the checks are payable to by filling the field
Check label.

* Online payments

Activated payment methods
Repayment mode

Check label

Bank transfer-Information
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e Indicate the bank information for bank transfers by filling the field Bank
transfer information.

¥ Online payments

Activated payment methods
Repayment mode

Check label

Bank transfer-Information

Payments by cheque

- If you have activated this payment method, your members can indicate on IRIS that they
are going to send or have already sent a cheque to your Committee for the payment
their membership.

- Asthis is a manual way to pay a membership, IRIS cannot update the status of this type
of payments. Which means you have to do it manually.

- At this step you can search in IRIS the name of the member who has sent a cheque to
you and update the status of the payment or use the IRIS view implemented to help you
in this task.

o This view is accessible by clicking on the Planned payments validation link.

Management

Planned payments validation
Dues transfer management
Institutional memberships renewal
Individual memberships renewal

o To see the cheques that your members will send or have already sent to your
Committee you have to, in the Payments selection section, click on the drop-
down list Payment mode and select the Check option. If you need to find a
specific cheque. You can use the other fields to filter the list displayed on the
Search results section.
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Payments selection Reinitialize

Search criteria I = Required Information
Revenue number Payment mode —Mone-— v
Member identifier Country (Home) -
Last Name
First Mame

Institutional
organization

- To update the status of a payment, you have to tick the corresponding check box and
click on the Select button.

Search results
Select
Check all
Réald Revenue number Member igentitier Payer Institutional organization Status Payment mode Amount including VAT

RE Flanned

- The selected payments are instantly displayed on the Selected Payments (top of the
window) section where you can enter the date of the payment in the Payment date text
field. The status of the payment is automatically switched from planned to paid.

- By clicking on the Select button, you register the status and the payment date of the
membership.

For information, and as it is described on the next chapter, all the payments with a status
equal to Paid are added to the list of dues to transfer to the Secretariat.

Selected Payments

Revenue number Status Payment mode Payment date

Remove Paid v Check v [ 10/03/2020 ]

Select
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Payments by bank transfer

- The management of a payment done by Bank transfer is similar to a payment done by
cheque. Indeed, for this payment method, you need to check that a payment has been
transferred to the bank account of your Committee, update its status on IRIS and
indicate the payment date.

Payments by credit card

- The implementation of this online payment method has to be validated and configured
by the Secretariat. Therefore, before activating this payment method, you need to
contact the Secretariat to know if this solution can be implemented for your Committee.

- For this payment method, the status and the payment date are updated instantly and
automatically on IRIS, as soon as the payment has been validated by the online payment
solution.

Cards

How to ask the cards to the Secretariat?

- Send to the Membership department the list of your new members. The Membership
department will proceed to the manufacturing of the cards and send them to your
National Committee.

- You can create this list yourself, but you can also ask IRIS to generate it for you. For that
follow the steps below:

o On the left side bar, click on the ICOM Cards Generation link.

[COM Cards Generation

o On the screen displayed, double click on the Cards of new individual members or
Cards of new institutional members option,
o And click on the Save button.
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New card file parameters

National My National Committee Cards to be generated

memberships Available Chosen
Any card corresponding to search criterias Lr
Only cards having never been generated -
Cards marked as "to be regenerated" L4
Cards of new individual members |
Membership year Payment status

Save

My previous generations of card files

Refresh

o A downloadable document will be generated under the My previous generation
of card files section. Download it and send it to the Secretariat.

Dues

How to manage the dues transfer to the Secretariat?

- All dues transfer must be done by bank transfer from the Bank of the National
Committee.

- Even if IRIS cannot substitute your bank, you can use it to prepare the dues transfer that
your National Committee plans to send to the Secretariat or indicate the dues transfers
that your National Committee has already sent to the Secretariat.

- All payments with a status equal to Paid are instantly added to the list of the dues
transfer to be transferred to the Secretariat.

- You can see these dues transfer by clicking on the Dues transfer management link.

Management

FPlanned payments validation
Dues transfer management
Institutional memberships renewal
Individual memberships renewal

The page displayed shows:

- The Source organization of repayment transfer which is your National Committee.

- The Organization of repayment transfer which is the Secretariat.

- The Contact responsible for repayment transfer who is the manager of your
National Committee, that is to say yourself.
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This view allows you to prepare a transfer to the Secretariat or to indicate to the Secretariat
that you have already made it.

Prepare a transfer to the Secretariat

- To prepare a transfer to the Secretariat you need to tick the checkboxes
corresponding to the transfers to the Secretariat you want to make and click on the
Add selected allocations button. If you want to select all the transfers to the
Secretariat that can be done for your National Committee, just click on the Select all
button.

- The selected allocations are displayed on the Selected allocations section.

- To save the transfer to the Secretariat, click on the Save button.

Saving a transfer to the Secretariat creates two revenues: a positive one with the ICOM
SECRETARIAT as the Target recipient organization and a negative one with the National
Committee as the Target recipient organization.

Repayments management

Repayment settings
Source organization of repayment -Bank Information
Recipient erganization of repayment  |COM SECRETARIAT-Bank Information

Contact respensible for repayment

Method of payment [ _Please choose a payment method— ¥

Repaymentstatus [ pjanned v

Amount to Repay (EUR) 0

Available allocations

Selectall

Add selected allocations

Afficher| 10 v Rechercher:

“ Payer Amount to repay (EUR) Recipient organization for repayment Product

ICOlM SECRETARIAT-Bank Information ICOM Adhesion
1COM SECRETARIAT-Bank Information ICOM Adhesion
ICOM SEGRETARIAT-Bank Information ICONM Adhesion
ICOlM SECRETARIAT-Bank Information ICOM Adhesion
Selected allocations
Payer Amount to repay (EUR) Amount repaid (EUR) ip i for Product
Remove 1COM SECRETARIAT-Bank Information ICOM Adhesion

Save

Update the status of a transfer to the Secretariat

- Once you have actually paid the dues to the Secretariat, you can change the status of the
transfer to the Secretariat to Paid. To do that, click on the Revenues tab, select the view
3-Transfers to be made and edit the transfer to the Secretariat.
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Home Institutions Individual members and contacts Leads

Revenues

Home

View: | 3 - Transfers to be made v || Go! Clone | Create New View

As soon as you indicate the transfer to the Secretariat as Paid, the Secretariat is informed
and will indicate the transfer as Confirmed as soon as the payment is credited in its bank
account.

The Excel file
- If you do not want to manage the transfers to the Secretariat, you can send an Excel file
which format is provided by the Membership department, listing the members for whom

the transfers have been sent to the Secretariat.

- Asthe data in this Excel file replaces the corresponding information already registered in
IRIS, please, take care to send updated data.

- The import of this file will update the status of the payments. Therefore, if you choose
this method to inform the Secretariat that your National Committee has repaid its dues,
there is no need to update manually the status of the payments of your members.

Renewals

How to renew the members of my Committee?
- The renewal of the memberships can be illustrated in five steps as follows:

ENTEE
Request

Step n?1: Renewal Opening
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To renew your members, you have to tick the checkbox Activate the membership
renewal and indicate the year for the renewal in the field Renewal for the year. You will
find these fields on the Membership renewal and Payment information section, on the
file of your Committee.

¥ Membership renewal and Payment information
Activate the membership renewal

Renewal for the year

These combined actions generate on IRIS, for the members of your Committee, a button
that once clicked on creates, in IRIS a request for the renewal of the membership.

This button is displayed:

o On IRIS for individual members who are in good standing for the current year:

My personal information

* Renewal of your membership is open

-

Renew my membership

o On IRIS for the managers of an institution in good standing for the current year.

My institutions

?‘ Renewal of your Institutions's membership is open

L
Renew my Institution's membership

o When the member clicks on that button, the following page is displayed:
o Foranindividual member:
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Home

-~

& Your membership renewal :

In order for the renewal of your membership to be properly taken into account, please check that the following information is up to date in your personal space :
+My contact details and general information

My main international committee

I have carried out the requested checks and wish to renew my membership

Back to Home Page

o For the manager of an institution:

Home

% You Institution's membership renewal : Museum of National Taipei University of Education (MoNTUE)
In order for the renewal of your membership to be properly taken into account, please check that the following information is up to date in your personal space :

v The contact details and general information of my institution
My Institution's representatives
+ The adhesion of my representatives to the ICOM international committees

I have carried out the requested checks and wish to renew my membership

Back to Home Page

o These two pages can be configured on the Bank information page of your
Committee. For that you need to open the file of your Committee, scroll down to the
Membership and payments section, and click on the Recipient organization link.

¥ Membership and payments
Activate the membership renewal Recipient organization -Bank Information

Renewal for the year

o On the displayed page, scroll down to the Online renewal — Instructions and double
click on the fields Renewal instructions ind, member and Renewal instruction inst.
member to enter information you would like to share with your members.

¥ Online renewal - Instructions
Renewal instructions ind. member
Renewal instructions inst. member
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Step n22: Call for Membership

o Export the list of your members and send them an email to inform them that the
opening for the renewal of their membership has started. IRIS is not an emailing tool.
Therefore, you need an emailing tool to send your emailing.

Step n23: Renewal Request

Renewal
Request

o The member logs onto IRIS.
o If the member is an individual member in good standing for the current year, the

following button is displayed on IRIS:

My personal information

? Renewal of your membership is open

Renew my membership

e |f the member confirms he or she wishes to renew its membership, the
information is updated in real time on the IRIS file of the individual member:

¥ Member
Gender Title
Name International Committee
Birthdate International committees of intarast
Membership status (This year) 0 - No membership Wishes to renew its membership

Membership status  Create membership
0 - No membership Renew membership
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o If the member is the manager of an institutional member in good standing for the
current year, the following button is displayed on IRIS:

My institutions

* Renewal of your Institutions's membership is open

=
Renew my Institution's membership

e |f the member confirms he or she wishes to renew the membership of its
institution, the information is updated in real time on the IRIS file of the
institutional member:

¥ Member

Institution Name

Institution (official name)
Membership status (currentyear) 3 - Member

Member status 3 - Member
0 - No membership Renew membership
Wishes to renew its membership

Parent Institution

Governance type  University
Administrative status (if other)
Employees

Step n24: Validation

o The validation of renewal requests can be done manually or semi-automatically. Let
us see how these two methods work.

Manual validation
o Open the file of the member, scroll down to the Member section and click on the
Renew membership link.

p. 47 /50



IRIS Manual - National Committee Manager

¥ Member
Gender
Name
Birthdate
Membership status (This year) 0 - No membership

Membership status ~ Create membership
0 - No membership Renew membership

Remark: If you want to use this method for all your members, you do not need to ask them
to do the step n23. Just ask them to send an email to you indicating if they agree or not to
renew their membership, attaching to their message all the documents you need to check if
their request for renewal responds to the membership criteria of your National Committee.

Semi-automatic validation
o On the left of the screen, click on the link:
o Institutional membership renewal for the renewal management of the memberships
of the institutional members of your Committee,
o Or on the link Individual memberships renewal for the renewal management of the
individual members of your Committee.

Planned payments validation
Dues transfer management
Institutional memberships renewal
Individual memberships renewal

Individual memberships renewal

The page displayed shows two lists:

- The individual members to renew, corresponding to the individual members in good
standing of your National Committee.
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Individual memberships renewal

List | RN - Individual members to renew v |Renew for year: |2021

Renew memberships

Name Wishes to renew its membership Institution Name Member status

- Theindividual members asking for renewal

Individual memberships renewal

List| RN - Ind. memb. asking for renewal v |Renew for year: 2021

Renew memberships

Name Wishes to renew its membership Institution Name  Member status

To renew the members, you can either check all the check boxes to renew all your members
without checking if their situation still responds to the membership criteria of your National
Committee, or tick the checkboxes one by one after having checked for each of your

members that their situation still responds to the membership criteria of your National
Committee.

Institutional memberships renewal

The page displayed shows two lists:

- Theinstitutional members to renew, corresponding to the institutional members in
good standing of your National Committee.

Institutional memberships renewal

List| RN - Institutional members to renew v |Renew for year: 2021

Renew memberships

Institution Name Wishes to renew its membership Institution Name |ICOM member status
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- Theinstitutional members asking for renewal

Institutional memberships renewal

List| RN - Institutions asking for nenewal v | Renew for year: 2021

Renew memberships

Institution Name Wishes to renew its membership Institution Name 1COM member status

To renew the members, you can either check all the check boxes to renew all your members
without checking if their situation still responds to the membership criteria of your National
Committee, or tick the checkboxes one by one after having checked for each of your

members that their situation still responds to the membership criteria of your National
Committee.

Step n25: Payment

- Once the renewal request is validated by the manager of the National Committee,
the member is invited to pay its membership to its National Committee.
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