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Chapter Portal Landing Page

Click on the name of the chapter to navigate to the chapter details.
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On the next page you have the option to make updates to the chapter details by clicking edit. Don't forget to
click on the Save button when you are done.
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MEMBER DIRECTORY

There are 2 ways to see your list of members. Member Search and Chapter Directory. We will start by clicking
on the folder icon.
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You have several search options to choose from. You will see the list of members at the bottom.

Chapter Directory Search

-
You may have to scroll left to right to see more data OR down to see more members. You can also do a quick
search from this section using just the name of the person you are looking for. If you click on the name of a

person'’s first or last name, you will be taken to that person’s details.

If you chose the Member Search Icon, this is the page you would see.
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You can edit details here if necessary.

Person Account
Mighty,Mouse

Primary Affiliation Member Type
USD Professional (1 yr)

v Account Information

Account Name

Mighty Mouse
Title
President/CEO

Member Status@

v Communication

Phone

(703-555-1212

Preferred Contact Method (select one)

v Address

Mailing Address

v Professional

rEDE

Phone (2) v

mouse@gmail.com  703:555:1212
[mouseggmar.com

———

Primary Affiliation Company Name@

Email

mouse@gmail.com
momstggnaeen

Status
Active

+ Follow

Edit



Chapter Reports

To access Reports Click on the Reports icon. There are samples of these reports at the end of this user guide.
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Click on All Reports. The reports you have access to will be displayed. To run the report, click on the report
name.
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Report Name Description v | Folder Created By Created On v | subscribed
Chapter Growth And Retention Report Chapters 7/25/2022, 1036 AM
Chapter Roster Report Chapters 71252022, 1021 AM
Chapter tally projected Jofrin Test Folder Temp 11512023, 6:34 AM
Chapter Tally Report Projected Test Chapters 1372023, 5:10 AM
AllFolders Chapter Transfér In Report Chapters 12/15/2022, 6:07 AM
Created by Me
Chapter Transfer Out Report Chapters 11912023, 6:52 AM
Shared with Me
Copy of Chapter Roster Report Chapters 11132023, 6:45 AM
FAVORITES
Al Favorites




Once you run the report, you will have the ability to update some filters as well as export the report. To see
more data you can scroll to the left as well as down on the right.

Report: Accounts with Chapter Affiliations
Roster Report
Active members as of the current date

Total Records Total Days from Membership En... Total Annual Dues /
515 26,621 69,324

# Enable Field Editing Q & Add Chart Y & Export

Chapter 1 v | StartDate 1 ¥ | First Name ¥ Last Name v Suffix ¥ Title ¥ Priman
AFP DC, Washington DC Metro Area (515) March 2021 (1) Melissa Wyers - Executive Director
Subtotal
April 2021 (1) Jatrice Martel Gaiter - Executive VP, External Affairs
Subtotal
May 2021 (1) Jaye Lopez Van Soest - Senior Director of Development
Subtotal
June 2021 (1) Malea Stenzel Gilligan
Subtotal
July 2021 (2) Kathleen Lunsmann - President
Joy Nguyen - Consultant Nationa
Subtotal
September 2021 (5) | Jake Bridges - Development Officer
Eli Washington - Americi
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You can click funnel icon to change the date range.
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You can choose to export the report formatted the way you see it on in the run view or you can export
details only which may cause your report to look a little different. The report will save to your
download folder.

Export
Export View

Formatted Report Details Only
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