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The Visitor Process In BNI
Connect
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Overview of the V isitor Process

�$!��=<<31B�6/A�B63�/07:7BG�B=�E=@9�E7B6�D7A7B=@A�4@=;�7<D7B/B7=<	�B6@=C56�@357AB3@7<5
D7A7B=@A�B=�/�;33B7<5	�;/@97<5�/BB3<2/<13�/<2�57D7<5�1@327B�7<�B63�&�"#(�@3>=@B	�/<2
47</::G	�4=::=E7<5�C>�E7B6�D7A7B=@A��/16�AB3>�=4�B63�>@=13AA�7<1:C23A�7<B3@/1B7=<�/<2
1=;;C<71/B7=<�03BE33<�B63�16/>B3@�;3;03@A	�:3/23@A67>�B3/;A�/<2�B63�16/>B3@
�7@31B=@��=<AC:B/<B�

The Flow of V isitors

+7A7B=@A�7<��$!��=<<31B
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Communication and T iming

Initial Contact

I +7A7B=@�7A�A3<B�/<�7<D7B/B7=<�3;/7:�B=�D7A7B�/�16/>B3@�;33B7<5�B6@=C56��$!��=<<31B�D7/�%>3@/B7=<A
���6/>B3@����@3/B3��;/7:����;/7:�+ 7A7B=@�!<D7B/B7=<

I �;/7:�7A�A3<B�7;;327/B3:G�C>=<�AC0;7AA7=<�0G�B63�;3;03@

Registering a Potential V isitor

I +7A7B=@�A3:4�@357AB3@A�=<�B63�@357=</:�=@�16/>B3@�E30�>/53
I %@	�D7A7B=@�7A�@357AB3@32�0G�/�;3;03@�B6@=C56�B63��$!��=<<31B�4C<1B7=<
I %>3@/B7=<A����6/>B3@���#/</53�+7A7B=@A���'357AB3@�/�&=B3<B7/:�+7A7B=@
I ,63<�B63�D7A7B=@�@357AB3@A	�B63�D7A7B=@�@3137D3A�/�1=<47@;/B7=<�3;/7:�E7B6�16/>B3@�;33B7<5�23B/7:A
I �227B7=</::G	�B63�16/>B3@�&@3A723<B	�+713�&@3A723<B	�(31@3B/@G�)@3/AC@3@	�/::�+ 7A7B=@� =ABA�/<2�B63

�6/>B3@��7@31B=@��=<AC:B/<B�/@3�<=B74732�=4�B63�>@=A>31B7D3�D7A7B=@�@357AB@/B7=<

Before the Meeting

I )63�>@=A>31B7D3�D7A7B=@�7A�@3;7<232�=4�B63�;33B7<5���0CA7<3AA�2/GA�034=@3�B63�A1632C:32
;33B7<5

After the Meeting

I !4�B63�D7A7B=@�>@3
@357AB3@32	�B63�D7A7B=@�7A�;/@932�/A�/BB3<232�D7/�%>3@/B7=<A����6/>B3@��
#/</53�+ 7A7B=@A���#/</53�'357AB3@32�+7A7B=@A

I !4�B63�D7A7B=@�272�<=B�>@3
@357AB3@	�B63�D7A7B=@�7A�/2232�D7/�%>3@/B7=<A����6/>B3@���#/</53�+7A7B=@A
���22�/�+ 7A7B=@

I )63�>3@A=<�16=A3<�7<�B63�!<D7B32��G��73:2�7A�57D3<�/��+��1@327B�7<�B63�&�"#(�@3>=@B��>3<27<5
:3/23@A67>�/>>@=D/:�

I )63�D7A7B=@�7A�7;;327/B3:G�A3<B�/��)6/<9�-=C��=@�+7A7B7<5��3;/7:�B6@=C56��$!��=<<31B
I +7A7B=@A�B6/B�>@3
@357AB3@32�0CB�272�<=B�/BB3<2�1/<�03�4=C<2�7<�B63�@3>=@B�'3>=@BA����6/>B3@��

+7A7B=@�$=B��BB3<232�'3>=@B

Following Up

I +7A7B=@A�1=<B/1B�7<4=@;/B7=<��3;/7:�/<2�>6GA71/:�/22@3AA��1/<�03�=0B/7<32�B6@=C56�'3>=@BA��
�6/>B3@����6/>B3@�+7A7B=@�'3>=@B

I +7A7B=@A�;/G�03�3;/7:32�27@31B:G�0G�;3;03@A�B6@=C56�%>3@/B7=<A����6/>B3@����@3/B3��;/7:��
�;/7:��6/>B3@�+ 7A7B=@A
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I +7A7B=@A�;/G�03�3;/7:32�27@31B:G�0G�B63�@357=<�B6@=C56�%>3@/B7=<A���'357=<����@3/B3��;/7:��
�;/7:��6/>B3@�+ 7A7B=@A

+7A7B=@A�7<��$!��=<<31B
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Inviting V isitors

+7A7B=@A�7<��$!��=<<31B
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Chapter Operations - Email a V isitor Invitation

�$!��=<<31B�;/93A�7B�3/AG�B=�7<D7B3�D7A7B=@A�B=�G=C@�16/>B3@� ,7B6�/�43E�A7;>:3�1:719A�G=C
1/<�A3<2�/�1CAB=;7H32�/<2��$!�0@/<232�3;/7:�7<D7B/B7=<�B=�7<D7B3�/�>3@A=</:�1=<B/1B�B=
D7A7B�G=C@�16/>B3@�

Navigate to the Chapter Operations Menu

+7A7B=@A�7<��$!��=<<31B
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Verify Y our Chapter Selection and Choose Y our Operation

� +3@74G�G=C@��=C<B@G	�'357=<�/<2��6/>B3@�A3:31B7=<
�� �:719�=<��@3/B3��;/7:
�� �:719�=<��;/7:�+ 7A7B=@�!<D7B/B7=<

+7A7B=@A�7<��$!��=<<31B
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Input Invitation Details

� �6==A3�/�A/:CB/B7=<�)7B:3�4@=;�B63�2@=>�2=E<�:7AB
�� !<>CB�B63��7@AB	�"/AB�/<2��=;>/<G�</;3�=4�B63�D7A7B=@�G=C�E7A6�B=�7<D7B3
�� �<B3@�B63�3;/7:�/22@3AA�=4�B63�7<D7B33�
�� �<B3@�/�A6=@B�>3@A=</:�;3AA/53�

+7A7B=@A�7<��$!��=<<31B
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Send Your Invitation!

+7A7B=@A�7<��$!��=<<31B
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Sample Message

� �::�@3>:73A�E7::�03�A3<B�27@31B:G�B=�G=C@�3;/7:�/22@3AA
�� (C0831B�:7<3�=4�B63�3;/7:
�� �$!�0@/<232�5@/>671/:�7<D7B/B7=<
�� (/:CB/B7=<�B/93<�4@=;�B63�47@AB�</;3�>@=D7232
�� - =C@�>3@A=</:�;3AA/53
�� - =C@�16/>B3@�</;3	�;33B7<5�:=1/B7=<	�2/G�/<2�B7;3�7A�/CB=;/B71/::G�7<A3@B32
�� �@734�23A1@7>B7=<�/0=CB��$!
�� (75<32�0G�G=C

+7A7B=@A�7<��$!��=<<31B
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Happy Connecting!

+3@A7=<������� ���

+7A7B=@A�7<��$!��=<<31B
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Before The Meeting

+7A7B=@A�7<��$!��=<<31B
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Registering a Prospective V isitor for an
Upcoming Meeting.

#3;03@A�;/G�@357AB3@�/�>@=A>31B7D3�D7A7B=@�4=@�/<�C>1=;7<5�16/>B3@�;33B7<5�)67A�1/<
5@3/B:G�7<1@3/A3�D7A7B=@�/BB3<2/<13�/<2�/AA7AB�E7B6�>@3>/@/B7=<�4=@�B63�;33B7<5�%<13�/
D7A7B=@A�@357AB3@32	�B63G�E7::�03�3<B3@32�7<B=�B63�>@=A>31B7D3�D7A7B=@A�2/B/0/A3�/<2�B63
16/>B3@�:3/23@A67>�7A�<=B74732�B6/B�B63@3�6/A�033<�/�<3E�D7A7B=@�@357AB@/B7=<�)63�D7A7B=@
E7::�/:A=�03�@3;7<232���0CA7<3AA�2/GA�034=@3�B63�;33B7<5�B=�/BB3<2�

+7A7B=@A�7<��$!��=<<31B
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Navigate to the Chapter Operations Menu

$=B3��,63<�CA7<5�B63�16/>B3@�A6=@B1CB�;3<C	�B63�<3FB�AB3>�7A�0G>/AA32�

+7A7B=@A�7<��$!��=<<31B
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Register a Prospective V isitor

+7A7B=@A�7<��$!��=<<31B
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Fill Out the V isitor Details

+7A7B=@A�7<��$!��=<<31B
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After Registering, the Prospective V isitor W ill Receive a
Confirmation Email

+7A7B=@A�7<��$!��=<<31B
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The Chapter Leadership T eam, Visitor Hosts And Director
Consultant W ill Also Receive a Notification

Happy Connecting!

+3@A7=<����� ��� ��

+7A7B=@A�7<��$!��=<<31B

Page 20Visitors in BNI Connect



Visitor Self Registration via W ebsite

+7A7B=@A�;/G�@357AB3@�B63;A3:D3A�B=�D7A7B�/�16/>B3@�B6@=C56�B63��$!��=<<31B�E30A7B3A�
"7<9A�/@3�/D/7:/0:3�=<�B63��6/>B3@�E30A7B3�/A�E3::�/A�B63�16/>B3@�23B/7:A�>/53A�=4�B63
@357=</:�/<2�1=C<B@G�E30A7B3A�%<13�/�D7A7B=@�@357AB3@A	�B63G�E7::�03�3<B3@32�7<B=�B63
>@=A>31B7D3�D7A7B=@A�2/B/0/A3�/<2�B63�16/>B3@�:3/23@A67>�7A�<=B74732�B6/B�B63@3�6/A�033<�/
<3E�D7A7B=@�@357AB@/B7=<�)63�D7A7B=@�E7::�/:A=�03�@3;7<232���0CA7<3AA�2/GA�034=@3�B63
;33B7<5�B=�/BB3<2�

Registration is A vailable via the Chapter W ebsite

+7A7B=@A�7<��$!��=<<31B
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Registration is A vailable via the Chapter Details Page

$=B3��)63�0CBB=<�7A�/:A=�/D/7:/0:3�4=@�D7A7B7<5�1=@3�5@=C>A�74�A6=E<�=<�B63�@357=</:�E30A7B3�

+7A7B=@A�7<��$!��=<<31B
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Clicking on the V isit Button or Link W ill Open the Registration
Page

+7A7B=@A�7<��$!��=<<31B
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+7A7B=@A�7<��$!��=<<31B
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After Registering, the Prospective V isitor W ill Receive a
Confirmation Email

+7A7B=@A�7<��$!��=<<31B
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The Chapter Leadership T eam, Visitor Hosts And Director
Consultant W ill Also Receive a Notification

+7A7B=@A�7<��$!��=<<31B
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A Reminder W ill be Sent T wo Business Days Before the Chapter
Meeting

+7A7B=@A�7<��$!��=<<31B
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Happy Connecting!

+3@A7=<����� ��� ��

+7A7B=@A�7<��$!��=<<31B
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Chapter Reports - V isitor Registration Report

- =C�1/<�?C719:G�16319�B63�D7A7B=@A�B6/B�6/D3�@357AB3@32�4=@�/<�C>1=;7<5�;33B7<5�0G�CA7<5
B63�+7A7B=@�'357AB@/B7=<�'3>=@B�7<��$!��=<<31B�

Navigate to the Chapter Reports

+7A7B=@A�7<��$!��=<<31B
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Choose Y our Report Parameters

+7A7B=@A�7<��$!��=<<31B
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Review the Report Details

)63�D7A7B=@�23B/7:A�E7::�03�:7AB32�=<�B63�@3>=@B��=@�/227B7=</:�23B/7:A	�AC16�/A�B63�;/7:7<5�/22@3AA	�>:3/A3
3F>=@B�B67A�@3>=@B�

* This report is also available to directors and regional admins as a regional level report.

Happy Connecting!

+3@A7=<����� ������

+7A7B=@A�7<��$!��=<<31B
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After The Meeting

+7A7B=@A�7<��$!��=<<31B

Page 32Visitors in BNI Connect



Managing Prospective V isitors and Marking
Attendance

�4B3@�/�>@=A>31B7D3�D7A7B=@�6/A�@357AB3@32	�G=C�;/G�<332�B=�16/<53�A=;3�=4�B63�23B/7:A�=<
B63�@31=@2��!<�/227B7=<	�G=C�1/<�/:A=�;/@9�E63<�/�D7A7B=@�6/A�AC113AA4C::G�/BB3<232�E6716
E7::�1=<D3@B�B63;�7<B=�/<�/BB3<232�D7A7B=@�/<2�/>>:G�B63�1@327B�4=@�D7A7B7<5�7<�B63�&�"#(
@3>=@B�

+7A7B=@A�7<��$!��=<<31B
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Navigate to the Chapter Operations Menu

$=B3��,63<�CA7<5�B63�16/>B3@�A6=@B1CB�;3<C	�B63�<3FB�AB3>�7A�0G>/AA32�

+7A7B=@A�7<��$!��=<<31B
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Enter Search Critera and Click GO

Prospective V isitor Results

+7A7B=@A�7<��$!��=<<31B
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Edit The Prospective V isitor to Mark Attendance

$=B3��%<13�B63�D7A7B=@�6/A�033<�;/@932�/A�6/D7<5�/BB3<232	�B63G�E7::�03�;=D32�4@=;�B63�&@=A>31B7D3
+7A7B=@A�/<2�7<B=�B63�+7A7B=@A�4C<1B7=<�&:3/A3�5=�B=�%>3@/B7=<A��6/>B3@�#/</53�+7A7B=@A�#/</53
+7A7B=@�B=�4C@B63@�327B�B63�D7A7B=@�@31=@2��@327B�E7::�/:A=�03�57D3<�7<�B63�&�"#(�@3>=@B�4=@�B63current
week when the data entry takes place - the day the check mark was entered.

Happy Connecting!

+3@A7=<����� ��� ��

+7A7B=@A�7<��$!��=<<31B
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Chapter Operations - Adding a V isitor (Not Pre-
Registered)

�<B3@7<5�D7A7B=@�7<4=@;/B7=<�4=@�G=C@�16/>B3@�7A�/�D3@G�7;>=@B/<B�4C<1B7=<�!B�/::=EA�G=C�B=
CB7:7H3��$!��=<<31B�B=�B@/19�/<2�@3>=@B�=<�G=C@�D7A7B=@A	�4=::=E�C>�/<2�1=;;C<71/B3�E7B6
G=C@�D7A7B=@A	�/<2�47</::G�B=�1=<D3@B�D7A7B=@A�7<B=�/�<3E�;3;03@�4=@�G=C@�16/>B3@�
)67A�/@B71:3�3F>:/7<A�6=E�B=�3<B3@�B63�23B/7:A�=4�/�>3@A=<�B6/B�6/A�D7A7B32�G=C@�16/>B3@�0CB
272�$%)�>@3
@357AB3@�B=�/BB3<2�B63�;33B7<5�

Navigate to the Chapter Operations Menu

Note: When using the shortcut menu link, the next step is bypassed.

+7A7B=@A�7<��$!��=<<31B
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Verify Y our Chapter Selection and Choose Y our Operation

� �:719�=<�#/</53�+ 7A7B=@
�� �:719�=<��22�/�+ 7A7B=@

+7A7B=@A�7<��$!��=<<31B
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Add a V isitor - Detail Entry Screen 1

� �6==A3�E63B63@�B67A�D7A7B=@�7A�B=�03�1@327B32�7<�B63�&�"#(�@3>=@B�(=;3�@3/A=<A�B=�23A3:31B
B67A�0=F�E=C:2�03�4=@�/�A31=<2�D7A7B	�/�;3;03@�4@=;�/<=B63@�16/>B3@	�=@�=B63@�5C3ABA�E63@3�G=C
E7A6�B=�AB7::�@31=@2�B63�D7A7B=@�23B/7:A�0CB�<=B�/4431B�B63�AB/B7AB71A�4=@�B63�16/>B3@� Note: The V ice
President will review each entry before it is submitted to the P ALMS report and may
accept or reject the credit at their discretion.

�� +3@74G�B6/B�B63�1=@@31B�16/>B3@�7A�:7AB32�
�� �6==A3�/<�!<2CAB@G�/<2��:/AA7471/B7=<�)63A3�473:2A�/@3�;/<2/B=@G� !4�G=C�/@3�C<13@B/7<	�G=C

;/G�16==A3��%B63@��)67A�1/<�03�16/<532�/B�/�:/B3@�B7;3�74�<313AA/@G�
�� (3:31B�B63�16/>B3@�;3;03@�B6/B�7<D7B32�B67A�>3@A=<�4@=;�B63�2@=>2=E<�:7AB��=@��74�G=C@�@357=<

/::=EA�B67A�=>B7=<	�16==A3�B63�(3/@16��@=AA��6/>B3@�0CBB=<�B=�A3:31B�/�;3;03@�4@=;�/<=B63@
16/>B3@�7<�B63�@357=<��A33�/227B7=</:�AB3>A�03:=E���)63�2@=>2=E<�:7AB�E7::�1=<B/7<�/::�/1B7D3
16/>B3@�;3;03@A	�@357=</:�B3/;�;3;03@A���7@31B=@A	��2;7<A�/<2��;0/AA/2=@A��/<2�/<�=>B7=<
B=�A3:31B���$!��=@��+7A7B=@��!<�16/>B3@�>3@A=<A�E7::�03�57D3<�1@327B�7<�B63�&�"#(�@3>=@B�

�� )63�234/C:B�:/<5C/53�=4�G=C@�@357=<�7A�/CB=;/B71/::G�:7AB32�

+7A7B=@A�7<��$!��=<<31B
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�� (3:31B�B63�2/B3�B63�D7A7B=@�/BB3<232�B63�16/>B3@�;33B7<5�%<:G�D/:72�16/>B3@�2/B3A�E7::�03
/D/7:/0:3�4=@�A3:31B7=<�!4�&�"#(�1@327B�7A�A3:31B32	�7B�E7::�03�7<A3@B32�7<B=�B6/B�E339�A�;33B7<5
4=@�@3D73E�

�� �<B3@�B63�$/;3�=4�B63�D7A7B=@�
�� *A3�B63�D3@B71/:�A1@=::�0/@�4=@�/227B7=</:�3<B@G�23B/7:A�

Searching Cross Chapter

� �:7197<5�=<�B63�(3/@16��@=AA��6/>B3@�0CBB=<�E7::�/::=E�G=C�B=�A3/@16�4=@�/<=B63@�;3;03@�7<�G=C@
@357=<�

�� �<B3@�/B�:3/AB�B63�47@AB�BE=�16/@/1B3@A�=4�B63��7@AB�$/;3�
�� ��<2.%@���<B3@�/B�:3/AB�B63�47@AB�BE=�16/@/1B3@A�=4�B63�B63�"/AB�$/;3�
�� ��<2.%@���<B3@�/B�:3/AB�B63�47@AB�BE=�16/@/1B3@A�=4�B63��=;>/<G�$/;3�
�� �:719�(3/@16�B=�47<2�B63�;3;03@�
�� �:719�'3A3B�B=�1:3/@�G=C@�A3/@16�/<2�0357<�/�<3E�A3/@16�
�� �:719��/19�B=�1/<13:�B63�A3/@16�/<2�@3BC@<�B=�B63�+7A7B=@��<B@G�A1@33<�

+7A7B=@A�7<��$!��=<<31B
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Add a V isitor - Detail Entry Screen 2

� �<B3@�B63�D7A7B=@�A�1=;>/<G�</;3	�/22@3AA�/<2�1=<B/1B�23B/7:A�
�� �<B3@�/<�3;/7:�/22@3AA�4=@�B63�D7A7B=@�/<2�16==A3�E63B63@�=@�<=B�B=�A3<2�B63�/CB=;/B32�+7A7B=@

�=::=E�*>�3;/7:� !4�23A3:31B32	�B63�3;/7:�/22@3AA�E7::�031=;3�<=<
;/<2/B=@G�
�� �<B3@�/<G�<=B3A�/0=CB�B67A�D7A7B=@�
�� *A3�B63�(/D3�/<2�$3E�0CBB=<�B=�A/D3�B67A�D7A7B=@�/<2�7;;327/B3:G�AB/@B�/�<3E�D7A7B=@�3<B@G�

&@3AA�B63�(C0;7B�0CBB=<�B=�A/D3�G=C@�D7A7B=@�7<4=@;/B7=<�/<2�@3BC@<�B=�B63�>@3D7=CA�;3<C�&@3AA
B63�1:=A3�0CBB=<�B=�27A1/@2�B67A�7<4=@;/B7=<�/<2�@3BC@<�B=�B63�>@3D7=CA�;3<C�

Happy Connecting!

+3@A7=<��������������

�=>G@756B�J������$!	��::�'756BA�'3A3@D32

+7A7B=@A�7<��$!��=<<31B
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Following Up W ith V isitors

+7A7B=@A�7<��$!��=<<31B
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Chapter Reports - V isitor Not Attended Report

- =C�1/<�?C719:G�16319�B63�D7A7B=@A�B6/B�6/D3�<=B�/BB3<232�/�;33B7<5��<=�A6=E��0G�CA7<5
B63�+7A7B=@�$=B��BB3<232�'3>=@B�7<��$!��=<<31B�

Navigate to the Chapter Reports

+7A7B=@A�7<��$!��=<<31B
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Choose Y our Report Parameters

+7A7B=@A�7<��$!��=<<31B
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Review the Report Details

)63�D7A7B=@�23B/7:A�E7::�03�:7AB32�=<�B63�@3>=@B��=@�/227B7=</:�23B/7:A	�AC16�/A�B63�;/7:7<5�/22@3AA	�>:3/A3
3F>=@B�B67A�@3>=@B�

Note: V isitors that have been marked as having attended will be in the active visitor lists and
reports.

* This report is also available to directors and regional admins as a regional level report.

Happy Connecting!

+3@A7=<����� ������

+7A7B=@A�7<��$!��=<<31B
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Chapter Reports - Chapter V isitor Report

)63��6/>B3@�+7A7B=@�@3>=@B�E7::�/::=E�G=C�B=�A3/@16�G=C@�16/>B3@�A�D7A7B=@�2/B/0/A3�7<
=@23@�B=�1=<B/1B�/<2�4=::=E�C>�E7B6�16/>B3@�D7A7B=@A�

Navigate to the Chapter Reports

+7A7B=@A�7<��$!��=<<31B
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Verify Y our Chapter Selection and Choose Y our Report

� +3@74G�G=C@��=C<B@G	�'357=<�/<2��6/>B3@�A3:31B7=<
�� �:719�=<�B63��6/>B3@�+7A7B=@�'3>=@B
�� �6==A3�/�2/B3�@/<53� )63�2/B3�A3/@1632�E7::�03�B63�2/B3�B63�D7A7B=@�/BB3<232�B63�;33B7<5��/A

=>>=A32�B=�B63�3<B@G�2/B3��
�� %>B7=</:���<B3@�/��7@AB�/<2.=@�"/AB�$/;3�B=�A3/@16�
�� %>B7=</:���6==A3�/�&@=43AA7=<��(31=<2/@G��/B35=@G��4@=;�B63�2@=>�2=E<�:7AB�
�� &@3AA�B63��=�0CBB=<�B=�>3@4=@;�G=C@�A3/@16�/<2�27A>:/G�B63�@3>=@B�

&=E3@�)7>� �=@�;/F7;C;�@3AC:BA	�7<>CB�=<:G�/�2/B3�@/<53�

+7A7B=@A�7<��$!��=<<31B
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Chapter V isitor Report - Header Details

� '3>=@B�</;3�/<2�>/@/;3B3@A�AC;;/@G
�� *A3�B63��F>=@B�0CBB=<�B=�=>3<�B67A�@3>=@B�7<�/�A>@3/2A633B�4=@;/B�=<�G=C@�:=1/:�1=;>CB3@	�AC16

/A�#71@=A=4B��F13:�=@�$C;03@A�
�� *A3�B63�&@7<B�0CBB=<�B=�>@7<B�/�1=>G�=4�B67A�@3>=@B�=<�G=C@�:=1/:�>@7<B3@�
�� )67A�1=:C;<�:7ABA�B63�+7A7B=@�$/;3�)67A�1=:C;<�7A�A=@B/0:3�0G�1:7197<5�=<�B63�C<23@:7<32��(=@B

�7@AB��=@��(=@B�"/AB�
�� )67A�1=:C;<�:7ABA�B63��=;>/<G�</;3� )67A�:7AB�7A�A=@B/0:3�0G�1:7197<5�=<�B63�C<23@:7<32

��=;>/<G��
�� )67A�1=:C;<�:7ABA�B63�&@=43AA7=<��(31=<2/@G��/B35=@G��)67A�:7AB�7A�A=@B/0:3�0G�1:7197<5�=<�B63

C<23@:7<32��&@=43AA7=<��
�� )67A�1=:C;<�:7ABA�B63�D7A7B=@�A��;/7:�/22@3AA��)67A�:7AB�7A�A=@B/0:3�0G�1:7197<5�=<�B63�C<23@:7<32

��;/7:��
�� )67A�1=:C;<�:7ABA�B63�+7A7B��/B3�)67A�:7AB�7A�A=@B/0:3�0G�1:7197<5�=<�B63�C<23@:7<32��+7A7B��/B3��
�� *A3�B63�D3@B71/:�A1@=::�0/@�B=�A33�/227B7=</:�@3>=@B�23B/7:A�

�� ,63<�G=C�/@3�47<7A632�D73E7<5�B63�@3>=@B	�>@3AA�B63��:=A3�0CBB=<�B=�3F7B�

�$=B3��)63�3F>=@B32�@3>=@B�1=<B/7<A�/227B7=</:�7<4=@;/B7=<�7<1:C27<5�B63�&6=<3�$C;03@	��22@3AA	��7BG	
(B/B3	�&=AB/:��=23�/<2��=C<B@G�

+7A7B=@A�7<��$!��=<<31B
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Sample Exported V isitor Report

Happy Connecting!

+7A7B=@A�7<��$!��=<<31B
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Chapter Operations - Email Chapter V isitors

�=::=E7<5�C>�E7B6�16/>B3@�D7A7B=@A�7A�/<�3AA3<B7/:�>/@B�=4�;/7<B/7<7<5�1=;;C<71/B7=<�E7B6
>=B3<B7/:�@343@@/:�A=C@13A�/<2�4CBC@3�;3;03@A�=4�G=C@�16/>B3@� �$!��=<<31B�;/93A�7B
3/AG�B=�@3B@73D3�B63�3;/7:�/22@3AA3A�=4�G=C@�16/>B3@�A�D7A7B=@A�B=�AB/G�7<�B=C16�E7B6�B63;�

Navigate to the Chapter Operations Menu

+7A7B=@A�7<��$!��=<<31B
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Verify Y our Chapter Selection and Choose Y our Operation

� +3@74G�G=C@��=C<B@G	�'357=<�/<2��6/>B3@�A3:31B7=<
�� �:719�=<��@3/B3��;/7:
�� �:719�=<��;/7:��6/>B3@�+ 7A7B=@A

+7A7B=@A�7<��$!��=<<31B
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Choose Y our V isitor Selection Criteria

� �:719�B63��/19�0CBB=<�B=�@3BC@<�B=�B63�>@3D7=CA�A1@33<�
�� �6==A3�/�2/B3�@/<53�4=@�47<27<5�16/>B3@�D7A7B=@A�
�� - =C�;/G�16==A3��::	�%<3	�=@�#C:B7>:3�D7A7B=@�1/B35=@73A�) =�A3:31B�;C:B7>:3�1/B35=@73A	�6=:2�2=E<

B63��)'"�0CBB=<�=<�G=C@�93G0=/@2�E67:3�A3:31B7<5�E7B6�G=C@�;=CA3�
�� &@3AA�B63�'3A3B�0CBB=<�B=�1:3/@�B63�A3/@16�1@7B3@7/�/<2�AB/@B�=D3@�
�� &@3AA�<3FB�B=�53<3@/B3�B63�3;/7:�:7AB�0/A32�=<�G=C@�A3/@16�1@7B3@7/�

Chapter V isitor Email List

� *A3�G=C@�;=CA3�B=�6756:756B�B63�3;/7:�/22@3AA3A�/<2�1=>G�B63;�B=�B63�1:7>0=/@2�- =C�1/<�CA3
�)'"�����=;;/<2�����=<�/�#/1��=@�@756B�1:719�/<2�16==A3�1=>G �

+7A7B=@A�7<��$!��=<<31B
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Paste the Addresses Into a New Email

Happy Connecting!

+7A7B=@A�7<��$!��=<<31B
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