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BNINet Manual for
Leadership Teams
Overview

BNINet is a web based system which offers BNI directors and Leadership Teams the facility to perform, in electronic form, all the administrative tasks involved in running a BNI organisation. 

The system has been designed to streamline our operations and free up valuable time for BNI staff and members alike to grow their businesses!  

Security has been of primary concern when developing the system. Once entered, data is secure and important records cannot be changed.  There is always an historical record of transactions maintained in the system (these are called events).  This always provides an audit trail, which cannot be changed.

Structure of the system

The system is powerful and flexible, and is structured around events.  An event can be anything that happens in the organisation, e.g. a visitor submitting an application is an event; scheduling training is an event.  

The system’s structure offers you powerful search capabilities. You can set the search parameters for whatever you want, and find people or events in the present or, since the system tracks all historical data, look back at past events within your Chapter.  Some examples of things you can search for are: member details (current and past); leadership team details (current and past); dues reports (any time periods); participation by an individual member in chapter meetings and trainings and other searches.

Some procedures may initially seem complex and require several steps but every step is important and the system has been purposely designed in this way to prevent errors, allowing you to enter or modify information successfully and then confirm the action (event). You will find that once you are familiar with the steps involved, using the system is remarkably easy.

Do I need to keep paper records?

The system will keep all your records for you and back up all information so it cannot be lost. If you still wish to keep a paper back-up of your records any information from the system can be printed/cut and pasted from the screen; the system also allows you to export contact information to your own PC in spreadsheet form.

Passwords

Chapter leadership teams will be issued with a username and password valid for the duration of their term of office. Any system that is password-protected is only as secure as the integrity of the passwords and it cannot be stressed enough, therefore, that you should never divulge your password to other people. If you have any concern at all that your security has been compromised the system allows you to email yourself a new password once you are logged in. Similarly, if you forget your password the system can email it to you, but to no-one else.  

Font Size

You can amend the size of the text of the font within Internet Explorer.  To do this, go to View/Text Size:
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How to Log on

To access the system go to : http://www.bnibsys.com/bninet/
For ease of use you may wish to bookmark this page in your browser.

To do this in Internet Explorer, select favourites, then select add to favourites:
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Then click OK:
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N.B. Remember to bookmark the login page before you enter your username and password for BNINet.

Type in your username and password to access BNINet:
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The system will require you to enter your username and password to login. All passwords are randomly generated for security reasons.
Forgotten your password?
Click on Forgotten password:
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Input your email address as stored in BNINet, and click on send password:
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Your login details will be resent to you from the database by email, and you will see this confirmation message:
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Concerned that someone else may know your password?
From the main screen menu click on your name (it follows the word welcome) at the top right of the screen:
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At the bottom of the screen select the option change password and email it:
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You will shortly receive a new password by email which allows you to login securely.  Logout of the system until you receive your new password.

Navigating around BNINet 
· It is important to remember that although BNINet is a web-based service users should not use the forward and backwards buttons on their Internet browser to move around the system. 

· Unlike Windows based software BNINet is a single click system.
· Users should take care when using pull down menus offering several options. If your mouse has a scroll wheel then it is easy to alter a field accidentally. To avoid this left click outside the field before carrying on.

Other Navigation commands are:

	Refine
	Returns to the search option to allow you to refine criteria and search again

	Close
	Closes the current screen 

	Help
	Activates the database help function

	Next/Previous/End
	For long lists of information next/previous move forwards/back through the list pages. The end command will take you to the final page in the list

	Collapse all
	Will reduce a query to the original starting point

	Return to search/report results
	Returns to the most recent instance of a report.


Who this manual is for
Each member of the Leadership Team has various responsibilities as outlined in the Leadership Team manual.  Where applicable, it is marked in this BNINet manual when a specific section is particularly relevant for one of the Leadership Team to be able to carry out their duties.  Please note that everything in this manual can be viewed by the whole team – there are NO restrictions on access between the three Leadership Team members.

Working with PALMS reports (1)
Membership Co-ordinator

Before the meeting
The day before a meeting the membership co-ordinator should open the PALMS report for the next day and print out a copy of the meeting report. This should contain an up-to-date list of all members expected to attend the meeting and provides an easy format in which to record the PALMS information.
To do this, Select reports, then select PALMS report for a meeting:
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The date field will default to the next date the system assumes your chapter is going to meet.  If this is incorrect it can be manually changed by clicking in the field and entering the date you require.  Then select OK:
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Take a moment to check the list of chapter members expected to attend the meeting. This list SHOULD include the name of the BNI Director who attends your Chapter every 6-8 weeks but SHOULD NOT include the names of members who have officially left the chapter.  Note: new members will not appear until the BNI Director has processed the application/fees and updated BNINet.
* Please report any discrepancies between this list and the actual membership of your Chapter to your BNI Director who will update the list before you enter the final report.*
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Then select Update to view the PALMS form itself:
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The form includes a spare row marked visitors for you to enter in visitors’ referrals.  To print a copy of the blank PALMS report select print in the top right hand corner of the screen:
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When you have printed the blank copy, click OK:
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During the meeting
Using the blank PALMS report that you printed out, mark who is Present / Absent / Late / on Medical leave / Substituted (you can alternatively use the sign-in sheet to do this). The referrals given and received should also be recorded on the printed PALMS report.  Here is a suggested way to fill in the chart: referrals given marked numerically and referrals received recorded in a tally chart. 
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After the meeting
You should now have the full PALMS information for that meeting recorded on the printed form.  Log back into the BNINet system. To return to the PALMS report you have started select PALMS report for a meeting from the reports menu:
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If you have asked your BNI director to amend the list of names, select Abandon this meeting record, return to the menu and open up a new PALMS report for the same date.
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Click on Update to view the blank PALMS form you printed off earlier:
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Now enter the PALMS information into the system. The black dot indicates whether a member was present (P), absent (A), late (L), on medical leave (M) or substituted (S) - click on the box which applies to each individual member. 
Please note that medical leave of absence should not be used for one-off sick days.
Then click on the other boxes to add the number of referrals given/received and the number of visitors introduced by members:
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Please note that referrals given and received by all the visitors can be collectively entered in the visitors’ row at the bottom of the report:
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When you have entered the PALMS information click – OK:
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You should now have a complete meeting record on your screen. Take a moment to check that the data you have entered is correct. If you wish to amend the data select Update and repeat the process explained above. Once you are satisfied that there are no mistakes to complete the process scroll down to below the meeting information and select Meeting complete: 
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You will then be asked to confirm this action, and whether you have checked the data is correct.  Click OK to confirm: 

There may be occasions when you wish to leave a PALMS report only partially complete e.g. to check the information you have on your report sheet. 
BNINet will record the information you have already entered so you can return to it later. Simply click OK and then return to the chapter menu. When you next select PALMS report for a meeting you will automatically return to the partially completed report.
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Working with PALMS reports (2)

Membership Co-ordinator

Summary PALMS reports: General comments

BNINet allows you to view a Summary PALMS report for any time period. This is a cumulative report showing the total number of referrals given/received, the number of visitors to the chapter and the attendance figures for the chapter as a whole and for individual members for the chosen period. This function allows you to keep track of a member’s performance and attendance and to analyse how the chapter has been functioning over the selected period.

N.B. Because this function generates a cumulative report over a period of time it will show PALMS information for any member who has attended Chapter meetings during that period even if they are no longer a member of the chapter.
To view a cumulative PALMS report, select summary PALMS report from the reports menu:
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You will now be asked to specify the start and end dates for the period you wish to view the PALMS information. The system defaults to a 6 month period ending on the 1st of the current month. i.e. If you view a report on 11 August you will be offered a Summary PALMS report for the period 1 February – 1 August. To view a report for another period just set the required dates, then click on Report:
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The report will come up as follows – if you wish to print the report out, click on Print in the top right hand corner:
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The value of this cumulative report depends on chapters regularly entering their PALMS meeting information into the system. Chapter membership co-ordinators are responsible for keeping their records up to date, entering PALMS information on a weekly basis.



Working with PALMS reports (3)

Membership Co-ordinator
In BNINet, it is also possible to view past completed PALMS reports for a meeting.  The need to do this may arise if you want to check someone’s attendance or referral giving at a specific meeting in the past – the summary report only shows you total figures over a period of time.
To do this, select event from the Find/create menu:
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Set the event type field to meeting, set the status field to completed:
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Use the events after and/or events before options to narrow your search criteria – for example the following dates would give you all the PALMS reports during the calendar year 2004:
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Select date type to search either by the due date or by completed date.  The due date shows the dates of the meetings, whereas the completed date shows the date that the meeting was updated in BNINet:
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Then click search:
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This will provide you with a list of all completed PALMS meeting reports – all dated.  To view a specific report, click on select next to the meeting in question: 
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Viewing all attempts to enter a PALMS report

If you are concerned that you have cancelled a PALMS report instead of completing it, you can check this.  Perform the search as before, and set the event type to meeting.  Then click Search:
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This will provide you with a list of all attempted PALMS meeting reports – all dated.  If a PALMS report has been cancelled its status will show as cancelled:
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How to enter a visitor

Secretary / Treasurer

BNI Chapters should enter contact details for all first time visitors into the BNINet system on a weekly basis. 

To do this, select find/create, then select person:
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Then enter the visitor’s surname and click on search:
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If this person is already in the database s/he will appear in the search results. If this is the case it is possible that the chapter have logged this person previously as a visitor. Click on the person’s name to view their record.  However, as a first-time visitor to the chapter their details will not be in the system.  To create a record in BNINet for the visitor, click on Add:
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From the drop-down bar select a title.  Enter their forename.  The surname will be transferred from the search screen. Check it, and amend if necessary. Leave the initials field blank as the system automatically generates the first letter of the forename. 

Then add the general business category from the drop-down list, and this will then populate the business category section with professions relevant to the general business category.
Select sponsor from the drop-down list of current chapter members.
Then enter the date of their visit to the chapter – this defaults to the current day but can be changed.
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Below this enter the company details: include the name of the company, the full address and at least one of phone/email:
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Then click OK to confirm.  To add another phone number, click on ‘add phone, fax, email’:
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Select the type of phone number from the drop down box in the same order as they appear on the yellow application form.  Enter numbers in uniform groups, e.g. 01895- 654 875 and 020- 8866 6767.  If you are entering several numbers, to add an additional contact number, select OK + add another.   When you have typed your final number simply click OK:
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You can view all telecoms information contained in the grid on the screen:

[image: image43.png]Phone, fax, email

Type Locator
E-mail ledleyking@spurs.co.uk
Organisation Phone 020~ 6366 6767

Fax 020-6309 4321

Office ddi 020- 8866 6768

web site www.Spurs,co.uk

Mabile 07921~ 555555




If you notice an error, simply click on the blue descriptor to the left of the number.  In the new screen, click on Update, make the necessary changes and click OK, then close on the next screen to return you to the telecoms grid.

If a telecom device is entered in error or no longer valid, you may click on the type and select delete.  Take great care when deleting any information.

The person in question will now have been entered as a visitor in the database.
On occasion, it will be necessary to change the name on a membership.  If a company with BNI membership decides to change their representative in your chapter you will need to change the name on the membership.  Check that there is at least one month of unexpired membership available to the “new” member.  They should submit a new membership application form to the leadership team, writing on the application “replacing John Smith only” where they would usually complete payment details.  If s/he is accepted by the leadership team, the details of the new member will be updated by your BNI Director.

Membership Dues report

Secretary Treasurer

BNINet automatically generates a Membership Dues report (MDR) for a chapter. This can be for today, or for any date in the past since the system has been running. The MDR should be used by the Secretary/Treasurer to track subscription due dates.

To view a Membership Dues report, select reports, then membership dues report:
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Enter in the date for which you wish to see the report (the default is today’s date) and click Report:
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The report will then appear:

[image: image46.png]Chapter; POSH BNI (Peterborough) : 02-Feb-05

# Person Profession Type Next due date
1 Simon Grima Embroiderer/Promational Services. Chapter Director Term+ 22 Mths
2 Margaret Clark Health Insurance Mermbership Coordinator Term+ 5 Hths
3 Alan Myson Flooring / Carpets Secretary/Treasurer  Term+ 9 Hths
4 Bill Graome Autamative Sales Chapter member 01-Mar-05
5 Hannah-Louise Faithfull Photo-pracessing Chapter member 01-Mar-05
& Mark Corewyn Electrician Chapter member 01-Mar-05
7 Martin Mekenna Autamotive Rental Chapter member 01-Mar-05

& John Newton Hyprotherapist Chapter member 01-Mar-05
9 Elisabeth Belisle Document Scanning Management  Chapter member 01-Mar-05
10 Stephen Spinks Canstruction,Surveying & Prope ... Chapter member 01-Apr-05
11 Carol Bunning Event Planner Chapter member 01-3un-05

12 Clive Arundell Business solutions, repairs, u .. Chapter member 01-3un-05

13 Cris Jacab Kitche Bathroom Design & Insta ... Chapter member 01-3un-05

14 Julie Buck Marketing Services Chapter member 01-3un-05

15 Gary Barker Telecommunications Equipment  Chapter member 013ul-05

16 Owen Brown Automotive Body Shop Chapter member 013ul-05

17 Fiona Carter Computer Training Chapter member 01-Aug-05

18 Siman Wilson Salicitor Chapter member 01-Apr-06

19 Ken Craig Accountant Chapter member 01-Apr-06

20 Tony Larkins Financial Advisor Chapter member 01-3un-06

21 Craig Bunday Design consultant(Packaging/Gr ... Chapter member 01-3un-06

22 Lesley Fisher Jeweler Chapter member 01-Aug-08

Late or Drapped members (since 01-1an-05)

# Person Profession Next due date Status
23 Albert Lawrence Travel Agent D1-Feb-05  Late




Please note the following:

· The chapter leadership team appear at the top of the report with the ordinary members listed beneath in order of subscription due dates. 

· When a member’s subscription is due in the next 2 months their due date will appear in BOLD type.

· Recently joined members will appear in a separate box at the bottom of the report.
· Likewise late or dropped members appear at the end.
· Members’ names are in blue and underlined. Click on a member’s name to view his/her personal record.

N.B.  It is very important that Leadership Teams inform their BNI Director if there is any discrepancy between the Membership Dues Report and the actual Chapter membership.
Searching for information at chapter level

The find/create function allows you to search for a person or event.
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Find/create person 
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This function allows you to look for person(s) within the chapter, past or present. The search parameters available are: forename, surname, organisation, date info: joining date, current membership on a certain date, when that person was entered onto the database, business category and position within BNI.  These search parameters can be combined to search for as precise or as general information as you like. 
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After each search you can refine the search parameters to identify the relevant member(s). To illustrate how the find person function works, here is a 3 stage search:

Let’s say that you wish to search for a member of your Chapter.  You have to enter at least one parameter for the search function to operate – leaving the parameters blank and clicking Search will bring up the following error message:
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1st parameter: have we ever had anyone called Lyons in the chapter?  Enter surname = Lyons:
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Let’s assume this generates 10 results (i.e. 10 people with that surname).  Click on Refine to narrow down your search:
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2nd parameter: was s/he a member in April ’04?  Enter date type as current on = April ’04:
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Let’s assume this generates two results.  Click on Refine again to narrow down your search:
3rd parameter: Was s/he on the leadership team?  Select the membership type = Chapter Director, membership co-ordinator, secretary/treasurer (like a Windows system the CTRL key can be used to select several categories):
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This creates just one result - Bob Lyons, a plumber, an active member in April ’04 – in fact the Chapter Director!

Obviously most searches will not require 3 stages and you may well search for a group of people rather than an individual member. But this example demonstrates that the find person function allows powerful and precise searches combining several search parameters.

Notes on Searches

When a search brings up more than one result, clicking Next takes you through to the next page in the list, while End takes you to the end of the search results, click refine to change the search parameters or to perform a new search:
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You will also be offered the option to email me a spreadsheet containing this data.  Please see page Error! Bookmark not defined. for details on this. 

To investigate within the search results, click on a member’s name:
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Click on return to search results to return to results of the search:
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Find/create event 
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The term event is used within BNINet to mean any action that has been recorded on the system. All BNI business is recorded and is available via a search facility to authorised members. 

The events that will be of principal interest to leadership teams will be membership applications, members’ attendance at training events (i.e. their training record) and meetings (i.e. viewing PALMS information for specific meetings that have already taken place).

From the main page select find/create, and then select event.  The following screen appears:
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The search criteria are person, event type, event status (i.e. whether the event has been started or completed or required) and date.

To illustrate: let’s say you want to search for a PALMS report for a meeting in April ’04.  From the drop down menu event type, select meeting:
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In the field events before enter the date 1 May ’04 (010504):
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Click on search. This will give you a list of all recorded Chapter meetings prior to May ’04.  Click on select next to the meeting record you wish to view:
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Select Person BNI Organisation Event type Event status Completed date Due date  Details
Select POSH BNI (Peterborough) Meeting  Completed  29-Apr-2004  29-Apr-2004
Select POSH BNI (Peterborough) Meeting  Completed  25-Apr-2004  22-Apr-2004
Select POSH BNI (Peterborough) Meeting  Completed  15-Apr-2004  15-Apr-2004
Select POSH BNI (Peterborough) Meeting  Completed  08-Apr-2004  08-Apr-2004
Select POSH BNI (Peterborough) Meeting  Completed  01-Apr-2004  25-Mar-2004
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Please note that the record has been locked into the system and is read-only.

The Search for event /search for recent event functions are also available at the bottom of a member’s personal profile to allow searches for events particular to that BNI member.   Click on Show all events, Show membership events or Show training events:
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type BNI Organisation Startdate Enddate Business category
Chapter member POSH BNI (Peterborough) 07-1ul-2005  01-Oct-2005 Telecommunications Services
Chapter Director POSH BNI (Peterborough) 01-0ct-2005 D1-Apr-2006 Telecommunications Services
Chapter member POSH BNI (Peterborough) 01-Apr-2006 01-1an-2007 Telecommunications Services

Membership Description
Least cost Routing line rental & mobile phones.

|Show all events| |Show membership events| |Show training events| |Invoices| |Add remark| |Add phone, fax, emaill
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This will bring up a list of events as follows.  Click on an individual event to access the details of that specific event:  
[image: image64.png]Events

Type Status  Organisation Date  Details
Mermbership renewal  Completed POSH BNI (Peterborough) 24-Jun-04
Team leader election  Completed POSH BNI (Peterborough) 01-0ct-03
Training attendance  Completed POSH BNI (Peterborough) 11-Feb-03 New Member Orientation
Membership application Completed POSH BNI (Peterborough) 31-Dec-02
Membership application Cancelled POSH BAI (Peterboraugh) 16-Jan-03




This list will include an individual’s membership application in which are included the details of the product/service they intend to promote through membership of BNI.

Find/create person in a particular category
This function allows you to look for person(s) within the chapter, past or present in a particular category.   When entering parameters for your search, select the particular business category from either the General business category or the Business category drop down menu, and then click Search:
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Viewing reports at chapter level

Reports
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Roster sheet

Membership co-ordinator
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BNINet generates a roster sheet for each BNI Chapter.  The roster sheet contains a list of current chapter members with their types of business and their phone numbers:
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The roster sheet also includes venue details:

[image: image69.png]We mest on Thursday mornings from 7.00 am to 8.30 am at The Moat House Hotel, Thorpe Road, Peterborough, PE3 65G.




It also includes chapter rankings for the previous calendar month: 
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These include the totals for the month:
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Training report
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This report summarises the training event attendances logged on the system for each member in the chapter.  You can either view the training record for all members in the chapter – to do this select ‘None’ in the Training Report drop down – or you can run a report specific to a type of training:
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If the information on this report seems to be incomplete, please contact your BNI Director.
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Summary PALMS report
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Please see page 13 for information on the Summary PALMS Report.
Membership length report
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Selecting this option creates a report on the length of time that current members in the region have been in BNI.  These are set at 6-monthly intervals, 0-6 months, 6-12 months etc. You may view the report on screen, or choose to have it emailed to you, in which case you will see the following message as confirmation:
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Membership Dues Report
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Please see page 22 for information on the Membership Dues Report.

Sponsor report

[image: image79.png]Welcome, Simon Grimal
POSH BNI (Peterborough) Chapter]

Print - telp - togout]

BNI Net Main Page

Training report Links

Summary PALS BN Public Site
Suceess et

Membership BNI Store
Length Report

Membership
dues report

Sponsor Report

PALS Report for .
a Meeting About This Page




This report provides information regarding which members have introduced new members to the chapter for a chosen time period. To access it select reports, then select sponsor report.  The system default is for the six month period to the 1st of the current month.  Select the period on which you wish to report on, then select report:
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PALMS Report for a Meeting
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Please see page 7 for information on the PALMS Report for a Meeting.
Viewing other information at Chapter Level

From the Chapter menu you can view information relevant to the BNI Chapter or to individual members within it.

Chapter details

Click on the chapter name at the top right of the screen:
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This brings up the chapter details:

· address where you meet
· day you meet
· date of launch
It is important that this information is correct, because this is fed into the roster sheet (see page 30).
To change the chapter’s address details, click on the address:
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Then click on Update:
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Once you have updated the address, click OK to confirm:
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You can also add or update phone/fax/email information if applicable.  This is done by clicking on Add phone, fax or email:
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You can also change the day on which the chapter meets – click on Update to do this:
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Then select the new day from the drop down box and click OK to confirm:
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User name

In the top right hand corner of the screen, you will see your name.  Clicking on it takes you to your personal record.
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Any information which is blue and underlined can be amended. To do this click on the relevant item and click Update.
How to extract information from BNINet

There are a number of ways in which you can use the data that you access in BNINet.

Printing
Once you have the information you require on the screen, you can generate a paper copy of that information by selecting print on the top right hand corner of the screen:
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Copy & Paste
It is also possible to copy and paste information (MDRs, PALMS reports etc.) from the screen into your word processing/spreadsheet packages.  There is no short cut button for this – simply point your mouse at the point where you want to start copying, then click and drag the mouse to the end point:
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Then copy the data (either by selecting Copy from the Edit menu in your browser, right clicking your mouse and clicking Copy or selecting Ctrl + C on the keyboard).  The data can then be pasted into another package, such as Excel.
Emailing a member

Use the find/create person function to search for a member. When their record is on screen scroll down to the telecoms information and click on their email address. This will launch your email application e.g. Outlook where you can compose and send your message.
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Email me a spreadsheet containing this data

When you have run a search for particular information, you are given the option, at the bottom of the report, to have a spreadsheet containing the data sent to you by email in spreadsheet format.  If you prefer the information in the form of a .csv file, select that option.  The information will be sent almost instantly to the email address recorded for you in the system.  When the email arrives the data will be in a .csv document.  You are then free to use the information as you wish.  For example you may run a query to search for all current members, and then email them collectively, and add an attachment to your message.
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On clicking this link, you will get the following confirmation message:
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Frequently Asked Questions
1. How to amend contact information

View a member’s personal profile (find/create person: surname). Click on company details, address (blue and underlined), select update and amend. To amend telecoms information click on the telecom type and then update to change the details.

2. What to do if it is a company membership and just the representative changes?

If a membership is owned by a company the proposed new member should submit a new membership application form to the leadership team, which will be forwarded to your BNI Director, who will amend the details.
3. Why do dropped members keep on appearing on my Summary PALMS report?

The summary PALMS report is cumulative and so shows all information over a given time period. This will include any lapsed/dropped members who attended meetings during that period.

4. I haven’t got the right names on my PALMS meeting report.

The PALMS meeting report will reflect the members on the MDR for that date plus the BNI AD/RD as appropriate that supports that Chapter. It is only as accurate as the membership information in the system. Sometimes members seem to be missing from the list because their membership applications and renewal forms have not been sent promptly to your BNI Director.  S/he also needs to be told IMMEDIATELY if members have been dropped or have decided not to renew.

*Trouble-shooting tip – changes to the member’s names on the PALMS will only be displayed if the report is refreshed. To do this cancel this meeting report and reopen it for the same date*.

5. I’ve entered incorrect PALMS information. Can I delete a PALMS report and start again?

No, PALMS reports cannot be deleted. We realise that it is easy to make mistakes when entering figures into a computer and it is for this reason that the system forces a user to select meeting complete to confirm the action. If you have entered incorrect referral figures then forward an email explaining the error to your BNI Director who will be able to reactivate the meeting for you.
6. How can I see who has visited my chapter?
Select find/create person and set membership type as visitor. This will list all visitors to your chapter. The list can be refined by adding additional search parameters.



Click Update





Click here to Show all events, Show membership events, or Show training events particular to a member





The Next due date for members due for renewal in the next two months appear in bold type





Click on an individual chapter member’s name to access their personal record





Click on an event to access the details





A report can be viewed for a specific date. The default is today’s date





Click here to update Chapter details











Click on the chapter’s address details








 To create a new member click Add 





Select report to view summary





Click on select for a specific meeting to view the PALMS information for that meeting





The list of Chapter members here should match the current membership of the chapter


N.B. Any discrepancies must be reported to your BNI Director








Click here to perform the search








If you are concerned that your password has been compromised or would like to change it for any reason, click here.





Date defaults to the date the system assumes chapter will meet – change this if necessary. Then click OK.





Return to your search by clicking here








Click here to get a csv file emailed to you with the search results





Select a new day and then click OK to confirm





Click on the member’s email address to send an email to him/her











Enter the PALMS information from the meeting by clicking the appropriate button, and entering the figures for referrals and visitors 








Select event type as Meeting, then click Search














Click here to access the Chapter details





Click on Print to print a blank copy of the form





Click Update to bring up the blank PALMS report 





Click here to print











Click here to add phone, fax or email





Click on select next to the meeting record you wish to view





Press print to print the image on the screen





Click on a member’s name to investigate their record











Click here to get a spreadsheet emailed to you with the search results





Enter the visitor’s surname, then click Search





Either view the report for all trainings (click on none) or select a specific training type





Click here when all meeting information has been entered





Cancelled reports will show up as Cancelled in the status column





Click OK to confirm





Click here to add further phone /fax numbers:





�





Click here to refine your search





Selecting a general business category will populate the business category field below





Click here to abandon meeting record report 





Click Next or End to access other pages of search results











Click on forgotten password





Input your email address here and click on send password





Click on your name here





Click on Update to access the actual PALMS report form
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