Entering Speakers and Printing the Speakers Report in BNI Connect

1. Under Operations select "Chapter"
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3. Click in the Enter From Date box to view a calendar. You can only edit or add speakers to dates in the
future. Pick a start date by clicking on it.
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4. The Manage Chapter Speakers dialog will display. Click on "View Speakers" to see the speakers that
have been assigned. If "No matching records found" displays and you are ready to assign speakers,
click "Assign Speaker".
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5. The Assign Speaker dialog displays. Left click in the Enter Date field and select an eligible date (shown in
bold) and then select a member or Director from the dropdown by clicking on their name.
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6. Type in the title of their talk (or their classification if there is no title) in the Enter Topic box and click
"Submit".
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Your speaker and topic will now show on the assigned date.
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8. Enter at least 6 weeks of speakers in order to be able to print a valid "Speakers Report".
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9. Click on "Reports" then on "Chapter" and the Reports Menu displays. Click on "Speakers Report".
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10. Left click in the Start Date box and select a date from the calendar. Then left click in the End Date box
and select a date from the calendar. Select your Chapter name by clicking on it and the click "Go".
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11. Your report will display in alphabetical order

ascending date.
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. Double click the "Meeting Date" column to sort by
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12. Your report will display in date order. Click "Print" to print the report.
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