Printing the "VP Report" In BNI Connect
(using the VP Report as part of an "Ask Sheet" for your meeting)

1. Under "Reports" click on "Chapter" Make sure your chapter name is visible in the chapter drop down.
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2. Under Chapter click on "VP Report".
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3. When the report loads, set the date of the report by clicking in the box to the right of Month & Year
and the clicking on "This Month" and then clicking on "Done". The current month and year will

display.
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4. When the date range has been set, click on "GO".
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5. The report will display.

VP Report One Month
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(Gl = Given Inside, GO = Given Outside, GT = Given Total, Rl =received Inside, RO = Received Outside, RT = Received Total, A = Attendance, V = Visitors, 1-2-1=121's, TYFCB = Thank You for Closed Business)
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6. Click on "Print." You can print this report on the backs of the Meeting Notes Report you printed earlier
and following your printer's specific instructions, you can print as many reports as you need for your
chapter in either 'portrait' or 'landscape mode. You will now have an Ask Sheet with a Palms Report
for the month including this summary at the bottom.
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7. Close the report by clicking the "X" in the upper right hand corner or "Close" at the bottom of the
report.

VP Report One Month
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8. NOTE: If you want more control of the look of your Ask Sheet, you may export the report to Microsoft
Excel and print the report from there. In step #6, click on "Export" and save the report to your
computer. Format and print from within Excel.
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