
Chapter Membership Online Reports Instructions 

1. Go to www.hsmai.org and logon as a member with Username being your last name and your 
Password being your member number. 

2. Place cursor (do not click) over “Members Only” near the top of the screen.  Wait for a dropdown 
menu to appear. 

3. Click on “Chapter Leadership Resource Center” which is at the bottom of the dropdown list.

4. On the “Chapter Leadership Resource Center”, look for the section “Chapter Membership 
Reports”.

5. Click on the link “Chapter Membership Online Reports”.  (The direct link to the “Chapter 
Membership Online Reports” is http://www.amg-inc.com/hsmai/MainLogin_hsmai.shtml).  This will 
take you to the screen below.  Enter your Chapter ID and Password.  If you don’t have your Chapter 
ID and Password, contact Julie Parent via email (jphsmai2@aol.com) or via phone (877-643-3511).
Click on Submit.



6. You will then be taken to the HSMAI On-line Chapter Report page.  This is where all of the report 
choices are listed. (See screen below).  Double-click on the report you would like to view. (For this 
example, we will use Current Members).

7. You will be taken to the screen below.  The “Chapter*” field will always reflect the chapter that was 
used for the logon.  This cannot be changed.  The “Report Month*” field can be changed by using 
the drop down list.  It defaults to the current month.  (i.e. If you are doing December end of the 
month reports in January, you will want the Report Month* to be December, even though the default 
will be January).  The “Report Year* field can be changed by using the drop down list.  It defaults to 
the current year.  (i.e. If you are doing December 2005 end of the month reports in January 2006, 
you will want the Report Year* to be 2005, even though the default will be 2006).  Click on Submit.



8. This will take you to the report screen, which contains the requested information for your specific 
chapter.  (See screen below).  You can scroll down to view a total of 25 records.  To view additional 
records, click on the “Next 25” link, located at the top of the report information and also at the 
bottom.  Please see instructions on last page to setup printing.  You will need to export this report

     for chapter use.  Go to “Return to Report Home Page” to export this file or to choose another report
     to view.

9. Once you have returned to the “Report Home Page”, choose “Chapter Members Export”.  You 
will be taken to the screen below.  The “Chapter*” field will always reflect the chapter that was used 
for the logon.  This cannot be changed.  The “Report Month*” field can be changed by using the drop 
down list.  It defaults to the current month.  (i.e. If you are doing December end of the month 
reports in January, you will want the Report Month* to be December, even though the default will be 
January).  The “Report Year* field can be changed by using the drop down list.  It defaults to the 
current year.  (i.e. If you are doing December 2005 end of the month reports in January 2006, you 
will want the Report Year* to be 2005, even though the default will be 2006).  Click on Submit.



10.After clicking “Submit”, the screen shown below will come up. You will choose “Open”.



11.Microsoft Excel will open and your information will be in a spreadsheet as shown in the screen below. 

12.In order to save this information, you will choose “File” – “Save As” from the Microsoft Excel menu.
The “Save As” dialog box will come up as shown below.  Next to the “Save As” box, click on the down 
arrow to open the drop down box.  Choose the location to save the file to.  Next to “File Name” you 
will need to rename the file to your choosing.  Next to “Save as Type” box, click on the down arrow 
to open the drop down box.  Choose the Microsoft Excel version that is compatible with the version 
you are using.  Click on “Save”.  This will place the file on your hard drive for future use. 



13. You can then format the file for printing or use the file to do a mail merge in Word to create a 
membership report.  You can also use the Excel file to send to other Board members.



REPORT PRINT SETUP INSTRUCTIONS 
 
Go to the Internet Explorer (if you are not already there) have your report page 
on the screen when you do the following: 
 
From “file” select Page Set Up – you will see the left and right margin figures on 
the bottom right – change to 0 in each – it will automatically go to 0.165 – hit ok 
– then print.  Your report will print in total.    


