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.
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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).
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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.
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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.
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212218 Hame: Mr John Abrams Email: Current Payment Date:
Title: Group Sales Manager Business Name: Trapp Family Lodge Date Paid Thiru: 8/31/2008
Industry Segment: H2 Address 1z UNKNOWN Phone: 802-253-5771
Sponsor: Address 2:PC Box 1428 Fax: 802-253-5712
Chapter: 2001 -47 City/State Zip: Stowe, YT 05672 Updated On:11/10/2005
Joined: 8/13/2004 Country: Updated By: MJO-HShA,
Status: On Hold
215348 Hame: Mz . Marianna Email: marianna.accomandof@seaportboston.com  Current Payment Date:
Accomando
Title: Director of Sales & Marketing  Business Hame: Seaport Hotel Date Paid Thru: 2/228/2006
Industry Segment: H1 Address 1: 200 Seaport Bled. Phone: 617-355-4223
Sponsor: Address 2; Suite 304 Fax: 617-385-5080
Chapter: 2001-47 City/State Zip: Boston, MA 02210 Updated On: 241472005
Joined: 211452005 Country: Updated By: MJO-HSMA
Status: Mew
214747 Hame: Mz, Chelsie Arnold Email: carmold@bostonusa.com Current Payment Date:
Title: Sales Coordinator Business Name: Grester Boston B Date Paid Thru; 12/31/2005
Industry Segment: CH Address 1:2 Copely Place Phone: £17-867-5256
Sponsor: Address 2:Suite 105 Fax: 617-424-TE64
Chapter: 2001-47 City/State/Zip: Boston, Ma 02133 Updated On: 12/5/2004
Joined: 12R2004 Countru: Undated Ru: WI0-HSHA e
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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.
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11. Microsoft Excel will open and your information will be in a spreadsheet as shown in the screen below.
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2 Account N Prefix First MameLast Name Designatio Title Industry SiSponsor  Chapter  Joined Current PaEmail Business [Address 1 Address 2 City State Zip Country  Pa
3 212218 Mr. John Abrams Group SaleH2 2001-47  8/1372004 Trapp Fam UNKNOWIPO Box 14 Stowe T 8672
4 215343 Ms. Marianna  Accomando Director of H1 2001-47 21472005 marianna.z Seaport Hi200 SeapoSuite 304 Boston  MA 2210
5 214747 Ms. Chelsie  Amald Sales Coo CB HSMAIU  2001-47  12/5/2004 carnold@b Greater Bc2 Copely FSuite 105 Boston  MA 2193
g 97195 Mr. Chrig Awery CHME, ChP BusineLl 2001-47 BA1/1989 caveryitdp: Passkey 1180 Old Colony Ave. Quincy  MA 2170
7 209263 Ms. Sugan Babine Director of H1 2001-47 a/6/2005 susanbi@h Hawthome 18 YWashington Sg. W Salem IS 1970
8 100566 Ms. Suzanne Bajek Corporate CA 2001-47  4/10/2003 shajek@m Foxwoods Route 2, PO Box 377 Mashantuc CT 0R339-3777
9 100556 hr Gary Baker Associatio CA 2001-47 471072003 ghaken@rm Foxwoods Route 2, PO Box 377 Mashantuc CT 06339-3777
10 212578 Mr. Patrick  Barfield Directar of H2 2001-47 27452004 patrick.bar Seaport Bi200 SeapoSuite 318 Boston A 2210
11 105152 Mr Marty Bear President 5P 2001-47 3111984 marty@@ca PMSI 32 Berwick Court Fairfield CT B825
12 214883 Ms. Deanna  Bernier Director of H1 DM FAX 2001-47 A dbernier@iRamada In 10 Laura Bld. Moreich  CT 6360
13 213576 Mr. David Bodette Director of H1 2001-47  B/2872004 david.bode Langham F250 Franklin St Boston  MA 2110
14 208407 Mr. David Bogys President/1SM 2001-47 8/5/2002 dhboggs@ ACRO Glo PO Box B8 Richmaond ME 4357
15 215259 Ms. MNancy Bosio-Pickett Reservatio H2 HSMAIU 2001-47 21772005 hancyE@sp Spruce Po PO Box 237 Boothbay IME 4538
16| 213200 Ms. Michelle Boudreau Dir af Corm CC 2001-47 | 442372004 raboudreal Masshduty GSCWE - 1441 Main {Springfield bA 103
17 198444 Ms. Rachelle  Boudreau Director of H1 2001-47  B/18/19595 rachelle.bcLangharm F250 Franklin Street  Boston A 2110
18 111557 Mr John WW.R. Bradley  CHME CP 2001-47 | 4/16£1997 jwrb316@anl.com 260 Blue Hills Pkwy. Milton M, 2186
19 212990 Ms Karen Ros Brown Sales Dire AS Ms. Debhii2001-47  3/29/2004 kbrown@r Mass Lode 7 Liberty Sq Boston  MA 2109
20 214745 Ms Tara Buccheri Sales ManH2 HEMAIU  2001-47  12/672004 thuccheri@ Royal Son & Cambridge Parkway Cambridge MA 2142
21 216034 Mr. David Buckley Reg. Dir. oH3 2001-47 472872005 dbuckley@ Peabody F 1380 Worccfo Crowne Matick A 1760
22 216407 Mr. William  Buckley CHME Student ST 2001-47  BA1452005 william. but Champlain 5 Tanner Mernorial Dr Swanton YT 5488
23 216563 Ms. Laura Burke Directar, SH3 Mr. John ¥ 2001-47  7/18£2005 Iburke@lu: LXR Luxur91 Elm St Charlestow MA 2129
24 101573 Ms. Deirdre  Cahill Director of H1 2001-47 8141932 deahillém Midtown HZ20 Huntington AvenuBoston MA 2115
25 81315 Ms. Mary Carella President SP AUTO 2001-47 BA/1932 execidoan Caralla & (208 Atlantic Avenue  Morth Harm MH 3862
26 216197 M. Richard  Carroll Director of H1 2001-47 | 5/27/2005 Qcean Edi2907 Main St Brewster  hA 2631
27 212631 Ms Deborah  Cates Hospitality H2 2001-47  2/11/2004 deates@s! Stowe Mol57681 Mountain Rd. Stowe T 5672
28 206980 Ms Christine  Cecchetti Directar of H1 2001-47  2/15£2002 christine@ Lake More PO Box 326 Fairlee T 5045
29 2167458 Ms Catherine  Church Student ST F.Brasseu 2001-47  8/12/2005 cjchurch@ Boston Un 277 BabcoBox 2212 Boston WA 2215
30 215268 Ms Susan Clough Director of H1 HEMAIU  2001-47 2752005 catering@: Spruce Po PO Box 237 Boothbay IME 4538
31 96985 Mr. Scott Caorey Caorp Dir, FH3 Hik CONF2001-47 5/1/1989 #HEHHE scorey@s Sonesta H 116 Huntington Ave.  Boston  MA 2116
32 214895 Mr. Michael  Corfman President :CA 2001-47 AR michael@tCasino Cit 95 Wells Ave. Mewton  MA 2459
33 217222 Ms. Darcy Curran Director of H2 2001-47 | HEEEER dec@trapg Trapp Fam 700 Trapp PO Box 12 Stows WT 5672
34 197385 Ms. Katie Davin CHE Asgociate FA 00-47 21741998 katie.davin Johngon &8 Abbott Park Place  Providence Rl 2903
35 214752 M. JJ Davig Sales ManH2 HSMAIU  2001-47  12/6/2004 jidavis@hoHotel Morth 36 King Street Morthharn b4
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12.1n 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.
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2 [Account NPrefix  First Name Last Name Dasignatio Titls Industry SiSponsor | Chapter |Joined  Cument PaEmail  Business [ Address 1 Address 2| City State  Zip Country
3 212218 Mr. Juhn Abrams Group SaleH2 2001-47 | 8/13/2004 Trapp Farm UNKNOWIPO Box 14 Stowe VT 8672
4 215348 Ms Marianna  Accomando — e - 2 poSuite 304 |Boston  |MA 2210
5 | 214747 Ms Chelsie  Amold Save As g‘ FSuite 105 Boston A 2199
B 97195 Mr. Chrig Avery CHM| i = = o . . olony Ave. Quincy  MA 2170
7| 209263 Ms Susan  Babing saei [& cwosn | o T [naton Sg, WSalern | MA 1970
a8 100566 Ms Suzanne Bajek E}EUV_[?"!E_M_ﬁm?_erﬁ_Rﬁpo_[t - Export[1]! PO Box 377 Mashantuc CT 06339-3777
9 | 100556 Mr. Gary Baker PO Box 377 Mashantuc CT 0B333-3777
10| 212578 Mr. Patrick  Barfield oSuite 318 Bostan (WA 2210
11| 105152 M. Marty Bear . k Court Fairfield | CT BE25
12| 214888 Ms Deanna  Bernier e Blvd Morwich  |CT 6360
13| 213576 Mr. David Eodette @ lin St Boston  |MA 2110
14| 208407 Mr David Boggs Ty 8 Richrnond |ME 4367
15| 215259 Ms. Mancy Eosio-Pickett 37 Boothbay IME 4538
16 213200 Ms Michelle  Boudreau @ 1441 Main {Springfield MA 1103
17 | 198444 Ms Rachelle Boudreau lin Street  |Boston WA 2110
18| 111557 M. John WW.R. Bradley  CHM| : Hills Pkwy.  Milton IA 2186
19| 212990 Ms Karen Ros Brown - Sy Boston WA 2109
20| 214745 Ms Tara Buccheri ‘ ige Parkway Cambridge MA 2142
2 216034 M. David Buckley > rccfo Crowent Natick [ 1760
22| 216407 Mr. William  Buckley  CHM| Memorial Dr Swanton YT 5438
23| 216563 Ms Laura Burke ~ t Charlestow MA 2129
24| 101573 Ms Deirdre  Cahill == File name:  [Current Members Repart - Expart[L] ~] B e ington AvenuBoston WA 2115
2 81315 Ms Mary Carella itic Avenue | Morth Ham NH 3862
26| 216197 Mr Richard  Camoll Save as type: 3w (Comma delimited) =] Cancel I St Brewster |MA 2631
27| 212631 Ms. Deborah  Cates TSIy T oo, TTr 200 TCATES T STIWE WOTSr BT Whuntain Rd. | Stowe VT 672
28| 206980 Ms Christing  Cecchetti Director of H1 2001-47 | 2A1672002 christine@ Lake Maors PO Box 326 Fairlee VT 5045
29| 2ME743Ms Catherine Church Student ST F.Brasseu2001-47  8A12/2005 cjichurch@ Boston Un 277 BabcoBox 2212 |Boston |MA 2215
30| 5258 Ms Susan Clough Director of H1 HSMAIL 2001-47 2772005 catering@: Spruce Po PO Box 237 Boothbay IME 4538
31 9EIES Mr. Scott Corey Corp Dir, FH3 Hihd CONF2001-47 | 5111969 #sid scorey@s Sonesta H 116 Huntington Ave. |Boston  MA 2116
32| 214895 Mr Michael  Carfman President . CA 2001-47 | SRR michael@c Casino Cit 95 WWells Ave Newton WA 2459
33| AH7222Ms Darcy Curran Director of H2 2001-47 | #uitin dec@trapp Trapp Fam700 Trapp PO Box 14 Stowe VT 5672
34| 197395 Ms. Katie Davin CHE Associate FA 2001-47 | 21711998 katie. davin Johnson &.8 Abbott Park Place |ProvidenceRI 2903
35| 214752 Mr. JJ Davis Sales ManH2 HSMAIL 2001-47  12/6/2004 Jidavis@ho Hotel North36 King Street Morthharng MA 1060
36| 202192 Ms Adrienne  Davis-Brody Owner AD 2001-47 | 3/30,/2000 adbi@adbn ADB Mark 1125 West Roxbury FChestnut EMA

14/ 4 » M} csv]Current Members Report - Export / [«]

Rear




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.



