How to Create an Excel File of Meeting Registrations on StarChapter

1. You will need to login to the administrative back-end of the SNEC StarChapter web site. Your
administrative account should have been established and the specific credentials sent to you via
email. The back-end URL is: https://snec-pmi.starchapter.com/adminarea

2. Afterlogin, the initial screen provides a lot of information on the overall web site. Click on
Meetings in the left-hand menu, and then Charts and Reports:
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3. Onthe next screen, you will see two tabs. Feel free to explore the various reports at your
leisure, but for our purposes, please click on the Reports tab and then click on Meeting
Registration Detail.

<& StarChapter = Southern New England Chapter of PMI (SNEC-PMI) Q Knowledgebase @) support  a mich
@ pshioard Charts and Reports

Meetings Meetings > Charts and Reports
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List of Reports

Name Description

Tickets Purchased for Guests Tickets purchased by guest.

Meeting Attendance for Members Meeting attendance by member.

Meeting CE Credits Continuing Education credits accrued for each member.

Meeting Coupons List of coupons redeemed.

Meeting Questions List of questions for individual meetings and member/guest answers.
Meeting Registration Detail Registration details for individual meetings.

Meeting Registration Detail Spreadsheet by Date Download a spreadsheet of all registrations within a specified date range.

Meeting Ticket Changes The change history for tickets that were edited after orders were placed for them.
Meeting Waiting List Waiting list details for individual meetings.
Meeting Vouchers List of vouchers redeemed by date.
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4. On the next screen, click on the drop-down list (Select a Meeting) and choose the appropriate
meeting.
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Charts and Reports

10/23/2023: SNEC Conference
10/06/2023: SNEC-PMI October 2023 Shelton Region Breakfast Rou
09/14/2023: PMP/CAPM Exam Prep Course via Zoom in Partnership

09/12/2023: SNEC-PMI Networking Event - September 2023

09/12/2023: New Member Orientation - September 2023

09/08/2023: SNEC-PMI September 2023 Shelton Region Breakfast R

09/05/2023: Springfield Satellite Chapter After Work Virtual M

5. Next click Refresh to pull up the latest list of registrants on the screen.
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@ Gene 09/08/2023: SNEC-PMI September 2023 Shelton Region Breakfast R| Refr@;h 4

Members: 0 | Guests:0 | Total Registration:0 | *No-show:0 | Total Attendance: 0

Purchased Detail To|

Rows per page: 10 v\‘ Showing 0 to 10 of 0 entries
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a CSV file which will open in Excel and can them be saved as a .XLSX file.
Meeting Registration Detail
Rl Meetings

6. On the list of patients screen, click on the Spreadsheet button to create an excel extract (creates
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@ starchann:
Maude Moore (edit)
Date: 08-14-23 9:40 pm

Members: 3 | Guests:0 | Total Registration:3 | *No-show:0 | Total Attendance: 3
Detail
Company: Change Healthcare

Michael Smith (edit)
Date: 08-05-23 4:04 pm

1 SNEC Members @0.00 each
Company: CIGNA

Total Fee
Member: Maude Moore
Company: Change Healthcare

$0.00

[ Sprant |-
Status
No charge
1 SNEC Members @0.00 each $0.00
Member: Michael G Smith

Company: N/A
Theodore Taylor (edit)
Date: 08-28-23 1:40 pm
Company: Yardi Systems, Inc

1 SNEC Members @0.00 each
Member: Theodore Taylor
Rows per page:(10_+]  Showing 10 10 of 3 entries

Company: Yardi Systems, Inc

button.

No charge

No charge

On the final screen, give the export file an appropriate name (if desired) and click the Export

Spreadsheet Export Options

Registration Detail

Include non-registration items? []

File Name: @ ‘ registration_detail

\

Cancel

Export

8. You can logout by clicking your name at the top of the screen and then clicking on Sign Out.
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