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How do I view reports? (District)

Michael C. - 2021-04-16 - Reports
District and Club Executives can access the eDirectory Reports. These reports pull information about the District
and Clubs. To learn how to access this area and view the reports please follow the steps below.

1. Go to the District's website and click Member Login, near the top right.

2. Enter in your login information and then click Login. After you login, you will be forwarded back to the
homepage. Click on Member Area, near the top right to get into the member area.

3. On the grey menu bar near the top, click Reports and then eDirectory Reports 2.0 on the blue menu
bar.

4. This takes you to the eDirectory Report page. This page has multiple reported created by ClubRunner
and the District. The Regenerate button is greyed out because only District Executives with the correct
access level can click it. If you need a report regenerated, please contact a District Executive or
Administrator.
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':-"_ - Click on this icon to download a Word document of the report.
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T - Click on this icon to download a PDF version of the report.
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Please note the date of the report to ensure you are getting up to date information. Click on the Regenerate button to request the report be queued
for an update. Reports are generated every 30 minutes to ensure system performance. You will automatically receive an email once the report is
generated
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