How to Access Monthly Dues Reports

Currently, you can access the monthly lodge reports through your profile as a treasurer or
financial secretary. Follow these steps:

1. Log in and go to your profile
2. Clickon Lodge Documents
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3. You will then see this screen:
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4. Clickon Access Lodge Reports
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5. This screen again:
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6. Click on the drop down:
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7. It will show you all available reports

8. Click on Access Document of the report you want to pull up
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9. Click on the blue box Open Document Here
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10. Your report is ready to be viewed, saved, and printed
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Please know that the member profile page will be adopting a new look in the coming months, and the
reports will continue to be available, it will just look a bit different: You’ll still go to Lodge Forms and
follow the steps above.

New Look Preview:
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