
Club Reporting 
 

Steps 
1. Fill out the top of the report with requested information 

2. Enter new members in empty rows with report number and status and date 

3. Sort the report by Last Name 

4. Enter report number and status on populated rows 

5. Save the report using the disk icon at the top of the page (first icon) 

6. Filter by Report Number 

7. “Save As” with the report name and report number 

8. Email the saved report to noreenaburke@cox.net  

9. Be sure to copy Carol Buser cbuser222@protonmail.com. 

10. Include the report number in the Heading of your email. 

11. The master should show all information to date 

 
 

Reporting Dates 
 

These dates are based on the County Meeting Dates 
Reports are due on the Thursday before the County Meeting 
 
County Meeting Date  Deadline for Club Report 
February 13, 2023   February 9, 2023 
March 13, 2023   March 9, 2023 
April 10, 2023   April 6, 2023 
May 8, 2023    May 4, 2023 
June 12, 2023   June 8, 2023 
July – Dark    July 6, 2023 
August – Dark   August 10, 2023 
September 11, 2023  September 7, 2023 
October 9, 2023   October 5,2023 
November 13, 2023   November 9, 2023 
December 11, 2023   December 7, 2023 
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Club Reporting 
 

Fill out the top of the report with requested information 

Enter new members in empty rows with report number and status and date 

 



2 
 

Sort the report by Last Name 
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Enter report number and status on populated rows 
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Save the report using the disk icon at the top of the page (first icon) 
 

Filter by Report Number 
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Very Important  SAVE AS THE REPORT # 
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Save As with the report name and report number 

 
Email the saved report to noreenabuke@cox.net 

Be sure to copy Carol Buser cbuser222@protonmail.com. 

Include the report number in the Heading of your email. 
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The master should show all information to date 
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