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Creating Your Invitation Group (MHS)
An Alpha Lambda Delta Tutorial

ICK ON “INVITATION GROUPS” (LEFT NAVIGATIO

ArrHA LAMBDA DELTA

@ You are now impersonating Trish Dillenbeck

Sri Lanka Omicron
Chapter Dashboard

Notifications ¥ Dismiss All Notifications

Invitations recently queued for the group Spring 2020 Tutorial Group were degueued by the National Office. 3 invitation(s) remain unsent. You can re-enqueue the invitations if b 4
necessary.

Upcoming Invitations £ MNew Invitation Group...

-mm Accepted to Date A[:[:epted wi Dues Waived? | Group Closing Date | Induction Date | Invitation Expiration Date

&30y | Spring 2020 Tutorial Group |4 Mixed 5/1/2020 11:58 PM 5/2212020

r the invitation period

Mational Dues from

. you'll be required to pay the National Dues for this student by either a) using a credit card or b) giving the Mational Office permission to deduct ¢t Chapter Dues Reimbursement

Invitee Items Pending Fulfiliment

This table lists invitee tem purchases that require shipping and have not yet been marked fulfilled. Click the @ to mark the item as fulfilled and hide it from the dashboard. You can always view
your complete history on the Invitee ltems Purchased page

& Mark All Fuffilled

2 S

(Nothing to display)

Sponsor User Manual: hitp:/few nationalald org/mhsguides

Chapter Sponsors

Dashboard
# Dashboard

Invitations

= Invitation Groups

@ Invitee Questions

& Invitee items for Sale

= Message Templates

Invitation Groups

Column visibilty | Display | 10 ¥ |records per page Quick Filter:

T T a2 G ot Do iz s e s e

& g (3 0g Spring 2020 Tutorial Group /62019 10:40 AM Mixed 5/1/2020 11:59 PM 0
& a3 X Spring 2019 2019 2:47 PM Unsent 312572019 11:59 PM 1] 1] 0
& gn (3 0g Testing CC payment issues 1/22/2019 1:31 PM Unsent 2/28/2019 11:59 PM 1 1 0
o gn (3 0g ¥ |test testiest 2018 2:04 PM Mixed 3/16/2018 11:59 PM 3 0 0
o g8 (30 ¥ |Test Summer 17 81472017 9:34 AM Mixed 9/1572017 11:59 PM 1 0 0
o g8 (3 0g ¥ |Test group 2017 172472017 11:42 AM Mixed 2017 11:59 PM 5 0 0
& an (3 0g Test Student ID 12M1/2016 1111 AM Unsent 0720116 11:59 PM 1 1 0
& o8 (3 0g ¥ |Summer 16 Test Group TH2/2016 9:00 AM Mixed 2016 11:59 PM 2 0 0
& an (3 0g test with susan 1/26/2016 1:20 PM Mixed 4/24/2016 11:59 PM 30 1 0
& gi (3 0g ¥ |Spring 2016 Tutorial Group 12/21/2015 11:38 AM Mixed 2015 11:59 PM 4 0 0
Filtar... Filter.. Filter... Filter... Filter... Filter... Filter... Filter...
Showing 1 to 10 of 25 records M 4 1 2 3 b M

(@ Create New Invitation Group...
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R INVITATION GROUP
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Dashboard
# Dashboard

Invitations

= Invitation Groups
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& Invitee Items for Sale

= Message Templates
Members

& Members

= Send Member Message
¥ Honorary Member Requests
8] Cash/Check Acceptance
Reporting

Ll General Reports

& Invitee Items Purchased
Custom Modules
Convention Delegates

My Chapter

& Sponsors

i Supply Requests

M Chapter Profile

) My Profile

Thiz iz what inviteez will

Thiz

New Invitation Group

Notice: If you're only sending a reminder message to an existing group of invitees, DO NOT CREATE A NEW INVITATION GR
and use the 'Send Message to Invitees' link to send your reminders.

Enter some basic information to create & new invitafion group. After the recerd is created, you can proceed to edit defails and im

*Name: Spring 2020 Tutorial Gmup 2

= Friendl] ing 2020"

5/1/2020

*Group Closing Date:

*Induction Date:

roup. The Grou 10 day(s) priortc

Invitation Expiration Date:

0272572021 M or |59

PM ¥ U

ations may be acoepted sfter the invitation Expil

may leave this blang Waave your invit

Expire 25 other open invitation groupis)

thich have not yet expired. Check this box if you want fo expire those o Tz v

You

“Waiver Payment Method: | pequct v

Waivers will be deducled from your Local Dues refund check sent by f

Invitation

vitation emai Templ

Dear {first-name}

Congratulations! On behalf of Alpha Lambda Delta National Honor Society at {institution-name}, we would like
achievement. Alpha Lambda Delta was founded in 1924 to recognize the high academic achievement of first-ye
across the United States. You meet Alpha Lambda Delta’s high eligibility requirements: 3.5 GPA or higher
student.

Lifetime membership in Alpha Lambda Delta is a one-time cost of {dues}. This includes the national dues
National dues cover the cost of your certificate and pin and support national scholarships and leadership devel
and service proiects our chapter hosts on campus

Welcome Message

ve sfter they have scoeptad an i

dues

B I = &

Dear {first-name},
Welcome to Alpha Lambda Delta at {institution-name]!

Your induction ceremony will take place on {induction-date} at TIME AND LOCATION. ADD ANY SPECIA
ARRIVE, INVITE FAMILY, WHAT TO EXPECT, ETC

OPTIONAL SOCIAL MEDIA PARAGRAPH
Plzase follow our chapter on social media to be in the loop on programs and events (not to mention make new
Facebook: INSERT LINK

Create Invitation Group

NAME: Create the name for your
group. Be sure it’s specific (we
recommend labeling with the
semester).

GROUP CLOSING DATE: Select the
date and time your invitations will
expire. Please allow the National
Office at least TWO weeks to print
and ship your certificates.
Certificates will not be printed until
after this date.

INDUCTION DATE: Type your
induction date here.

INVITATION EXPIRATION DATE:
Invitations will expire in 300 days.
WAIVER PAYMENT METHOD:
Indicate how you will pay for
students receiving a ‘waiver’ — either
‘Deduct’ from local dues or by
‘Credit Card’ after invitations close.

INVITATION: Create your initial
invitation email here. You may select
a template to edit or create your
own message. The system will
default to our main invitation
template. To use a template, select
the template and click “Apply”

WELCOME MESSAGE: Create a
welcome message invitees will
receive after they accept
membership and pay dues. You may
select a template to edit or create
your own message.
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You can personalize messages by adding variables that take on values specific to the recipient.
The default template includes many of these personalizations.

INVitation EXpiration Dates | g3/25/2021 1 v[[50 v |[PM v |1

Chapter Sponsors
No

itations may be sccepted sfier the Invitation Ex n Date. You may jeave this blank fo have your invitstions never expire

Dashboard

# Dashboard . L
Personalizing Messages % | vermste this one
Invitations “Waiver

Invitation Groups ) . . .
= J You can personalize your message by adding variables that take on values specific to

@ Invitee Questions . the recipient. Here's what you can use:
Invitation P b4 o Personalization

& Invitee Items for Sale

Thiz iz what invitees wi » {name} - The recipient's full name (first and last) itation Letter ¥ || Apply
= Message Templates « {first-name} - The recipient's first name
Members = {last-name} - The recipient's last name

B I = « {email} - The recipient's email address
& Members = {chapter-name} - The chapter name
= send Member Message + {institution-name} - The institution name
Dear {first-nai = {chapter-website} - A link to the chapter's website™
‘¥ Honorary Member Requests + {invitation-code} - The group invitation code
(3 Cash/Check Acceptance Congratulati: « {closing-date} - The group closing date ratulate you en your outstanding academic
. achievement + {induction-date} - The induction date e students and is.aresant an auver 280 camnu

T he U « {expiration-date} - The invitation expiration date® 3 hile bei
Ll General Reports across the Uy * {dues} - Sum of the local and national dues (includes a dollar sign: $45.00) term while bein click
- student.
& Invitee Items Purchased * Not 2 required field; it may be blank. Plan usage accordingly. “« . .
Custom Modules Lifetime men ind the local chaj Personallzatlon
Convention Delegates National dues  The yariables must be entered exactly as they are written in bold above, including the Local duss cove Tab"
My Chapter and service o curly braces and dashes. Example:
& Sponsors Dear {first-name},
ir Supply Requests Welcome Mess

- Congratulations! You are invited to join Alpha Lambda Delta at ¥ send Welcome Messa[ ¢ | \g) Personalization
M Chapter Profile This is what invitees wi {institution-name}. come Letter + | [Appiy]

dues

O My Profile
Dues are only {dues} and include lifetime membership and many great
B I = benefits.

You have until {closing-date} to accept this invitation.
Dear {first-nai
Please visit our website at {chapter-website} for more infermation about
Welcome to £ our chapter.
Please note that a link to accept the invitation online will be included \UCTIONS HERE — DRESS CODE, TIME TO

automatically in all invitations. The link will be inserted just after your invitation
ARRIVE,INV  tayt entered here.

Your inductic

OPTIONAL S
Please follow
Facebook: IN

Lok |

Create Invitation Group

Once finished, click “Create Invitation Group”
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BLE CHECK R INVITATION GROUP INFORMATION (“INDUCTION INFQO”)

Edit Invitation Group: Spring 2020 Tutorial Group 2
If you're mailing paper invitation letters, you must insert the information below into your letter so that your invitees will know how to accept the invitation ar INVITATION CODE: Take
Mo matter how your invitations are sent, via paper or e-mail, follow-up e-mail messages to those who haven't yet accepted must include the Acceptas 1 note of your Invitation
have access to his or her original invitation to accept, you might end up with a lot of unnecessary requests for instructions on how to register (espg® Sily if code.
invitation)

invitation Accepfance Inshuchions

To accept your invitation, go to: https:/jald.myhonorsociety.com/accept DUES: National dues are
Register by using the e-mail address on file with your university and entering the followitg Invitation Code: rjie9NYeW 525 00 per student

According to your Chapter Priafile_local dues of $15.00 will be<Collected for each invitee accepting membership, and the Natipnal Office will make local du Your local dues will be
Lanka Omicron. If this is not correct, cnange i on your Chapter Profile page. K
listed. If the amount for

J Induction Info | | Invitees || Invitation Codes | [ Invitee Questions (4) | | Invitee ltems for Sale (3) | [ Reminders your local dues is
incorrect, be sure to
ID: 2146 h thi
Chapter ID: 2 Change this on your
“ P
Created: 2/21/2019 Chapter Profile”.
“Name: | 5pring 2020 Tutorial Group 2
Enfer a friendly name fo help you identify the group, ke "Spring 2020" VERIFY YOU R
“Group Closing Date: | 51,2020 1 v | 59 v | PM v|uTcosooEom INFORMATION!
H i i tals for your group. invitees may still
*Induction Date: 5/22(2020 LAST BUT NOT LEAST."
The date of your induction caremony for thiz group. The Group Closing Date must be at lesat 10 days) prior fo the induction Date. PROOF-READ YOUR

Invitation Expiration Date:

MESSAGES. If you need
additional assistance
no-reply@myhonorsociety.com= personalizing your

name you enter here.

Email From Name:

he edited. messages, please see the
Invitation “Personalizing Your
Thiz iz wihat invifess will receive in the inital invitation email AND in any Template: | — Select a template — Message" GU |de.

reminger e

B I | = Gal

Dear {first-name},

Congratulations! On behalf of Alpha Lambda Delta National Honor Society at {institution-name}, we would like to congratulate you on
academic achievement. Alpha Lambda Delta was founded in 1524 to recognize the high academic achievement of first-year college stu
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STEP 5: CLICK ON “INVITEES TAB” TO “IMPORT INVITEES FROM FILE”

Edit Invitation Group: Spring 2020 Tutorial Group 2

I you're mailing paper invitation letters, you must insert the information below into your letter so that your invitees will know how to accept the invitation and pay dues online.

N2

Mo matter how your invitations are sent, via paper or e-mail, follow-up e-mail messages fo these who haven't yet accepted must include the Acceptance Information below. If an invitee has to

have access to his or her original invitation to accept, you might end up with a lot of unnecessary requests for instructions on how to register (especially if they can't easily lecate their original
invitation)

vepiance instructions
¥ vitation, go to: https://ald. myhonorsociety.com/accept
) Register by using the e-mail address on file with your university and entering the following Invitation Code: rje9NYeW

\ According to your Chapter Profile, local dues of $15.00 will be collected for each invitee accepting membership, and the Mational Office will make local dues refund checks payable to Sri
Lanka Omicron. If this is not correct, change it on your Chapter Profile page

Inductioi Info || Invitees || Invitatior Codes | Invitee Questions (4) || Invitee ltems for Sale (3) || Reminders |

Display | 10 v |records per page Quick Filter:

Chapter Sponsors
[ [ st ] asit Emoil | inied $| Accepied £ Byposs Code SentEmaiz & Lostinrocton %
No records to dispiay
o SetMISENT| @) Set Al UNSENT| @) Add Invitee..

Dashboard
# Dashboard

Invitations
= Invitation Groups Showing @ records H 4 L4 M
@ Invitee Questions ; )
**** ue Invitations for Delivery
& Invitee Items for Sale

= Message Templates 28 Import Invitees from File | (g Exp/it Invitees to CSV | & Send Message to Invitees

Members
& Members

STEP 6: SELECT YOUR INVITATION GROUP, CLICK “CHOOSE FILE” TO SELECT YOUR LIST, AND

THEN CLICK “UPLOAD” TO IMPORT YOUR INVITEES. Be sure your list is formatted in excel.

Click “Choose File” and Select Your File in the Pop-Up Window

Import Invitees

Import Into Group: | Sorino 2020 Tutorial Group 2 »

File: [ choose File | Mo file choser Upload

nasac s AunannBeliilED or Fixed-WWidth fexf [*cav, *ixd); Microsoff Excel [

NOTE: When uploading your list, please be sure all formatting (borders, shading, font color,
etc) is all cleared. A list with cell formatting may hinder your ability to upload to MHS.
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%HHNUH NN Arruaa LaMeEDA DELTA

\|;f»’/ Import Invitees

'_‘_,_,. —_ Import Into Group: | Spring 2020 Tutorial Group ¥

¢ Open *
~ v <« Publications » MHS Guides » Cathy Done v O Search Cathy Done ¥l
Organize « Mew folder =t [ 9
Completed Appl * Mame a Date modified Type Size “
MHS Guides (4] Spring 2020 Sample Invitation List 8/6/2019 11:28 AM Microsoft Excel W... 10 KB

Click “Upload” (File name will appear. Document must be .CSV, .TXT, .XLS, or .XLSX)

%HUNOR NI ArraAa LAMBDA DELTA

\W// Import Invitees

—— —_ Import Into Group: | Spring 2020 Tutorial Group 2 v
File:

Choose File | Spring 2020 _..roup 2.xls Upload

W Supported file types: Delimited ar Ficed-Width fext (%cav,

P Wvorosoft Excel (s, *xlsx). S

STEP 7: IMPORT YOUR INVITEES

TR asion

\\W// Import Invitees

/"‘--.

Import Into Group: | Spring 2020 Tutorial Group 3 ¥ |

File: Spring 2020 Sample Invitafion Group 22 xlsx Q Cancel and Start Over

File Type: Microsoft Excel
*Sheet: | Sheeti v

*&tart Import at Row: |2

Data Preview:

Based on the seftings above, here is how the first 10 row wr data have been parsed. Use the select boxes to designate which columns represent First Name, Last Name and El

Sally Stone sam pleﬂ”‘natona\aclurg
Chapter SponSOFS Michael Marks sample16@nationalald.org Blue
Connor Campbel sample15@nationalald.org Green
DI Susan Milles sample14@nationalald.org Fink
# Dashboard Showing 2 1o 5 of 5 total rows
Invitations
&= Invitation Groups Doy
@ Invitee Questions Ready to begin the import process.

& Invitee ltems for Sale Import Records

& Message Templates
4 records will be imported
Members



Creating Your Invitation Group (MHS)
An Alpha Lambda Delta Tutorial
Select the “Sheet” and “Start Import at Row”
Note: If you used a header row in your spreadsheet (labeling each column), start at Row 2.
If you just have the student data and no headers, start at Row 1. The sample used headers.

File Type: Microscft Excel
*5heet: | Sheet! ¥

*5tart Import at Row: |2

Select The Columns to Upload. You must have First Name, Last Name, and Email. If you have
additional items, be sure to click “Don’t Import” (sample below: favorite colors)

Dafa Preview:

Bzsed on the ssfings above, here [s how the fi your dats have been parsed. Use the select boxes fo designste which columns repressnd First Name, Last Name and Email valuss
Sally Birowen ample1@nationalad

Michael Jones a11pl=¢"*‘1n3t_ alald.org Elug

Connos Diavis sample3i@natiznalald.org Grean

Showing 2 to 4 of 4 total row

Import Records

STEP 8: CHECK IMPORT STATUS

Here is where you verify the list properly uploaded. You can import additional files from here,
if needed. If all rows imported successfully, your group has been uploaded! Click “View the
Imported Prospectives” to move to the next screen.

s

\\\|/// Import Invitees

Import Into Group: | Spring 2020 Tuterial Group 3 ¥ |

File: Spring 2020 Sample Invitation Group 22.xisx

Import Status
Imported 4 rows successfully (0 rows skipped)
ﬁ @ g Import another file | _{, View Imperted Prospectives

TEP 9: VIEW YOUR INVITEE LIST

)

Your invitee list should look similar to what is below. You can see (in the column circled) the
invitations have not yet been sent. Your next step is to send the invitation!
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\\/// Edit Invitation Group: Spring 2020 Tutorial Group 4

5.__\
— If you're mailing paper invitation letters, you must insert the information below into your lefter so that your invitees will know how to accept the invitation and pay dues online

Mo matter how your invitations are sent, via paper or e-mail, follow-up e-mail messages to those who haven' yet accepted must include the Acceptance Information below. If an invites has to

have access to his or her original invitation to accept, you might end up with a lot of unnecessary requests for instructions on how to register (especially if they can't easily locate their original
nvitation)

Invitstion Accepisnce inz!
To accept your invitation, go to: https://ald.myhonorsociety.comiaccept
Register by using the e-mail address on file with your university and entering the following Invitation Code: 22QdxP2D

ns

According to your Chapter Profile, local dues of $65.00 will be collected for each invitee accepting membership, and the National Office will make local dues refund checks payable to Sri
Lanka Omicron. If this is not correct. change it on your Chapter Profile page.

| Induction Info || Invitees || Invitation Codes || Invitee Questions (0) || Invitee ltems for Sale (1) ” Reminders

Display | 10 ¥ |records per page Quick Filter
Chapter Sponsors | - e ™= Last toacion
Dashboard e -] sally brown sample 11@nafionalald.org N
& Dashboard o NI SENT | @) Set ARISENT| @) Add Invitee
Invitations Showing 1 to 1 of 1 records H 4 ‘l| |4

= Invitation Groups o .
. ) [4 Queue Invitations for Delivery
@ Invitee Questions

& Invitee ltems for Sale 8 Import Invitees from File | [ Export Invitees to CSV | [ Send Message to Invitees

= Message Templates

STEP 10: SEND THE INVITATION! i.e.: “Queue Invitations for Delivery”

If the list looks good to you, click “Queue Invitations for Delivery.” Note, if you want to send a
reminder email or an update email to invitees in the future, you can do so on the “Send
Message to Invitees” link, just right of the “Export Invitees to CSV” link.

=

W}HUNUH NINIAS® ArruA LaAMBDA DELTA
N/

/"‘--.

Edit Invitation Group: Spring 2020 Tutorial Group 3

If you're mailing paper invitation letters, you must insert the information below into your letter so that your invitees will know how to accept the invitation and pay dues online

Ne matter how your invitations are sent, via paper or e-mail, follow-up e-mail messages to those who haven't yet accepted must include the Acceptance Information below. If an invitee has to
have access to his or her original invitation to accept, you might end up with a lot of unnecessary requests for instructions on how to register (especially if they can't easily locate their original

nvitation)
Invitation Acceptance Inst
To accept your invitation gato https:/iald. myhonorsociety.com/accept

Register by using the e-mail address on file with your university and entering the following Invitation Code: KmgQK3Rr

According to your Chapter Profile, local dues of $15.00 will be collected for each invitee accepting membership, and the National Office will make local dues refund checks payable to Sri
Lanka Omicron. If this is not correct, change it on your Chapter Profile page.

| Induction Info || Invitees || Invitation Codes || Invitee Questions (4) || Invitee ltems for Sale (3) || Reminders

Display | 10 ¥ | records per page Quick Filter.
M S
Dashboard 7 @ Connor Campbel sample15@nationalald.org N Y
# Dashboard Michael Marks sample16@nationalald.org N Y
& @ N
itati ¢ Susan Miles sample14@nationalald.org N Y
Invitations & @ N
i Invitation Groups g 1-] Sally Stone sample17@nationalald.org N N Y
@ Invitee Questions  SetAll SENT| @) Set All UNSENT | @) Add Invitee...
& Invitee Items for Sale =
Showing 1 to 4 of 4 records W41 pr M
&= Message Templates *
Members [ Queue Invitations for Delivery
& Members g Import InWgaes from File | (g, Export Invitees to CSV | (24 Send Megffage to Invitees
= Send Member Message
¥ Honorary Member Requests
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CONGRATULATIONS! YOU SENT YOUR INVITATION TO THE
NATIONAL OFFICE!!! IT WILL BE RELEASED TO YOUR
INVITEES WITHIN 24 HOURS.

""‘;Hmﬂw

\\\|/// Invitations Queued
7 nvitations have been gue or Aty You will receive a Nofification on your Chapter Sponsor Dashboard as soon your invitations have been reviewed by the National Office an
'elea‘ U

Dashboard | Invilation Groups

1-"'-

IF YOU WANT TO DOUBLE-CHECK, CLICK “INVITATION GROUPS”

A

\x\\‘//// Invitations Queued
— —

_—‘/ — Your invitations have been queued for delivery. You will receive a Nofification on your Chapter Sponsor Dashboard as soon your invitations have been reviewed by the National Office and
released from the system

Dashb_ ard | Invitation Groups

SELECT YOUR INVITATION GROUP (CLICK THE PENCIL)

A

\W// Invitation Groups

— M —

‘Column visibility

Display | 10 ¥ records per page Quick Filter

T e e 2 o IO _inin oy e e ], Ao
& 88 ¢|3 Spring 2020 Tutorial Griyp 3 8/21/2019 10:49 AM Queued 5/1/2020 11:59 PM 2/25/2021 11:59 PM

CLICK ON THE “INVITEES” TAB. YOU WILL SEE THE “INVITED” COLUMN SAYS “Y” (YES)
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@ Dashboard

nvitations

= Invitation Groups

@ Invitee Questions

& Invitee Items for Sale
= Message Templates

vembers
& Members
= Send Member Message
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ArLrHA LAMBDA DELTA

Edit Invitation Group: Spring 2020 Tutorial Group

If you're mailing paper invitation letters, you must insert the information below into your letter so that your invitees will know how to accept the invitation and pay dues online.

It an invitee has to
ocate their original

v your invitations are sent, via paper or e-mail, follow-up e-mail messages to those who haven't yet accepted must include the Acceptance Information belov
1o his or her original invitation to accept, you might end up with a lot of unnecessary requests for instructions on how to register (especially if they can't easily

No matter h
have ace
nvitatio

Invitation Acceptance Instructions
To accept your invitation, go to: https:/fald.myhonorsociety.comiaccept
Register by using the e-mail address on file with yeur university and entering the following Invitation Code: J6pb4rCp

According fo your Chapter Profile, local dues of $15.00 will be collected for each invitee accepting membership, and the National Office will make local dues refund checks payable to Sri
Lanka Omicren. If this is not correct, change it on your Chapter Profile page.

Induction I(fo || Invitees || Ir tation Codes || Invitee Questions (4) | [ Invitee Items for Sale (3) || Reminders |

Display | 10

I T TN

¥ |records per page Quick Filter:

Bypass Code SentEmail? 2| LastInteraction %
Y

& Sally Brown  |sample11@nationalald.org T N Ghdpzuen$0  (remove code)
Y
& Connor  |Davis  |sample13@nationalald.org T N Qycmeexa%5  (remove code) Y
@ Y
: Michael |Jones |samplel2@nationalaid.org 4 N Y
L2 Y
o SUAISENT| @ 5l Al UNSENT | @) Addinvitee...
Showing 1 to 3 of 3 records ] ]

[ Queue Invitations for Delivery

3 Import Invitees from File | (g Export Invitees to CSV | [ Send Message to Invitees




