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1. CLICK ON MY WORK
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2. CLICK ON MEETINGS
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3. CLICK ON MEETING SETTINGS



P
2 2 1866
Meeting Participants ... s
= 1.629
= o ge - =]
Meeting Waitlist View =
£ 1500 145,
k)
Session Waitlist View &
E
2
Bulk Registration Ca... 5 o0
S m 798
Meeting Settings 500 468
G 224 272 559 5 255 N
1
Event Setup * 119051106 99 1 i; 17 132 499
8 6'3| f ? f5 39 g2
5 2 5 83 15
r . L i’ | )?H| 15| C 1%
Meeting Setup N £ p
| & & Sy 47 oo &g S
-’ DL? f\'<“ w‘ﬂ-‘\ &° ,\@ \é\ Qz‘e ' O f'o e,'; S W &
A IO S VAN Q\C’L 9303 QQO & F o P RS
L i ‘o°d6‘e“<,b‘>_\qq@\)°o“ P & ¥ 3 D A W T Fo S
ocation P EFT & C P ¢ Nt ENFEL S F i RS
& 609 6\» b“).z?’} 0\; \0.50 R, 5‘?&\%} o A S ch \éz,\ \0{( & \‘;\\ "‘}s"’\
o £ & & . & S .
Sl }‘N T 33’\ &S ‘,i}\»." & ae@\!\@:, eL'ov.‘-& & e <« @"’6.59 i
Badge/Ticket Setup @'”%ﬁ’ e:,@ O TG N R S v POt & ;’“_\ob v\-\@“ S
P TE o ST O PG T o ¥ FF T e S o
o QEA & C"\L & \ZP\‘\C w“q\ z"\b V:v VLQ;"' S evﬂ'bbc ,1‘\ A
SR F TG NS FFFS FFFF I E

Speaker & Facility
Facility Item
Speaker Specialty Se...

This Year's Meeting Registrations
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4. IN THE SEARCH BAR TYPE THE NAME OF THE EVENT. IN THIS
EXAMPLE WE USED ™THE ASTRAL"

5. CLICK ON THE EVENT AND THEN CLICK EDIT
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(| 07/18/2025 1... 07/18/2025 1... The Astral Leadership Series

6. YOU CAN FIND THE HBA EVENT CODE IN THE HBA EVENT CODE FIELD
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