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  Related Reference Guides:
•	 Primary Navigation
•	 Create an Appointment
•	 Copy an Appointment
•	 End an Appointment
•	 Add a New Committee
•	 Manage a Committee
•	 Manage Meetings
•	 Edit Governor Details

1.	 Enter search criteria to limit 	
the number of governing bodies 
displayed. 

2.	 Click the Search button to 
display a List of Governing 
Bodies.

4.	 Edit the governing 
body’s information as 
required.	

The Composition tab 
enables you to Add, 
Edit, Copy and Delete 
appointments for this 
governing body.

	 Click the Appointment 
Selection drop-down 
to display future or 
historical appointments. 

	 The other tabs on 
the Governing Body 
Details page enable 
you to view and update 
details of Committees, 
Meetings, Contact Log, 
Memo, UDFs, Basic 
Details and Default 
Terms.

3.	 Double-click the name of the 
required governing body to 
display the Governing Body 
page.


