Let’s build a simple report of a Board Members list that we can export to excel to be able to use for merge
purposes. (I realize that you may not have this specific demography in your data but for learning purposes you
can choose any Demography you have in your system and replace the names.)

First we will go into Reports
and click on the

Report Builder |button

located at the bottom. Now
click on[Add], and you will
see this screen, click Excel
Export Report and No
Giving Information and click
[Next]

Name your report and give
it a description.

At this point you could
choose to include Inactive
Accounts or Unposted
Batches but for our report
we don’t need either. Click
Next

| Report Builder: [<New Report> - General Report/No Giving Information]

Create Report

What kind of report would you like to create?

Print/preview/export/email the zelected information in a formal report Format

General Report

Exports the selected cok to Mi ft Excel
Create mailing lables - requires Mi it Word / addi only
Bulk E-Mail Send a defined report or d t to the zelected email

lﬁ
iy
" Mailing Labels (Avery 5160)
‘o
-~

defined be set up in advance

Solicitation Letter Requires pre

Template Name |

What type of giving would you like to scope/show on your report?

* Mo Giving Information Ho financial information at all

Giving At The Transaction Level Show dates, appeals. dedications, ts. types. check no's, etc.

~
" Giving At The Summary Level Show total raised. received, owed, pledged, paid. etc.

" Multiple Range Raised Giving Pledges + donations over multiple ranges by account

" Multiple Range Credited Giving Raised + rollups + soft credits over multiple ranges by account
~

Multiple Range Received Giving Donations + payments over multiple ranges by account

9 = -

Cloze | Previous Hest

S Report Builder: [<New Report> - Excel Export Report/Transaction Level]

Report Grouping { Details
How would you like your report to appear?

Report Title |\

Brief Description |

I Include Inactive Accounts

I” Include Unposted Batches

g = =

LClose | Previous Mext
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Now you will need to
choose what you would like
to see on your report. You
can either drag and drop the
Field name from one side to
the other, or you can double
click and it will transfer it to
the other side.

If at any point you find that
you don't like the order that
you have chosen, you are
able to highlight the Field
Name and drag it to the
position that you would like
to see it.

For our purposes we won't
be changing the Display
Caption, add a Sort Order,
assign a Dir.(direction;
ascending, descending) or
change the Column Width.

If you want to, all you have
to do is double click in the
white box next to the field
name and retype a new
caption, pick a sort order or
change direction. We have
automatically entered a
column width, but if you find
you want more room this is
where you would change
that as well.

| Report Builder: [Board Members - Excel Export Report/No Giving Information]

-Select Report Fields

Field Hame A|  Clear sl | Report Page Width MiA Page Orientation MN/A
e Arcountiinformationtes Field Name Display Caption Sort |Dir. | Col. Width

Account - COA = Account Name Account Mame 2
Accourt - Accourt MName ﬂ‘_/ Demo. Group Demo. Group 1
Account - MNotes Demo. Categary Dema. Category 1
Account - Account Mumber Demo. Sub Cat emo. Sub Cat 1
Account - Account Status B Label Line 1 j_)abel Line 1 13
Account - Account Type Label Line 2 Labkel Line 2 13
Account - Ack!ﬂowledge Az Label Line 3 Labkel Line 3 13
Account - Business MName Label Linyﬁ/ Label Line 5 1.5
Account - Default Cortact Title Greeﬁvﬁ Greeting 15
Account - Default Cortact First Mame P Lze Phone Use 75
Account - Default Contact Last Mame Phone Mumber Phone Mumber 1

Account - Default Cortact Middle Initial

Account - Default Contact Line 1

Account - Default Cortact Line 2

Accourt - Default Cortact Line 3

Account - Default Cortact Line 4

Accourt - Default Cortact Line 5

Accourt - Default Contact Phone No/

Account - Default Contact Ebdail

Account - Demography!@royp’

Account - Demography”’éegory

Account - Demogrgﬂrﬂ'.@ub Category

Account - Demgedraphy Notes

Account - PEmography Start Date

4 Account
ields " Fields

Addr. /Phone Giving
Email Fields |  Fields
|

<«

Previous

ry

Lloze

=

Mext

At the bottom you will notice that you can see All Fields |, but you are able to
go directly to just the [Account Fields |, |Address/Phone/Email Fields |and

Giving Fields || When you are done click [Next|.
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Now we choose our scoping
criteria. For this type of
report that we have chosen
we will only be able to see

the Specific Field Scope
tab. T~

Since we are looking for our
Board Members we will
want to choose
Demography as our
Selection Criteria — Group
#1

Click in the box and use the
drop down to find
Demography).

Tab to the next box and
choose equals,

Tab to the next box and

—Select Scope Criteria

| Report Builder: [Board Members - Excel Export Report/Mo Giving Information]

& Mo Financial Fields
¢ Multi Range Raised Amt.

Specific Field Scope

" Detailed Financial Fields * Summarized Financial Fields
¢~ Multi Bange Credited Amt. " Multi Range Received Amt.

Additional Financial Field Scope I

|Field Name

| Operator |Criteria Description Condition

- Selection Criteria - Group #1

CommitteesBoard Members

| Demography
*

click on the three dots *.." = |

which will bring up a

selection box. And you will \

choose the Group of
Committees and Category
of Board Member. If you
are not scoping on a

particular date range leave
the dates blank.

We are now finished with

our criteria, click

3

Lloze
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Mext

Fe. Report Criteria

~ Demagraphy

Group ICUITIFH\UEES

[ =

Category [EEERIIEES

Date Range

through

Sub Category I

]

Cancel Save
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. L port Builder: (Version 2.0.2)
You report is now finished,

. ~Select Report
make sure your report is
. . . Report Hame Description Report Type Created By
hlghllghted and CIICk - 035 - 07 Giving Raised over last three years and Total Excel Export Report § Multiple Range Raized Smt Admin
Account Solicitors Account Solicitors Excel Export Report § Summary Lewvel
Board Members Board Members Excel Export Report / Summary Level
Givers 2005 Individuals - Raized 01-Max Excel Export Report § Summary Lewvel
In Kind Donations Spring Auction Donstions 08 General Report [ Transaction Lewvel Tina
Mailing Labels Everyone in database, excludes inactives Bulk E-Mail / Transaction Lewvel
Mews Letters AttributeMewvsletter - Active accounts | Excel Export Report [ Summary Lewvel

Spring Auction Solicitation Spring Auction Donors Mailing Label (Avery 51600 § Transaction Level Admin

I

Copy

|

Cloze

i

Bun

¢ a

Edit Add

Delete

Memb
Your report will process and ~View Selected Records : :
come up on the screen. oot None Do Bl oo Clo/ Do, S Co Lol (1] Labilan 7]
Gehring, Micole Eomm?ttees Board Members Treasurer Micole Gehring 4778 Bumns Ave
Click on oo 7o Conmitzss BoudManben _ Seomtay _ Trabies o waker iy

Tip: If you would like to sort
by a different column than
what you already chose; at
this point you can click on
the column heading and it
will sort by that column. < T | =

Total Unigue Accounts Found ﬂ &

Lloze Previous
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At this point it will ask you to
name and save your report
in Excel format. This report
will now be available to be
opened in Excel or use as a
data source to merge in
Word.

Remember to note where
you have saved your
document.

As with all Report Builder
reports you are always able
to go back in and modify or
copy the layout and rename
for a similar type report.
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