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�
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  
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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.  

 
 
 
 

 
 
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. 
 
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 
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. Save 
 
We are now finished with 
our criteria, click Next  
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You report is now finished, 
make sure your report is 
highlighted and click Run . 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Your report will process and 
come up on the screen.   
 
Click on Export  
 
 
 
 
 
 
 
 
 
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. 
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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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