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To begin, go to Membership> Membership
Reports (using the Portal at the -
center of the screen).
OR
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Go to Reports/Export>Reports & Labels>Reports/Directory/Export
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On the Step 1 - Select who should appear on the report - choose the criteria for who will print on your report.
The criteria below is assuming the person with Directory Report Order of Primary has the email in the family.
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On the Que,y BUI/der @STEPT.—SEIEdwhnshuuldappaarnnthe report EIE
t b lick #1 Edit Query Builder | Accounts || Sort (Name: Last, First - Alphabetical) |

a ’ C IC On . I . dd a people selection. Select a join method. Then select ane or more giving/pledging selections.
People Selection Criteria Indudes Members, Vistors.

Edit People Selection Criteria

On the Edit People
Selection screen Edit People Selection ml
Select a membership field, make selectifis'and dick Add Selection, Giver #
At SeIeCt a. memberShIp fleld . Indude those with # Include those without #
choose Directory/ Report Order. Giver #Range 1 2] to| 3999599999 ]
Click on Primary and click on Named Range |Type to Search MX==)
+Add to Selection. —
L Visitors [V]
Choose AND o= Selection Add:| AND OR Bk, ——
-- Select membership Individuals fitting these criteria -- I
GO baCk tO Se/eCt a membel‘- 13 Directory/Report Order = 1 (Primary)
ship field... Choose Email AND e
Address . Click on NOT and is | || |znsi adsress s ot bk 8 rmcie
blank [] Membership Groups
’ [] Donations Individual Givers*
. . D Donations Group Givers™
CIICk + SeIeCtlon = These are not limited by membership
field selections.
Determine if Members &
Visitors should be checked.
l 2k oK l x Cancel

Click OK.
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Before you click Next on Step 1, you may wish to save your criteria for your Email report. At the bottom left of
the Step 1 screen at Saved Selections, click on the floppy disk to Save Selections as and enter a name for your re-
port. Next time you need to run a report with the same criteria, click on the drop arrow at Saved Selection.

Click Next.

@ STEP 2 - Select the report layout/format

20 || Qrganization

Step 2 - Select the report layout/format -
[_) Basic
Under Options>choose Mail Merge/Export
Click the New tab.

Enter a name for this export and
Click OK.
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Enter a nhame for this expo

Email Export

| Options | Giving/Pledging Date Range (01/01/20

Mail Merge Exports using the salutation field require
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Use the Column Selector to choose the columns to appear on the report. Under Available Columns type in Email
Address, highlight and use the right facing arrow to move to the Visible Columns. Click OK.

olumn Selector

ilable Columns

Visible Columns (will appear)
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| Export Column Header

Last Mame

A
Preferred Mame

=] Phone/Email Fields
Alt. Phone (family)
Alternate Phone
Cell phone

Other Email

Back at Step 2 - Export Options tab. Click on the Delimiter of
Comma. Click on the Browser box (3 dots) to choose where
to place the file. Click Open and Export.

The file has been created in:

C:\Users\pam\Documents\Email Export.csv

Would you like to open that folder?
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J Export Dptnns Unlisted Options
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File | C:\sersipam'Documents\Email Export.cav E

Delimiter () Tab (=) Comma [ Indude year on Birth date
Only for child

Export Mame |Email Ex (L] only for chidren

[ ] tndude alternate family members {inked from other households)

Click Yes to open.

File appears as a .csv file.
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