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This SOS Quick Tip is designed to help you understand the flexibility of the Grid 
format for printing reports and selecting only the fields needed. 
 

In this example, we’ll show you how to prepare a list of Active Members, in zip 
code 02000 to 02200 and the A1 member only sorted by Last Name. You will 

also want to select the fields to be displayed. 
 
1: Click on Reports and Labels (or use the F4 Hot key) 

  
2: Select Entire Membership (in the Print What Option) 

3: Select Grid format (in the Print How Option) 
 

 
 

4: Click on one of the Sort by options. 
For example if you want to have everyone listed by Last Name, then click 
on the Last Name option. 
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5: Click on the Search options Tab 
 
6: Click on Member Types and select Active (This may vary depending on your 

situation) 
 

7: Click Zip Code and enter from 02000 to 02200 
 
8: Click on Family Status and select A1 
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9: Click on Grid Format 
 
10: Under Field name, select the following Fields 

First Name, Last Name, IndividualMailLabel, Status, Addr1, City, State, 
Zip, Salutation, MemType, then click Run and the Excel Type gird will 

populate. 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 
 
 

 
 

 
 
 

 
11:  You can click on any of the top of the columns and the gird will be 

automatically resorted. 
 
12: You now have a file, based on your query, that you can Mail Merge with 

Microsoft Word, Import to Excel or import to Access or most other Windows 
based programs. 

 
 
 

 
 

 

 

Select Fields 
Click on Run, to 

display Results 

Click Here to Export 
Results. See next 

page 
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13: To export your results, click on the export Button the following appears: 
 

You can export to either a text file, an Excel file, or a CSV file depending on the 
select you make. 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 
 
 

 
 

Technical Support: 
If you have any problems or questions pertaining to the operation of SOS, please 
be sure to call technical support or email SOSsupport@ansintech.com 
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Use these options to 

select the drive and 
folder to store the 

results. 

Enter a file name 
here without any 

extension. 
 

Then click Continue. 
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