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1: Open SOS and click on Reports and Labels.
2: At the top of the screen, click Options, then Member Reports
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3: Select one or multiple Member Types.
4: Select print What: Members Directory.
5: Click Search options (see next page)
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: To edit the Fonts, click on Select Fonts.
he options will display the Font Type, Font Bold, Font size
he setting are automatically saved for your next session.
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7: From the Search Options screen, select what to display.
The default is the member A1 and A2 name, address, and city state zip.

For example, to display Home telephone, check here.
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ermine the number of records, displayed per column enter a number here. You
o change the left margin as well as the height of each record grouping.

the results that fit your needs, you may have to adjust the settings a few
(the results may vary between printer)

n change the number of records to show in a column (Range is 5 to 12) and
n adjust the height of each member, including Name, address etc.)

ccept and Close and then print Preview.
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To export the similar information, please see last page.

The sorting is automatic by the Family name as entered on the General
Family Screen

You can filter, by the Anniversary Month / day

You can filter by the Age Range
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Top Header Font size and the Bottom Footer font size are edited here.

ect the date format here (as part of the bottom of each page)

ce page number on Bottom or top (toggle the flag)
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8: Click on Selection options then click Print Preview

Once the report is rendered to the screen, you’ll see each family together as a unit,
with the children and additional information selected.

To export the member directory, select Create Text File. Then select the export type
and select the folder to save the data to and enter a file name.

Then do a print preview, on the selection options tab. Once the report is rendered to
the screen, the export file is created.

SOS continues to be enhanced through user comments and ideas. Please email your suggestions to

SoSSupport@ansintech.com or SoSrequest@ansintech.com

Technical support toll free number is 1-866-322-4530
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