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Purpose: To allow the organization to create reports and eventually send correspondence based on the G/L
account used or the payment description

This example will explain how to run a report by a selected G/L account or payment
description within a date range, for all Active members and export the data to both a text

file and to an Excel file.

From the General Family Screen, select Reports, then Acknowledgements. The following screen will
appear. (it takes a few seconds to load depending on your computer speed)

In the Print What
option, click on List.

In the date
range option,
select
1/01/2004 to
12/31/2004 or
any date range
you want.

In the Billing
Items list,
select any G/L
number.

Select All members Option,
and then check Member Type
and use All member Types or
a selected member Type.

Select Donation
Yes, No or all
Means how the payment
was flagged when received.

Enter a value.
If you leave
zeros, then the
query retrieves
all.

When ready, click Print Preview

Type a
payment
description.
Use the drop
down list for
the search basis


