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

This examplewill explain how to run areport by a selected G/L account or payment
description within a daterange, for all Active membersand export the data to both a text
fileand to an Excd 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)

?i_EEJSDS Acknowledgement Letters ) ]
File Edit Format Options  Help
In the date General | Grid Forrnat |
range Opti on, -Rrint What -Send to —— Donation Print Optjbns
Letter © Label & Donor | C Yes & Al Sty
select & List  TaxLetter " Donee | (" No VAKIAM MBIt .
1/01/2004 to o DA S S AT " Other Member | |
12/31/2004 or From [027F2005  [2] <] From o & alMembers by
any date range | TP [osm7005  [Z]~] Io [o I LpstNamesFrom [ 7o [
you want. — [ Member Type
-Search by Billing terns — | [
/wmg tems =l | Caversaitation
Enter avalue. /Search by Payment Description | i
I you |leave I IP‘?" | whole Field | -l etter Salutation
zeros, then the LettepAnsert [" Header | =l
query retrieves [ /1 =l ‘ [ Dear | =
all. %’ner Subject [ etter Dite——————
il ‘ [ 05072005 [~
Inthel_3|II|ng etter Bty
Itemsligt, [ Include Paragraph 1 [ Include Paragraph 2
select any G/L - 2
number.
Typea 2 | _|_| | | :
payment -Use Selections to save data ; =|l=|=|=
ipti | A H elz|u| =[=]=]s]
description. [~ Store Ouery [~ Export =
Usethe drop
down list for | Show Margins I |§ave Letter I Print Preview l | Close I
the search basis

In the Print What Select Donation Select All members Option,
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When ready, cliék Print Preview
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