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January Extended Hours (Eastern) Regular Hours (Eastern) Support & Office Closed
Monday - Thursday 9 am -8 pm Maonday - Thursday 9 am - & pm Thanksgiving - November 24th & 25th
Friday-9am-5pm Friday-%am-5pm Christmas - December 26th
Saturday - 10 am -1 pm New Years - January 2nd

PLEASE MOTE: We close at 5 pm ET on November 23rd

OPTION #1 — All Giver # Export for Envelope Company

Use these instructions if you have ended Giver #s for terminated and/or deceased persons and do not need to
filter your criteria more than simply those with Giver #s.

o Donations>Report/Export>Lists & Labels>List Giver #s
e Fillin the date at ‘Use numbers current

as of. If you are creating enve- G
lopes as of the new year, use H‘:Jp::tn:su Gi\:s”Columns”Sort(Current}”ﬁ”nddiﬁonal Cptions E“E
01/01/XXXX as your date. :
e Click on Assigned numbers>Include Use rumbers aurent as of “1"”1 sver
address o} _ _
e Perhaps you want to set your Giver e s 1} o] so0ss0090 (5]
# Range [+#] Indude address Named Range @Ej
e On the Givers tab, check Donation 3 inchae phone
Individual Givers & Donation Group () Unassigned numbers in the range o
Givers
e On the Columns tab, choose Giver 1 Mumber of columns  (If columns overlap, adjust column widths and visibility)
Name and Current #
e On the Options tab, click on Export to c
Text File
e On the Export to file screen
o Delimiter stays at Comma i Export Lo file I[=] E3
o File location may be set by clicking on the e
Browser box (the three dots at the end of the field) Camma
o On Save As choose where you would like to _ _
. . File Location
save the file. Click Save. | =
o The file name will appear as GiverNumberList.csv
) Cllck OK [} Upper case address
o A box will appear indicating where the file was
saved. and if you would like to open it.
Click Yes.

¢ List of files appear.
o Send the GiverNumberList.csv to the Envelope
Company.
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OPTION #2 — Limiting Giver # Export for Envelope Company

If your export is limited to persons with Status of Active, for example...

e Donations>Report/Export>Compare & Analyze> Pledge/Giving Analysis
e On the Giving/Pledging tab, if preparing for a new year

o Edit Date Range to 01/01/XXXX to 12/31/XXXX (new year date range)
Giving — Include: choose All, Pledging — Include: All
o If a weekly or monthly Export is done, adjust criteria accordingly

™ Pledge/Giving Analysis o] @ ==
Giving/Pledging | Givers || Accounts || Columns | Sort (Giver) || Fonts || Additional Cptions |

Giving - Include: Rec. Statement - Include: Gives w/ Family - Include:
[@FH ©al [OF]
() Orly those who gave (C) Receives Statement () Gives wf Family
() Grly those with iving from = () Does not Rec, Statement | () Does not Give wj Family
() Orily those who did not give e

010200 [v][X] to | 123120 [+
AND
Show giver totals [ summary only

Pledging - Indude:

o]

() Only those who pledged

() Only those with pledging from to

() Only those who did not pledge

Starting Page # |1

[ Show long date and tme & ExportData | [ ExportReport | [ prnt

e On the Givers tab, under Select a membership field, make selections and click Add Selection.

Use the dropdown to select the Status field

(@]
o Set the selection criteria of Active
o Click on the + Selection
o Check Visitors
o Perhaps, check ‘Select those with # and uncheck ‘Select those without #
o If applicable, uncheck boxes under ‘Include...’
[ Pledge/Giving Analysis [E=2(ESE =)
[ Giving/Pledging | Givers* || Accounts | Columns |[ Sort (Giver) | Fonts || Additional Options |
Select a membership field, make selections and dick Add Selection. Giver #
ux D‘
Include those with # Ind
Giver #Range 1 (][] to| 999595539 [21(¢]
Named Range UNEE
Categories
= e

-- Select membership Individuals fitting these criteria —-

B status Code = 1 (actve Memben)

Indude...

..V [ tnactive

[C] Membership Groups
= Clear Al [C] Donations Individual Givers=

D Donations Group Givers®

« These are not limited by membership
field selections.

Starting Page # | 1 [ show long date and time {\(" Export Data J I\C’ Export Report I |% Print
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e On the Columns tab

o Under Visible Columns, choose Giver#, Giver Name and Address

[ Pledge/Giving Analysis [E=R|ESR==)

[ Giving/Pledging || Givers* |[ Accounts || Columns ([ Sort (Giver) || Fonts || Additional Options

- Cirl/Shift will allow multi-sefect in either fist -

Available Calumns Visible Columns (will appear)

=] [ Name [width* |
CEm—— > | o= °8
Account Giver Name 24E
At
Freq. E

Pledged To Date
Given To Date
Prior Giving
Given + Prior
Over/Under

Y

Phone Number

w

Arcounnt TN

“Detall line items are listed in bold

*In number of characters (approximate because many fonts are proportional, e.g. a "W' or a'§ uses more space thanan 'T'or a',).

Starting Page # 1 [ shaw lang date and tme & ExportData | [ Exportreport | G5 Print
o Click on Export Data
o On the Export to file box
o Delimiter stays at Comma
o File location may be set by clicking on the Browser box (the three dots at the end of the field)
o On Save As choose where you would like to save the file
o The file name will appear as PledgeGiving.csv (if you wish you may change the file name to Giver-
NumberList.csv
o Click Save and click OK
o A box will appear indicating where the file was saved and if you would like to open it.

o Send the file to the Envelope Company.

Biexport to file M=l E3
Delimiter
Comma
File Location
I ™

["] Upper case address
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