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Microsoft Word and use them with your Members360° database
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Overview: Creating custom reports

If you want to create reports, form letters, mailing labels, name badges, certificates, printer-
friendly member profiles, or any other sort of printable report, you will want to use the built-in
Word Mail Merge reporting system in Members360°. Using this system, you can use our
library of Word-based report formats as a starting point for building your own customized
reports.
The basic process follows anywhere from 2 to 4 steps:

1. Find a pre-built format that most closely matches what you want to create

2. Download the template and make formatting changes

3. Add your own fields to the template (optional)

4. Add history fields and use advanced field techniques (optional)

Each of these steps is broken down in detail in the sections that follow.

Section 1: Using the pre-built Word templates

Members360° contains several pre-made Word format reports. To get started, you'll want to
find the format that most closely matches the format and data you want. This section will
show you how to do that.

Step 1: Create a report

To begin using the built-in Word templates, navigate to |Members| > |[Reports|. Then
click the add report link on the right.

Member Reports
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Step 2: Name the report

Type in a name for your report. You can change this later. The name should show the
purpose or title of the report, such as Active Member Roster or New Member Certificate.

Step 3: Choose a smart group

Next, choose any Smart Group you wish. For testing purposes, try to choose a group with a
small number of members, but one that will contain the types of people you wish to report on.
(That is, do not choose a group containing only organizations if you are creating a report that
includes first and last name.) See the Smart Groups documentation in the Members360°
help system for details.



Step 4: Choose the Word Mail Merge report format

Underneath, for Report Format, choose Word Mail Merge as the format, and the page will

refresh as shown below.

Report name:
Group: | Al Groups

Report format:

Mail Merge Template

® select a preformatted template:

'C'Uplu:uad a custom template (.doc):

download merge field definitions

| B save || % cancel

My custom report - Mail Merge

My custom report

Word Mail Menge w

Ipleasze select) w

% | Testing Group w

Browse... | Upload

From here, you can choose from any of the preformatted templates included within

Members360°, as shown below.

Mail Merge Template

) select a preformatted template:

O Upload a custom template (.doc):

download merge field definitions

| B save || X cancel

! [please select) W

Iplease select)

Happy Eirthia:,' Letter Template @
Mailing Labe.y Template (Avery3160)

ember Letter Template

Member Roster Template
Membership Certificate Template
Membership Directony Template
Mame Badge Template (Averyb352)
Tent Card Template

You can use any of these templates you like as they currently exist, although you’ll probably
want to customize them as shown in the next section. For now, let’s explore using one of the
pre-built templates as is - we’ll use the Member Roster Template as our example.

When you choose the Member Roster Template from the list, the screen refreshes again
and shows you all the fields used by this template. This will happen regardless of which
template you choose. Also, the fields are all auto-matched to the corresponding fields in

Members360°.



Flease review your template's merge codes and sort arder:
- Sort
Merge Field Data Direction
Perzon Last Mame Per=zon: Last Name ‘@
Perzon First Name Per=zon: First Name ‘f}
Membership Primary Membership: Primary {}
ContactOrganization Contact/Organization
Address Street Address 1 Address: Street Address 1 ‘f}

You will probably not want to change the mapping of any of these fields, unless it is to choose
different address fields. If you want the report to use different fields, it is probably best to
customize the report as described later in section 3.

Step 5: Choose a sort order

The report results will be sorted in the order shown on this screen. In this example, the
results will be sorted by last name primarily, by first name secondarily, and so on. You can
change this order if you want by simply dragging and dropping the fields. Move your mouse
anywhere over the field to drag it.

For example, if you want your report to sort by the organization name, then the last name,
just drag the Membership: Primary Contact/Organization field to the first place in the list,
as shown below.

. Sort
Merge Field Data Direction
Membership Primary Membership: Primary ﬁ
ContactOrganization Contact/Organization I
FEELD SZEILETE FEELIE ZESLET0E Drag rows up or down to change the =ort order uzed in the

merged report. Click the arrow to the right to switch

Person First Name Person: First Name between ascending and descending sort for a field.
Addre=ze Strest Addre=s= 1 Addre=z=: Strest Address 1 ‘4}

By default, the sort fields will sort alphabetically/ascending. If you want one of the fields to
sort by reverse alphabetical/descending order (for example, sorting by the most recent date or

a Z-A sort of companies), click the icon (ascending) to change it to 'g' (descending).

The example below will sort by primary organization (Z-A), then last name (A-Z), then first
name (A-Z), and so on.



_ Sort
Merge Field Data Direction
Membership Primary Membership: Primary @
ContactOrganization Contact/Organization
Person Last Mame Person: Last Mame Q
Ferzon First Name Perszon: First Name ‘{}
£

Step 6: Save/view the report

When you're finished making any changes to the field mapping or the sort order, make sure
you have named your report in the Report Name field at the top. Then you can either save it

using the L B save button or view it using the L Pt b ytton. Saving the report will allow
you to download and view it later; viewing the report lets you preview it before saving.

When you click L 0, prink 1, the report will download to your computer, and you can open and
view it in Microsoft Word. A sample is shown below.

Last Mame First Mame Crganization Address Phone

Aardvark Andy Affimzcape 333 African Lane (555) 5555555
Afnca, TH 76543

Abbolt Costallo 222 Main Street (444) 5551212
Aystin, TX 78701

Ackermman Bamey WL Corporation | 8101 Od Way
Peana, IL 43210

You can feel free to reformat or alter the report in Word any way you wish (but to make
permanent changes, you’ll want to customize the template itself, as described below). You
can also download a new version at any time, or change the Smart Group used by the report.

Section 2: Making simple formatting changes to a
pre-built template

The true power and flexibility of the Word Mail Merge functionality is the ability to download,
alter, and re-upload templates. You can change fonts, layout, and formatting, and you can
even add and remove fields.

This section will concentrate on changing the look and feel of an existing template without
adding any new fields, which is as simple as using Word. The next section will tell you what to
do if you wish to add new fields.

It is possible to create a brand-new document from scratch; however, it will normally be
easier to find the report that’s closest to what you want, download it, and make alterations to
it.



Step 1: Download the source template

From section 1 of these instructions, you have already chosen the preformatted template that
best matches the report you'd like to use. Now, click the download link next to it. This will
download the "source" file used to create the report. We will pick the Membership
Certificate Template as our example.

Mail Merge Template

(*) zalect 3 preformatted template: | Membership Cerificate Template W | downloa

O Upload a custom template (.doc): | |[ Browse.. || Upload |

download merge field definitions

Save this template on your computer, such as on your desktop. Then open it in Word.
If you are prompted for the data source file

With certain templates, you may get a dialog box like the one below, indicating that the
document is looking for a database file. Choose to continue. Section 3 will show you how
to include new merge fields in the report, if you choose to.

Microsoft Office Word

Opening this document will run the following SQL command:

SELECT * FROM C:\Members350MergeFields. bt

t.}

Data from your database will be placed in the document, Do you want to continue?

[ Show Help == ]

At this point, your source document will open. The Certificate template source document is
shown below.
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Step 2: Customize the formatting

Now that you have the source document open in Word, you can start changing it. You have a
whole lot of freedom in terms of formatting, style, and non-field elements. For example, in
the Certificate template, you can:

e change the fonts

e addalogo

e replace text

e change the document setup or margins

e delete existing merge fields that you don’t need
These are just a few suggestions; you can change anything you like. Don't directly edit the
fields (which are the areas with a grey background, such as <<Person_First_Name>>),
although you can change the font or other formatting options for them.
(Keep in mind that, if you're printing your report on stationery, you can account for the
stationery when laying out your report. Just leave blank areas where you want elements of
the stationery to show through.)
As an example of reformatting, let’s replace the "Certificate of Membership" word art with a
logo, change the name and position of the "Ye Olde Association" text, get rid of the phony
signature, and change the name of the president. We'll also change the format of all text

(including the name and date merge fields) to Verdana. All this would be done with standard
Word formatting tools.
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When you are finished, remember to save the Word document on your computer! That
will prepare you to re-upload it in the next step. We suggest that you use "Save As..." and
give the changed file a new name, in case you want to go back to your previous version later.

Step 3: Re-upload the template

Once you have made the desired changes to the formatting, and you have saved the changes,
you simply need to upload the template into Members360°. To do so, first close the Word
document. (If you don’t, you may get an error when you attempt to upload it.)

Next, choose Upload a custom template on your New Report page, and click the
button.

Mail Merge Template

O Select a preformatted template: | Membership Certficate Template v | download

® Upload a custom template (.doc): | I I?rrn::n'.».lsvay\y\JS Upload

download merge field definitions

Find the newly saved Word file on your computer, select it, and then click on the
Members360° screen.



Mail Merge Template

O select a preformatted template: | Membership Certificate Template % | download

&) Upload a custom template {.doc): [C:\Documents and Settir| Browse. . Up|DE‘_jq

download merge field definitions

5 PNt | (which will generate the merged Word

H save

You can now preview the report by clicking
report using your chosen Smart Group) and save the report by clicking

Section 3: Adding new profile fields to a report
template

Now that you know the basics on reformatting a Word report, you are now ready to take the
next step and add new fields to your report. You can add practically any field from a
member’s Members360° profile into a report (with a few exceptions, such as Password).

If you wish to add fields such as History, Membership Period, Participation, and Accounting
(information that resides in the "bottom half" of a member profile in Members360°), see
section 4 below.

Step 1: Download the merge field definitions
The first thing you'll need to do is download the merge field definitions. You can do this using

the link on the Mail Merge page, as shown. (This link is available regardless of whether
you're currently using a built-in template or a customized template.)

Mail Merge Template

() select a preformatted template: | [please select) W

® Upload a custom template ({.doc): | Browse.. || Upload

download merge field dEfiI‘Iiﬁ@}l‘E download current template - Membership Directo

When you click this link, your browser should prompt you to open or save a text file called
Members360MergeFields.txt. Make sure you save the file, perhaps to your My
Documents folder. You will use it later in this process.

NOTE: You only need to download this file one time. Then you can use it as often as you like
when customizing reports. If you create new Members360° fields, you'll probably want to
download a new version so you can use your new fields in future reports.



Step 2: Turn on the Mail Merge toolbar

To prepare for working with merge fields, you’ll need to add the Mail Merge toolbar to your
document. To do so, right-click in the grey area around the toolbars at the top, and choose
Mail Merge from the list.

Adobe POF  Acrobat Comments merge fieids
TEH@E T -3, [v] standard
Bis IS EE O-2A-. |[v] Fomang
O O L . | AukoTexd "
| Control Tookox
Database o
[v] oraninn "
Fowms L
Frames 5
. MadMerge |- |
ITafalala¥Ya' Ouining i

If the toolbar is already checked off, then you're in good shape! If not, click Mail Merge to
check it off. This should open up the Mail Merge Toolbar somewhere on your page; it may be
free-floating, or it may be docked with your other toolbars. Either way, it should look
something like the screenshot below.

Mail Merge - %
Rog MO E metwedred~ % [ T a1 r i@ 3%l

Step 3: Open the Merge Fields file

Next, you need to open the Members360MergeFields.txt file you downloaded in step 1.

First, click the Open Data Source E button on the Mail Merge Toolbar. This will prompt you
with a dialog box like the following:

-
Select Data Source

Lockin:  |(sz) My Daks Sources =|

jﬁm b Hew Data Source.odc
o8 ) HHlew SO Server Cornestion.ode
Heshory

&
My Documeants
:,fFHM5
Dresktop
Now, you’'ll need to change to the folder where you saved the Members360MergeFields.txt
file. (By default, Word takes you to a strange folder called My Data Sources that you’ll never

use, so be sure to change to your Desktop or My Documents folder to help you find your
file.)

Also, you may find it easier to locate the file if you tell the window to only search for Text files.
You can do this by selecting Text Files from the Files of type pulldown at the bottom of the
window, as shown below.



File marne: | j Mew Source. ., | Cpen

Files of Eype: |F'.II Data Sources (*.odo;*.mdb; *.mde;| - Cancel

Weh Pages (*.htm; *.0kml; *.asp; *.mF a
Rich Text Format %, rkf)
Word Documents (%, doc)

Al Word Documents (*,doc; *

& Ir'rli:*.l_
e |:*

Once you locate the Members360MergeFields.txt file, choose it and click [Open].

dot; * el |
:ﬁtﬁh:$
wdb w

e
logo-training. kxk
IMembers3a0MergeFields. bxt
52 Tom's Sandbox
File narne: | j Mew Source. .., | Cipen
Files af bvpe: |Text Files (*.bxk; *.prn; *,csv; * kah; ’*ﬂ Canicel

If you get a screen asking about encoding, just leave it as the default and click @

File Conversion - Members360MergeFields. txa @E

Sedack the encoding that makes your document readsble,

|

Prevyiev:
Hembership: HMembear Type|Hembership: Aooive ”~
Srarus |Membership: Stace Date|Membership: End

Date |Hembership: Primary Contact/Organization|Pecson:
06.07.DIR.Hotez|Peczon: 06.07.DIR.patT|Ferson:
0&6.07.DIR=|Parzon: 06.07.Dues, Chk|Par 2omn!
06.07.Dues. Noees | Pecson: 06.07.Dwes. Paid |Pecsaon:
06.07.Dues. PayType |Person: 06.07.Dues. POl Fecson:
06.07.DueaCode |Pecson: 06.07.MWC|Ferson:
06.07.HWC.Notez |Person: 06.07.HWC.pat|Per2on:

06.07 . MewDir 's|Perzon: D6.07.NuDe.Notes|Persan:
06.07 . Mulz,.putiPerson: 06.07.PLI.Ck| Pecson:
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Step 4: Add new fields

The real fun is adding new fields to your form. Let’s say, for example, that you want to add
the person’s primary organization and member type to their certificate. You will need to add
those two fields to the report and lay them out in the manner you like. We'll add the primary



organization in a separate line under the name, and we’ll add the member type as part of the
sentence under the name.

To add a new field, first click in your document where you’d like to add the field. In our case,
we'll create a new line under the First and Last name.

The Affiniscape Association
asserts that

«Person_First Name>» «Person_Last Name:>

/1

Next, click the Insert Merge Fields =l button. This will pull up a list of all your available
Members360° fields as shown.

Inserl Merge Field @EJ

Ireaat:

™ fddress Fields * Database Felds
Ejelds:
Membershin ember Tyoe =
Membership_fActhee_Stabus
Membershap_Start_Date
Mermbership_End_Date J
Membership_Primary_ContactOrganzatio

Person_Association_Member 1D
Person_Eallingdddress

Parson_Emergancy
Farson_Expiraton_Dabe
Person_First_hame
Person_Gender
Parson_Historyhiokes

Choose the field you wish to add, and click at the bottom. Then click to view the
results. Notice that the field name will start with the general type, such as Membership or
Person. In our case, we'll add the Membership_Primary_ContactOrganization field, which
represents the primary contact or organization for the member. The results are shown below.

The Affiniscape Association
asserts that

«Person_First Name>» «Person_Last Name>
«Membership_Primary_C ﬂntactﬂrganfzaﬁﬂ»,’

Iz, ackrewledgad a5 3 mambay in good starnding for the membershic year

If you wish, you can interpose text with merge fields. For example, you may want to add the
word "of" in front of the Primary Organization, so that it says something like "Sally Jones of



ABC Enterprises" on the certificate. To add text, just click before or after the field and type
whatever you would like, as in the sample below.

The Affiniscape Association
asserts that

«Person_First_Name:>» «Person_Llast Name:
of kMembershi p_Primary_ContactOrganizatio=

iz, ackrowledgad 35 3 member in good standing for the membershio yaar

The only problem with the above scenario is that, if the person does not have a primary
organization, you’ll have the word "of" by itselfl We'll look at a way to address that situation
in section 3 below.

As another example, let’s say you wanted to replace the word "member" in the sentence
below the name with the actual member type. No problem! Just delete the word "member"
and insert the Membership_Member_Type field in its place, as shown below.

if. acknowladged a5 & wMembership_Member Types In qood standing for the meambershio year

Again, you need to think about the interaction between your field and the text around it.
Notice that we added a space both before and after the field, so that it will be properly spaced.
Also, what happens if a member type starts with a vowel, such as "Associate"? The certificate
would then say "as a Associate" which would look bad. You could resolve that putting "a/an"
on your report. Or, if you are a stickler for formatting, you could have two different versions
of the report, one with "a" and one with "an", and use two different Smart Groups with it, one
which only includes member types starting with a consonant and one that only includes
member types starting with a vowel. If you are creative and think ahead, you can really make
your reports perfect, and very professional!

(If you are familiar with advanced Mail Merge concepts, please note that If...Then... fields are
not currently supported by Members360°.)

Finally, note that you can easily remove a field you don’t want. To do so, simply highlight and
delete the field. This is identical to deleting text you don’t want.

Step 5: Save and upload your template

When you are finished making formatting and field changes to your report, you need to upload
it back to Members360° exactly as described in the previous section.

First, remember to close your Word document! Next, choose Upload a custom template on
your New Report page, and click the button.

Mail Merge Template

) zalect 3 preformatted template: | Membership Certficate Template » | download

) Upload a custom template (.doc): [?Emwse.%ﬂ[ Upload

download merge field definitions




Find the newly saved Word file on your computer, select it, and then click on the
Members360° screen.

Mail Merge Template

() zelect a preformatted template: | Membership Certfficate Template + | download

@ Upload a custom template (.doc): |C:\Documents and Settir| Erowse.. UpIDE‘_ﬂ

download merge field definitions

& print

You can now preview the report by clicking (which will generate the merged Word

report using your chosen Smart Group) and save the report by clicking |4 52 |

Section 4: History-type fields and advanced
techniques

So you've learned the basics, but you need more? There’s a ton of additional functionality and
customization you can take advantage of, if you're willing to dive in! Need to design for a
custom label or name badge format? No problem! Need to design a three-column report?
You can do it! Want to conditionally add text around fields? You got it!

Before going any further, please be advised that this functionality is not for the faint of heart,
especially if you've not used Word Mail Merge to a great degree before. However, if you're
willing to be adventuresome and go step-by-step, you can tap into some extreme flexibility in
designing reports.

Adding "History-type" fields

Almost all the information listed in the "bottom half" of a member record in 360 can be
included for that member on a report.



ristory | | Events | | I |

show: | Al -

Date ¢ Type Detail Creation

6/8/07 4:19 PM Participation Added to as Member with a Start Automated
Date of 06/06/2007 and an End Date
of 06/14/2007.

6/8/07 4:18 PM Participation Added to as Chief Water Fetcher with Automated
no Start Date and no End Date.

6/8/07 4:18 PM Membership Updated membership entry from Automated
member type Contact to member
type Contact, from start date
6/1/2007 t...
[elick for more]

6/8/07 4:18 PM Membership Updated membership entry from Automated
member type Contact to member
type Contact, from start date
1/1/2000 t...
fclick for more]
6/8/07 3:26 PM Membership Updated membership entry from Automated
member type Contact to member
type Contact, from start date
6/30/2007 ...
fclick for more]

1to 5 of 26 show | & | per page
This includes the following types of fields:
e History fields (date and type of history note, history note details, etc.)

¢ Membership history fields (start/end date and membership type for each membership
period the member has)

e Participation fields (groups the member is part of, along with group/participation types
and start/end dates)

e Event and form history (events registered/attended, forms filled out, dates, etc.)
e Certification history (certifications achieved/in progress, dates, classes taken, etc.)
e Accounting history (including most line item fields and open/total/balance fields)
e Relationships (lists related members and types of relationship)
The easiest way to add history is to find a report that already uses history and copy/paste the

desired fields. However, the following instructions will show you how to add history fields
from scratch.

Step 1: Add the desired history fields

The first step is the easiest. Just choose the history fields you wish to add, and put them on
the form. Two important points about this:

1. Only add one type of history field (History, Membership, etc.) at a time.

2. Keep the fields close to each other, as you’ll have to wrap some fields around all of
them to make them work.

In the example below, we’re adding some history fields to a member profile report. Notice
that, in the History Details section at the bottom, we’ve added three different history fields
(Created Date, History Type, and History Detail).
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Step 2: Add Table Start/End tags around the fields

In order for Members360° to recognize the history-type merge fields properly, and to allow it
to repeat the block of fields for each item linked to the member, you need to add TableStart
and TableEnd tags to your document. This is the trickiest part (and the biggest reason to start
with an existing example if possible!), so go slow and double-check yourself frequently.

1. Highlight and copy your first history field.

History Details

|-§=-1 Copy | |

|3 Paste

[=].— ra

2. Paste the copied field right in front of the original field. This will basically "double" the
field.

History Details

Date Type
«History_Crea | «Histon|
ted_DatesjxHis

to ry_Creat

Daten

3. Change the text of this first field to «TableStart:History», where you substitute your
field type for the word History according to the following list. (Pay close attention to
the fact that in some cases there’s a final S, and in some cases there’s not. Also, do
NOT put a space between the colon and the history type!)



e History fields: «TableStart:History»

e Membership fields: «TableStart:MemberTypes»

e Group participation fields: «TableStart:Groups»

e Event fields: «TableStart:Events»

e Certification fields: «TableStart:Certifications»

e Form submission history fields: «TableStart:Forms»
e Accounting fields: «TableStart:AR»

e Relationship field: «TableStart:Relationships»

Right-click the field and choose Toggle Field Codes.

History Details

3
Date Type Dy
«History Crea | «History_Types «
ted_Dat
tory_Cre
Datex ||
I'uha-ml:aer'E — [E|
wlableS] 2| Update Field «
emberTy -
«Memba Edit Field.. .
_Types | Toggle Field Codes ||

You will see the field name again when you switch to viewing the field code. It will
look something like { MERGEFIELD "History Created_Date" }. Change the part in
quotes to match what you entered in step 3 (in our example, TableStart:History). (Be
careful not to add a space anywhere within the quotes.)

&

Date

{
MERGEFIELD
"TableStart:Hi
story”
}eHistory_Cre
ated_Dates




6. Right-click the field again, and again choose Toggle Field Codes.

Ea

Date Type De
i{ aHistory_Types ah
MERGEFIELD
'"Tab| tort-H
story”
JeHistg
ated D)

[, Paste |
Membyq : Ex
Table =it Update Field .l
ember] Edit Field. ..
irl'i'ﬂ:;::gﬂ Toggle Field Codes [, |

7. Copy the TableStart tag you just created, and paste it after the last history field you
added.

4

Date Type Details

aTableStart:Hi | «History_Types «History_Details«TableStart:History»
storye«History
_Created Dat
en

8. Change the wording of the newly pasted field from TableStart to TableEnd, as
demonstrated below.

Details
aHistory Details&TableEnd:Historys

9. Right-click this field, choose Toggle Field Codes, and change it from TableStart to
TableEnd in the field code as well.

Details
aHistory Details{ MERGEFIELD "TableEnd:History™ }

10. Finally, right-click the field again and choose Toggle Field Codes again. The finished
result will look something like this.

Date Type Details

«lableStart:Hi | «History_Type= «History_Details«TableEnd:History=
storyzeHistory
_Created Dat
en

Whew! Now you see why it’s easier to copy/paste from an existing report, rather than
manually creating the TableStart/End tags yourself. Regardless, as long as you have the tags
defined, you can have as many fields of that type between the TableStart and TableEnd tags



as you wish. What’s more, when you run the report, Word will create a new line, or row, for
each matching history item. An example of such a report follows.

Member Profile Form

Contact Information

E3

Mame Tom . Bisciglia

Address 6200 Bridgepoint Plwy
Bldg4, Suite 550
Austin, TX 78730

Phone (512) 366-7100

Email tomi@affiniscape.com

Company Affiniscape

History Details

Date Type Details

bIB2007 Participation Added to Board of Directors as Member with a Start Date of

4:19:02 PM 06/06/2007 and an End Date of 06/14/2007.

B/B2007 Participation Added to Membership Committee as Chief Water Fetcher

4:18:49 PM with no Start Date and no End Date.

6/8/2007 Membership Updated membership entry from member type Contact to

4:18:27 PM member type Contact, from start date 6/1/2007 to start date
6/1/2006 and from end date 5/30/2008 to end date
573072007

6/8/2007 Membership Updated membership entry from member type Contact to

4:18:17 PM member type Contact, from start date 1/1/2000 to start date

Step 3: Add range restrictions to history blocks if desired

If you don’t want to get every single matching item for a member, but rather only want
certain matching items, you can add range restrictions. For example, you may want only
Communication history items, or a certificate for only a specific certification or course, or only
events where the member actually attended. For these kinds of reports, you can add range
restrictions to the Table Start and End tags. Here’s how to do it:

1. Find the TableStart tag for the history items in question.

2. Right-click the TableStart tag and choose Toggle Field Codes.

3. After the name of the field type (History, Forms, etc.), add the following items: the
field by which you want to restrict, the beginning of the restrict range, and the end of

the restrict range. A few examples follow.

e If you want only History items of type Communication, you would use the
following TableStart tag:

«TableStart:"History,History_Type,Communication,Communication"»

e If you want only event attendance for events whose names start with
"Continuining Education”, you could use the following TableStart tag:

«TableStart:"Events,Event_Name,Continuing Education,Continuing F"»

(Note: We used "Continuing F" as the end of the range because, alphabetically,
that will probably only include events whose names start with "Continuing



Education". Technically, if you had an event called "Continuing Engineering," it
would be included too, so an even safer ending range would be "Continuing

Educatioo” since "o" is after "n" in the alphabet.)

Play around with the filters and see what you can achieve.
Creating a repeating row

One of the most basic things you'll need to do is to create a row of information that repeats on
a page for each member in your report. This is a must for something like a roster or
directory.

The manner by which you create a repeating row is demonstrated in most of the prebuilt
reports, with the exception of full-page reports like the certificates or the letter. Let’s take a
look at one - the Member Roster - to see how repeating rows are achieved. Take a look at a
sample of the finished report, and you’ll see how there’s a top header and a single header row,
followed by a repeating row for each member.

Last Mame First Mame Crganization Address Phone

Aardvark Andy Affimzcape 333 African Lane (555) 5555555
Afnca, TH 76543

Abbolt Costallo 222 Main Street (444) 5551212
Aystin, TX 78701

Ackermman Bamey WL Corporation | 8101 Od Way
Peana, IL 43210

You can look at it on your own by downloading the Member Roster Template using the
technique described in the previous section.

Look at the Member Roster Template, and if you look close, you’'ll see a couple fields that don't
correspond to anything in the Members360° database. Those fields are <<TableStart:
Suppliers>> and <<TableEnd: Suppliers>>. Each is shown separately below, and each
has been bolded to help you see it easily.

Member Type Status
Last Name First Name Praferred | eMembership M| «Member
alTableStart:Su | «Person_First | «Men ember_Types ship_Acti
ppliersnzFearsa | _MNames rnary| ve_natatus
n_Last Mames ganiz siTableE
nd:Suppl
iersn

These special fields define a repeating row. Basically, the system will repeat this row as often
as possible on each page. Any data that is not contained within these fields is only printed
once per page, which is why the column headings only show up one time.

Also, the word Suppliers in the field name is arbitrary. You can use any label you want, as
long as you use the same label for both the starting and ending fields. That is, you could use
<<TableStart: MyBigToe>> and <<TableEnd: MyBigToe>> if you want. These fields are
not shown in the eventual report; they work behind the scenes to define a repeated row.

If you need to create fields like these yourself, you can actually follow the instructions above
for creating the TableStart/End tags related to history items. The difference here is that the
word after TableStart is arbitrary, as long as it matches the name after TableEnd. Just make



sure you use the Toggle Field Codes technique to change the field code (in addition to
changing the field name).

Creating multi-column reports

Multi-column reports are relatively simple to create. There are two basic kinds of columns you
can create:

e Table columns, useful for repeating rows of information

¢ Newspaper-style columns, where a column goes from the top to the bottom and then
starts again at the next column over

We have good examples of each kind of column-based report you can use as a starting point.
For table columns, try the Member Roster report, which has several columns of information.
You can add and remove columns and reformat the report as desired.

For newspaper-style columns, try the Member Directory report. We do some clever stuff

here to repeat information down the column and then have it repeat, so again, start with what
we provide and modify as desired.

Formatting date fields

A lot of the date fields you add to your reports will have a rather "ugly" format by default -
something like 2007-03-06 04:12:36. That’s because Members360° uses standard database
date format, which is great for querying but bad for reporting.

If you wish to use a nicer-looking date formats, such as "January 1, 2007" or "5/1/2008" or
even "March 2009", you can add formatting to your date field. Here’s how:

1. Right-click the date field in question and choose Toggle Field Codes.

Start Date End Date
aMemberType_S | «MemberType_End
tart_Dat

Participa [h Paste =
Type | 3f uodate Field i
«Group_H A
tion_Typ¢ Edit Field. ..

! Toggle Field Codes [} |_

-y A rees

2. After the field name, type \@ "MM/d/yyyy" where you substitute your formatting of
choice in the parentheses. You can use any of the following codes to construct your
ideal date/time format.

Start Date

{ MERGEFIELD
"MemberType_5St
art_Date" \@
"MMIdRyyyy '}

e yyyy: Four-digit year



e yy: Two-digit year
¢ MMMM: Full name of month
e MMM: 3-letter abbreviation of month
¢ MM: Two-digit month number (including leading zero if applicable)
e M: Month number with no leading zero
e dddd: Complete name of day
e ddd: 3-letter abbreviation of day
e dd: Two-digit day number (including leading zero if applicable)
e d: Day number with no leading zero
e HH: 24-hour hour number with leading zero
e H: 24-hour hour number with no leading zero
e hh: 12-hour hour number with leading zero
e h: 12-hour hour number with no leading zero
e mm: Minutes with leading zero
e m: Minutes with no leading zero
e ss: Seconds with leading zero
e s: Seconds with no leading zero
e am/pm: AM or PM as appropriate
Examples (all applied to a date of August 6, 2007 at 8:15 in the morning):
o /@ "MMMM yyyy" (August 2007)
o /@ "dddd, MMMM d, yyyy" (Monday, August 6, 2007)
o /@ "MM/dd/yy" (08/06/07)
o /@ "d/M/yyyy" (6/8/2007 - international date style)
o /@ "yyyy-MM-dd" (2007-08-06)
o /@ "MMM d yyyy at h:mm am/pm" (Aug 8 2007 at 8:15 AM)

3. Save the report and re-upload it to Members360° to test out the format and ensure it
works.

Conditional display of fields and text

It is possible to make text that displays only if a field is non-blank. These techniques can keep
you from having "holes" or strange wording on your report when someone has a blank in a
certain field.

Hiding text before/after a field if the field is blank



Let's say you want to include the middle name of a member in a mailing label. You would
normally add the following merge fields:

«Person_First_Name» «Person_Middle_Name» «Person_Last_Name»
The problem is, for people with no first name, you get an extra space, like this:
Tom Bisciglia (rather than Tom Bisciglia)

While not a tragedy, this doesn't look too professional. A better bet is to add the space
conditionally - that is, only if the person has a middle name. Here's how:

1. Right-click the field and choose Edit Field.

First Namer «Person_Middle Mamew «Borson | ast Names
Street Address 1s fall Cut
ddress_Street Address 2»
Cityws, «Address_States «f

['vpe Prefereds [ Paste
vpe Prefereds i
ship_F’n'rnar:.;_(.‘-cmtat:t[)rgaIJi Update Field |
| Edit Field... h |

Toaale Field Codes

2. On the right, check off either Text to be inserted before or Text to be inserted after as
appropriate. In our case, we could choose either, since the conditional space can go
on either side of the middle name. Then type the text to be inserted - in our case, a

space.

Please choose a field Field properties Field options

Categaries: Field name;

{ally w Person_Middle_Mame Text to be inserted |
before:

Field names: Format: [] Text to be inserted after:

Fill-in . o) |

GoToButton Uppercase [] Mapped field

GreetingLine Lowercase

Hyperlink First capital : :

I Title case [] vertical formatting

IndudePicture

3. Click[OK]and remove any unnecessary space or wording from the document. You'll
see the conditional text showing as part of the gray highlight when you click the field.

Now, the name fields will display correctly whether or not a middle name is included. That is,
Thomas J. Bisciglia will display correctly as will Thomas Bisciglia (since the space before J.
is only included when the J. itself is included).

Note that you can also do this with text, such as labels or other text. For example, let's say
you wish to have a form letter that says "Our records indicate that you work at XYZ
Company." It might be awkward for the form letter to say "Our records indicate that you work
at ." if the person has no primary organization. So instead, you could add Our records
indicate that you work at as the text to be inserted before the Primary Org field, and . as the
text to be inserted after. That way, the entire sentence only appears if the person has a
Primary Organization.



Field codes and hiding an entire line if it's blank

This same technique can be used to make an entire line disappear if the field is blank. This is
very handy, for example, with fields like Address Line 2, which you normally wish to suppress
when blank (rather than having a blank row).

To accomplish this, you need to use field codes. When you add conditional text after a field
(such as adding the text " type" after a Member Type field) using the technique shown above,
Word uses a field code called /f to accomplish it, like this:

{ MERGEFIELD Membership_Member_Type /f " type" }

You can use this /f code to conditionally add a blank line after a field, so that the blank line
only shows if the field has data. For Address Line 2, this would look like:

{ MERGEFIELD "Address_Street_Address_2" \f "
n }

Notice that, after the /f, there is a set of quotes, then a new line, then the matching set of
quotes.

To make one of your fields hide the entire line when blank, follow these steps:

1. Right-click the field and choose Toggle Field Codes.

wAddress_Street_Alddrece Tw
«Address_Street Ag & “L
whddress Citvs, « Cor

whddress Countrys #, Ppaste

=if Update Field
Edit Field...
Dear <<Person_F1'_rst_| Toggle Field Codes R

2. In the field code, click just after the name of the field. (If the field name is in quotes,
click just after the quotes.)

TAUOITSs  SUTETL _AUUITSs I

{ MERGEFIELD "Address_Street_Address 2THAdd

A . | F o . I |

N . | Lar 3 Fa

3. Type a space, then /f, then another space, then quotation marks, then press
<Enter>, and finally another set of quotation marks.

«Address Street Address 1
{ MERGEFIELD "Address_Street_Address 2" 'f "
"}eAddress Cityw, «Address Statew «Address Zip Codes

That's it! Now, the field in question (in our example, Address Line 2) will only include a
carriage return if non-blank. If a person doesn't have a second address line, the carriage
return will be suppressed too, and there won't be a hole in the report for that member.



Appendix: Grouped reports

Currently, Members360° Word Mail Merge reports do not have the ability to include arbitrary
grouping levels. That is, you could not create a report of companies and related members
automatically:

ABC Company
Jed Smith, jed.smith@email.com
Felicia Rodriguez, f.rodriguez@whatever.com
Jay Gambini, j.gambini@something.com

XYZ Company
Norris Jones, n.jones@mymail.com
Heather Poulis, heather.poulis@anything.com

etc.

You could, however, create a report that lists the primary org and then specific member
information, and sort it by org; the only difference is that it would repeat the company name
for each member, like:

ABC Company
Jed Smith, jed.smith@email.com
ABC Company
Felicia Rodriguez, f.rodriguez@whatever.com
ABC Company
Jay Gambini, j.gambini@something.com
XYZ Company
Norris Jones, n.jones@mymail.com
XYZ Company
Heather Poulis, heather.poulis@anything.com



