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How to do Basic Reporting

If you are interested in knowing how many prospects, suites, residents, or anything else you
have in your community, there is no need to print a full report. A simple change to your tab’s
“view” can show you this. In this example | would like to know how many Residents are present

in the building.
Contacts and Influencers Reports  Marketing Events RICEGELIER My Community
' -L\_, | AN | Edit| Delete | Create Mew view

Hew Resident Change Owner
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A& B C DE

[T Action First Hame Last Hame + Resident ID Primary Residi
[T Edit|Del Dr Jahn Adams E-10081
r Edit| Del Jonathan Adams R-12700
[T Edit|Del Elaine Adams F-12701
™ Edit|Del Jil Adams F-12831
™ Edit|Del Dan Adams F-12832
™ Edit|Del Jahn Adams F-13089
[T Edit|Del Elaine Adams F-130490
™ Edit|Del Jahn Adams F-14185
[T Edit|Del Elaine Adams F-14186
[T Edit|Del Scott Aghey F-14420
[T Edit|Del Bill Alan F-12838
[T Edit|Del Rita Alan F-12839
r Edit| Del Paul Alcarn R-12942
[ Edit| Del  Marmy Alcarn F-12943
[T Edit|Del Carmen Altoft F-14481
[T Edit|Del Mildred Amlin F-11009
[T Edit|Del Mildred Amlin E-11040
r Edit| Del  Julie Andrews F-10233
r Edit| Del Bernice Anklevich F-10967
r Edit| Del Leanard Ansel F-10034
™ Edit|Del Jahn Archibald F-144832
r Edit| Del  Ally Armstrong F-11632
[T Edit|Del Bill Ashstone F-12850
r Edit| Del Robherta Ashstone F-12951
r Edit| Del  hyron Assayo F-10134
r Edit| Del  hyron Assayo F-10344
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Now | know that | don’t have 329 Residents in the building, so this will require more filtering to
be done.

Click Create New View at the top of the page.

Save | Save As || Delete | Cancel
Step 1. Enter View Name
View Hame: IIGTA Current
View Unique Hame: IIGTA Current i

Hamespace Prefix iar

Created By: Larry Wieskopf, 9r28/2012 1:26 PM  Modified By: Latry Wieskapf, 9r28/2012 1:27 P

Step 2. Specify Filter Criteria

Filter By Owner:
& a4l Residents
. hy Residents

Filter By Additional Fields {Optional):

Field Operator Value

|C|:|mmunity j ||:|:|ntains j |GT/—'~. AND
|Status j |ec:|ua|s j |Present 2 amD
|—N|:|ne— j |—N0ne— j | AND
|—N|:|ne— j |—N0ne— j | AMD
|—N|:|ne— j |—Nune— j |

Add Filter Logic...

Step 3. Select Fields to Display

Available Fielids Selected Fields
L= LITarye RE=ILETI T~ . N
Effective Date J Riesident|D
Email

LastMame
Suite
Move in Date

Ewvacuation Status

Expected Admission Date

Ext J Addd
Furniture Artives ]
Gender 4

«rshmg

Your View Name should describe the type of filters you want. In this case, this view will only
show me residents present in the building so | named it “GTA Current”.
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The filter criteria should be as follows. The Owner should be All Residents. In the Field section,
use the drop down list to add a filter for any specific field on the Resident tab. In this example
the Community | want to see the Residents for will contain the letters GTA.

Save || Save As | Delete | Cancel
Step 1. Enter View Name
View Hame: IIGTA Current
View Unique Hame: IIGTA Current i

Hamespace Prefix iar

Created By:  LarnywWieskopf, 9/2802012 1:26 PM - Modified By:  LarnyWieskopf, 928/2012 1:27 P

Step 2. Specify Filter Criteria

Filter By Owner:
& all Residents
o by Residents

Filter By Additional Fields {Optional):

Field Operator Value

|C|:|mmunity j |cuntains j |GTA

|Status j |equals j |Present %l AND
|—N|:|ne— j |—Nune— j | AND
|—N|:|ne— j I—NU”E_ ﬂ I AND
|—N|:|ne— j |—N0ne— j |

Add Filter Logic...

Step 3. Select Fields to Display

Available Fields Selected Fields
LM LrltllL_.]H P ESTLIETIT ~ N -
Effectrve Date —I ResidentlD
Email Last Name s
Evacuation Status Suite =
Expected Admission Date M inD —
Ext J Add owve in Date Up
Fumiture Arrives s =~
Gender p -

The Status should be the next one filled out for this example. Certain fields bring up the
magnifying glass which is necessary in order for the filter to work. Click it and make Status equal
Present, because all persons in the building are automatically listed with a Status of Present.
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The next section deals with which fields should be columns on your view. Select available fields
and click Add. The Resident ID should be first as this is the clickable link to the Resident’s
profile. Ideal would be the first and last name as well as the suite. If this is a private view that

you would not like to share with other users, check ® Visible only to me. Click Save.

The view is now loaded with the proper filters and | can glance to see that | have 24 Residents
currently in this community.

’-t: | GTA Current j Edit | Delete | Create Mew View

llew Resident | | Change Owner | | T) A&1BCDEFIGHIII K LMMNOPGQRSTIUWY
[ Action Resident ID + First Hame Last Hame Suite Movwe in Date Community
[T Edit| Del R-10069 Wicky Smith ol iaRetirerment - GT4
[T Edit|Del R-10081 Dr. John Adams TO6 iaRetirernent - GTA
[T Edit| Del R-10353 Joe Smith T Sa052011 iaRetirerment - GTA
[T Edit| Del R-11306 Walt Whithorne 142012 iaRetirerment - GT#A
[T Edit|Del R-11638 Adarm Silva 2naromsz iaRetirerment - GT#4
[T Edit|Del R-12768 Bill Fobe an3 5952012 iaRetirerment - GT#4
[T Edit|Del R-12834 Wilma Fitzoerald e 523202 iaRetirerment - GT4
[” Edit|Del R-12838 Suzanne Saommers 23 SI2672012 iaRetirernent - GTA
[T Edit|Del R-12945 Irene Cosway raz Gr1452011 iaRetirernent - GTA
[T Edit|Del R-12947 ictar Sa 512812012 iaRetirernent - GTA
[T Edit|Del R-13042 Rab Lang 609 503052012 iaRetirernent - GT4
[T Edit|Del R-13089 Jahn Adams rug 513072011 iaRetirement - GT4
[T Edit|Del R-13080 Elaine Adams rug 513072011 iaRetirement - GT4
[T Edit|Del R-14185 Johin Adams s a305201 iaRetirerment - GT4
[T Edit|Del R-14186 Elaine Adams s af205201 iaRetirerment - GT4
[T Edit| Del R-14187 laren Lo T06 TI24r2012 iaRetirerment - GTA
[T Edit| Del R-14240 I att Se T06 arrzn 2 iaRetirerment - GTA
[T Edit| Del R-14250 Warry Se 706 arrznlz iaRetirerment - GT#A
[T Edit|Del R-14251 Mewtan Trial 1201 Brrrz01z2 iaRetirerment - GT#4
[T Edit|Del R-14252 Drorathy Mewton 1201 Brrrz01z2 iaRetirerment - GT#4
[T Edit|Del R-14256 Mewtan Trial 1202 Brrrz01z2 iaRetirerment - GT4
[T Edit|Del R-14257 Sarah Trial 1202 Brrrz01z2 iaRetirernent - GTA
[T Edit|Del R-14B50 Yivian Margan a03 GiEr2012 iaRetirernent - GTA
[T Edit|Del R-15267 Raohbent Tze 2031 Ge2Tr2002 iaRetirernent - GTA
1-240f24 *| 0 Zelected ¥/ ™ Chat

To see more advanced reporting with two dependent variables, refer to the Advanced
Reporting Guide.



