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Overview

Roughly a month ago a new update of the software went out which included some significant changes to the way you create formats, save them,
and most importantly you can now assign them as a default for either yourself or all database users. This saves you the hassle of reloading a
format each time you open a new search window.

NOTE: Formats are still specific to the list they’re created in i.e. Voters/Donors, Contributions, Email Campaigns, Event Attendees, Etc.

« Tips: Read a blog post on the same topic for a more succinct walkthrough.
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Steps

Navigate to the list you want to create a format in, in this example | used my Contacts (Voter/Donor) list.

&) Help

Application Menu s

Elzad

Tazks

- § Calendar/Tasks
=By Contact

-.[ef Contacts s=—

-[8[] Cortact Relationshing
(-4 Contributions/Pledges
-+ Product Sales

i-<_> Logs

|- Communications

1-¢ik Financial

g System Manager

=l....[%]

Click on the Format drop-down menu on the list tool strip.
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<3 Search . Reset | New |[3|E = | ) oF @ | File - Edit - | ) | SgInclude Other | Contacts |
Q

Favortes | General | Address | Household | Attribute | Canvass | Contribute | Pledge | Event | Log | Admin | SaL |

Name | Phone | E-Mail | Email Links | Profile | Work | Demographics | User, Text | User, Dates | User, Decimal | Other |

@ I

[ Individual Last Mame: +  Prior Last Name:

Caorporation First'Org Name: - Title:
Middle Name: - Suffix

Foundation

Mickname:

Select Columns.
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R Sort [ER Format ~ |Ba Export & Print || Detail |m Surmmary [D E | Pivot |

=System Format>

Columns...

Select other...

-. B s | Add or remove columns, apply formatting, or specify columnn attributes.

Save As...

Assign as default...

The options you have in the Column Selection window are listed below in three separate images with descriptions for each tab.

Columns
- Select which columns display in your grid by checking/unchecking the boxes in the column on the right.
- Select Joined Tables in the lower-left to pull in information from other tables in the database i.e. Households, Addresses, User, etc.
- Use the buttons on the right to perform tasks such as Select All, Clear All, and Show Selected.
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%) Column Selection

Columns Iia ;esl Format

Table Calumns [Contacts]

% LddressCount
AddressCountCurrent

AddressDefaultDisplaylD
LddressEffectivellate
AddressFlagCount/DefaultDisplay
AddressFlagCount/Former
AddressFlagCount/Mailing
AddressFlagCount/MainHome
Joined Tab LddressFlagCount/Mainork
! . [} Nation LddressFlagCount/OtherHome
. Precinct Address FlagCount/Other\wiork
@ Address [Maling] ﬁddressFIa.g{CDurrb'F{eglstrahon
{7 Address [Registration] AddressMailinglD
ﬁ Address [Work] ﬁddressl"ﬂ'la!nHDmelD
ﬁ Housshold AddressMainlarkiD
ﬁ State Occupation Type MdressHeglgtratmnlD
AdHocDateTime1

/

/

Progress 7

II

@ ok

l ’@ Cancel 1

Choose from the different Joined Tables
in order to pull in columns from those tables in the
database i.e. Households, User, Address, etc.
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- Select All

- Clear All

- Show Selected Only
- Magnify the window

Check or uncheck
the different boxes in
the Columns list to
add or remove

them from the grid.
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Attributes
- You can add the Attribute Values, Dates, and Note fields into the grid as columns from this tab.
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@ Column Selection

Attributes | Format
Attributes

|~
[T
[m—]

L
B
=
(=]
)

Membership Level
Mot (Hide/Archive Record)
Please select your email preferences
Select A SINGLE Rider to Donate Towards
Source
Volunteer
"Bl Achiving
5§ Communications
~Ef Event Planning / Setup
58 Event Registration
~Ef Misc. Office - Mailing. Packaging Bic.
B Newsletters

| EREEEEROOCODOE

¥ EEEEEFOCODOE

=== = = = OO

Check the boxes in the Setting, Date,
and Note fields as columns into
the grid. (Very useful for political

campaigns WRevAES G BASEIR@WNBIKIz.com/kb 7
list questions as attributes.)
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Format
- Change the column title under the Header column.
- Quickly remove certain columns by unchecking them under the Visible column.
- Choose which columns are frozen under the Frozen tab.
- Choose which columns are updateable under the Updateable column.
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Choose which columns are
updateable in the grid view by
checking the corresponding boxes
Change the column header by double-clicking in the green column in the 'Updateable’ column.
and overwriting the values.

<@ EE R R[] E

L]

Quickly remove certain columnSN EPCHASE wuwttailbiz.comde o remain

unchecking them under the Visible frozen in the grid view.
column
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These are the options that you have within the Column Selection window, once you’ve configured the format you can click [OK] to update the grid.

£) Column Selection

Columns |.Pttribt.rt&a | Fonnat|

Table Columns [Contacts]
% Contactld

DefaultDisplayAddress Type

Email&ddress

Employer

Firsthame

Include

Lasthame

MiddleMame

Joined Tables Phone. Bus
E EI"@ Contacts Phone_Cell

@ User Phone_Home

) Address [Default Display] Title

Elﬁ Address [Home]

-fEF) Address [Mailing]
.F Addrses [Ranistrstinn]
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Once you have a format that you’re satisfied with you’ll need to save it before you can assign it as a system default.

Click the Format drop-down button, and select Save as....

e % Exclude B Sort [ Format - |D& Export %Print |Detai.l (] Summary D] B |P'wut |

<System Format:=

@ Columns...
Last Fi Select other... Jip H
Tile MName M E City State Code
m
g SaveAs..

B Assign as default...

Save the current format under a specified name

Give the format a recognizable name, and click [Save].
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Create a recognizable name.

FEF Contrib Amt w contacdt info
@ Household Contributions

B Test 1

@test with updateable fields

After you’ve saved your format, you can then set is as a default for either you specifically OR for all other users of the database.

Click the Format drop-down button, and select Assign as Default...
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% Exclude | Sort |EF) Format ~|| &% Export 2 Print || Detail |[@ Summary (][] = |[E] Pivot I

earch criteria above, th 4/24/2015 UAK) Format
B Columns..
= @ Select other... - Bus Phone

|@ Assign as default... |
Assign a default format to be used when displaying informaticn in this grid

This will bring up another screen which gives you two options:
- This format is used as my personal default.
- This format is used as the global default, affecting all users.
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Options when assigning your format.

Assign Format Default @

Format: 4/24/2015 (JAK) Format #1 - Aftribute Info

[| This format is used as my personal defzult. \

[] This format is used as the global default, affecting all users.

[@ ok ][ cancel ||f Name of current
format that's in
the grid.

(In my example | chose to set it is as a personal format.)

Click [OK] to finish.

Assign Format Default

Format: 4/24/2015 (JAK) Format #1 - Attribute Info

This format is used as my personal default.

[] This format is used as the global default, affecting all users.

You’re now finished with this process. Take a look at related resources below for links to other articles, and videos, and feel free to call/email our
support line if any questions come up going through these steps.
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Trail Blazer

- YouTube Channel
- Knowledge Base Articles
- 3rd Party Resources

Related Resources

Article: Blog Post on New Formatting Changes

Article: Creating Formats
Article: Household Export
Video: Filtered Contribution Columns in the Format
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Video: Reporting 102 — Quick Reports and Export

Trail Blazer Live Support

© Phone: 1-866-909-8700
® Email: support@trailblz.com

Kl Facebook: https://www.facebook.com/pages/Trail-Blazer-Software/64872951180
B Twitter: https://twitter.com/trailblazersoft

* As a policy we require that you have taken our intro training class before calling or emailing our live support team.
Click here to view our calendar for upcoming classes and events feel free to sign up other members on your team for the same training.

* After registering you’ll receive a confirmation email with the instructions for how to log into the GoToMeeting session where we host our live
interactive trainings.

* This service is included in your contract.
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