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Overview 
 

This article walks through the steps to create a giving history report.  This particular report is year-by-year, but you could just as well filter yours 

month-by-month, week-by-week, etc. 

 

This article is primarily for nonprofit customers, but political customers can use this same technique to create filtered columns by election, date 

range, event, among other things. 

 

 

Tip: If you prefer a video walk-through, click here. 

 

 

http://www.trailblz.com/kb
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=aACc5KiWReQYlM&tbnid=W5IECPDboZQP1M:&ved=0CAUQjRw&url=http://www.us-cert.gov/&ei=tbV7UsvQEPPnsATW8IGYBw&psig=AFQjCNHIPoVaSNP2q1LzmE9cF9ItiXfFqw&ust=1383925536085878
https://www.youtube.com/watch?v=JAWAtubEcDU
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Steps  
 

Navigate to your Contacts (Voters/Donors) list. 
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Run your search query, then click the [Format] drop-down, and select Columns.  In my example I searched for all individual donors in the database, 

which populated 1,412 records. 
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Scroll down the right-hand list of columns and check the ‘ContributionTotalUser’ column(s).  Check as many columns as you want to filter by i.e. if I 

was going to filter by 6 years, which I do in this example, I would check all six of the boxes. 
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Navigate to the Format tab, and click the first ‘Filter’ hyperlink to begin filtering that virtual contribution column. 
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Enter the date range you want to filter by, and click [OK].  In this example I filtered by the last 6 years, so I started with 1/1/2010 - 12/31/2010. 
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Repeat these steps for each of the ‘filter’ hyperlinks.  Once you complete that, you’ll want to double-click in each of the ‘Heading’ cells to rename 

those column headers.  My example is below. 
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Click [OK] to add those columns into the grid.  By default they will display on the far right, you’ll need to click [Search] to refresh the values with 

the correct counts.  My example is below. 
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If the report is formatted the way you prefer then you’ll want to save it for future use, so you or other database users don’t have to rebuild it each 

time. 

 

Click the Format drop-down and select Save As... 

 

http://www.trailblz.com/kb
http://www.trailblz.com/kb/?action=view&kb=33&cat=1
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Create a relevant name for the format and click [Save].  I called mine “Giving History (Year x Year 2011 – 2015)”. 

 

 
 

This completes the steps. 

 

If you need to load up the saved format you created, or assign it as a default, you can do that here: 
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If you need to print or export the report you can do that here: 
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Here’s an example screenshot of the last page of my finished report: 
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The related resources below link to many other relevant articles/videos, that will help teach you how to fully utilize the formatting tools in your 

database. 
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Related Resources 
 

Article: Creating and Saving Default Formats for Reporting with the Grid 

Article: Add Attributes, Attribute Dates, and Attribute Notes to the Grid by Formatting them in as Columns 

Article: Creating Formats for Custom Views and Editing of Your Data 

Article: Creating Formats 

Article: Walk List – Selectable Format 

Video: Filtered Contribution Columns in Format 

Video: Filter Using New Date Controls 

Video: Attributes – Add attribute dates and notes to your list 

 

 

 

 

 

 

Trail Blazer Live Support 

http://www.trailblz.com/kb
http://trailblz.com/kb/?action=view&kb=272&cat=1
http://trailblz.com/kb/?action=view&kb=271&cat=1
http://trailblz.com/kb/?action=view&kb=50&cat=1
http://trailblz.com/kb/?action=view&kb=33&cat=1
http://trailblz.com/kb/?action=view&kb=192&cat=1
https://www.youtube.com/watch?v=JAWAtubEcDU
https://www.youtube.com/watch?v=DcdB1BKOF7A
https://www.youtube.com/watch?v=S16BGqO6HvM
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  Phone:  1-866-909-8700 

   Email:  support@trailblz.com 

   Facebook: https://www.facebook.com/pages/Trail-Blazer-Software/64872951180 

   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. 

 

http://www.trailblz.com/kb
mailto:support@trailblz.com
https://www.facebook.com/pages/Trail-Blazer-Software/64872951180
https://twitter.com/trailblazersoft
http://trailblz.com/Support/Learning/Events.aspx
http://www.joingotomeeting.com/
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=OWWX4dkzm0Ht9M&tbnid=fvnmGEIR8WcqlM:&ved=0CAUQjRw&url=http://sisyphus-js.herokuapp.com/&ei=8c93UqrcFYj_qgHr4oGADw&psig=AFQjCNEn8KDSLHIodKJmcApCrvnIZvl23g&ust=1383670048026187

