[bookmark: _Toc112331756]Exporting/Downloading Reports
Reports can be exported in Excel format. To export a report-
1. Open the report that you want to download/export.
2. Click on the arrow at the top right of the window and select “Export”.
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3. Choose if you want a formatted report or the report details only.  Choose report details only if you are planning to sort the information more when you open it in Excel.  
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4. Click Export, and a download will launch.  You can find the report in your downloads folder. 
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[bookmark: _Toc112331757]Additional Training on Reports and Creating a Custom Report
Creating (and customizing) reports requires a deeper knowledge of Salesforce, and the way it works on the back end.  This knowledge is not necessary to use the software, and if you would like a report that doesn’t appear to be built already, please contact ITNAmerica.  We may be able to build the report for you if it is something that would benefit other communities as well.
If you would like to be able to build custom reports, we suggest exploring the Trailhead training system for Salesforce, which is free and available to the public.  This training can help you learn more about the inner workings and organization of the Salesforce software and gain the competencies needed to build reports. 
The link below takes you to a specific training on using reports, one of many different trainings available on Salesforce’s education platform.  
https://trailhead.salesforce.com/en/content/learn/modules/lex_implementation_reports_dashboards/lex_implementation_reports_dashboards_using_report_builder
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Report: Contacts & Accounts

All Contacts email list a rjle v
All contacts with an email address, whose Membership Status does not equal Closed. .
Total Records => Export
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FirstName [~ LastName [v| ContactType | Email ~| Physical Street 7| Physical City (v Physical Zip/Postal Code [~
1 | Morgan Jameson - Trainer  Staff (TN/TTR/ITNG) morganjameson@itnamericaorginvalid | 17 Point West 8lvd St Charles 63301 Pooja Patil
2 | James Edwards Rider jedwards@gmail.com 3053 Lyme Street St. Charles 63301 Morgan Jameson -
3 | Mary Bailey Rider cake@iceitbakery.com 12 Tupelo Circle St Charles 63301 Morgan Jameson
4 | 10is Hall Volunteer Driver loish@gmail.com 2329 Eagle Pine Drive | St Charles 63303 Morgan Jameson
5 | Harold Marr Volunteer Driver haroldm@gmail.com 3242 Ipswich Lane St Charles 63301 ITAdmin ITNAmerica
6 | Quentin Hossain Paid Driver; Staff (TN/TTR/ITNG)  azeitonas7@msn.com - - - Presence Admin
7 | Nancy Deshaies 8oard Member; Donor deshaies243@gmail.com - - - Presence Admin
8 | Freddy Fundraiser Donor; Media freddyfundraiser@gmail.com - - - Presence Admin
9 | charles Hossain Donor charleshosszin@gmail.com - - - Presence Admin
10 | cindy TestRider Rider testrider@gmail.comnope 2360 Chemin Ave  SaintCharles 63301 Presence Admin

11 |Bob Smith Emergency Contact testec@gmail.com - - - ITAdmin ITNAmerica
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Formatted Report

Export the report, including
the report header, groupings,
and filter settings.

Details Only

Export only the detail rows.
Use this to do further
calculations or for uploading
toother systems.
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