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STEP 1

Click on Relationships and then Groups Management
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STEP 2

Click on Group you wish to export

ome /| B8 Relationships / g Groups Management

@ Groups List
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Evans, James
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STEP 3

Check the people individually or you can select all by checking the top box.

{'} Communication >
e Criteria Definition People in Group (4)
& Library >
o @ People In Group
$ Revenue >
“ | Search People Q
/> Legislation >
'i' Events , 0 Danvers, Carol
£ Accreditation > 0O 0 Evans, James
£  Settings and Configuration > O 0 Jackson, Patty
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STEP 4
Click on the wrench icon
~
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STEP 5

Click on Export. You will see the number of people selected in the exportin
parenthesis.

Page[1/1] |10 ~| of4Records ¢ > XY Ff~

1= Sort >
[ [ Export (4 Selected) ]
Organization & Send Email (4) > s
# List Columns >
tic North School e Mel
ic NorthWest School District Board Member Me

STEP 6

A pop up box appears, allowing you to select the fields you want on your
download.

[ Export People in Board Members Group (4 Selected)

' Left column lists al fields available to include in the export. Drag fields fram the left 1o the right to include them on the export. Also use the box on the right to change the sequence
of felds in your export.

Template

Select Template

Selected Fields
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STEP 7

You have the ability to select existing export templates, or you can create a

new template.

of fields in your export.

Template

Select Template

[Basic Information Export|

Simple Export

Email Address Basic Information

First Name

Full Name

STEP 8

You can drag and drop fields to manually create your export.

[ Export People in Board Members Group (4 Selected) *

{J Left column lists all fields available to include in the export. Drag fields from the left to the right te include them on the export. Also use the box on the right to change the sequence
of fields in your export.

Template

Selected Fields

Email Address Basic Information
Primary Member Organization

Phone Number Basie information
Roles

Positions (Current)
Status

Primary Email
Tags

Primary Phone

Update Template l ‘ Save as New Template ‘ 1] Download File
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STEP 9

Click on Download File once you have finished with the selections.

Save as New Template [ x3 Download File ]

STEP 10

Go to My Area and then My Downloads to access your exported file.
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STEP 11

Click on 3 dots and Download to get your exported file.

Favorites o My Downloads

The files will be automatically deleted in 7 days
Downloads 1]

Search Downloads
|uests >

@ B: * BoardMembers_Mar-28-2024_2-48-48PM
listrations >
@ Clear

Message Center > [ 3 Download
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