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STEP 1

Click on Relationships

Te) MyArea N
E5 Relationships >
&% Communication >
$ Revenue >
/2 Legislation >
-i- Events >
[E Training >

% Settings and Configuration >

STEP 2
Click on Reports

=2 Relationships -

' People >
fii Organizations

“ Committees

* Groups

E Reports

2 Terms

4% Communication N
$ Revenue N
/. Legislation >
£ -

& Engagifii -


https://xsba.engagifii.com/

STEP 3

Here are the two types of Last Action Report available - for People and
Organizations.

0 Crescerance Admin

# Home /| E§ Relationships / [ Reponts

of 2 Records < > =

@ Reports Page [1/1]

Search Report Q

This report lists organization records updated or not updated within a selected time range. Updates are tracked for Name, Tag(s), Profile Picture, Basic Information, and any Custom Fields.
Updates are not tracked for key contacts, people added or related organizations.

@ Last Updated Report - Organizations

Last Updated Report - People
This report lists people records updated or not updated within a selected time range. Updates are tracked for Name, Is Instructor, Tag(s), Profile Picture, Basic Information, and any Custom
Fields. Updates are not tracked for invitation status, roles & registrations.
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STEP 4

Click on Last Updated Report - Organizations

ships

ple
anizations
nmittees
ups

orts

ms

lrication

STEP 5

# Home / B8 Relationships [E Reports

=) Reports

Search Report Q

This report lists organization records updated or not updated within a select
Updates are not tracked for key contacts, people added or related organizati

@ [Last Updated Report - Orqanizations]

This report lists people records updated or not updated within a selected tin
Fields. Updates are not tracked for invitation status, roles & registrations.

@ Last Updated Report - People

Click on Select to create your report parameters

& Engagifii

4 of 16



STEP 6
Click on Updated

(|

STEP 7

Click on Select date range

«d within a selected time range. Updates are tracked for Name, Tag(s), Profile Picture, Basic Information, a

'ople added or related organizations.

Time Range

Within v [ Select date range v ]
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STEP 8

Click on Show Results when finished making selections
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STEP 9

Check the box to Select All and then click the Request Update to send a mass
request to update email.

rs Last Updated Report - Organizations
This report lists organization records updated or not updated within a selected time range. Updates are tracked for Name, Tag(s), Profile Picture, Basic information, and any Custom Fields. Updates are not tracked for key contacts,

people added or related organizations.

Updated/Not Updated

Display Records: Mot Updated

5 @ All Organizations et upgored wite

@ Search Organization a
~ o Southwest High School

o Okefenokee High School

= . Fairland Disirict School District
o Ocanee High School

o] o Kings Sehoal District

° Middle Georgia High School
=3 o Metra High School

@ Chattahoochee Town

@ O Coastal Plains High School

o Lebanon City School District

®

g

®

Q

®

& Engagifii

- Within

Search Member Org Lead

Time Range

Last 90 days

Page[i/6] [10 ] ofS7Records <> K T F v

Organization Type

Member Organization

Member Grganization

Member Crganization

Member Grganization

Member Organization

Member Organization

Member Crganization

Member Grganization

Member Organization

Member Organization

% Last Updated (D Search Tag Q

Dec 07,2021
at10:10 PM

Dec 07,2021
at 11:15PM

Dec 07,2021
at11:15PM

Dec 07, 2021
at11:15PM

Dec 07,2021
at11:15 PM

Dec 07,2021
at 11:15PM

Dec 07,2021
at11:15PM

Dec 08,2021 O' Regi
at 6:43 PM [ reaen
Dec 08,2021
g f
at 6:49 PM OO“LD Region

May 11,2022
al 514 PM

Status

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Action

Request Update

Request Update

Request Update

Request Update

Request Update

Request Update

Request Update

Request Update

Request Update

uest Update
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STEP 10

Or click on Request Update to send an email requesting the organization
contact to request an individual update.

Page [1/5] of 48Records < > X Y f v

pe % Last Updated ®© Action

N -
-
B
——tae Aug 23, 2022 Lo

STEP 11

Select email sending options (now or later) and then either Preview Email or
Finish

(_D SCHEDULE - Select when to send the email v

Sending Options
@ Send Now O Send Later

Preview Email

Cancel _ ‘Send Request
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STEP 12

Click on Send Request when finished

STEP 13

Select All to export a report and click on Select all

£5% = QTP 19, LULH)

ch Member Org Lead

& Engagifii

Paneapanear s g

10/57 are selected. Select all 57.

Organization Type

Member Organization

Member Organization

Member Organization

Member Organization

Member Organization

Member Organization

# Last Updated © Search Tag

Dec 07, 2021
at 10:10 PM

Dec 07, 2021
at11:15PM

Dec 07, 2021
at 11:15PM

Dec 07, 2021
at11:15PM

Dec 07, 2021
at11:15PM

Dec 07, 2021
at11:15PM
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STEP 14

Click on Select all to make sure all are included in the export

£ = JEP 19, LULH)

ch Member Org Lead

STEP 15

Click on wrench icon to open the settings

€% - QB 19, LULH)

ch Member Org Lead

& Engagifii

10/57 are selecledl Select all 57.

Organization Type

Member Organization

Member Organization

Member Organization

Member Organization

Member Organization

Member Organization

# Last Updated © Search Tag

Dec 07, 2021
at 10:10 PM

Dec 07, 2021
at11:15PM

Dec 07,2021
at11:15PM

Dec 07,2021
at11:15PM

Dec 07, 2021
at11:15PM

Dec 07, 2021
at11:15 PM

U v

10/57 are selected. Select all 57.

Organization Type

Member Organization

Member Organization

Member Organization

Member Organization

Member Organization

Member Organization

# Last Updated ©® Search Tag

Dec 07, 2021
at 10:10 PM

Dec 07, 2021
at 11:15PM

Dec 07, 2021
at11:15 PM

Dec 07, 2021
at11:15 PM

Dec 07,2021
at 11:15 PM

Dec 07, 2021
at11:15 PM
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STEP 16
Click on Export (XX Selected)

24 - Sep 13, 2024)

neyucst vpuale

All 57 are selected. Clear Selection

ch Member Org Lead Q Organization Type

Member Organization

Member Organization

Member Organization

Member Organization

Member Organization

Member Organization

STEP 17

A pop up will open for you to select your fields for the export report

[ Export For Last upated Organization Report (19 Selected)

£ Last Updated @ Search Tag

Dec 07, 2021
at 10:10 PM

Dec 07,2021
at 11:15PM

Dec 07,2021
at 11:15PM

Dec 07,2021
at 11:15PM

Dec 07, 2021
at11:15PM

Dec 07, 2021
at11:15PM

X

{3 The left column presents all available fields for inclusion in the export. Drag fields from the left to the right 1o include them in the export. Additionally, utiize the buttons on the right

10 adjust the sequence of fields in your expart

Template

Select Template
Search in Available Fields
Added General
Last Updated Genersi
Name General
Organization Type General
Status General

Tags General

& Engagifii

Selected Fields

Organization Lead General

Update Template | | Save as New Template | RS EDCIIEEEEITY

Fe
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STEP 18

Select a previously created template (if available)

[ Export For Last upated Ol ization Report (19

D The left column presents all available fields for inclusion in the export. Drag fields from the left to the right to include them in the export. Additionally, utilize the buttons on the right
10 adjust the sequence of fields in your export.

‘emplate
Select Template v

Search n Available Fields (s) ‘ | Selected Fields
»

Added General Organization Lead General
Last Updated General Name General
Organization Type General

Status General

Tags General

Update Template | | Save as New Template ‘ «8 Download File

STEP 19

Begin typing field criteria and drag over to right box

[7 Export For Last upated Organization Report (19 Selected)

to adjust the sequence of fields in your export.

Template

Select Template

Added General

>
Last Updated General
Organization Type General <
Status General

«

Tags General

& Engagifii

) The left column presents all available fields for inclusion in the export. Drag fields from the left to the riy

[ Search in Available Fields Q ] (5 Selected Fi
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STEP 20

Drag highlighted option

STEP 21

[ Export For Last upated Organization Report (19 Selected)

The left column presents all available fields for inclusion in the export. Drag fields from the left to the right to include them

to adjust the sequence of felds in your export.
Template

Select Template

Selected Fields

Added ] Organization Lead General

Organization Type General Name General
Status Genenal Last Updated General

Tags General

Update Template | | Save as New Template

*

in the export. Additionally, utiize the buttons on the right

«@ Download File

Click on Download File when finished making selections

Save as New Template

& Engagifii

‘ xJ Download File \
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STEP 22

Your report is being generated and will be available in My Area / My
Downloadss

[ Export For Last upated Organization Report (57
Organizations selected) X

Your file is being prepared. When the file is ready, it will be available under your My Area ->
Downloads in Engagifii.

STEP 23

Click on My Area

e My Area >

== Relationships y Last Updated Report - Organizations

This report lists organization records updated or not updated 1

] # Home / B Relationships / [B Reports / [B1 Report Detail

Custom Fields. Updates are not tracked for key contacts, peop

%85 People >
Updated/Not Updated

.y L

i Organizations Display Records: Not Updated o s

' Committees

Groups ki

i up s} @ All Organizations (wot updated since Jan 01, 2023)

’E Reports

& Terms

4 Search Organization Q Search Mem|

*
P Communication >
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STEP 24
Click on My

ra
.
[t

Downloads

My Area

# Home ' B Relationships la Reports E Report Detail

& My Downloads

|

STEP 25

% My Favorites
I My Organizations
& My Transactions
B Registrations

9 Requests

Relationships

Communication

Click on your report

My Area

e

© B *

w2

My Downloads

My Favorites

My Organizations

My Transactions

Registrations

Requests

Relationships

& Engagifii

Custom Fields. Updates are not tracked for key contacts, peop

Display Records:

Last Updated Report - Organizations

This report lists organization records updated or not updated \

Updated/Not Updated
Not Updated

o @ All Organizations (ot updated since Jan 01, 2023)

™ Search Organization Q
_
T OMUINE %, NIy AlEd | sl VY UUWINUAUS

©
©

My Downloads

The files will be automatically deleted in

Search Downloads

Search Mem|

&: ° Last Updated Organization Rep

ﬁ ® Last Updated All People from 0
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