You have to have been granted administrative access to utilize these tools. If you’re not an
administrator, these are not the right instructions for you.

How to create custom searches in the administrative screens.

Member list

1. Go to the Contacts OR the Members tab in the administrative screen. Either area will allow you to
create a custom/advanced search and you’ll do so in the same way on either tab as well. Export options
are slightly different in each tab. Only with use/experience will you be able to determine which you
prefer.

2. Click on Add Criteria.

AN




A window listing criteria for you to choose from will appear

Organization ) Receiving emails disabled
First name Email preferences

Last name Hotes.

Address Contact properties
Address Line 2 Creation date

iy Last login date

state Profile last updated

Zip Code Current balance

e-ail Subscription source

Emal delivery

. Check the box next to your chosen criteria

Home Phone Number
2 Moile Phone Number
Garden Club Name
Club cirde
District

Add search criteria
() committee
(1) Do not send

Membership related

() Group participation & Membership level
[ Member status
() Member since
() Allow to show in directory
[ Renewal due
() Renewal date last changed
() Level last changed

[ Role
Events related
() Event registrations count () Checkin count
(] At least cne event registration status [ Checkin status for specific

conc

3. For this search example Garden Club Name and Membership Level have been chosen. Next, further
define your criteria. Tell the program if you want to match any of the criteria or all of it. Any will result in
the display of any member of the specified club and any life members. Choosing all will result in the
display of only members of the Jacksonville Garden Club who are also Life members. Hit Search when
your through adding and defining criteria.

Dashboard Contacts Website Events Members Donations Finances Emails  Settings 0 Account @ Public view .

WildApricot

plrrimeily ity
(=] %

&0

Support _ Knawledge Community
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Contacts - Advanced search

Simple search Advanced search Saved searches

Match [all v W§ghe following criteria Select saved search.. M dh Add criteria [ Clear all

Garden Club Nag [Jacksonville v Remove

~ v

Membership level (O Affiliate Membership Remove
® Life Member
 single - Individual Membership
) Spouse of Member

Save search as: | || save

Records found: 13

Contact Membership Events Donations Balance
CHOPSKIE, NAN Life Member $0.00

nan.chopskie@gmail.com, 26682537

CLEMENT, ALINE Life Member $0.00
alineoclement@comcast.net, 2668254 -



