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Start with Report/Export at the top of the screen.  Choose “Standard Exports.” 
Complete the criteria screen.  For the most part you will select Category = Groups.  
Then, select what you need from the Query pull-down menu.  
In the “Query Section,” make sure “remember this query” is not selected.

In the “Export as Section,” use defaults (Transactions; not selected; Export as Tab Delimited).
In the “Display Results Section,” choose Excel File-Download
.  Then, click on Submit.

From the next screen, choose Open with Excel and click okay.  This will bring the exported information to your screen.  Edit if necessary.  Save with appropriate file name in an appropriate directory.  This list may be used for many purposes, and still has the ability to be merged with a template created in Word or e-Tapestry.
When using the “Groups” queries, changes won’t be necessary in the criteria.  At times, however, there may be queries that will need to be edited before being merged.  For example, if you are searching for a city, you would choose Category = Locale, Query = By City.  Now, select “Edit Criteria” beneath Query and change whatever was last used (and therefore saved) to designate the city you need.

�  If you want to display results on screen first, you can send the report to Excel from that screen by moving to the very bottom left of the report.  Select Export File Excel Download from the pull down menu and click Download.  
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