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These instructions will be more abbreviated under the 
assumption you have created the previous series of 
reports. Also, note that this report used in the 
workshop used a small database – you may find that it 
will not work in a larger database. 

A LYBNT & SYBNT report is now included in the new 
template, you may want to try it first. Finally, a second 
recipe variation will be provided in an additional 
Powerpoint.

Start by creating a new custom report.
In the Report Wizard, select ‘Accounts
& Contacts’ and ‘Accounts’.
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Step 1 - Select Matrix report. Next.
Step 2 – Set Row Headings to subtotal by ‘Account 
Name’. Set Column Headings to subtotal by ‘Last 
Donation Date’ in ‘Ascending’ order, grouping dates 
by ‘Fiscal Year’. Next.
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Step 3 - Sum by ‘Record Count’. Next.
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Step 4 – Deselect All Columns. Select: ‘Account Name’, 
‘Last Donation Date’, ‘Last Donation Amount’ and 
‘Membership Status’. In this example, address fields 
were also selected for the report. Next.
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Step 5 – Organize the columns in the order shown. 
Next.
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Step 6 – Set the View to ‘All Accounts’, Columns to ‘Last 
Donation Date’ and Duration to ‘Custom’ while leaving the 
dates blank. These dates can be adjusted in future versions of 
the report to create exclusive LYBNT, SYBNT and any other 
desired time ranges. Next.
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Step 7, set Chart Type to ‘Vertical Column –
Stacked’, Y-Axis to ‘Record Count’, X-Axis 
to ‘Last Donation Date’ and Groupings to 
‘Account Name’. 
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Step 7 Cont’d.- In the Chart Colors and 
Presentations section, the chart size was set to 
‘Medium’ and the box ‘Show Axis Labels’
checked. All other fields were the default 
selections. Be sure to input a new, unique 
Chart Title. Run Report. © 2009 Acorn Nonprofit Solutions
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The Generated report sums up the last donation date 
count by fiscal year by account. The other columns 
provide additional information beyond that needed for 
the chart to demonstrate that variations of this report 
including contact name and address could be used to 
create mail merge fields for targeted solicitation’s for 
donor member retention campaigns. 
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Additional adjustments to this report can improve the 
chart. The data can also be exported to Excel which has 
a broader range of chart types and chart features.
Be sure to save the report with a unique name.
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