How to Run the Library Donor Report and Export to Excel
1. Open Raiser’s Edge and go to Home Page and select from your Favorites:

a. Lib – Library Giving by Campaign and Constituency for LLC

2. Once the report has run, select Export from the top of the page:
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b. This screen will appear – select Format – Excel 8.0 (XLS) (Extended) and then select Destination = Application
c. Click OK
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d. This screen will appear – change format to tabular and select OK
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The report will automatically open in Excel.

3. Go to Tools – Macro -- Macros – Select LibraryReport and Run
a. This will format the spreadsheet and put in totals

Please note – I created the macro on the report as it was run today so the total column may have to be updated as you add donors. 

Just sum the total column by the row.  The sum button is located at the top of the page. [image: image4.png]L8
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Place your cursor where you would like the sum to go then Click on the sum button and select the area you would like totaled and then hit enter.
You can now save the report to a folder or your desktop.  You should run the report from Raiser’s Edge every time you want an update and then do the export.  Every time you run the report it will update your information.
