
Setting Your Default Reports 

 

Once you have made your own copies of reports/labels/cards and other such printable items you will 

may want to change the default to this newly created copy.   

For instance below I have made a copy of the 2up Regular Membership Cards  I would like this to be the 

default when printing membership cards.  So that when I print from the roster it will automatically show 

this new card instead of the current default.   

 

 

Before Making this change you will note that the default is Regular Member Cards.   

 



 

To Change to your new stock. 

1. Click the Settings Tab 

 

 

2. Click the Default Reports Tab and find the report/card/label/envelope etc.  You wish to change. 

 

 



3. Select the new default you want to set from the drop down for that report type.   

 

 

4. Make sure you click the Save button in the lower right hand corner of the Default Reports Tab 

otherwise your change will not be saved.  You can also click the Revert button at any time to 

make the provided application report the default once more.   

 

 

5. There you have it the process is the same for all the other types.   


