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 | have made a copy of the 2up Regular Membership Cards | would like this to be the
default when printing membership cards. So that when | print from the roster it will automatically show
this new card instead of the current default.
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To Change to your new stock.

1. Click the Settings Tab
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Hasbrouck Heights Elks Lodge #1962
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Lodge Information
DefaultValues For Reports:
Year Starting April 1: 2011

Reported Elks April 1: 5
Life Members April 1:

o
w2

Lodge Mame: |Hasbrouck Heights Elkz Lodge #1962 |
Lodge Address: | 128 Baldwin Avenue |
Lodge City: |Has Hats |
Lodge Zip Code:

Ladge Phone: 201 289-8838 |

DefaultValues for New Membership Records:

Lodge Mame: |Hasbrouck Heights |
City & State: |Has Hgts | |N.J |
Zip Code:

Lrea Code: 21

Ewralted Ruler: |J0hn Marezca, PER |
Secretan: |JD_|.JCE Powell. PER |

Default Values for Membership Cards:

Line 1 Lodge Mame: |Hasbr0uck Heights |

Line 2: Mo 1962 |

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

Hasbrouck Heights Elks Lodge #1962
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Feport Type Default Report
Label Address Labels 3«10
Envelope Ervelope 10"
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3. Select the new default you want to set from the drop down for that report type.

Repart Type Default Repaort
Label Address Labels 3«10
Envelope Envelope 10"
2 kember Card Fegular Member Cards w
Associate Card e Dfficial Card
Candidate Card Fiegular Member Cards
Life Card Life kember Cards
ID Card ID Cards

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



