
Moving Information from CDM+ to Microsoft Excel

There are any number of examples of how moving information from CDM+ to Microsoft Excel is helpful.
 In this example we will show how to move the Giving Detail Listing produced in CDM+ into Excel in
order to obtain the same report sorted by total contribution amount.

 Select Desired Report

Select the desired report.  In this example, we are using the Giving Detail Listing from the Contribution
Reports - Listings menu.
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 Configure desired report and select Report Destination

Once you have configured your report properly,

1. Press the Print Button'
2. From the Select Report Destination Window, select Screen as the desired destination.
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You may also select the Clipboard as your destination (#3 above), however it is HIGHLY recommended
that you select the screen.  

 From the Print to Screen window, select Clipboard

Once the report is displayed on the screen, select the Clipboard icon from the toolbar as indicated. 
This "copies" the report to the clipboard.
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 Open Microsoft Excel and paste 

Open a new Microsoft Excel workbook or an existing workbook that you want to paste this report into.

Highlight the workbook cell that you wish to paste into and either -
 - right-click and select PASTE
 - click the Paste tool from the ribbon bar or Edit menu
 - or press <Crtl><V> for Windows or <Apple><V> for Mac
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Either of these steps will drop your report into the Excel spreadsheet.

 Results of Paste operation

The results of this paste operation in Microsoft Excel.
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 Select area to sort in Microsoft Excel

Once in Microsoft Excel, you may manipulate the report data in any number of ways.  In the example
displayed, we want to sort the list of contributors from highest to lowest.
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1. Select the cells that you wish to sort.  In this case we have selected cells B17 through C22.
2. Open the Sort command in Excel, select the column(s) to sort by.  In this case we are sorting by
Column C
3. Select the Sort Order.  In this case we are sorting Column C from Largest to Smallest.

 Final Results

The final result is our Giving Detail Report sorted from highest contributor to lowest contributor.
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