Creating a Filtered List of Active Members

Learn how to organize your donor database by generating a specific list of active
members. This guide will walk you through applying filters to ensure your outreach
efforts are targeted toward the right constituents.

1 Click the blue North Star icon.

oy

R UETS Email Role(s)

*- Roles mith sharon@sackids.org Museum Admin

= B ben+sackids@musescftware.ai Museum Admin

& Email Templates
cayly@sackids.org Museum Admin

0 Settings
meghan@sackids.org Museum Admin
sarah@sackids.org Operations
quinn@sackids.org Museum Staff
alana@sackids.org Museum Staff
meegan@sackids.org Museum Staff
nico@sackids.org Museum Staff
haley@sackids.org Museum Staff
visitorservice@sackids.org Ticketing
tracie_mattson@yahoo.com Museum Admin
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2  Click "Fundraising"
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3 Click "Constituents" in the navigation menu.
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General Fund

General Fund

General Fund

Commitment Type

Donation

Donation

Donation

Donation

Donation

There are no incomplete tasks due today

Role(s)

Museum Admin

Museum Admin

Museum Admin

Museum Admin

Operations

Museum Staff

Museum Staff

Museum Staff

Museum Staff

Museum Staff

Ticketing

Museum Admin

Payment Type

Money

Maney

Maney

Money

Money

Frequency

One-time

One-time

One-time

One-time

One-time



4  Click "Filter"

a
Q se organiz
ons All = View Lists Add Indiyidual
Sort by 1 ¥ Filter
Last Name Membership Status Location Last Activity Fiscal Year
Rose Active = 6/11/26 $275.00 :
Kaur Never Member - 6/11/26 $2000 }
Fuentes Never Member - 6/10/26 $0.00
R -
Bellucci Active = 6/10/26 $99.00 = ]
o
Walker Never Member - 6/10/26 $0.00 2
=
B
: . 2
Maeding Never Member -- 6/10/26 $10.00 : a
Myers Never Member El Dorado Hills, CA 6/10/26 $0.00 :
Dronov Never Member -- 6/09/26 $0.00
Paul Never Member - 6/09/26 $0.00
Gilstrap Active - - $000
n Al ]
5  Select the "Membership" option.
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Ei Membership ( ) v Filter Type v o4
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View saved searches
@ (] First Name Last Name Membership Status Location Last,
] Wen 0se ive - .
| Wendy R Act 811/
(] Davinder Kaur MNever Member = 6/1/:
(] Delilah Fuentes Mever Member - 6/10/
(] Janice Bellucci Active - 6/10/
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6

Select the "Status" option.
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] First Name
[_] Wendy
(] Davinder
() Delilah

[ Janice

Select the "Active" option.

All

Status

Last Name

Rose

Kaur

Fuentes

Bellucci

All
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Last Name

Rose

Kaur

Fuentes

Bellucci

Membership Status

Active

Never Member

Never Member

Active

Location

v Membership Status

Membership Status

Active -

Never Member -

Mever Member -

Active -

= View Lists Add Individual

Sort by

Reset

Last Activity

6/11/26

6/11/26

6/10/26

6/10/26

Location

Y Filter

Apply

Fiscal Year Value

$275.00

$20.00

$0.00 :

$99.00

Last.

6/M/:

/1.

6/10/

6/10/

Submit feedback



8 Click the blue "+" to apply the criteria.

ons All = View Lists Add Individual

Sort by ~ %/ Filter
¥ Status >[| is ¥ Active ¥
Reset Apply
Last Name Membership Status Location Last Activity Fiscal Year Value
Rose Active - 6/11/26 $275.00
Kaur Never Member - 6/11/26 $20.00
Fuentes Never Member = 6/10/26 $0.00
Bellucci Active -- 6/10/26 $99.00

9  Click "Apply"

Sort by v Y Filter

3 Status ¥ is ~  Active e x

Submit feedback

Last Name

Rose

Kaur

Fuentes

Bellucci

‘Walker

Maeding
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Membership Status

Active

Never Member

Never Member

Active

Never Member

Never Member

Location

Reset

Last Activity

6/11/26

6/11/26

6/10/26

6/10/26

6/10/26

6/10/26

Fiscal Year Value

$275.00

$2000

$0.00

$99.00

$0.00

$10.00 i

Submit feedback




List Creation

10 Select all individuals in the filtered list by clicking the header checkbox.

g
Filters
Criteria
- s
Membership Status
v .
Add another criterion
Filter Category e
Save search
View saved searches
Firct Name Last Name
Wendy Rose
(7] Janice Bellucei
| Asher Gilstrap
] Delani Serpell
| Mandi Peterson
(] Lillian Hartsock
Debug mode: Normal Slow Step-by-step Group copy *
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Membership Status

Active

Active

Active

Active

Active

Active

Active

Location

Rancho Cordova, CA

Carmichael, CA

Last.

6/1/:

610/

6/09,

6/09;



11  Click "Create List" and follow the prompts.

Status

Last Name

Rose

Bellucci
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is 4 Active
Membership Status Location

Active

Active

|| Create List 1

= View Lists Add Individual

Sort by v % Filter

Reset Apply

Last Activity Fiscal Year Value
6/11/26 $275.00
6/10/26 $99.00

Submit feedback




