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Birthday List & Certificates 

 

1. From the Main Menu, click on Reports 

2. Select the Members 2 tab  

3. Click on the Birthdays Report  

4. On the Universal Selection Engine choose “who” you want to show on the report  

a. Enrolled at least one day between mm/dd/yyyy to mm/dd/yyyy 

b. Attended at least one day between mm/dd/yyyy to mm/dd/yyyy 

c. Or any other criteria needed  

d. Click the Print USE Selections on Rpt checkbox at the bottom of the screen so your choices on 

the Universal Selection Engine will be available at a later time 

5. Click Continue  

6. Choose Birthdays Between  

7. Type in any Custom Birthday Phrase  

8. Choose Sort by option 

9. Choose desired Calculate Age option  

10. Choose to show B’day as month day year or month day  

11. Choose to show or not show phone number using checkbox 

12. Optionally fill in a Report Subtitle  

 
 

13. Click Preview Report or Print Report  
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The report lists the members with their date of birth and age.  

 

 

 

If you wish to print Birthday Certificates: 

14. Optional: Choose a Picture for Certificates by clicking the Choose Picture button – this can be any Jpeg 

or Bitmap image (including clipart) you have available on your computer  

15. Optional: Fill in a Custom Birthday Phrase 

16. Click Preview Certificate or Print Certificate 

 

 
 

The Member Tracking System will print one certificate for each member chosen on the report  


