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The Ad Hoc Reporting module allows you to create and run your own reports. When you enable this
module, a new option on the Control Panel – Club tab – Admin Functions section will take you to a new
browser tab for the module that has been integrated with ClubExpress. From there, you can use the
ExpressView option to quickly create reports that can then be further customized, or use the Advanced
Reports function to create a complex report from scratch. Ad Hoc Reports also supports CrossTabs (pivot
tables), Dashboards, and Chained Reports (multiple reports output as a single report.)

Ad Hoc Reports can use data from many parts of ClubExpress, including member and non-member
information, transactions and payments, events (including individual events), donations, the E-Commerce
storefront, committees, member interests, etc. We have organized this data into views that make it easy to
select only the relevant fields. The reporting engine gives you full control over report and page headers and
footers, groups, subtotals, formatting, and formulas. Advanced users will find an endless set of options.

You can create and save as many reports as you want and organize them into separate folders. We have
also built a collection of shared reports that are available for you to run, or to copy into your private area to
modify. An optional enhancement allows you to schedule reports to run automatically and be delivered by
email to a pre-defined set of users.

ClubExpress is using a 3rd-party business intelligence tool called Exago to handle Ad Hoc Reports, so we
are charging an annual fee to enable this functionality.

In addition to our documentation, Exago has an extensive library of documentation and video tutorials to
help users master its reporting environment and powerful capabilities. These are available from the Ad
Hoc Reports home screen, or on the Exago Support website.

Note: Ad Hoc Reporting is available for a free one-month trial. See Enabling Ad Hoc Reports for more
information on activating your free one-month trial.

Activation: The ANNUAL fee to activate this powerful module for your website is $200. The ANNUAL
fee to activate the optional report Scheduling function is an additional $100 for a total of $300. Please
note that we cannot provide refunds for partial years.

Ad Hoc Reporting is done using a separate program from Exago, Inc. We will not attempt to explain all the
options and capabilities within the Exago Reporting Engine; Exago provides dozens of video tutorials and
online help materials to learn their powerful product.

These sections will describe some of the basic capabilities of Exago, including ExpressView, creating a
more complex Advanced Report from scratch, and charts. We have also created a couple of our own
videos to show how Exago works within the context of your ClubExpress data.

We encourage you to use these materials to get started and then to rely on the Exago materials to explore
more advanced concepts.
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Enabling Ad Hoc Reports

Free Trial
To start your free one-month trial, go to Control Panel – “Club” tab – Admin Functions – Ad Hoc Reporting.
First click the Setup (wrench) icon to enable the module, then click the Edit (Pencil) icon. You will see the
following screen:

Select One Month Trial to start your free trial. The administrator activating the free trial will receive an
email confirmation which includes the expiration date of the free trial.

During your free trial you will have access to the entire module and all reporting capabilities (except
scheduling). The free trial will end on the expiration date and will not automatically charge you for the full
module. To enable the module either after your trial period, or without a free trial, see below.

Paid Subscription
To enable Ad Hoc Reports as a paid feature, go to Control Panel – “Club” tab – Admin Functions – Ad Hoc
Reporting. First click the Setup (wrench) icon to enable the module, then click the Edit (Pencil) icon. You
will see the following screen:
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Select the Subscription option you want, check the “I agree” box and click the Start Subscription button.
You will be charged an annual fee of either $200 for basic Ad Hoc Reporting or $300 for Ad Hoc Reporting
with Scheduling.

Once you are a subscriber, the screen changes to the following:

Click Go To Ad Hoc Reports to open the Ad Hoc Reporting program in a new tab. You can also bypass the
above screen by clicking the View (eyeball) icon in the Control Panel.

You can also change or cancel your subscription at any time. If you upgrade from the Basic option to
include Scheduling, a $100 fee will be charged; note that we do not prorate this fee. And please note that
there are no refunds for canceling or downgrading in the middle of a period. Renewals are handled 7 days
before the expiration, with an emailed note that the charge has been run.
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Opening Screen Orientation
When Exago opens in a new tab, you will see a screen similar to the following:

The title will be the name of your club or association.

The Filters button allows you to limit a report to just a single event, or survey, or donation fund, or
subgroup. This option is described in more detail below.

Immediately below the heading line is the Tab Bar, currently showing the “Home” tab only. As you create
and view reports, they will appear as additional tabs. On the far-right side of the Tab Bar are icons to
customize your user preferences and to display the Exago help system. Help screens also appear as a tab.

Action Icons
The following icons appear on the left side:

Icon Description

(Create New
Report)

Create a new report from one of the available wizards or options.

(Browse Exist-
ing Reports)

View the list of existing reports, including shared reports. Also provides a
search function.
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Icon Description

(Data Sources,
aka Categories)

Enabled when you have an open report design. Displays data sources and indi-
vidual data elements that you can place on reports.

(Manage
Scheduled Reports)

If this option is enabled for your organization, it allows you to schedule reports
to be run and emailed to a predefined list of recipients.

Action Icons

The initial view is Browse Existing Reports. Use the search panel to locate a report by part or all of its title.
The list will be filtered dynamically as you type. Clear the search phrase by clicking the “x” icon. Click the ⋮
icon to include report descriptions in the search.

The Reports list starts with Shared Reports, organized into folders by report type. These are read-only
reports (indicated by the lock icon) created by ClubExpress to get you started. They can be run but they
cannot be modified in place. However, you can duplicate them to your club-specific space if you want to
customize them.

The Reports option at the bottom is your club-specific space. You can create folders and sub-folders to
organize your own reports.

When you select a folder, a menu icon appears on the right with the following options:

l Add Root or Child Folder
l Create a new report using one of the five options
l Rename the folder
l Delete the folder (it has to be empty first)
l Expand or Collapse all sub-folders

When you select a report, the menu icon has the following options:

l Run Report. You can also click the arrow icon.
l Export the report to Excel, PDF, RTF (Word), or CSV
l Schedule Report (if the scheduler is enabled)
l Email Report to a specific address in the specified format
l Duplicate the report to create a slightly different version or to experiment.

You can also drag-and-drop reports and folders around this tree to organize it any way you need. Within a
folder, reports are always listed alphabetically by title.

The main workspace is in the center. On the Home page, it provides links to ClubExpress video tutorials,
this manual, the Exago User Guide, and a new ClubExpress Online Help system that’s currently under
development. Below the divider are links to some excellent Exago video tutorials.
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If you have uploaded a Club Logo for the built-in ClubExpress reports, that logo will be available to place on
your Ad Hoc Reports. It is included in the empty Template report and in the shared reports we have created
to get you started.

Report Types
Click the Create New Report “+” icon in the top left corner to see five options:

l ExpressView uses an interactive designer and a drag-and-drop interface to quickly create tabular
reports. ExpressView is both a reporting tool and a data exploration tool; it allows you to explore
your data in real time, where you can dynamically regroup, sort and get totals on an as needed (ad
hoc) basis.

l Advanced Report is more sophisticated designer that supports multi-section reports, where each
section can contain tabular output, charts, maps, gauges, and other output types. It also supports
grouping and other advanced features.

l Dashboard is an interactive canvas with multiple elements all updating at the same time. See the
Exago documentation for examples.

l CrossTab Report (aka Pivot Table) displays aggregate data in a format to analyze a dependent vari-
able based on two or more independent variables (for example, the count of members at each inter-
section of a member type and a state of residence.)

l Chained Report combines multiple reports into a single report which can be displayed, exported, or
emailed. See the Exago documentation for examples.
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Create an ExpressView Report
Click the ExpressView option and the screen changes to the report designer. A tutorial dialog pops up and
you should watch it at least once. For now, click the Skip Tutorial option.

The left side of the screen looks like this:

The database icon is now active. It shows a list of data sources, organized into general categories (Events,
Membership, Money, etc.) The Membership category has been expanded to show various types of
member data (Contact Log, Interest Members, etc.) The Interest Members sub-category has been
expanded to show individual fields that are available from the database.

We have created these data sources and field lists to shield you from the internal complexity of the
database. Where information must be collected from multiple sources, this work has been done for you.
We have also hidden the internal information used by ClubExpress so that you only see your actual data.

The icons at the top allow you to filter the available field list to show only alpha, number, date/time, or
other fields. Each icon is a toggle. Click once to activate and highlight; click a second time to deactivate.

You can select data fields from multiple categories and sub-categories and drag them over to the
workspace.

9 Copyright 2004-2023– Gembrook Systems, LLC – All Rights Reserved



To begin, let’s create a simple tabular report about your members’ interests. Click on the arrow to the left
of Membership to see a list of available fields and drag over Interest Category name and Interest Name.
Then pull down the Interest Members fields and drag over the Member’s Full Name, Mobile Phone and
Email. The workspace now looks like the following:

The ExpressView Designer is showing a column for each data element. It displays a Totals panel at the
bottom, showing “Count” formulas only because this is text data that cannot be aggregated any other way.
The following icons are available in the toolbar:

Icon Description

(Run)
Switch to Live Data mode, where the report is designed using actual data rather
than placeholders. In Live Data mode, the categories and fields panel on the left is
unavailable.

(Save –
[Ctrl-S])

Save this report. A panel appears on the right side allowing you to enter and name,
description, and folder for the report. Click Save Report Info to complete the save.

(Export)
Export this report. A drop-down menu appears to select the format and to cus-
tomize settings.

(Refresh –
[Ctrl-R])

Refresh the data shown. Only active when Live Data is enabled.

(Report Sec-
tion Display
Options)

Control how report sections are shown in Live Data mode.

(Show Visu-
alization)

Display a visualization chart based on the data added to the report.

ExpressView Toolbar
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When you select Live Data mode, all panels disappear or are grayed out and the actual report appears. You
may also see page navigation controls and a Search option at the top:

Click a heading to see options to edit the heading text or change the sort order. You will also see the Style
panel on the right side of the screen, to change the appearance of this heading. (See below for more info.)

Note that these choices are also available by right-clicking on the column heading.

Click an item in the Report Totals section near the bottom of the report to see a drop-down menu like the
following, which allows you to change what total value appears.

When you create groups, arrows on the right side of each group allow you to collapse that group, hiding the
details and showing totals only, or to expand the group and show all detail rows.
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On the right side of the screen are a series of icons which, when clicked, open different configuration
panels. These options may also be selected when you select a section of the report itself or one of the
options in the popup wheel.

l Style the Selected Section
l Style the Overall Report
l Sorts
l Filters
l Visualizations

Selected Section
When you select a section, the Style panel allows you to change the appearance of that section:

All the basic style options are available, including font, text color, background color, size, attribute, vertical
and horizontal alignment, underline, and word-wrap. If you change the format type to number or date,
additional options appear.

Example:

Select Formula and you can build a calculation using any of dozens of built-in functions:
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Explaining when and how to build formulas is beyond the scope of this introduction but Exago provides a
video tutorial and help system to guide you.

Report Style
Select the Report Style icon to change the appearance of the report as a whole:
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You can select from a number of built-in themes, configure row shading, and configure group colors.

Sorts
Select the Sorts icon to configure how the report will be sorted:

For each sort, click “asc”ending or “desc”ending. The three dots symbol on the left is a drag-and-drop
handle to change the sort order.

Filters
Select the Filters icon to filter the values shown in the report.

You can drag fields from the designer into the filter panel, then click the small arrow to the left of the filter
title to see options, including the filter control and filter value.
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Use the Top/Bottom Filter options to limit how many rows are shown.

Top/Bottom filters are often applied to numeric or date columns (for example, “Show the 10 Biggest
Invoices” or “Show the 5 Earliest Orders”.)

After applying some of the effects above, here is a sample of the ExpressView report now:

Visualizations
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Select this icon to visualize your data as a chart. Visualizations apply specifically to numeric or aggregate
data, which can be shown in different kinds of bar, column, pie, line, area, and other chart types.

When you select Visualizations, the first option is to pick the chart Type:

Next, specify what data should be shown in the chart:

In the above example, we count how many members are in each Interest group.
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Finally configure the appearance of the various chart elements, including titles, colors, and data. Most of
the options on these panels will be self-evident so they are not described separately.

In the lower right corner of the chart panel are three icons that control where the chart appears in reference
to the tabular data:

l Show the chart above the data
l Show the chart below the data
l Show only the chart

The result will be something like this (further customized to use slant labels):

If the chart and report are both visible on the screen at the same time, you can click one of the bars and the
report will dynamically filter to show just the data on that bar! In the example below, we clicked Camping to
show just the members in that interest group.
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Click the same bar, or the Clear Selected Points option in the lower left corner of the chart to clear this
dynamic filter.

Note that you can maximize the area shown for live data by clicking the Choose Data icon on the far left to
hide the Data panel.

Be sure to save the ExpressView report when you are done configuring it, by clicking the Save icon in the
top left corner, or the Settings icon in the top right corner and then the Save Report Info button.

Close the report by clicking the “X” beside this tab in the tab bar.

Advanced Reports can be created from scratch or you can convert an ExpressView report to an Advanced
Report by selecting the option on the Settings panel.

Creating an Advanced Report
Advanced Reports provide a complete and powerful section-oriented report designer. When you create an
Advanced Report, a wizard appears to set the initial report properties:

18 Copyright 2004-2023– Gembrook Systems, LLC – All Rights Reserved



Enter the report name and the folder where it should reside. You can also enter a more detailed description
(not shown.) Click the Next button in the lower right corner to continue.

(Note that at any time, you can also click Finish in the lower right corner to jump immediately into the
Advanced Report designer and specify sort orders, filters, etc. without using the wizard.)

The next step is to select Data Categories to appear on the report. You will see a list of general categories.
Double click a source to add it to the report. When you do so, other categories will be disabled if they are
not related to the one(s) already selected.

Note that these Data Categories can be changed at any time; the wizard is simply giving you a head start
on building the report.

In the above example, we have added User Transactions and User Transaction Items to the report. Click
Next in the lower right corner to continue.

The next step is to specify the initial sorts for your advanced report.
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The available fields in each Data Category are shown. Double click or click and drag to move fields into the
sort list. In the above example, we have added Date and Transaction Type as initial sorts. Click Next in the
lower right corner to continue.

The next step is to specify Filters, to initially limit the report based on the data you want to display. Double
click a field from the list on the left to move it into the filter panel, then specify filter properties at the
bottom.

In the above example, we are filtering the report to show only transactions in 2019. The reporting engine
supports many filtering options as well as AND and OR options to create compound filters. You can also
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tell the engine to group filters together and to prompt the user at runtime for the filter value(s). Filters can
also make use of formulas and built-in functions.

Click Next in the lower right corner to continue.

The next and final panel allows you to define the initial report layout.  Double-click fields in the selection
panel to add them to the report. On the right, you can specify summary functions, and change the initial
column order (you can also drag-and-drop the arrows to the left of each field name.) Below are options to
add a Page Header, Page Footer, and Grand Total sections to the report.

As you select various options, an initial mockup of the report is updated in the panel below. This is a time
to experiment with different options and orders.

Note that at any time in the wizard, you can also click the Previous button to move back to an earlier panel
and make changes.

Here is the full and final screen before we finish and enter the interactive designer.

Click the Finish button to complete the wizard.

Advanced Report Designer
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The interactive designer shows you the various report elements. Each cell, row, or column represents a
portion of the report with unique properties. Row and column edges can be clicked and dragged to make
them wider or narrower, taller or shorter.

You can select any header, footer, or data cell and modify its properties using the toolbar icons, most of
which should be self-evident. If you double-click on a header, footer, or data cell, you can modify the text or
formula in that cell.

You can also right-click on any cell or section to see a list of options for that cell or section. Here are some
examples:

Right click on the Detail row to add or delete that section or to control section shading.
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Right click on row #2 to see options for that row.

Right click on the Page Header itself to see options for the header, including inserting an image, gauge, or
formula.

Report Sections
Advanced Reports are initially created with the following sections:

l Page Header – appears at the top of each page
l Detail – the body of the report
l Report Footer – appears to the end of the whole report
l Page Footer – appears at the bottom of each page

You can also add the following sections by right clicking anywhere in the Section column:

l Report Header – appears at the top of the report on the first page only, but below the Page Header.
l Group Header – when you want to group and organize data by a single column. You can have as

many group levels as you need.
l Group Footer – appears at the end of each group. Generally used to provide sub-totals for that

group.

Individual sections can be expanded with multiple rows.

Example: A Group Header can have two rows, one for the group title and one for the column headings:
This layout:

Results in this output:

You can also use blank rows in any section to control spacing.
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Report Options
Click the “gear” icon on the left edge of the toolbar to see the following popup menu:

Rename, Description, Categories, Sorts, and Filters replicate the five screens in the original wizard.

Select Options – General to see the following dialog:
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Most of these options can be left at their defaults. The Page Options section at the bottom of the dialog
allow you to change page size and orientation.

Select Options – Report Viewer to control what options appear on the right side in the Report Viewer (not
the designer.)

Example: You can enable dynamic filters and sort options to allow users to play around with the report
while they are viewing it. A panel like the following will appear in the Report Viewer:

Format Cells
Select one or more cells, then click the Format Cells icon to control formatting for these cell(s). You will
see the following dialog:
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This panel allows you to control every aspect of a number or date format.

Click the Border tab to see the following screen:

For each edge, you can specify the thickness and color of the border. Or check theMake Borders Uniform
option to see only 1 thickness and color control (instead of 4) to make all four edges automatically the
same.

Click the Conditional tab to see a screen similar to the following:
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Click the + Add icon to add a conditional row. Specify an Action and a value for the Attribute, which will
change depending on which Action is selected.

Click the fx column to specify a formula or rule that will govern whether the conditional formatting is
triggered.

Example: If the Balance Due > 0, show text in red.

Here is what the report definition might look like before you run it:

Note that the conditional formatting in the Balance Due column, Detail row, is indicated by an A icon, which
you can click to adjust the formatting definition.

Outputting the Report
Click the Run Report button to output the report. A new tab will appear in the tab bar to show the report as
defined:

Options in the top left corner allow you to save the report or export it in Excel, PDF, RTF (Word), or CSV
formats.

Options in the top right corner allow you to navigate through the report. You will also see the total number
of pages and a Find box to locate specific text.

If you defined Report Viewer options such as Filters, Sorts, or Column Visibility checkboxes, these are
displayed in a vertical panel on the right side.
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To close the report view, click the “X” on that tab. Note that the report definition screen will still be open in
another tab. If you switch to it and modify the report, then click Run Report again, a second viewer tab will
be created; the original one is not updated to show your change; it shows a snapshot of the report data
when you initially ran it.

You can also click the Export… drop-down list to select one of the export options. The Ad Hoc Reporting
system will generate the report in the appropriate file and save it into the Downloads folder on your local
computer.

Creating a Crosstab Report
Crosstabs or Pivot Tables allow you to track two or more independent variables and see how another value
aggregates based on these independent variables.

Example: Let’s build a crosstab that shows the count of member types by state in our sample
database.

When you create a Crosstab Report, a similar wizard appears to the one we saw above for an Advanced
Report.

1. Start by specifying the name and folder.
2. On the Categories tab, select Membership, then Members
3. Optionally select Filters.

You will next see the Layout tab when you can specify the row and column values, and the aggregate
value. The screen will look similar to the following:
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On the left is a list of columns in the selected data source. You can select a value and drag it to the Row
Header Source, Column Header Source, or Tabulation Data Source sections. Each section can include
more than one data source.

Click the Edit (pencil) icon for the Row or Column Header source to change the label and sort order:

Click the Edit (pencil) icon for the Tabulation Data Source to change the aggregation formula and display
value:

For the tabulation, a label is generally not specified. The tabulation method is one of Sum, Count, Average,
Min, or Max. The value can be the aggregate value or a percentage of the row or column.

Click the Options button on the right side, about half-way down the screen to display the following dialog:

29 Copyright 2004-2023– Gembrook Systems, LLC – All Rights Reserved



This screen allows you to control how row headers are placed and whether you want totals at the row and
column levels. Note that if you specify both, a total will also be calculated across all cells.

When you click Finish, you are taken to the Report Designer, which will look similar to the following:

When you are working with a crosstab, only one row and one column are shown to represent multiple rows
and columns in the final report. And because crosstabs show aggregate data, the whole report is defined
in the Report Footer section.

When you run the report as designed, you will see output like the following:
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If you add another value to the Row Header Source list, your results will be subdivided into smaller
aggregates, such as the following:

Notes
When you are tabulating text values, Count is generally the only aggregation that makes sense, and it’s
important to pick an aggregation field that we know to be unique. In this example, we are using Member
Number.

When you are tabulating numbers or currency, you can use any of Count, Sum, Average, Min, or Max. You
can even show more than one value at the same time, such as Total Revenue (Sum) and Largest Purchase
(Max).

When you are tabulating dates, Min and Max are generally the only aggregations that make sense.

ClubExpress Filters
ClubExpress provides an alternate way to filter certain types of data. In some instances, this will be easier
to use and more efficient than using the built-in filters within the Exago report designers.
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Example: Many clubs have hundreds of events, often with the same name. When you use Exago’s
built-in filters, you will only see the first 100 unique entries and then only the event name. This doesn’t
help if you want to run a report on “Lunchtime Lecture Series”, of which many could be listed.

When you use the ClubExpress-provided filters, all matching items will be shown (not just the first 100) and
we will show more information to help you pick the correct item. It’s also more efficient behind the scenes
because of how the filter list is generated.

ClubExpress provides special filters that allow you to limit

l An event report to just one event;
l A donations report to just one donation fund;
l A member report to just one chapter, district, or region; or
l A survey report to just one survey.

(Other pre-filters may be added in the future.)

This is accomplished using the Filter button in the top right corner of the screen. Click it and you will see a
drop-down menu like the following:

When you select an option, such as Event, you will see a popup dialog like the following:

Select Event will show a list of all events. But you can use the options in the Modify Select List panel to
filter the items in the list by category and a date range. Click the Reload List button repopulate the drop-
down list. Note that we also show more information about each event to help you pick the right one:
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Note that when you select an event, the dialog box will refresh once again and show you the internal ID
matching the event you choose. Make a note of this number, then click Done to save the report filter.

In order for this filter to work, you also need to apply the Filter value to the report itself. To do this:

1. Open the report in design mode.
2. Select the Filter option on the right.
3. In the Field list on the left, select and drag the “Event ID (for filter)” into the Filter condition box on the

right.
4. Select “Equal To” as the option
5. Click the “fx” option and select the appropriate ID (in this example, “CurrentFundID”) from the drop-

down list. You will see your internal ID.

When you run the report, the ClubExpress filter is automatically applied.

Ad Hoc Reports Data
Note: Watch the Getting Started video for helpful tips before creating a report.

In this section, the data categories are listed using the original name of the category, however the names
may be different than what you see on your website if you have renamed the related website modules.

Some of the data described here (Special Data Categories) may not be available if you have not enabled or
purchased the related website modules on your website.

In some cases, the report system will allow you to add a combination of data categories which do not
belong together and can cause your report to take a long time to run or fail entirely. Several important
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notes related to this are included in the instructions below; please read and follow these warnings to get
the best results. If you find that you need to ignore a warning in order to get a certain field on a report,
please let us know so we can resolve the issue.

Common Data Categories

Membership
Category Description

Members, Sub-
Members, Non-
Members, Users

These all have the same set of fields, with different filters.Members includes all
members, whether active, expired, or dropped. Sub-Members includes only sec-
ondary and tertiary members – primary members are excluded. Non-Members
includes all active non-member records. Users includes all members and non-mem-
bers.
You will generally use the Users data category when reporting on transactions,
events, or anything where members and non-member alike can be involved. If you
are creating a report where only Users data is available, but you want to limit the
report to members only, or non-members only, you can apply a filter (true or false)
to the ‘Is Member?’ field.
InMembers data, you can limit the results to primary, secondary, and/or tertiary
members by applying a filter on the ‘Member Level’ field. You can also select only
active members, and/or expired members, or any combination of status codes by
applying a filter on the ‘Status’ field.
Some data categories are linked to both User and Members data. Linking to User
data will give you a complete report of all data. Linking to Member data will limit the
report data to members only. This is mostly useful if you need to include Member
Additional Data in the report (which is not available for non-members). Please do
not include both Members and Users (or Non-Members and Users) in the same
report – this can cause the report to attempt to access, and possibly display, more
data than is necessary, and will take longer to run.

Members, Sub-
Members: Vis-
ibility Code

The Visibility Code field contains the member's choice for how their directory
information is displayed. For more information on what information is displayed at
each level, go here. The values are:

l 0 = Do not list me in the directory
l 1 = Show name, city and state only; no bio or contact information
l 2 = Show name, city, state and bio only; no contact information
l 3 = Show name, city, state, bio and email; no address, work info or phone
l 4 = Show name, city, state, bio and email; no address, work info or phone
l 5 = Show name, city, state, bio, email, phone and work info; no address
l 6 = Show all information, except email
l 7 = Show all information

Mailing List Cat- Includes all mailing list categories. Linked to Members, Non-Members, and Users
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Category Description

egories

data.We suggest putting the category name in a group header. If you put it in the
details section, you may want to use the ‘Suppress Duplicates’ feature on that cell.
There are a number of mailing list categories which are built-in to the system, and
you can also create your own. The ‘System or Local?’ field allows you to see or
select which type of category you want.

Note: Categories which do not have any users attached will not appear on your
reports.

Member Addi-
tional Data

This includes the additional data you defined for your membership, beyond the
basic contact info. Linked to Members data.

Member
Addresses

This includes both the primary and secondary addresses for members (and nothing
else). This is different from the regular member data, which includes only the
address which the member has designated as current.

Achievements A simple list of achievements and dates. Can be used with Members data.

Interests and
Interest Mem-
bers

Interests includes the interest and categories you have defined for your members to
join. Interest Members is a list of the members within each Interest, including basic
contact info. If you need more than the basics, you can include Members data to get
everything.

Check-in Desk
Includes the check-in date and time, the name of the person doing the check-in, and
whether or not the checked-in person is an active member or not. Linked to Users
data to get details.

Contact Log

Includes fields for contact category, type, description, etc.

Note: Only available if you have purchased the contact log module.

Membership Data Categories

Events
Category Description

Events

Includes data about events – name, date and time, location etc. The ‘Event Id (filter
only)’ field is available to easily select a single event to report on. Use the ‘Filters’ but-
ton at the top right corner of the page to select the event you want. On the report, set
a filter using the ‘CurrentEventId’ filter function. Several of the data categories for
events have the ‘Event Id (filter only)’. Use them all in the same way (note that you
only need one per report). Please see the ‘ClubExpress Filters’ section of the Ad Hoc
Reporting Manual for a more detailed explanation and demonstration of how this
works.

Activities
The activities and items within the event. Also includes the internal event id field to
use for filtering. This is used to create a list of activities to document events – it
should not be used with registrations or registrants.

Registrations The registrations for events, including the date and time, the registration fee, status,
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Category Description
and the name of the primary registrant. Also includes the internal event id field to use
for filtering.

Registrants
The registrants contained in a registration, including the name, registrant type, and a
couple of other basic info fields. Linked to the Registration and Event data cat-
egories. Can also link to Users data to get more detailed personal and contact info.

Registrant Activ-
ities

The activities and items selected by each registrant. This includes activity/item info
and is linked to Registrants and Activity Registrants. This is used when you want to
see registrants with a list of their activities/items (sort-of the opposite of Activity
Registrants).

Activity Regis-
trants

For each registrant signed up for an activity/item, this includes the fee info and the
‘Attended?’ flag. This is used when you want to see activities/item with a list of regis-
trants (sort-of the opposite of Registrant Activities).

Registration
Answers, Regis-
trant Answers,
Activity Regis-
trant Answers

Contains answers to questions set up at the registration, registrant, and activity regis-
trant levels. These are linked to the corresponding data categories (Registrations,
Registrants, and Activity Registrants).

Event Coordin-
ator

Contacts assigned to an event, including name, email and cell phone number. Links
to the Events data category and can also link to users if you require more detailed
information on the event coordinator(s).

Events Categories

Money
Category Description

ClubExpress
Transactions

Includes info on transactions with ClubExpress – fee collection, credit card fees,
logistics, etc.

Note: Transactions remitting credit card payments we have collected on your
behalf with our merchant account are not included here – see ‘Bank Account
Transactions – Remits’.

Bank Account
Transactions –
Fees

Includes withdrawals from your bank account covering ClubExpress fees: monthly
membership, credit card processing, logistics, etc. Linked to ClubExpress Trans-
actions for detailed info.

Bank Account
Transactions –
Remits

Includes deposits to your bank account(s) for money collected from credit card trans-
actions or check processing.

Note: If you have your own merchant account or do not accept credit card
payments, and do not use our check processing service, there will be no data
here.
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Category Description
Remit Trans-
action Details Details for bank account deposits: transactions, payments, and financial account.

Remit Pay-
ments With CC
Fees

Details on credit card fees for bank account deposits.

ClubExpress
Billing

Includes ClubExpress fee transactions for customers who are not able to use a bank
account. Linked to ClubExpress Transactions for detailed info.

Membership
Fee Details

A history of your membership billing, by month. Includes member counts, fees
charged, and non-member fee info.

User Trans-
actions

Includes all transactions from members and non-members: date, amount, descrip-
tion, status, etc. Linked to Users data.

User Trans-
action Items Items list for User Transaction data.

User Trans-
actions By
Account

A different view of transactions, including item details and financial account. Linked
to Users data.

User Payments A different view of user payments, including financial account. Linked to Users data.
User Payments
By Account

Another view of user payments, linked with the related transactions. Linked to Users
data.

Payments with
Transactions

Another view of user payments, linked with the related transactions. Linked to Users
data.

User Credits Includes all credits issued to members and non-members: date, amount, description,
etc. Linked to Users data.

User Credit
Usage

Details on how user credits were applied to other transactions, or otherwise resolved.
Linked to User Credits data.

Donations Detailed info on donations received by your organization. Linked to Users and User
Transactions.

Money Categories

Organization

Note: Other organization data can be found in the formulas section below.

Category Description
Committees and
Committee Mem-
bers

Includes data on committee and members. Linked to Users data for detailed info
on members.

Officers List of organization officers (president, treasurer, etc). Linked to Users data for
detailed info.

News All news articles including headline, summary, post and active dates, etc. Linked to
Users data to include contact information for the member who posted the article.

Organization Categories
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Surveys
Category Description

Survey Ques-
tions

List of surveys and questions, including survey name, question name, question type,
etc. This is used to document what is included in a survey.

Survey
Responses

User responses to a survey, including survey name, question name, question type,
answer, user comments, etc. Linked to Users data.

Note: If a survey response is anonymous, no user data will be found.

Survey
Answer Sum-
mary

A summary of answers which have a defined set of possible responses (select list,
true/false, checkbox, radio buttons). Includes the question name, the answer value, and
the number of responses received.

Survey Categories

Blogs
Category Description

Blogs

Includes a list of all blogs define on your site with their interesting properties. Linked to
Blog Posts and Users (for blog author info).

Note: A blog may have multiple authors. If you run a report, you will see repeated
rows for each blog which has more than one author.

Posts

Includes all posts with title, date, and summary info. There is a ‘Tags’ field, which
includes a comma-separated list of tags attached to the post. You can use this for fil-
tering your post report by using a ‘Contains’ filter. Links to Blogs, Tags, Comments, and
Users (for author info).

Note: The full text of the blog posts is not included.

Post Tags

An individual list of tags attached to each post. This provides an alternate way to filter
your posts by tags. When filtering on this field, you can use the dropdown list to see a
list of the individual tags available. Links to Posts.

Note: A post may have multiple tags. You will see multiple rows on your report if
you join this to the Posts data without filtering or grouping.

Post Com-
ments

Includes all comments made on a post. Since a post may have many comments, we
suggest using this only when you have a report filtered to a single post, or else group-
ing by post. Links to Posts and Users (for comment author data, when available).

Blogs Categories

Documents
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Category Description

Documents

Includes all uploaded documents, including title, description, file name, file format,
average rating, etc. There is a ‘Tags’ field, which includes a comma-separated list of all
tags attached to the document. You can use this for filtering your post report by using
a ‘Contains’ filter. Links to Document Folders, Comments, Ratings, Tags, and Users (for
detailed info on the member who uploaded the file).

Document
Folders

Includes all folders (or categories) with name, description, and various properties. The
Visibility field tells you how the folder visibility is configured. If you are using com-
mittee or subgroup visibility, the Visibility Selection field includes the name of the com-
mittee or subgroup selected. The Calculated Visibility Selection field shows the actual
visibility on the website. A folder’s configured visibility may be modified by its parent
folders, so this field (and the Calculated Visibility Selection field) show this. Links to
Documents.

Document
Folder Struc-
ture

Shows the document folder structure as displayed on the website. Sort by the Path
field to see the proper display order (there is no need to place the Path field on your
report – it will be meaningless to users). Use the Spaces function with the folder name
field to create indentation to see the structure. See the Document Folders shared
report to how this is done. Links to Document Folders.

Note: To match the structure you see on the website, you will need to explicitly set
a display sequence for all folders.

Document
Comments

Includes all comments entered by members for each document. Links to Documents
and Users (for comment author data, when available).

Document
Ratings

Includes detailed ratings entered by members for each document. Links to Documents
and Users.

Note: Documents data includes the average of all rating.

Document
Tags

An individual list of tags attached to each document. This provides an alternate way to
filter your documents by tags. When filtering on this field, you can use the dropdown
list to see a list of the individual tags available. Links to Documents.

Note: A document may have multiple tags. You will see multiple rows on your
report if you join this to the Documents data without filtering or grouping.

Documents Categories

Special Data Categories
This includes data used by only certain customers, or in extra-cost modules. If these data categories are
not relevant to your organization, they will not be included on your ad hoc reports page.
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Ad Hoc Forms
Category Description

Forms List of surveys and questions, including survey name, question name, question type,
etc. This is used to document what is included in a survey.

Questions

User responses to a survey, including survey name, question name, question type,
answer, user comments, etc. Linked to Users data.

Note: If a survey response is anonymous, no user data will be found.

User
Responses

Users who have completed a form, including the response date, status, and review com-
ments. This data category does not include the user's answers; to include user
answers select User Answers.

Note: If using User Responses, do not include Answer Summary Response or
Questions in the same report.

User
Answers

The answers attached to each response – each answer includes the question name
and the user’s comments (if any). Linked to User Responses.

Answer Sum-
mary

A summary of answers which have a defined set of possible responses (select list,
true/false, checkbox, radio buttons). Includes the question name, the answer value, and
the number of responses received. Linked to Forms data.

Answer Sum-
mary
Response
(Old Version)

The original data category for user responses which includes the data from both User
Responses and User Answers. Using two separate data categories allows for a more
flexible way to report on Ad Hoc Forms, however this options was left in place to
ensure older reports could still function.

Note: If using Answer Summary Responses, do not include User Responses or
Questions in the same report.

Ad Hoc Forms Categories

Collectibles
Category Description

Collectible
Items

General info on collectible items, including owner name, date purchased, item name,
etc. Linked to Users data.

Note: Some collectibles may not be assigned to a member or non-member, so no
additional user data will be available.

Collectible
Details The detailed fields you have defined for collectible items. Linked to Collectible Items.

Collectibles Categories
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Continuing Education
Category Description

Certificates General info on the certificates available – name, description, points required, etc.

Certificate Fees The fees charged to members and non-members for new and renewed cer-
tificates. Linked to Certificates.

Course The courses available to users to take and earn points. Includes name, descrip-
tion, location, provider, etc.

Point Type and
Point Type Cat-
egory

The types of points available to be earned by users. Includes name, prompt text,
etc. The Category data is used to organize point types.

Points The points earned by a user. Includes the number of points and how they were
earned. Linked to Users, Course, and Point Type.

Applicant Cer-
tificate

The certificate applied for and earned (or declined) for users. Include certificate
name, dates, certificate number, etc. Linked to Certificate and Users.

Continuing Education Categories

Resource Scheduler
The two data categories are nearly identical. Resources can inherit properties from their categories, but
they can also override certain properties if needed. The resource data here will include the category values
unless they have been overridden by editing the individual resource. These two data categories are linked
together. Resources are also linked to Reservation items.

Category Description

Resources

The two data categories Resources and Resource Categories are nearly identical.
Resources can inherit properties from their categories, but they can also override cer-
tain properties if needed. The resource data here will include the category values
unless they have been overridden by editing the individual resource. These two data
categories are linked together. Resources are also linked to Reservation items.

Resource Cat-
egories

Includes the inividual items within reservations, the resource, time period, and fee.
Linked to Reservations and Resource data.

Reservations Includes dates, fees, registrants, etc. for resource reservations. Each reservation may
contain one or more items. Linked to Users data and Reservation Items.

41 Copyright 2004-2023– Gembrook Systems, LLC – All Rights Reserved



Category Description

Reservation
Items

Includes the individual items within reservations, the resource, time period, and fee.
There are six fields related to the start and end of the reservation:

l Setup Start Time - the time of day the setup period (if any) for a reservation
begins

l Reservation Start Time - the time of the day the reservation begins
l Reservation Start Date/Time – the time of day and date the reservation begins
l Reservation End Time – the time of day the reservation ends
l Reservation End Date/Time – the time of day and date the reservation ends
l Cleanup End Time - the time of day the schedule cleanup period (if any) ends

The report designer will not allow you to filter by the "time" fields. If you do need to fil-
ter by time of day, use the fields which include dates. Linked to Users data and Reser-
vation Items.

Resource Scheduler Categories

Category Description

Reservations Includes dates, fees, registrants, etc. for resource reservations. Each reservation may
contain one or more items. Linked to Users data and Reservation Items.

Reservation
Items

Includes the inividual items within reservations, the resource, time period, and fee.
Linked to Reservations and Resource data.

Resource Scheduler Categories

Each type of organization has some special data categories available.

Storefront
Category Description

Products Includes product data: name, price, status, etc.
Inventory Product inventory data: quantity, color, size, etc. Linked to Product data.
Orders Order placed in the storefront, including date, status, etc. Linked to Users data.
Order Items Items on storefront orders. Linked to Orders and Inventory.

Storefront Categories

Villages
Category Description

Services Available services, including name, category, notes, etc.
Service Pro-
viders

Service providers, including contact info, provider type, vetting status, etc. Linked to
Users data for detailed contact data.

Service Pro-
vider Vet-
tings

Vettings done for each service provider. Linked to Service Providers data.

Provider The services which are available from each service provider. Linked to Services and Ser-
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Category Description
Services vice Providers data.

Service
Requests

Services requested by members, including service type, date-time, address, etc. Linked
toMembers data for detailed info on the requesting member. Linked to Services data for
info on the service type.

Service
Request
Providers

Links service requests to the provider(s) filling the request. Includes status, rating,
expenses, etc.

Village Categories

Volunteering
Category Description

Opportunities Includes info on opportunities: name, address, contact, status, etc. Linked to Events
data, for opportunities that are tied to an event.

Opportunity
Slots The slots to be filled in each opportunity. Linked to Opportunities data.

Opportunity
Volunteers

General info on volunteers attached to an opportunity, including name, email, phone,
etc. Use Slot Volunteers to see the actual slots that these volunteers are filling.
Linked to Users data to get more detailed info.

Slot Volunteers Volunteers attached to a specific slot within an opportunity. Includes name, contact
info, hours, etc. Linked to Users data to get more detailed info.

Volunteering Categories

Organization Info in Formulas
Some info on your organization is available in formulas. To access in an advanced report, right click on the
report cell, and select Insert > Formula. In the function popup, scroll down in the list of functions until you
see ‘Organization Info’. In an ExpressView, right click on a column and select ‘Convert to Formula’. The
available fields are:

l Currency Symbol (as defined on the Money Options page on the website)
l Logo (as set on the Club Logo page on the website)
l Member Name – the name of the member currently running a report
l Organization Name – the public name of your organization
l Tax ID (as defined in Money Options)

Multi-Tier Organizations
ClubExpress supports two types of multi-tier organizations. If you have a single website and ClubExpress
account, and have your membership assigned to multiple chapters (or subgroups, regions, or whatever you
call them), then you have what we call a ‘Model One’ organization. You may have a single level of chapters,
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or you may further organize your chapters into higher groupings (up to three levels under your main
account level. We refer to all three levels generically as ‘subgroups’. The lowest level group, we often refer
to as ‘chapters’ (though you are free to name them as you wish).

If you have multiple websites and ClubExpress accounts, but still organize into a hierarchical grouping, you
have what we call a ‘Model Two’ organization. We refer to the lowest level as ‘affiliates’. This is typically
where the vast majority of the membership is found. The higher level(s) we refer to as ‘parents’.

Each type of organization has some special data categories available.

Model One
Category Description

Member Sub-
groups (Filter
Only)

You can include this data category in a report to enable you to filter results by a spe-
cific subgroup (chapter, district, or whatever designations you use), or to connect
users to their subgroups (see the ‘Chapters’ item below). This does not include any
data by itself – it is just used to select (or filter) the subgroup(s) you want to include.
The Chapter Id field refers to the chapter to which the member actually belongs (the
lowest level). The Subgroup Id field refers to higher level groupings above the chapter
level. For organizations with only one level, Chapter Id and Subgroup Id are the same
thing.
Note that in some cases,members may belong to multiple chapters. This can some-
times result members appearing more than once in a report. Depending on the report,
you may be able to resolve this by grouping on member, or by using the suppress
duplicates feature.
You will find this in the ‘Membership’ section of data categories on your report.

Subgroups

This includes all your sub-level entities, with name, address, and contact info. This
can be joined to Members and Users data by linking through theMember Subgroups
(Filter Only) data (in the Membership section – see that section for more detailed
info on this). Linked to Subgroups and Organization Hierarchy data.
You will find this in the ‘Organization’ section of data categories on your report.

Organization
Hierarchy

This includes all subgroups and levels, and a path field used to sort to produce a hier-
archy chart. The category does not include the top level (the ClubExpress account
level). Linked to Subgroups data for more information on each subgroup, and to Sub-
group Fees. See the Organization Hierarchy shared report for an example using this
data.

Subgroup Fees Includes member type and fee amounts for primary, secondary and tertiary members
for each subgroup. Linked to Subgroups and Organization Hierarchy data.

Model One Categories

Model Two
You will find all of these data categories in the ‘Organization’ section. Note that these data categories are
available only to the upper levels of the organization. If an affiliate signs up for ad hoc reporting on their
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own, they will have access only to their own local data (as described in the sections above).

Note that the lower level data available is limited to people, affiliates, and officers. You will not be able to
access transactions, event data, committees, etc which are available solely at the lower levels.

Category Description

Affiliates

Affiliates are the lowest level accounts in your organization. Includes name, address,
contact info. This category also includes the higher level groups in your organization,
so that you can get full reports of membership if needed. Use the ‘Org. Level’ field
(values ‘Affiliate’ or ‘Parent’) to distinguish.

Organization
Members,
Organization
Non-Members,
Organization
Sub-Member,
Organization
Users

These are identical to the Members, Sub-Members, Non-Members, and Users data
categories described in the Membership section above, except that they include all
people in your organization, at your level and below. When you run reports on trans-
actions, or events, and whatever else that can include people from lower levels, use
these data categories. If you want to limit you report strictly to people at your own
level, use the Members, Sub-Members, Non-Members, and Users data categories in
the Membership section.

Organization
Officers

Similar to the ‘organization…’ data categories above, this category gives you access
to the officers of the affiliates below your level. If you want to see offices at your level
only, use the ‘Officers’ data category.

Model Two Categories

l 0 = Do not list me in the directory
l 1 = Show name, city and state only; no bio or contact information
l 2 = Show name, city, state and bio only; no contact information
l 3 = Show name, city, state, bio and email; no address, work info or phone
l 4 = Show name, city, state, bio and email; no address, work info or phone
l 5 = Show name, city, state, bio, email, phone and work info; no address
l 6 = Show all information, except email
l 7 = Show all information

Scheduling Reports
If you have enabled the Scheduled Reports option, you can schedule reports to be generated and emailed
automatically, on a schedule and to a distribution list that you define.

Once a report is created and saved, select the report and click Schedule Report from the menu:
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You will see the Scheduling wizard with the following options:

Define the Schedule Name and export type. For some formats, you can specify a password to encrypt the
file.

Use the “Execute Immediately” option to test the report and distribution list. Once you have verified that it’s
working correctly, uncheck this box then specify the actual schedule you want.

Specify when during the day the report should be generated, and the recurrence frequency:

l Once, on a specified date in the future
l On a Daily basis (for example, every other day, or every weekday)
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l On a Weekly basis (for example, every other week, on one or more days)
l On a Monthly basis (for example, on the second Monday of every month)
l On a Yearly basis (for example, on a specific date, or on the last Thursday of a specified month.)

You can also specify a start date and when to end, after a specified number of occurrences or on a
specified date.

Click Next to move to the Filters panel. There, you can specify one or more filters that will be applied to the
report before it is sent out. (This screen has already been described above.)

Click Next∫ to move to the Recipients panel.

Specify a list of recipients in the To:, CC:, and/or BCC: fields. Specify a subject and email body. When you
click the Finish button, the report is added to the scheduler and will be sent out as defined.
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