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Running Club or Project Reports 

 

Click on the Reports Icon 



 

Click Standard 



 

 

Click on the type of 

report you want (in 

this example we are 

doing mailing 

labels) and then 

click on Memorize 

Report (Memorize 

report allows you 

to modify standard 

reports.) 

Enter a title and 

description for your 

report.  In this 

example “Project” 

was entered for the 

title and description. 

If you check the 

Share Club box then 

your club leaders will 

be able to run this 

report. 



 

 

 

Click on Clubs (Units) or 

Projects tabs then on the 

club or project that you want 

for this report.  Use the >> 

button to move the club or 

project to the box on the 

right.  

Click the Save button at the 

bottom of the screen.  This 

will save your report to your 

Memorized folder. 

Click the View Report 

 



 

 
 

“Utah State University is an affirmative action/equal Opportunity institution” 

This is the report.  Click 

on the disk icon to 

save it to your 

computer as a PDF file. 

Click on the Reports 

icon to return to the 

reports screen. 

Here is the report in your 

memorized folder.  (The 

green check mark means it is 

a shared report so club 

leaders can run this report.) 



 


