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Audio Problems?

The audio section 
of the Gotowebinar 
Control Panel has 
options for: 
● computer 

audio 
● phone call

Be sure to check 
that your speakers 
are turned up if 
using computer 
audio! 2

Handouts

Questions
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What we’ll cover today:
In this session, we’ll review information that is included in your LGL 
account, including dashboard widgets, summaries, fundraising views, 
and built-in reports.

All sessions are recorded and will be emailed to you following each session. You can also view all 
recordings in the Training Videos section of the LGL Video Library.

https://help.littlegreenlight.com/category/487-training-videos
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LGL Dashboard
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LGL Dashboard widgets
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Customize
Dashboard

Widgets on your 
dashboard can be:
● moved
● re-sized
● removed

Each user’s 
selections are just 
for their own 
dashboard view
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On screen 
Fundraising Reports
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Fundraising > Funds - on screen summary
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Fundraising > Appeals - on screen summary
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Fundraising Views
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Fundraising Views > Giving by Appeal
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Fundraising views - Giving by Month
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Fundraising views- 
Giving by Month
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Demo:
Customizing Dashboard and 
using Fundraising Views
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Pre-built Reports
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LGL Pre-built Reports: Home > Reports
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Example of pre-built constituent report: LYBUNT
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Example of pre-built constituent report: LYBUNT
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Example of pre-built constituent report: Directory
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Example of pre-built constituent report: Directory
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Example of pre-built constituent report: Snapshot
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Example of pre-built constituent report: Snapshot
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Example of pre-built gift report: Deposits for this month  
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Example of pre-built gift report: Deposits for this month  



www.littlegreenlight.com

Example of pre-built gift report: Funds this year  
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Example of pre-built 
gift report: Funds this 
year  
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Demo:
Pre-built reports
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Questions & Answers



www.littlegreenlight.com

● Customer Q&A sessions - small group webinars (No 
more than 4 people)

● Extensive online Knowledge Base
● Video Library: Recorded training webinars
● Support by email (M-F 9am-7 pm ET)
● Subscribe for Fundraising tips/LGL Feature updates

FREE Training & Support for LGL Users

https://help.littlegreenlight.com/
https://help.littlegreenlight.com/category/487-training-videos
https://www.littlegreenlight.com/subscribe/
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Reporting 101: 
Part 2

Presented by Virginia Davidson
Assisted by Emily Fitzsimmons
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What we’ll cover:
In this session, we’ll explore:
● How to create custom reports in LGL
● The difference between Constituents reports & Gift reports
● Tips for troubleshooting your custom reports

All sessions are recorded and will be emailed to you following each session. You can also view all 
recordings in the Training Videos section of the LGL Video Library.

https://help.littlegreenlight.com/category/487-training-videos
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Getting started
1. What type of records do you need in your report?

2. What do you need to know about those records?
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Examples of constituent reports 
What type of records do you need in your report?
Constituents who can receive mail 

What do you need to know about those records?
Their name and their mailing address
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Examples of constituent reports 
What type of records do 
you need in your report?
Constituents who’ve 
made gifts this year

What do you need to 
know about those 
records?
Their name, plus total 
giving amounts for this 
year and last year 
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Examples of constituent reports 
What type of record do you need in your report?
Constituents who are board members

What do you need to know about those records?
Their names, plus their total giving amount for this year, and any gifts  they’ve 
made to the Collections fund  
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Example of a gift report
What type of record do you need in your report?
Gifts made in September

What do you need to know about those records?
The gift amount, gift date, campaign, fund, appeal, and name of constituent 
who made the gift  
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Difference between a constituent report and a gift report
 

         

Constituent report: Each constituent who meets your search criteria 
will only be listed in your report once. If you search for constituents 
who’ve made gifts in 2024, a constituent’s name will only be listed once - 
even if they made multiple gifts in that  time period. 

Gift report: Each gift record that meets your search criteria will be listed 
on its own row in your report.  A constituent's name will be listed with 
each gift record that meets your search criteria. Since Phil Danforth 
made three gifts in September, his name is correctly listed three times 
in your gift report - once with each gift record. 
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Two key steps to shape your report:

Search: What type of record do you need in your report? 
● If you need constituent records, navigate to the Constituents page 

and search there. 
● If you need gift records, navigate to Fundraising → Giving and 

search there.

Customize: What information do you need to know about those 
records? 
● Select the fields you want to include, which will appear as 

columns of data on your exported spreadsheet
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Steps to create a custom 
constituent report
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Example 1: 

I need to see all our constituents who can receive mail, and I need to 
know:
● Their preferred address 
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Step 1: Run your search on the Constituents page and click Export results
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Step 3: Preview your report

Use the scroll bar 
to see more 
columns
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Step 4: Save export
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Download
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Example 2: 

I need to see all our board members, and I need to know: 
● Their total giving amount for this year 
● Any gifts they’ve made that are coded to the Collections fund
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Step 1: Run your search on the Constituents page and click Export results
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Step 2: Customize (Select fields)
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Customize column header

Use parameters to restrict gifts used in calculation 

Important field: Total Giving (custom)
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Important field: Gifts

Remember to set the count !
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Step 3: Preview your report
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Step 4: Save export
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Download
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End result: 
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Demo:
Create a custom report
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Steps to troubleshoot a custom 
report
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Tips for troubleshooting a custom report
● Confirm that you created the type of report that suits your needs 

(Constituent vs. gift)
● Examine a record and check it against your search criteria
● Check the customization of fields (such as Gifts) and check it against 

the coding of a gift record
● If data doesn’t appear appear in your export, click Enable Editing:
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Problems:
● Joe Fox’s gift to the Collections fund isn’t listed
● Our new board member, Kathleen Kelly, isn’t listed
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Demo:
Troubleshooting a custom 
constituent report
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Questions & Answers
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● Customer Q&A sessions - small group webinars (No 
more than 4 people)

● Extensive online Knowledge Base
● Video Library: Recorded training webinars
● Support by email (M-F 9am-7 pm ET)
● Subscribe for Fundraising tips/LGL Feature updates

FREE Training & Support for LGL Users

https://help.littlegreenlight.com/
https://help.littlegreenlight.com/category/487-training-videos
https://www.littlegreenlight.com/subscribe/

