Exporting Data out of ACS
Step 1
Click on [Searches]
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Step 2
Click on [Advanced Export]
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Step 3
Click on the [Create New Export] button.
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Step 4
Select File export and click [OK].
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linked {if unsure, select File Export).

Step 5
Click on the Fields Tab and Select the fields you wish to export. Click [Next]
Refer to TIPS help sheet for help in selecting fields to export.



: Modules Utilities Online Resources Help

A People i

People | contributions | Attendance | Utilities |

Acs People

3 ]
Individuals @ ACS Data Export Designe f export fo .
AddjEdit Export Title: IACSZ export For sk I[ Description | Export Type: File
Individuals
| Groups | Fields | Format |
Delete Individual ACS Fields: e
i - B Family Review Date || selected Fields [Options]
Chan%;ilsarnily B Individual Review Date B Personal - Address - ZIP Code ]
B Prospect Source B Personal - Address - Carrier Code =
B Assigned To B Personal - Address - Delivery Point
Mass Change B Individual Id B Personal - Address - Home Phone
~B FamilyPicture B Persona:-Gent;ier »
- B Individualicture B Personal - Farn.ly Position
5@ Special Field B Personal - Marital Status
= i peca '|e 2 Personal - Member Status
[ Sething Harte) i & Famiy B Personal - Date OF Birth
=& Individual B Personal - Joined How =
B OpenField1 B Personal - Date Joined
B OpenField2 - B Personal - Envelope Number
B OpenField3 B Personal - Rec g
B OpenField4 &)
B Baptized Fields: 22 Actual DB Fields: 22
B Confirmed 2 [Movegp ][Move Qown] [ Select All ][ Remave ]
B Jnined
[ Back ” Next ] [iave & Close ] [ Run Export ]

| | 4

Step 6

Select the file format to export and click on the [FileName] button and choose where to save the file.
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Select the format you wish ko export the data to. To export the data for use with
Microsoft Access, for instance, choose "Microsoft Access {.mdb)."
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Step 7

Click on [Run Export] and save file to your computer.
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Step 8
Proceed to Import Tool instructions.



