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We have a new database called DonorSnap and I have set you up as a user so you can 
download a report on what athletes and volunteers have signed up for the spring 
academy at your site. 
 
To access the report go to https://entry.donorsnap.com/nmLogin.aspx.  
Site Code is tennis 
Your User ID is --------- 
Password is ----------- 
 
Then click Login button 
This will bring you to a dashboard.   
In the red bar at the top of the page, click on Reports tab, then Data Miner Platinum. 
This will bring up a list of reports for each academy site.  Click once on the one for 
YOUR SITE to highlight the line, then click on the tab labeled Review Data and Export 
above the list. 
This will give you a list of athletes and volunteers who have registered for YOUR SITE. 
To download the report in Excel click on the Export to Excel button on the right end of  
the line above the list. 
Once it is in Excel you can sort the data by Role to separate athletes from volunteers. 
(Instruction for this are below if you need them). 
 
The DonorSnap report is dynamic so each time it is opened it will be updated with the 
latest registrations. 
If you have any questions, please don't hesitate to contact me or Paula 
	
  
Sort	
  List	
  in	
  Excel	
  

1. Highlight	
  the	
  entire	
  list	
  by	
  dragging	
  the	
  curser	
  from	
  the	
  top	
  left	
  cell	
  (A1)	
  to	
  the	
  
bottom	
  right	
  most	
  cell	
  that	
  contains	
  data.	
  	
  	
  

2. In	
  the	
  Menu	
  bar	
  click	
  on	
  Data	
  then	
  Sort	
  
3. Be	
  sure	
  the	
  “Data	
  has	
  headers”	
  box	
  is	
  checked.	
  
4. Choose	
  Role	
  from	
  the	
  drop	
  down	
  	
  
5. Click	
  OK.	
  

The	
  list	
  should	
  be	
  sorted	
  with	
  athletes	
  first	
  and	
  volunteers	
  second.	
  
	
  


