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Processing a Search 
 

→ Click on the “People Tab” after logging into ACS. 

o Click on the “Searches” button. 

 

 

→ Click on the “Load Criteria” button. 

o Find the DLA Report for your Campus: 

� (CAMPUS INITIALS) – CF Kids DLA 

o Click, “Load” 
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→ After loading the criteria, click on the “Search Criteria” tab. 

o Look under the “Search Fields” section. 

� Double click the date and change it to: 

• 2 weeks ago from this past Sunday (PB ONLY uses Date Range bc they 

have Saturday/Sunday services) 

� Click the “Process” button. 
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→ When it is finished processing, click on the “Results” tab to see your results. 

 

 

→ Right click anywhere on the grid. 

→ Select “Advanced Exports” from the menu. 

 

 

GRID 
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→ Make sure “Show All User’s Exports” has a checkmark inside the box. 

→ Select the name of the export for your campus;;;; it should match the name of the  it should match the name of the  it should match the name of the  it should match the name of the DLA DLA DLA DLA 

Search.Search.Search.Search. (This is just an example below). (This is just an example below). (This is just an example below). (This is just an example below).    

o Click on the Run Export button. 

 

 

→ A box like the one on the right will appear. 

o Click “OK” 
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→ An excel document will open that looks like this one below: 

o To format all cells to the correct width, click the top left empty cell (next to A and 1), 

then double click on the line between columns A and B. 

o Check the unlisted columns for the word, “TRUE” Check the unlisted columns for the word, “TRUE” Check the unlisted columns for the word, “TRUE” Check the unlisted columns for the word, “TRUE” –––– this means that the fami this means that the fami this means that the fami this means that the family has ly has ly has ly has 

requested their contact information to be unlisted and you should delete that requested their contact information to be unlisted and you should delete that requested their contact information to be unlisted and you should delete that requested their contact information to be unlisted and you should delete that 

whole family from the document.whole family from the document.whole family from the document.whole family from the document.  Whether it be an email or a phone nu  Whether it be an email or a phone nu  Whether it be an email or a phone nu  Whether it be an email or a phone number, it mber, it mber, it mber, it 

doesn’t matter, delete the whole family from the report.doesn’t matter, delete the whole family from the report.doesn’t matter, delete the whole family from the report.doesn’t matter, delete the whole family from the report.    

o Delete the following columns: 

� Cell Extension 

� Cell Unlisted 

� Preferred Email Email Unlisted 

o Sort the document  

� Click the top, left, empty cell (next to A and 1) to select all cells. 

� Select “Data” from the toolbar. 

• Sort 

• Sort it by Family #, then by Family Position.  (Family # is how ACS groups 

a family together.) 

 

 

→ Open the Google Doc the Data Manager has created for you. 

o Create a new worksheet on the bottom of the Google Doc for each DLA Report. 

� Click on the arrow next to the name of last week’s worksheet. 

• Select “Duplicate” from the menu. 

� Click on the arrow next to the name of the new worksheet. 

• Select “Rename” from the menu and rename it to DLA – (Sunday’s date) 

• Delete all rows from 3 down. 

� Click on the arrow next to the name of the new worksheet. 

• Select “Move Left” so that the sheet is the newest one on the left. 

o Copy all information from the excel to put on the Google Doc, except row headers. 

� Use Control+C to copy and Control+V to paste in Google Docs.  

� When finished copying the 2 Week data, copy row 2 (DLA – 2 Week (2 week 

search date) and put it on the row after the 2 Week data.   

• Relabel it DLA – 4 Week (put the 4 week search date) 

• Do the same after the 4 week data. 

→ Go back to ACS and repeat Go back to ACS and repeat Go back to ACS and repeat Go back to ACS and repeat steps fromsteps fromsteps fromsteps from Page 3  Page 3  Page 3  Page 3 to 6 for the 4 week and 8 week DLA to 6 for the 4 week and 8 week DLA to 6 for the 4 week and 8 week DLA to 6 for the 4 week and 8 week DLA 

search.search.search.search.    

o 4 weeks ago from this past Sunday (PB ONLY uses Date Range bc they have 

Saturday/Sunday services) 

o 8 weeks ago from this past Sunday (PB ONLY uses Date Range bc they have 

Saturday/Sunday services) 
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→ After everything is on the Google Doc, it should look like the picture below. 

→ To email it to everyone who sees the document, click the arrow next to the “Share” button. 

o Select “Email Collaborators” from the menu. 

o In the message box, type, “DLA is ready for this week.” 

� Check the box that says, “Send a copy to myself” 

� Click “Send” 

 


