
Creating a Donation Report for 
Fundraising Insights
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Agenda
The Contribution Report

Adding Filters and Fields

Saving and Scheduling Reports

The Contribution Report

Adding Filters and Fields

Saving and Scheduling 
Reports
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Let’s get ready to roll!
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Accessing Your Reports, Two Ways
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Stepping into your Reports in EveryAction

Log in to 
EveryAction

Type "Contribution 
Report" into the 

Search for a Page 
menu

Click the report 
hyperlink
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Good To Knows: Contribution Reporting

• Filters will always show for the 

past Year to Date within the 

Contribution Report by default.

• Columns can be edited to include 

additional information, like Contact 

data, Online Action Form name, 
and more.

• The Group-By function allows you 
to table data together by an 

indicated field, like VANID or 

Contact Name.
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Let’s try it out!
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Adding Fields to Your Report

Additional fields can be 

included in your report 

through the use of the 

Edit Columns button at 

the far right of your report 
screen.
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Exporting & Actions for Your Report

While Exporting is 

straightforward, the Report 

Actions button gives options 

such as:

• Saving As to save all 
filters, output fields, and 

groupings in your report.

• Scheduling your report to 

send to users.

• Sending all Contacts to 
My List for mass edits or 

taking other action.

• Bulk Edit, which allows 

edits to all contributions 

returned.

An additional major factor of importance from this screen are the Export As and Report Actions buttons.
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Accessing Saved Reports
Once reports are saved, it should be noted that these 

can only be retrieved from the Report Manager within 

EveryAction.

This will be an important thing to remember, as without 

your saved reports, you’d continually have to update 

your Contribution Reports manually.

Save Your 
Customized 
Contribution 

Report

• Include any necessary 
filters and output fields

Access the 
Report 

Manager

•Search for a 
Page

•Type “Report 
Manager”

Use the Saved 
Templates Tab

• Reports can be 
accessed and 
edited from 
this tab moving 
forward.
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Additional Resources
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Additional Learning Opportunities

Currently, EveryAction has an expansive (and growing!) library 

of webinars available to review tasks like:

• Creating Online Actions

• Sending Targeted Emails

• Adding New Users

• Creating Contributions

• Configuring Your Codes

• And much more!
Build confidence and knowledge 

in our software.

https://www.bonterratech.com/training#everyaction

https://www.bonterratech.com/training
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Support

• Contact your System Administrator

• Email help@EveryAction.com

• Call (202) 370-8050

• Submit a Support Request Ticket from the Main Menu of 

the EveryAction CRM

mailto:help@EveryAction.com
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Q & A

• Ask questions about functionality covered in this training

• Ask real-life application questions

• Or sign off and we will see you in the next training!

We value your feedback!



Thank you for attending!

We hope to see you
 in future trainings.
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