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SESSION 7.3 
 
GIFTING & TASK REPORTS 
Select Reports & select Gifting.   You can now see a list of the Gifting Reports Available 
 

 
 

Gifting Due Report 
Select Gifting Due Report 

 

   
 

Select required Date Range 
Select Frequency 
Select required Manager or leave blank for All 
Select the Sort Order for your list 
Select to include Inactive Trusts or not 
 
Select Print 
 
 Note: If your report is blank there is no gifting for that date range 
 

 Note:  Date of gifting is taken directly from the last Gifting posted date in the Gifting 
Account, not the Task dates 
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You can send the report to the printer  or save it as a PDF  which can then be attached to 
an email. 
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Gifting Completed Report 
Select Reports, Select Gifting & Select Gifting Completed 
 

 
 

Select Criteria as for Gifting Due Report (above) 
 

 
 

You can send the report to the printer  or save it as a PDF  which can then be attached to 
an email. 
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Task Report 
Select Reports, Select Tasks & Select Incomplete Tasks 
 

 
 
Select Date Range 
Select Manager or leave blank for all 
Select Trust or leave  
Type Task Keyword, e.g Gifting, or leave blank for all 
Select Sort Order  
Select to include Inactive Trusts or not 
 

 
 

You can send the report to the printer  or save it as a PDF  which can then be attached to 
an email. 
 
 
 


