
Tutorial 
 
Objective:  Excluding People that have Blank Addresses Using a Filter.  
 
Note:  This example will be used to print labels, and can be used for any 
Report to exclude People that have blank addresses. 
 
 
Step 1:  Click on the People/Listing tab.  (Fig. A) 
 
 

 
    Fig. A 
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Step 2:  Click the binoculars to choose a filter.  Click the “Filter By”.  (Fig. B) 
 

 
Fig. B 

 
 
 
Step 3:  The Find Field Name popup appears.  Click “City” to highlight.  Click 
the Pink checkmark to select.  (Fig. C) 
 
 

 
Fig. C 
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Step 4:  Type in  “not blank” so the Filter text line reads: {City}not blank.  
Click the Set Filter icon.  (Fig. D) 
 

 
Fig. D 

 
 
 
 
Step 5:  Your Listing now excludes People that have a blank City field.  Click 
the Reports tab.  (Fig. E) 
 

 
Fig. E 
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Step 6:  Click Mailing Labels to highlight.  Click the “Filter” radio button to 
select.  Click the Word icon to start the process for printing labels that 
exclude blank addresses.  (Fig. F) 
 
 

 
      Fig. F 


