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Purpose of this document 

 
This document was designed to provide an overview of the Top Donor Report. 
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Purpose 
 
A new Top Donor List report was created that provides a listing of the top ‘x’ number of donors by their 
cumulative gross weight of donations.  
 
Ceres Object release 4.00.00 is required for the updated version of this report. 

 

Accessing the Top Donor List Report 
 
1. The Top Donor List report can be accessed from Departments  Donation  Planning  Reports 

 Top Donor List 
 

 
 
2. The Top Donor List report request page will be displayed where users can set filter criteria on how 

they want to run the report.  A description of the fields follows: 
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No. of Donors to Rank – Enter the number of donors you would like to rank. The report is 
limited to 99 donors and will present the error “Number of donors must be less than 100” if you 
attempt to enter a number greater than 99. Additionally, if the report is run with a zero value in 
this field it will default the number of donors to rank at 20. 
 
Show Results Section – The report is based on the Donor so any standard filtering field may be 
selected to refine the donors for whom you would like to include in the evaluation of the report. 
Standard fields you can filter by are: 

1. No. 

2. Vendor Posting Group (this applies as Donor Posting Group) 

3. Responsible Person Code 
 
Limit Totals To Section – Filters can be added to this section to specify limiting criteria for the 
gross weight calculation. Set a Date Filter to limit the report to a set date range. 
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Preview of the Report 
 

1. You can print or preview the report by clicking on the Print or Preview button.  
 

 
 

Related Topics: 
1. Donor Overview 
2. Donation Order Overview 
3. Food Drive Overview 
4. Food Drive Enhancements 

 
 
 


