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Facilitators—Member Reports and Community Members 

 

Member Report: Facilitators have access to the Report function. 

 

1. In the top toolbar, click Facilitator and then Reports to access the report function. 

 
2. The available report is Members Belonging to a Community. This report provides a listing of the members of the 

community you facilitate. You will be able to download, save, and print this.  You may save the report as an Excel file 

or PDF. The report includes the Community name, member last name, member first name, city, and state. 

 

3. To access a report: 

1. Select the community  

2. Click Run Report 

 
3. Choose a format for the report (Excel or PDF) and then click Export or print. 
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4. Example of a report in Excel format.  (Last names removed for member privacy.)  You can also export this list from 

the Community Members module at the bottom of your Facilitator Page. 

 
 

Finding Members of a Community 

1. Click the Facilitator link in the top toolbar either from the Personal Page or a community’s page. 

 
2. You will be taken to the Community List and Community Members page. Scroll down to see the list with 

Community Members. 

 
 

3. In the Community Members section, select the Community filter and choose the community from which you would 

like the member list. Changing the page from 10 per page to 50 per page, then press Go. (Last names removed for 

privacy.) 
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4.  A list of the members will appear. You may review the list in this format or select Community Member List Export 

for a report. 

 
5. When you choose the Community Members List Export, the Community Members listing appears. You have three 

options with the report.  You may select a format (Excel or PDF) to save to your computer or print out.  See Member 

Report step 3. 


