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Question:  You need to be able to produce a list of Accommodation Bookings to send to Host Families.

Solution: Create a Quick Report.
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Select the Report Type as “Accommodation Booking”
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Select “Add”

Complete the selection screen similar to the following and then click on “Search & Excel”:
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Within Excel
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Click on Data, Subtotals
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Complete the selection similar to the following:

[image: image7.png][Booking Accommodation Code v

Use function
[5um B

Add subtotal to

Booking Price ter e
I Booking Status Hame.
Aczommadation Code Bd

T~ Replace current subtotals
IV page break between groups
[ gummary below data

Removel ==





Page breaks will now be automatically input after each family.
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