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To pull the client list with out of Assessments, you will need to run a ZGA101 report. To access reports 
area, click the word “Reports” in the lavender menu bar.  
 is “Home”. This 

 
 

Click the words “Client/Waiting Lists” 

 
 

This will open the options to the many different client reports in that section. You want the ZGA101. 
 

 
 

You will see the different dropdown options. Use the current fiscal year, and pick the provider you are 
looking for in the Provider dropdown menu. In the example we are using Randolph Senior Adults 
Association with ARMS ID code of G055. Generate the report. 
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Click the “export” button. 
In the dropdown menu select “Microsoft Excel Workbook Data-only”. 
 

 
 

This will generate a download of the Microsoft excel spread sheet. Find your download, open it, and 
enable editing. 
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Once you have enabled editing, go to column Q (Last Assmt Date):  
 

 
 

 
 
Highlight the column and change the properties to “date”: 
 

 
 

Hide all unnecessary columns. You only need the first name, last name, and assessment date. Then 
highlight all three columns, and click “custom sort”. 
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Click ok, then ok:  

 
 

And click a third ok. 
 
Now your clients are listed by the oldest assessment date to the newest assessment date. Only clients 
that have received units in the current fiscal year will show in the list.  
 

 


