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One way of searching for contacts that will reach a specific ‘half’ age in a given month is 
to create a dynamic report with two filters: one filter to find all contacts of a specific age 
and a dated filter to find all contacts with a birthday occurring six months from the current 
month. Both sets of criteria can be combined in one filter, however, separating the 
criteria into two separate filters allows for greater flexibility should criteria from only one 
of the filters be needed for future data mining. 
 
To build a filter that will search for all contacts of a specific age – 
 

• Select Marketing in the main menu. 
• Select Filters. 
• In the Search Filters screen, click Add. 
• Select the Contact-Individual category. 
• Click OK. 
• In the Filter Setup screen, click the Add button in the Filter Items section. 
• In the Filter Criteria screen, select the Personal table in the Tables Available 

section and the Age column in the Columns Available section. 
• Select Equal to as the operator in the Operator field drop down. 
• Enter the selected age in the Value field (for this example, the age is 64). 

 

 
Figure 1: The Filter Criteria screen. 
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• Click OK. 
• Give the filter a name and a description in the Filter Setup screen. 

 

 
Figure 2: The Filter Setup screen. 
 

• Click OK. 
 
To build a filter that will search for all contacts with a birthday occurring six months from 
the current month – 
 

• Select Marketing in the main menu. 
• Select Filters. 
• In the Search Filters screen, click Add. 
• Select the Contact-Individual category. 
• Click OK. 
• In the Filter Setup screen, click the Add button in Filter Items section. 
• In the Filter Criteria screen, select the Personal table in the Tables Available 

section and the DOB (Date of Birth) column in the Columns Available section. 
• Select the Advanced operator in the Operator field drop down. 
• In the Advanced Date Filter screen, select the Number of Days Relative to 

Specific Date condition in the Select Conditions to Apply section. 
• Click the Down Arrow to move the condition into the Description section. 
• Use the separate hyperlinks (number of days, relative to, and specific date) to 

create the filter description. 
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Figure 3: The Advanced Date Filter screen. 
 

o Select the number of days hyperlink. Enter 6 in the Value field, select the 
Month option, and click OK. 

 

 
Figure 4: Value and Unit options for the Number of Days portion of the advanced 
date filter. 
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o The relative to hyperlink will change to a Before hyperlink. Select the Before 

hyperlink. Select the After option and click OK. 
 

 
Figure 5: Operation options for the Relative To portion of the advanced date filter. 

 
o The specific date hyperlink will change to a Today hyperlink. Select the 

Today hyperlink. Select Ignore in the Year and the Day drop down fields. 
Leave the This Month option selected in the Month drop down. Click OK. 

 

 
Figure 6: Date options for the Specific Date portion of the advanced date filter. 

 
• Filter description selections will be reflected in the Descriptions section of the 

Advanced Date Filter screen. 
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Figure 7: Advanced Date Filter screen (date filter options selected). 

 
• If the filter description is correct, click OK. 
• Give the filter a name and a description in the Filter Setup screen. 
 

 
Figure 8: The Filter Setup screen (filter criteria added). 
 

• Click OK. 
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To create a dynamic report with filters that will find all contacts who will turn 64 ½ in the 
current month – 
 

• Select Marketing in the main menu. 
• Select Dynamic Reports. 
• Click Add in the Search Dynamic Reports screen. 
• Select the Contact-Individual category. 
• Click OK. 
• Select columns in the Columns Available tab of the Dynamic Report Setup 

screen. 
 

 
Figure 9: The Column Description tab of the Dynamic Report Setup screen. 
 

• Click the Name/Description tab to add filters to the dynamic report. 
• Click the Add button in the Selected Filter List section. 
• Search for the filter that will find all contacts currently 64 years old (64 (age)).  
• In the filter summary screen, tag the 64 (age) filter and click OK or click on the 

hyperlink of the 64(age) filter. 
• Click the Add button in the Selected Filter List section. 
• Search for the filter that will find all contacts with a birthday occurring six months 

from the current month (Future Bday (6 month)).  
• In the filter summary screen, tag the Future Bday (6 month) filter and click OK 

or click on the hyperlink of the Future Bday (6 month) filter. 
• SmartOffice will automatically assign a linking operator between the two filters. 

By default, the linking operator is an And operator. The linking operator can be 
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changed to Or by clicking directly on the operator. Leave the linking operator set 
to And. 

 

 
Figure 10: The Selected Filter List section of the Name/Description tab with filter linking 
operator. 
 

• Give the dynamic report a name and description on the Name/Description tab. 
• Use the options on the Report Package tab to link the dynamic report to a form 

letter, activity, or campaign.  
 

 
Figure 11: The Name/Description tab of the Dynamic Report Setup screen. 
 

• When finished setting options, click OK in the Dynamic Report Setup screen. 
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To run the dynamic report with filters that will find all contacts who will turn 64 ½ in the 
current month – 
 

• Select Marketing in the main menu. 
• Select Dynamic Reports. 
• Enter search criteria for the report in the Search Dynamic Reports screen and 

click Search. 
• Tag the selected dynamic report (All contacts 64 ½) in the Dynamic Report 

Summary screen and click the Run Report button or click on the All contacts 64 
½ hyperlink. 

• SmartOffice will display a summary list of contacts meeting the report criteria.  
 

 
Figure 12: Search results for the All Contacts 64 ½ dynamic report. 


