
How to Create and Utilize User Defined Tags 
 

Overview: 

Tags are a filtering tool used to modify the output of reports.  When a specific tag (or Tag Filter) is 

selected on a report control panel, only individuals that have been associated with that tag definition 

will appear in the report output. 

 

Procedure for Defining a New Tag: 

1) Navigate to the Tag Filtering area of the Personal Folder Administration Panel; 

a. Open the database with Staff or Administrator level permissions; 

b. Navigate to the Personal Folders module; 

c. Click on the “Admin Tools” button to open the Administration Panel; 

2) Click on the ‘Tag Definition’ button to open the ‘Tag Definitions’ table; 

 

 

3) Create a new tag in the new record (starred, last line) area of the Tag Definition table. 



a. Assign a Scope.  This field is required, but is for organizational purposes only. 

b. Assign a Tag Name.  Make sure it relates to the planned use of the tag, and make sure 

that the Assignment Name and Selection Name columns contain exactly the same 

name. 

c. Other fields are optional. 

4) Additional Tag Definition Help and a Video can be found on the “Advanced” tab of database 

help. 

 

Managing Tags: 

1) Manage by Tag  (Work with a list of all names that are pointed to by a specific tag.) 

a. Navigate to the Tag Filtering area of the Personal Folder Administration Panel; 

b. Select the specific tag that you wish to manage in the ‘Tag Assignment’ pull down 

menu. 

c. To delete a tag, right click on the record selector (circled in yellow).  Select ‘Delete’ on 

the keyboard 

 

d. To add a tag, use the bottom, starred record to enter new information. 



2) Manage by Person  (Work with a list of all tags that are pointing to a specific person.) 

a. Open the individual’s personal folder and click on the ‘Tags’ tab to view and/or work with 

a list of all tags pointing to this person. 

b. To delete a tag, right click on the record selector.  Select ‘Delete’ on the keyboard.  

 

c. To add a tag, use the bottom, starred record to enter new information. 

3) Test your tags by running a name report, where you can directly observe the individuals 

allowed to clear the tag filter. 

 

Utilizing Tags: 

Tags are applied at report run time to filter the individuals that can appear in the output of the report.  

Only individuals that have been associated with a selected Tag Filter will be allowed to appear in the 

report output.  To apply a Tag Filter to a selected report, utilize the Optional Tag Filter pull down 

menu found on virtually every report control panel in the Appilistic Clubhouse Database.   



 

 

Tag Start and End Dates:  Each time that you assign a tag to an individual, you have the option of 

setting tag start and / or end dates.  If  either is set, the dates are compared with the report start and 

end dates. If there is any overlap, the individual will be included (if otherwise appropriate) in the report 

output.  If there is no overlap, the individual will not be included, as if the tag was not assigned to 

them at all. 

Tags vs. Reporting Sub-Groups:   Reporting sub-groups are similar to tags in that they can be used 

to control who will be included in a report’s output.  However, they are significantly different in other 

regards.  While all individuals will appear in reports run at the parent level, the individuals appearing 

in reports run in sibling sub-groups will be mutually exclusive.  This trait is necessary in reports used 

for funding and some other administrative purposes.  On the other hand, tags such as “Veterans” and 

“Registered Voters” can easily contain overlapping subsets of the database population. 

 


