
 
 

Synergy Quick Tip  
Use the Wild Card to Build Custom Reports 

 

 
 

 
 

 
Enter the asterisk (*) as a wild card character in any yellow search field to include that field in your results. Then save 
those results as a custom report. You can include fields on multiple tabs in a single search. In this example we create 
a report that shows student Home Rooms and home addresses. 

 
1. Select Home Address fields from Student> Demographics tab and Home Room fields from the other info tab - 

 

 
 
 
 

2. The result includes all selected fields: 
 

 
 
 

3. Save the report as a PDF or Excel file: 
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