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Overview 

If you use either Adobe InDesign or Quark XPress to publish your brochure 

catalog, then you can now use the new Activity Brochure Export and Programs 

Brochure Export pages to export your activities and programs in a format that 

you can then import into InDesign or XPress. 

You can specify which activities to include or exclude and then choose how to 

categorize and group activities and programs in your brochure catalog. ACTIVE 

Net automatically adds the necessary tags to ensure that the export will import 

correctly into your publishing software. 

This document includes examples that illustrate how the options on the 

Brochure Export pages correspond to the published brochure export output. It 

also includes instructions that describe how to run the Brochure Export for both 

activities and programs. 
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Sample Brochure Export configurations 

Sample Brochure Export for activities 

Use the following images as a reference to understand how the Fields that you 

specify on the Brochure Export page will translate to your published brochure 

output: 

 

Example: Brochure Export configuration 

The image above displays a typical configuration on the Brochure Export page 

for activities.  
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Example: Published brochure 

The image above displays an excerpt from the published brochure that is the 

result of the configuration in the first image. The lines to the left of the brochure 

text point to the sections on the Brochure Export page that control different 

sections of the published brochure. 

In this image, each activity displays on its own line with information in columns, 

and these activity rows are divided into groups and subgroups. 

Note: The brochure output above uses multiple fonts and sizes to help 

distinguish different types of information. The default brochure export 

configuration in ACTIVE Net uses a single font in multiple sizes. Refer to the 

documentation for your publishing software for more information about the 

necessary syntax to export your brochure in multiple fonts. 
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Sort by configuration 

 

Sort by output 

Sort by section 

The two rows in the Sort by section correspond to the first- and second-

level headings in the published brochure (“Sports” as the Activity 

Category and “Youth Programs” as the Activity Other Category). 
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Group Activities by configuration 

 

Group Activities by output 

Group Activities by section 

The rows in the Group Activities by section work together to group your 

brochure activities within the categories that you specified in the Sort by 

section.  

In this example, any activities that share the same activity name and 

description will appear in the same group.  

The first row in the Group Activities by section corresponds to the 

heading of this group (“Soccer for Beginners” as the Activity Name). 

 

 

Group Activities by configuration 

If necessary, you can use the Visible checkboxes to specify that you want 

to use a field to group your activities, but that you do not want the field 

to actually display in your published brochure. In this example, both the 

Activity Name and Description rows are set to be Visible, and so both 

will appear in the brochure. 
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Group Activities further by configuration 

 

Group Activities further by output 

Group Activities further by section 

The rows in the Group Activities further by section work together to 

create subgroups of your brochure activities within the main groups that 

you specified in the Group Activities by section above.  

In this example, activities are divided into smaller subgroups based on a 

shared age range, fee amount, and number of classes. 

See Appendix B: Examples of fields that display fees for more information 

about displaying fee information in your brochure. 

 

 

Group Activities further by configuration 

If necessary, you can use the Visible checkboxes to specify that you want 

to use a field to group your activities, but that you do not want the field 

to actually display in your published brochure. In this example, the Age, 

Fee, and Number of Dates rows are set to be Visible, and so all three 

will appear in the brochure. 

Note: In the images above, we have manually removed the Prefix from 

the rows for Key Fees Total and for Number of Dates. We have also 

changed the Suffix for the rows for Ages and Key Fees Total to 

<0x2003>. These changes cause the Fields to display next to each other 

in a single row rather than displaying on separate rows. 
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Activities Columns configuration 

 

Activities Columns output 

Activities Columns section 

The rows in the Activities Columns section correspond to columns that 

appear within each of the groups that you have specified above. Each 

activity will display in its own row, with its information divided into 

columns. 

 

 

Activities Columns configuration 

You can use the Sort by column to specify which field you want to use to 

sort your activity rows. In this example, activity rows are sorted by 

Activity Number. 
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Sample brochure export for programs 

Use the following images as a reference to understand how the Fields that you 

specify on the Brochure Export page will translate to your published brochure 

output: 

 

Example: Brochure Export configuration 

The image above displays a typical configuration on the Brochure Export page 

for programs.  



 

Page 12 of 33   

 

 

Example: Published brochure 

The image above displays an excerpt from the published brochure that is the 

result of the configuration in the first image. The lines to the left of the brochure 

text point to the sections on the Brochure Export page that control different 

sections of the published brochure. 

In this image, each session displays on its own line with information in columns, 

and these session rows are divided into groups within each program. 

Note: The brochure output above uses multiple fonts and sizes to help 

distinguish different types of information. The default brochure export 

configuration in ACTIVE Net uses a single font in multiple sizes. Refer to the 

documentation for your publishing software for more information about the 

necessary syntax to export your brochure in multiple fonts. 
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Sort by configuration 

 

Sort by output 

Sort by section 

The two rows in the Sort by section correspond to the first- and second-

level headings in the published brochure (“Child Care” as the Daycare 

Category and “Youth” as the Daycare Other Category). 
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Program Information configuration 

 

Program Information output 

Program Information section 

The rows in the Program Information section specify the information to 

display about each program within the categories that you specified in 

the Sort by section.  

The first row in the Program Information section corresponds to the 

heading of this group (“Before and after school care” as the Program 

Name). 
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Group Sessions by configuration 

 

Group Sessions by output 

Group Sessions by section 

The rows in the Group Sessions by section work together to create 

subgroups for your sessions within each program.  

In this example, sessions are divided into smaller subgroups based on 

shared times and descriptions. 

 

 

Group Sessions by configuration 

If necessary, you can use the Visible checkboxes to specify that you want 

to use a field to group your sessions, but that you do not want the field 

to actually display in your published brochure. In this example, the 

Beginning Time, Ending Time, and Session Description rows are set to 

be Visible, and so all three will appear in the brochure. 

Note: In the images above, we have manually removed the Prefix from 

the rows for Ending Time and Session Description. We have also 

changed the Suffix for the Beginning Time and Ending Time rows to 

<0x2003>. These changes cause the Fields to display next to each other 

in a single row rather than displaying on separate rows. 
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Session Columns configuration 

 

Session Columns output 

Session Columns section 

The rows in the Session Columns section correspond to columns that 

appear within each of the groups that you have specified above. Each 

session will display in its own row, with its information divided into 

columns. 

 

 

Session Columns configuration 

You can use the Sort by column to specify which field you want to use to 

sort your session rows. In this example, session rows are sorted by 

Facility. 
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Exporting brochure information 

Running the Brochure Export for activities 

Use the following steps to export your activity brochure: 

 

1. Go to Communication > Catalogs > Activities – Brochure 

Export. 

 

2. In the File Format section, select whether you want to export to 

InDesign or Xpress. 

3. In the Filters section, specify filter criteria to narrow down the list 

of activities that will appear in your brochure. 

a. Select an Activity Site, if applicable. 

b. Move the Season(s) that you want to include in the 

catalog from the Available Seasons list to the Selected 

Seasons list. 

c. Select a Status. 

d. Select any other filters that you want to use to narrow 

down the activities that will appear in your brochure. 
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4. In the Options section, use the Include list to specify whether 

you want to include activities, sub-activities, or both in your 

brochure. 

 

 

Note: If you are exporting to Xpress, you may need to change the default 

version in the Page Header to match the version of Xpress that you are 

using. For example, if you are using Xpress version 8.00, then change the 

default <v10.05> tag in the page header to <v8.00>. 

Apart from that, you do not need to modify any text in the Page Header 

box or in the Prefix/Suffix boxes in the sections below, although you 

can optionally do so if you want to change their content prior to 

exporting your brochure information. Refer to the documentation for 

your publishing software for more information about understanding and 

modifying specific syntax. 
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5. In the Sort by subsection: 

a. Use the Fields lists to specify the first- and second-level 

headings that will be used to categorize the activities in 

your brochure (Activity Category, Activity Other 

Category, or both). 

b. (Optional) Enter a text Label that will appear in front of 

the category headings in your brochure. 

For example: To group your activities first by activity category and then 

by activity other category, select Activity Category for the Fields column 

in the first row, and select Activity Other Category for the Fields 

column in the second row.   
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6. In the Group Activities by subsection: 

a. Use the Fields lists to specify how to group your 

activities within the categories you specified in Sort by 

above. 

b. If you have selected a field that can be formatted in 

different ways (such as Start Date), then select a 

formatting option from the Format list. 

See Appendix A: Formatting options for fields for more 

information about formatting options. 

c. (Optional) Enter a text Label that will appear in front of 

each field in your brochure. 

For example: If you used the Sort by section to specify that your first 

level brochure heading is the Activity Category and the second level 

brochure heading is the Activity Other Category, then you can use the 

Group Activities by section to specify a third level brochure heading 

such as Activity Name. 

 

 

d. (Optional) Clear checkboxes in the Visible column for 

any Fields that you do not want to display in the report 

but that you still want to use to group your activities. 
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7. In the Group Activities further by subsection: 

a. Use the Fields lists to specify any additional methods 

you want to use to group your activities within the 

groups you specified above. 

b. If you have selected a field that can be formatted in 

different ways (such as Start Date), then select a 

formatting option from the Format list. 

See Appendix A: Formatting options for fields for more 

information about formatting options. 

c.  (Optional) Enter a text Label that will appear in front of 

each field in your brochure. 

For example: If you have selected Activity Name and Description as 

your Fields in the Group Activities by section above, and if you have 

multiple activities with the same activity name and description, then you 

can use the Group Activities further by section to further group these 

activities by age within each activity name category. To do this, select 

Ages as the Fields value in the first row. All activities that share the same 

age range will appear together. 

In this example, specify additional fields for any information that you 

want to appear next to the age ranges in the subgroup header, such as 

Key Fees Total and Number of Dates. 

See Appendix B: Examples of fields that display fees for more information 

about displaying fee information in your brochure. 

 

 

d. (Optional) Clear checkboxes in the Visible column for 

any Fields that you do not want to display in the report 

but that you still want to use to group your activities. 
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8. In the Activities Columns subsection 

a. Use the Fields lists to specify any further information 

about your activities that you want to include in your 

brochure. This information will be displayed in columns 

within the groups that you specified above. 

b. If you have selected a field that can be formatted in 

different ways (such as Start Date), then select a 

formatting option from the Format list. 

See Appendix A: Formatting options for fields for more 

information about formatting options. 

c. (Optional) Enter a text Label that will appear as a column 

header for each field in your brochure. 

For example: If row 1 = Location, row 2 = Start Date, row 3 = Start 

Time-End Time, row 4 = Weekdays, and row 5 = Activity Number, 

then the location will appear in the first column, followed by the start 

date, start time, end time, weekdays, and lastly the activity number. 

 

 

Within each of the groups that you specified above, activities will be 

sorted alphabetically according to the field that you specify the Sort by 

option for. In this example, if you select the Sort by option for the 

Activity Number row, then the activity rows will be sorted alphabetically 

by activity number in the brochure.  
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9. If you plan to run this export again in the future, then in the Save 

Report Definition section: 

a. Enter a Report Title. 

b. Specify whether or not you want to make this brochure 

export configuration the default for you and/or for other 

users. 

c. Click Save As. 

Note: To view your saved configuration in the future, click 

Recall/Schedule at the top of the page. 

 

 

10. Click Run Report. 
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Running the Brochure Export for programs 

Use the following steps to export your brochure for programs: 

 

1. Go to Communication > Catalogs > Programs – Brochure 

Export. 

 

2. In the Format section, select whether you want to export to 

InDesign or Xpress. 

3. In the Filters section, specify filter criteria to narrow down the list 

of programs that will appear in your brochure. 

a. Select a Program Site, if applicable. 

b. Select any other filters that you want to use to narrow 

down the programs that will appear in your brochure. 

 

 

Note: If you are exporting to Xpress, you may need to 

change the default version in the Page Header to match 

the version of Xpress that you are using. For example, if 

you are using Xpress version 8.00, then change the 

default <v10.05> tag in the page header to <v8.00>. 

Apart from that, you do not need to modify any text in 

the Page Header box or in the Prefix/Suffix boxes in 

the sections below, although you can optionally do so if 

you want to change their content prior to exporting your 

brochure information. Refer to the documentation for 

your publishing software for more information about 

understanding and modifying specific syntax. 
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4. In the Sort by subsection: 

a. Use the Fields lists to specify the first- and second-level 

headings that will be used to categorize the programs in 

your brochure (Daycare Category, Daycare Other 

Category, or both). 

b. (Optional) Enter a text Label that will appear in front of 

the category headings in your brochure. 

For example: To group your programs first by daycare category and 

then by daycare other category, select Daycare Category for the Fields 

column in the first row, and select Daycare Other Category for the 

Fields column in the second row. 
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5. In the Program Information subsection: 

a. Use the Fields lists to specify what fields to display for 

each of your programs within the categories you 

specified in Sort by above. 

See Appendix B: Examples of fields that display fees for 

more information about displaying fee information in 

your brochure. 

Note: The Fields in the Program Information section 

are not used to group your programs in the same way 

that the Fields in the Group Activities by section are 

used to group activities in the Brochure Export for 

activities. 

b. If you have selected a field that can be formatted in 

different ways (such as Start Date), then select a 

formatting option from the Format list. 

See Appendix A: Formatting options for fields for more 

information about formatting options. 

c.  (Optional) Enter a text Label that will appear in front of 

each field in your brochure. 
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6. In the Group Sessions by subsection: 

a. Use the Fields lists to specify any additional methods 

you want to use to group your sessions within each 

program. 

b. If you have selected a field that can be formatted in 

different ways (such as First Date), then select a 

formatting option from the Format list. 

See Appendix A: Formatting options for fields for more 

information about formatting options. 

c.  (Optional) Enter a text Label that will appear in front of 

each field in your brochure. 

For example: You can select Beginning Time as the Fields value in the 

first row, Ending Time as the Fields value in the second row, and 

Session Description as the Fields value in the third row. All sessions with 

the same times and description will appear together. 

 

 

d. (Optional) Clear checkboxes in the Visible column for 

any Fields that you do not want to display in the report 

but that you still want to use to group your sessions. 
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7. In the Session Columns subsection: 

a. Use the Fields lists to specify any further information 

about your program sessions that you want to include in 

your brochure. This information will be displayed in 

columns within the session groups you specified above. 

b. If you have selected a field that can be formatted in 

different ways (such as First Date), then select a 

formatting option from the Format list. 

See Appendix A: Formatting options for fields for more 

information about formatting options. 

c.  (Optional) Enter a text Label that will appear as a 

column header for each field in your brochure. 

For example: If row 1 = Facility, row 2 = First Date, row 3 = Last Date, 

and row 4 = Weekdays, then the facility will appear in the first column, 

followed by the start date, end date, and lastly the days of the week. 

  



 

Page 29 of 33   

 

 

Within each of the groups that you specified above, sessions will be 

sorted alphabetically according to the field that you specify the Sort by 

option for. In this example, if you select the Sort by option for the 

Facility row, then the session rows will be sorted alphabetically by facility 

in the brochure. 

 

 

8. If you plan to run this export again in the future, then in the Save 

Report Definition section: 

a. Enter a Report Title. 

b. Specify whether or not you want to make this brochure 

export configuration the default for you and/or for other 

users. 

c. Click Save As. 

Note: To view your saved configuration in the future, click 

Recall/Schedule at the top of the page. 

 

 

9. Click Run Report. 
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Appendix A: Formatting options for fields 

The following formatting options are available for different types of fields in the 

Brochure Export. If you plan to include dates, times, days of the week, fees, 

and/or names in your brochure, then refer to the following lists to determine 

which format to use when displaying them. 

To format a Field: 

1. Select a Field that corresponds to a date, a time, a day, a fee, or 

a name. 

Note: The Format field changes to match up with the Field you have 

selected. 

2. Select a formatting option from the Format list. 

Date formats 

The date of March 14, 2001 can be formatted in the following ways:  

 03/14/01 

 3/14/2001 

 3/14 

 3/14/01 

 3-14 

 14-Mar 

 14-Mar-01 

 14-Mar-2001 

 14 Mar 

 Mar-01 

 March-01 

 M-01 

 Mar 14 

 Mar-14-2001 

 Wednesday, March 14, 2001 
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Time formats 

The time of 1:30 pm and 55 seconds can be formatted in the following 

ways:  

 1:30:55 PM 

 1:30 PM 

 1:30p 

 1:30pm 

 13:30 

 13:30:55 

Day formats 

Days of the week can be formatted in the following ways:  

 M-Th, Sa 

 M,T,W,Th,F,Sa,S 

 MTWThFSaS 

 Mon, Tue, Wed, Thu, Fri, Sat, Sun 

Fee formats 

A fee of one dollar can be formatted in the following ways:  

 $1.00 

 $1.0 

 $1 

See Appendix B: Examples of fields that display fees for more 

information about displaying fee information in your brochure. 

Name formats 

The name “John Smith” can be formatted in the following ways:  

 John Smith 

 Smith, John 

 John 

 Smith 

 J. Smith 

 Smith, J 
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Appendix B: Examples of fields that display 

fees 

There are four Fields that you can use to display information about fees in the 

Brochure Export: Key Fees Total, Other Fees Total, Fee Description, and Fee 

Summary. If you plan to include fee information in your brochure, refer to the 

following examples to determine which field to use when configuring your 

Brochure Export. 

The image below displays a sample fee configuration for an activity. 

 

Key Fees Total 

The Key Fees Total field displays the total of all activity fees that you 

have specified as Primary Fees. 

In this example, both the Resident ($40) and the Building Improvement 

Fee ($5) fees are Primary Fees, so the Key Fees Total displays as $45. 

Other Fees Total 

The Other Fees Total field displays the total of all activity fees that you 

have not specified as Primary Fees. 

In this example, the Administrative Fee ($10) is the only non-Primary 

Fee, so the Other Fees Total displays as $10. 

Fee Description 

The Fee Description field displays the name of the first activity fee in 

your list. 

In this example, the Resident fee is the first listed fee, so the Fee 

Description displays as Resident. 
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Fee Summary 

The Fee Summary field displays a summary of all your configured 

activity fees. 

In this example, the Fee Summary displays as Resident: $40.00. 

Building Improvement Fee: $5.00. Administrative Fee: $10.00. 

Note: If your activity fees include many pre-conditions and qualification 

settings, then the Fee Summary field’s output may become long and 

complicated. 


