How to Merge 4H members name and Years in 4H to al@o 4H
member Achievement Certificate that is already prined. You just need

to add name and years in 4H.

Open Youth Enrollment / go to File/ then Member Quey
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ParentsContacts
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Additional Queries 3
Create and View Query
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%o+ Projects by Code
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%..* Awards by Code

Project Codes
Project Literature
ﬁ Award Codes
m Activity Codes
8% Club/unit Codes

After your member query screen come up go to Filethen select Filter

File Report Specal ES237 Utlity Help

Bet 2 B & 7 &
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¥ wl..aber Query
File Select Search Action
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Export

Exit  Alt+F4
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This is what the filtering screen looks like
[X]
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ast Name E]
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Iitial Search Type L.
ancel
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Status

bedrress b
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Figld Order

" Alphabetic + Logical Wiew Summary | ‘

Under “Fields” select category / Under “Field Valu€ type in M for members and C for
Cloverbuds — see example (m or c) / hi%hlight “Paral Match Anywhere” / then select OK
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Under “Fields” select Status / Under “Field Value”type (n or r) for new and returned / make
sure again that you have selected Part'igl Match Arwhere / click OK

Fields Statuz
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Iitial Search Type L
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This screen shows the list that you have filtereddlick Select
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Then click Select All

93 Member Quer H
File | Select Search

Unselect All
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Once all the data is selected you can Export the tta/ select File / then Export / then Wizard
File Report Special ES237 Utlity Help

Bet | 2 883 & 7 &
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3 Member Query
File Select Search Action Add

Fiter | 8= 5o
Export. 3 Wizard ﬂ
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Exit Alt+4
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This next screen you will need to give your file aame / then select Save




Save As
Savein: I@‘ Desktop _LI = & ¥ E
_2 @M\f Documents
- :ﬂ My Computer
My Recent 30y Network Places
Documents @ Adobe Photoshop Album Starter Edition 3.0

@ 4 Camtasia Studio 4
M Eudora 7.1
Deskiop B\ ogitech Quicktam
et Paint.NET

J 3 ‘Windows Fair Management

ﬁ ‘Youth Enrollment
D et
B Dot (L) Youth Enroliment downloads
E battle_cry.mp3 Location: C:\Program Fil

#Elue Ribbon Youth Enrollment v2.doc

= @ carmen.mp3
My Computer = b3
@Chattannoga Lookouts map.mht
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My Network  File name: Imemhers & Cloverbuds 2007 Save |
Places

Save as type: [‘an:e{

Select Excel file / click OK

Export Wizard

File Format

This wizard allows you to specify details of how ta expart your data. Which
export farmat wauld pau like?

i~ Table type
= Paradaoy file [*.db) " QuattroPra file [*.wgl)
= DBase file (*.dbf) SO script file [*.2ql)
= Testfile [~ tat) i #ML file (= 2ol
= HTHL file = htrn) i MS Access database [ mdb)
" Excel spreadsheet (= Hs) M5 Windows clipboard
o+ " Rich Tent format (it
" wWord file [* doc) " SPSS farmat [* saw]
" SYLE [Symbolic Link] [* 5k] " Adobe Acrobat Document [* pdf]
" DIF [Data Interchange Format) [*.dif] ¢ LDAP DatalnteichangeFormat [*Idif)
" Lotus 1-2-3 file [*wk1)
ml <« | < Back | Mest > I >>”l

Make sure that you select “Include Column Titles” /select next

Export Wizard

D ata Origin

File: Origin: IANS\ [wWindaws] 'I

| Selected records anly
v B

| add a blank row afte
| Blark if zero

Specifications... | << < Back | Hext > ”&I

Select next

Export Wizard

Data Formats
“fou can define any custom data formnats.

Dates, Times and Mumbers

Date Order: I MDY - Decimal Symbol:
Date Delimiter: I.J Thougand Separatar: |,
Time Dehmltarl_ Cumency Symbol: |$

|w Four Digit Years

™ Leading Zeros in Dates Logical values: |Trug False
Specifications. .. | < ¢ Back Ment > I >>ﬂ




Check mark the data that you want exported (Last Nene, First Name, Club ID & Year4H) /
then select next

Export Wizard

Columns
“r'ou can define custom properties for the exported columns.

 Title
[ | MembedD : Member D |a §
LastMame : | 2z Mame Captian: IYeardH
mém;meﬁ Alignment: I"ght -

[] CountylD : County 1D . lﬁ
ClubiD © Club ID Backgiound

L Clublame Font: [M3 Sans Sei 8 |
[_] PFirsttlame : Parent First

[] PLastMame : Parent Last b ~ Data

[] Categary Al L Iﬁ
ESlatus ligrment: | right

Address J—~
S Gy M Background

widlhy [10 charasters e Sans Seit. 8 |8

Specifications. | << | < Back | Hext > I >>H]

Select next

Export Wizard
Header and Footer
“fou can add a custom header and/or footer.
Header
Footer
| P IS

Select next

Export Wizard

Layout
“r'ou can select desired |apout of exported data

Layout
& columnar

 reversed columnar
© tabular form

Color Style:

[a00o0anaoqangny
[a00o0anaoqangny

INUrmaI

Specifications. |

Click the button next to the red arrow

Export Wizard

File Name
That's all of the information the wizard needs to export pour data.

Expart ta a File:
|E.\DDCUMENTS AMD SETTINGSJIM\DESKTOPYMEMEE

I™ ierge existing file

I~ Records per sach file I

Action after exporting
* Mone

i open for file view

¢ e-mail with file attachment

Specifications... | <<| < Back | Hewt > | > | Execute |

From here you can check where the file is being sag and the file name / select Save



Export to e

Savein: i@ Desktop ” L! = [ ¥ B

@M\; Documents
- :g My Computer
,_D_OCM_ (5 Youth Enroliment downloads

My Recent My Network Places
i @ &) County codes s
I EjDr. Wright sample 4h data drafti.xls
|
|

Deskdop S vOLUMTEERS07.315
Ewest tech survey 4,11.07.xs
@_]west tech survey final copy. xls

My Documents

H File name |MEMBERS & CLOVERBUDS 200748~ | Save | ﬂ
Save as type: IEx;:e\ file (*xds) _v_! Cancel I

Select Execute

Export Wizard

File Name
That's all of the information the wizard needs to export pour data.

Expart ta a File:
IC:\DDCUMENTS AMD SETTINGSJIM\DESKTOPAMEMBE |23

I Merge existing file

I~ Records per sach file I

Action after exporting

* Mone
™ open for file view
" e-mail with file attachment

Specifications... | <<| ¢ Back | Hest > |>>| Execute | I ![

When the export process is complete you will receava message that the “Export is Complete
i
!I E| *l !Iﬁl EI 1' ﬁl&l ﬁl Index:INama - C@ Hesetﬂuewl

Open the newly created Excel file to make sure thatll the data has been transferred / at this
time you can sort the Club ID’s so that when you gnt out the certificates they are in order by

club
|EI Microsoft Excel - MEMBERS & CLOVERBUDS 2007.XLS [Read Only] =J&l
iH] Ble Edt WVew Insert Format Tools Dats  Window Help Type aquestion forhep - _ &
AN A " RERT= RN A N =N - AR AR RN B ;s Sans seif -5 -|B 7 O[E[E=E]S %= -5 A
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[ A~ 1 B Jc[ o [ e | F [ e [ H [ v [ 4 | kK [ L [ M | N[ ©

| 1 |Last Mame IFirst Name Club ‘eardH

To sort the Club Id’s, highlight the first Club ID number / click Data / then Sort



j Microsoft Excel - MEMBERS & CLOVERBUDS 2007.XLS [Rea

@ Fle Edit View Insert Format Tools | Data | Window Hell

o s, <l

? =]
A har ot B | | L2 |

SO ang
{ & Snaglt |¥f | Window .
[~ —
C2 - A 101
L A [ B [¢] D |
| 1 |LastName First Mame Club YeardH

Sort

Sort by

Then by
E— T
() Descending
Then by
E— T
~ (0 Descending
My data range has

(=) Header row () Mo header row

[ Options... ]

Click OK / our Excel document is now ready to mergavith our Ohio 4H Member Achievement

Certificate Template

.. (3) Ascending ”
" (0 Descending

o

Sort Warning H

The following sort key may not sort as expected because
it contains some numbers formatted as text:

Club ID

What would you like to do?

(O Sort anything that looks like a number, as a number

@isort numbers and nur-237 ~+~-~-Lagrgt separately:
oK [ Help

Open the Certificate template from Word / the membes name and year in 4H should be spaced
about where they should be to be merged into the iticate that you have already printed

Once the Certificate template is opened / select ©ts / Letters and Mailings / Mail merge

Select Sort,by :Club ID / Ascending / then select ©

«First Name» «Last Name»

«FeardH»




| Tools | Table Window Help Type a question for help
’a Spelling and Grammar... F7

d

Letters and Mailings 3 Mail Merge...

acro Show Mail Merge Toolbar

Envelopes and Labels...

Letter Wizard...

«First Name» «Last Name»

«FeardH»

The Mail merge wizard will appear on the right sideof the page / next select “Next : Starting

document
. N L e e E - W= = W7 " E N |
&_NormaH'ﬁmesL Times Mew Roman - 12 vaI o |

Select document type
What type of document are you
working on?

@ Letters

() E-mail messages
() Envelopes

O Labels

O Directory

Letters

Send letters to a group of people.

«First Name» «Last Name» You can personalize the letter that
— — each person receives.

Click Next to continue.

«FeardHs»
c Step 1 of 6
2 +
" 5 % MNext: Starting document d
. £
= =g 1l

Select “Use the current document” / then select Né&xSelect recipients’



E gl m T X
Select starting document
How do you want to set up your
letters?
& (%) Use the current document ﬂ
& O Start from a template
() Start from existing document

= Use the current document

Start from the document shown
here and use the Mail Merge wizard
to add recipient information.

«First_Name» «Last Name»

« YeardHw

- Step 2 of 6

: +

- @ % MNext: Select recipients

) ¥ 4 Previous: Select document type
1 e

= mlml=rmleld i

e -

Select recipi
() Use an existing list
() Select from Outlook contacts

& O Type anew list
: Useanexistinglist
T Use names and address=g ~-
R file or a database.
Browse...

j Edit recipient list...

«First Name» «Last_Name»

«FeardHs»

: Step3of6
+
° % Next: Write your letter
£

4 Previous: Starting document
1 [F|

Click Look in to select your data source file



Select Data Source
Look in: | My Data Sources M LA |
+Connect to New Data Source.odc
d@ Hew SQL Server Connection, odc
My Recent
Documents
Desktop
g
My Documents
My Computer
-
File pame: #| | New Source... Open
My Network ) ‘ u [ = l [ Upel ]
Places Files of type: ‘AII Data Sources (*.odc; *.mdb; “de_M é

Select the Excel file that you created / select Ope

Select Data Source e
Look in: My Data Sour— @ - | ﬂ x i - Tools =
@ My Computer
My Recent () Jim Elder's Documents
Documents (5 Shared Documents
@ Local Disk (C:)
@ e Local Disk (D:)
2, DVD/CD-RW Drive (E2)
Desktop 3 Jim_E on 'Snap Server 164.1...
iJ My Network Places
R HyDoamsants
Hy Data Source
My Documents |2 Youth Enrollment downloads
b FTP Locations
s Add/Modify FTP Locations
My Computer
>~
File pame: S Mew Source... Open
e JRL ] (o) o
Paces | Filesoftype: [alData Sources (*.odc; *mdb; = mde v )

e

Highlight the Excel file and click Open

Select Data Source m
Look in: |@ Desktop M @ - _1’J|Q *x i £ - Tools~
M‘f Documents
| j My Computer
My Recent ‘dMy Metwork Places
Documents IE)Youth Enroliment downloads
— -JJ ~8&io 4h certificate use this onewith signaturesmerge template 07test.doc
@ @B\UE Ribbon Youth Enrollment w2.doc
Desktop @Chaﬂanuuga Lookouts map.mht
County codes.xls
- \'_ @Dr. Wiright sample 4h data draft1.xls Type: MHTML Document
|~ ¥ e5237 codes.RTF Date Modified: 6/6/2007 1:52 PM
My Documents | [®]feild member ID not indexed. doc Size: 153 KB
How to Merge 4H Members Mames and Years in 45 to the Chio 4H Member Achievement Certificate
My Computer
" B
File name: | | New Source... Open
e \ | [vewsouce. ] [_gpen ]
Places Fies of type: | all Data Sources (*.odc; *mdb; =mde v | J]

Select SMExport / click OK

]
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Select Table <

Name Description | Modified Created Type
Sheet2s 8/10/2007,11:09:14 AM  8/10/2007 11:09:14AM  TABLE
Sheet3s 11:03:14AM  8/10/2007 11:09:14 AM  TABLE
EElisMExport 42308 ; 1:08:14AM  8/10/2007 11:03:14AM TABLE

< I}

First row of data contains column headers

You will see a list of all the people that will benerged (notice that the list is by club” they willbe
that way when you print the certificates

@ Ohio 4h certificate use this onewith signaturesmerge template 07test.doc - Microsoft Word [Z]E
i File Edit Wiew Insert Format Tools Tzble Window Help

Type a question for help  ~

oW MEET N N IR R - W e | o wo% .

Favorites ~ | Go ~ | 5 | C:\Documents and Settings \Jim\Desktop\Ohio 4h certificate use # _!
i
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To sort the list, dick the appropriat ..., neading. To narrow down the recpients displayed by a
spedific criteria, such as by dty, dick the arrow next to the column heading. Use the check boxes or
buttons to add or remove recipients from the mail merge.

List of recipients:
| LastMame | | FirstName *| CubID | =| YeardH M

Select recipients
(%) Use an existing list

| =]

(O Select from Outlook contacts

Select write your letter

e LA -
o B

3o s - 4 cB o 0T e Tal il Merng - x

@ | @ | A

I Select ipi

() Use an existing list

() Select from Outiook contacts
() Type a new list

Use an existing list

Currently, your recipients are
selected from:

z [SMExport 4%3057 in "MEMBERS & CL(
& Selecta different list...

«First_Name» «Last Name» Edit recipient list...

«YeardHw

[ﬂ Step 3 of 6
o % MNext: Write your letter

“

48 Previous: Starting document

You will notice that the name is the same on botlotations
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Select Next Record from the Mail Merge tool bar



Fill-n...
If...Then...Else...
Merge Record
Merge Seguence #

Next Record ‘ d

Next Record If... JimElder

Set Bookmark. ..

Skip Record If...

RyEn smsing ”
:

Select Next: “Complete Merge”



G ﬁ INOFMal + IMES x| 11MES NEW Koman

:

Previ r letters

One of the merged letters is
previewed here. To preview
another letter, dick one of the
following:

Recipient: 1
@ Find a recipient. ..

Make changes

You can also change your recipient
list:

Edit recipient list...

When you have finished
previewing your letters, dick Next.
Then you can print the merged
letters or edit individual letters to
add personal comments.

Ryan Schmiesing

Step 5 of 6
& Next: Complete the merge ”

48 Previous: Write your letter

Complete the merge
Mail Merge is ready to produce
your letters,

To personalize your letters, dick
"Edit Individual Letters, ™ This wil
open a new document with your
merged letters. To make changes
to all the letters, switch back to the
original document.,

Merge

% Print...

m Edit individual letters. ﬂ

Ryan Schmiesing

Step 6 of 6

4 Previous: Preview your letters

You now have the total number of records that you kported



S;ve As...

Page Setup... £:\Documents and Settings\Jim\Desktop'Ohio 4h certificate use ;!
Print... Cctl+p > ™

1D:\...\How to Merge 4H members name a...
.\Ohio 4h certificate use this o...
3D:\...\Ohio 4h member certificate use. ..
4¢:\,...\Ohio 4h member certificate use. ..
W

Ryan chmiesing




Once you have saved this file you are now ready toerge these names with the certificates that
you have printed out

Created August 10, 2007



