How to change a current club code name and then add that
new code to a club or group and delete the old name.

Before you start this process make sure that you make a back up of
your data file!!!

If you have a club code that has a spelling error or you want to shorten the name the
following process will aid you.

Open Youth Enrollment / go to file / club codes
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Find the old club name or group / if you just need to make spelling changes click on
duplicate and change the spelling and give the club or group a new code number and save
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Click on duplicate / change the name or correct spelling / give this club a new code /
select save
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Click on file / member query
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From the member query screen go to file / filter
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Click on club ID / under field value put in the old club code
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The list that you see is all the members in that club that you want to change to the new
code / go to select / select all
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Select the club code for the new club or corrected spelling of the club name
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Club has been added / select ok
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Go to file / filter under field value select the old club code that you want to remove /
select OK.
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Select the old club code that you want to remove / select OK
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Select the old code / click OK
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Click on delete
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| Confirm

p | Delete Current Record?

\&.
No




