
How to track Cloverbud Advisors to Print out Reports and Labels 

 
There are two methods that this can be done. 
 

The first is to add a club code for Cloverbud advisors. Open Youth Enrollment / go to file / 

then Club/Unit Codes 

 
 

 

Click on Add / enter a new club code (example “999”) and club name for Cloverbud 

Advisors / the Delivery Mode would be “Not a Youth Group Unit” / click save 

 
 

Go to the member / leader screen/ find your Cloverbud advisors and add the new club 

(example “999”) to their file / assign it as a secondary club / click save 



 
 

To get a list of all your Cloverbud advisors /go to report / Member /leader lists 

 
 

Select G, P, A, R / report type “Club Code” / new and returned / preview 

 
 

Enter the club range (example “999”) etc. What ever number you assigned for the new 

Cloverbud Club / select OK 

 
 

This report will give you a list of all the Cloverbud Advisors 



 
 

 

The second way is to add Cloverbud Advisor as an activity. 
 

Click on File / Activity Codes /  

 
 

Create an activity code for Cloverbud Advisors / and under description put Cloverbud 

Advisors / select Save  

 
 

Open the member / leader file and select a Cloverbud advisor / select the activity tab / click 

the add button 



 
 

Select the activity code for Cloverbud Advisors and click OK / the activity code is now 

saved 

 
 

The Cloverbud activity code has been added to the advisor record 

 
 

To print a report / go to report / Project/Award/Activity lists / Standard Reports 



 
 

Select G, P, A, R / Report Type- complete / Report Style - break by codes / Record Status - 

new and returned / Record Type “Activities” / select preview 

 
 

Range would be 2007 / click OK 

 
 

Select the Activity code for Cloverbud advisors / click OK 

 
 

The following is your list of Cloverbud advisors 



 
 

To print labels / Go to Special / labels / mailing labels 

 
 

Select Category - G, P, R, A / Group by - complete / Record Status - new and returned / 

Record Type - members / leaders / Range - Club Code / Preview 

 
 

Enter the club code that you created for Cloverbud advisors (example “999”) etc 

 
 

The following would be your list of labels 



 
 

 

To print labels from the Activities Code / Go to Special / labels / mailing labels 

 
 

 

Select Category - G, P, R, A / Group by - complete / Record Status - new and returned / 

Record Type – Activities Range / Range - Club Code / Preview 

 
 

The Activity Year range would be 2007 

 
 

Enter the Activity Code for Cloverbud advisors 



 
 

The following would be your mailing labels for Cloverbud advisors 

 


