Create and View Query – This SQL will give you name, address, phone number, club ID, club name, project ID and project description for projects in 2007 that are complete – used by Geauga Co.

*** - It is best to copy and paste the SQL into Word first and then copy and paste from Word into Youth Enrollment.
Select File | Create and View Query

1) Delete the “Select” and “From” so the white area is blank and then HIGHLIGHT, COPY AND PASTE the following code in the white area…

Select Youth2a.MemberID, Youth2a.FirstName, Youth2a.LastName, Youth2b.HomePhone, Youth2a.Address, Youth2a.City, Youth2a.State, Youth2a.Zip, Youth2a.ClubID, Youth2x.ClubName, Youth2d.ProjectID, Youth2c."Desc"
From "Youth2a.db" Youth2a
Inner Join "Youth2d.db" Youth2d
On (Youth2a.MemberID = Youth2d.MemberID)
Inner Join "Youth2bl.db" Youth2bl
On (Youth2d.MemberID = Youth2bl.MemberID)
Inner Join "Youth2b.db" Youth2b
On (Youth2bl.ParentID = Youth2b.ParentID)
Inner Join "Youth2c.db" Youth2c
On (Youth2d.ProjectID = Youth2c.ProjectID)
Inner Join "Youth2x.db" Youth2x
On (Youth2a.ClubID = Youth2x.ClubID)
Where Youth2d.YearProj = '2007' 
And Youth2a.Status IN ('N','R')
And Youth2a.Category IN ("M", "C")
And Youth2d.Completed = 'True'      
And Youth2d."Active" = 'True'
And Youth2d.ProjectID Between '000' and '999'
Order by Youth2a.ClubID, Youth2d. ProjectID, Youth2a.LastName, Youth2a.FirstName
2) Click “Run Query” – the results will display immediately.

3) Next we need to export this data, click “Export Query Results”.

4) A Wizard series will appear, Under  Step 1 - select “Excel file (*.xls)”. Click Next

5) Step 2, Check “Include Column Titles” and keep default “export the original value types”.  Click Next.

6) Step 3, Click Next again

7) Step 4, Uncheck any fields that you DON’T WANT to appear in the Excel File, otherwise leave the defaults. Click Next.

8)  Step 5, Click Next again at the Header and Footer section.

9)  Step 6, I would select Landscape for the Orientation and fix the margins to .5”. Click Next.

10)  Step 7, keep the defaults, click Next.

11)  Step 8, THIS IS IMPORTANT, be sure you know the location where the file will be saved, click the 3 dots [image: image1.png]


 to the right of the window and verify this is where you want the file to be saved and give the name a “good” name as well. Click Save.

12) Returning to final step window, click “Open For File View” and click “Execute”.  This could take a few minutes depending on the number of records. Be patient it will open!

13)  You can now adjust to readability and print, make mailing labels, etc..from this report.  If you need further assistance, please call Gail or Joy.

