HOW TO USE THE EXPORT FEATURE IN LCL

In LCL go to the Go To menu and select Export.
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Select the items that you would like to have exported to the file. To select them you will
click the item in the left hand portion entitled “Membership Fields” and then click the

ﬂq button to move it to the field entitled “Export Fields”. There is also an
| Add All >>

] button that can be used to move all available fields into the “Export

Fields” area of the screen for export.
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Notice that you have the option to choose All Membership Status’s (i.e., Active, Expired,
Dropped, Terminated) or only a desired type (i.e., Applicant, or Comp).

Next it will be necessary to select the “Delimiter Character” type that you would like to
separate the values in the downloaded file. It defaults to comma. This is called a
“comma separated value” or “csv” file.
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Notice that all fields were moved to the middle by clicking the “ADD” button on each
item that you selected in the “Membership Fields”.

ACTIVE MBR LIST]

Filename

The next step is to enter the desired Filename.

The next step is to identify the location that you wish the file to be saved to. The default
is “My Documents”, this can be changed by selecting the E button.
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Browse For Folder
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Here you can choose the Desktop or another location to save the file to. Next select

ok ]

This will put the location into the “File Location” field.

Export Options
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Delimiter Character

ACTIVE MER LIST |

Filename
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Now you can click the button to export the file to the location you

identified.

The following dialog box will appear telling you that the export has been completed
successfully:

\]j) Export completed successfully.

The file will now be saved in the location you specified.
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NOTE: Itisrecommended that if you don’t know how to use Microsoft Excel you go to
the Moose University website at www.knowledge.elementk.com and take the Microsoft
Excel tutorial to help you understand more about the functionality available in this
spreadsheet program.

Next open Excel and choose File, Open from the menu bar.

Ed Microsoft Excel - Book1
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The following dialog box will appear to ask you where (what location on the computer)
you want to get the file that you want to open from.

Look in: @ m j = @ @ ~ Tools -

lDM*r' Documents

-j My Computer

W My Network Places
IC)VER 103 TSTG

@... UsInternet

i
"

®
= Filz name: | / j
Files of type: |FJ.II Microsoft Excel Files (.x1%; =.xls; *=.xt; *.him; “.ht‘nI:J\L Cancel |

It will be necessary to find the file in the location you identified when you did the export
in LCL. Since I chose the desktop | must go there to find it. Excel automatically defaults
to its known file types. It will be necessary to change this field to read “All Files” so it
can read the one that is on your desktop. This can be done by selecting the drop down
arrow next to the “Files of type” field and choosing “All Files (*.*)".
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http://www.knowledge.elementk.com/

1
File name:

Files of type:

[

All Microsoft Excel Files (=.d®; *.xds; *xlt; *.htm; =.html;| «

All Microsoft Excel Files {(*.x0™; *.xls; *.xdt; =.htm; *.htm)
Microsoft Excel Files (*,x™; =.xls; *.da; =ty = xdm; *.xlc
Web Pages (*.htm; = html)
Text Files (*.prn; = tut; *.cav)
Query Files (*.iqy; *.dqy;: *.oqy; *.rqy)

s

Notice that now all files that are currently on the Desktop are displayed in the window.

Look in:

I @ Desktop

My Documents

a My Computer

s My Metwork Places
VER 103 TSTG
QuickBooks Pro 2005
é,.. UsInternet

D vinzip

=| ACTIVE MBR LIST.txt
[E] cheddist. tut

e LCL.net Restore v1.0,3
ot LCLunet v1.0.3

Snaglt 5
Testing_Cheryl Volden ver 6.doc

File name: I

= Cpen , |~

Files of type: I.-!'.II Files (*.%)

[~
j Cancel |

Next select the file that you exported and click to open the file.

The following window will appear to allow you to tell Excel how to separate the fields

that have been downloaded through the export.

5-15-2007



Text Import Wizard - S5tep 1 of 3

The Text Wizard has determined that your data is Delimited,
If this is correct, choose Mext, or choose the data type that best describes your data.

Qriginal data type
Choose the file type that best describes your data:
(" ] - Characters such as commas or tabs separate each field,
(" \Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: 1 3: File origin: Windows (ANSI) j

Preview of file C;\Documents and SettingsMo. . . \ACTIVE MBR LIST. txt.

ember ID, Member Status,Cues Expiration Date,First HName, Middle ] -
159721 ,aC, 06/30/2007,Barkara, ,Cunningham, , 780 ERANDE VISTAR 5T,

381755, AC, 1273172593, Cynthie, L, Harpex, , PO BOX B85, , FREDERICETCWH]
8056853, aC 08/31/2007,Betty, 5, 22lboe, , 3258 BANNOCE 5T,PD BOH 222
207114 2aC 08/31/2007,Eathleen, ,Dreke, , 710 N GEHMESEE AVE 2,,LDﬂ

i
Cancel | Mext = | Einish |

o ORI R

1

e

Step one requires that you tell Excel what type of characters or spacing is contained
within the file that it must use to break the data into columns of data. Allow it to stay

selected as Delimited and click =22

Next you must tell Excel what character is dividing the string of data. We know it is a
“comma” because that is the character defaulted in the Export Utility in LCL. (Plus you
can see it in the screen capture above—a comma is separating each column of data in the

file).
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Text Import Wizard - Step 2 of 3

This screen lets you set the delimiters your data contains. You can see
how your text is affected in the preview below.,

DEhm_IErf_ / [ Treat consecutive delimiters as one

[ Tab: I semicolon [ Comma

[ Space [ oOther: I_ Text qualifier: I jv

Data preview

Member ID Member Status [ues Expiration Dete [First Name Middle Has -
1153721 RT 0&/30,/2007 Barbarse

L3&1753 LT L2/ 3172533 Cynthia I
[FE05€53 LT 08/31/2007 Fetty =
[Fe07114 LT 08/21/,2007 Flathleen

! i
Cancel < Back | Mext = | Einish

I

So click in the box that says “Comma” and uncheck the TAB box.

Notice that the data has now been separated into separate columns of data rather than the

previous display that showed the commas.

Choose E

The next step is to decide if you want the data to be brought into Excel as a data field or
as some other type of field. This is important for knowing how the data is going to be

read and then displayed in the columns within Excel.
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Text Import Wizard - Step 3 of 3

-This screen lets you select each column and set Column data format

the Data Format. * General

'General’ converts numeric values to numbers, date " Text
values to dates, and all remaining values to text, ~
Date:

Advanced...

" Do notimport colimn {skip)

Data preview

| 2 Cepexsl Cepersl Cepexsl
MllMember Status [ues Expirstion Dete First Name Middle Naj -
L C 0g/30/,2007 Barbarsa
e Nz /3172555 Cynthiz I
L 08/31/2007 Betty I=
- 08,/31/72007 Fethleen -
]
Cancel < Back | Finish

For instance the zip code might not format or be brought over properly if it is not
identified as a “TEXT” field rather than a “GENERAL” field. You can click on each
field and change the column data format to whichever you choose. For instance | would
change the “Zip code” to Text vice General so that it will format properly when you get
done with the import wizard.

Now click L : to bring the data into the spreadsheet.

The data will now need to be formatted by column and “made pretty”

Member IC Member S Dues
1169721 AC 304
1361759 AC
3605653 AC 831/

Member IC Memt

1159721 AC

«ara=en am o at the end of the first column where your cursor will turn into a

click eem

== bar so you can increase the column size for each column’s full width of data.

Notice that the data is now wide enough for you to see all the data contained in the fields.

To fully display a 9 digit MID for each member go to the top of the Excel screen and
select Format, Cells....
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Format Tools Data Window

w
Rowy 3

] Column k

Select Custom and enter 000000000 in the Type field. This tells Excel that you wish the
column to be fully populated with a full nine digits and it will zero fill the column of data
to ensure that it is populated with 9 digits.

Format Cells

Mumber l.ﬁ.lignmentl Font ] Border l Patterns ] F‘ru:uteu:ﬁ-:un]
Category: Sample

General J Member ID

Mumber

Currency Type:

e [oonooaoad]

Date

Time General -
Percentage i

Fraction 0,00

Sdentific £ =2

L= £,#20.00

Special =220 );(=,=20)
ORI | |- =00 Redl(z, = =0) <

Delete

Type the number format code, using one of the existing codes as a starting
paint,

G[}‘ | Cancel

k)

Click OK to populate the field using the custom settings.

Hl

Member [D§Vl
00115972 1AL
001361759]AL
003605653 AL

AN2EATA4 4087

& |mo)=

al

When you are ready to save the file it must be saved in an Excel format.

Go to the Excel menu bar and choose File, Save As...
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@ File Edit Wiew Insert Format
[ mew

N Ctrl+N
@ Open... Ctrl+0
— Close
— B save Ctrl+5

> 5,

TW
T r- Save as \Web Padk, .,

The following dialog box will appear asking you where you want to save it (Save in) and
as what file type (Save as type).

Save in: I@ Desktop | Q > @ + Tools -

My Documents

a My Computer

. My Metwork Places
VER 103 TSTG

r},... UsInternet

[£) ACTIVE MBR. LIST. txt
[ checkiist. bt

File name: CTIVE MBR LIST. txt -] FIE
Save as type: IText (Tab delimited) {*,txt) j Cancel |

Choose a name that is desirable to you.

1
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| Save As

Save in: I@ Desktop j -

BM\; Documents

i My Computer

"aMy Metwork Places
[CVER 103 TSTG

ﬁ.. UsInternet

E] ACTIVE MBR LIST. txt
E] checklist. txt

|@}{ﬁvﬁulﬁv

= File name:  |Active Roster 081906. txt | B save I
Save as type: |Text (Tab delimited) (=, txt) Cancel |

Croso O DO

Web Page (*.htm; =.html)

31/2006 Barbara

—

v ]

31/2007 | Beulah [[Template (= xt)

31/2007 Bonnie B YText (Tab delimited) {*. tat)

30/2006 L Unicode Text {*. txt)

ook .U':E"r Microsoft Excel 5.0/95 Workbook {=,xls) i

Also ensure that the “Save as type” is selected as Microsoft Excel Workbook so that the
proper extension will be showing on the file.

Save as type: |Text (Tab delimited) (=, txt)

Web Page (*.htm; *.html)

| Save As

Save in: I @ Desktop

= fam—

Also ensure that the “Save in:” which is the location that you want the file saved to is
correct.

The file will now be saved in that location with the new name and as an Excel file.

This is the icon on my desktop.

I now have the new and improved Active Roster saved in Excel.
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