LCLWEB PRINTING AN ACTIVE LIST

Reporting in LCLWeb is currently done by “Exporting.” The best part of this feature is YOU decide what You want
in the report. Go to the Moose International Web Page www.mooseintlorg. Click on “LCL, WEB.”

BE A MOOSE NEWS FIND A LODGE EMPLOYMENT

@ HELPDESK@MOOSEINTL.ORG (‘ (630) 906-3658 [SEARCH...

From the next window choose
Reports, then Export.

Fraternity Members Applications
Officers

Deposit List

Valued Veterans
Financial Transmission

Enter the member's ID or last name and status.

Member ID: | |
Last Name:| |

Status: | Active v
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LCLWEB

PRINTING AN ACTIVE LIST

This will bring up the Report Export Window. From here your choices are unlimited.

|

Fraternity Members.

Member Fields:

[ selact Al

Applications

[J Member ID

[J Member Status

[ Dues Expiration Date
O Title

[ First Name

[ Middle Name

[ Last Name

[ suffix

CJ Full Name
[ Addrnce §ina 4

| Fraternal Unit Fields:|

[ selact Al

[ Fraternal Unit Number
[ Fraternal Unit Name
[ Mailing Address Line 1
[J mailing Address Line 2
[ Mailing City

[ Mailing State/Province
[ Mailing Zip Code

([ Mailing Country Code
[ Physical Address Line 1

[ phascical Addrace 1ina

Reports

Member Fields — Contains all
chapter| - the choices for items you

— would like in your report. Such
Report Export as Name, Address, Member
ID, Dues Expiration Date, and
[ select Al ] active etc.
[ application
0 peceased Report Fields — This box will
Deired contain the fields that you have
chosen from Member Fields.
Member Status — This box will
el delimtar contain the Status of the
Header row at beginning of ile @ | | mMembers you are looking for.
Fraternal Unit Fields — Never
used for Member Reports.
Export Options — Defaults to
best used for Excel.
D

Try them out and test for what you might want. Next few pages have examples of choices. Below “Report Fields” are
two blue Buttons; “Move Up” and “Move Down” which allows you to put the fields in the order you would like.
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LCLWEB PRINTING AN ACTIVE LIST

An example of an address list for Active Members. One can choose First Name, Middle Name, Last Name or Full
Name. In this example “Active” is chosen. This report might be useful as is for a general list or print labels using
Microsoft Word Mail Merging.

Report Export This example shows that the

Member Fields: Report Fields: Member Status: chuH Name, AddreSS Line 1’
[ select all Select All " Acti . ;
G have Address Line2, City,
[ Member ID Dues Expiration Date 0 szcease d . .
() Member Status Enrell Date [ Drooped State/Pl’OVInCG and le COde,
[ Title Full Name 0O ExpiF:zd E ” D t D E . t
O ot e iiod O Tt OTL 27 OF PUIES ZITaton
[ Last Mame M city Date, Home Phone, CE“ Phone
[ suffix State/Province d E I Add f Id h
O ourycoce o o Export Options and Emai ress fields have
Wark Phone Add > Home Phone
O\ Condar - SN, been choosen.
Email Address Field delimiter

Fraternal Unit Fields: Header row at beginning of file “EXpOI't Data” button Wlll brlng
selectal up a “I am working” window.
[ Fraternal Unit Number
[ Fraternal Unit Name
[J Mailing address Line 1 Report Fields:
[J mailing address Line 2
8 Mailing City / DDSGMA“

Mailing State/Province Full Name =

(I Mailing Zip Code [_] Home Phone
[ Mailing Country Code [ cell Phone
sce pdcress inet [ vove up =

Processing
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LCLWEB PRINTING AN ACTIVE LIST

Once it has accumulated the required information it will bring up the Explorer Save AS Window.

Report Export
Report Flelds: Member Status:

Select AN

State/Province
2p Code

Export Options
€ Saveis

v <

Fe mame | FRUADminlCL_Report_Exportcsv

A Hide Felders
Serad

As you can see it should bring up the last “Saved” location. Make sure to change this location as needed. Desktop is
not a good place to save to. Make a Directory (New Folder) under Documents.

It will automatically fill in a “File Name” which you should change to a name of your choice. Such as Active
Members “Month” and “Year.”
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LCLWEB PRINTING AN ACTIVE LIST

Using Excel to open your new “Active Members” list. Double clicking on the file name will load this file into Excel.
When First Opened the file does not allow you to see all the information. Place your mouse between the column “A”

and column “B.” /

Once your mouse is on the line between column

A B C D E F G
A” and column ) B” continue to hold FlOWIl the 1 [Full Name]address Li Address Li City State/Pro Zip Code Enroll Dat
left button and slide the mouse to the right. > |Richard Nilas6 E 3rd st California CA 1111 it
Then do this for all columns until you see everything in the column.
AutoSave {E} '-f) - Active Members Month Year Altered xlsx - Saved - ,Q Search I

File Home Insert Page Layout Formulas Data Review Wiew Help QuickBooks Perfect PDF 11 Premium
|:| E;Em Calibri 1A A == EI A~ 25, Wrap Text General - @ @ Mormal
oy > -
I U~ Mo A = = = | €= a= = . O «0 .00 Conditional Formatas  Good
< Format Painter - - - - —I= = Merge & Center $ % 9 i s Formatting ~  Table ~
Clipboard ] Font ] Alignment = Mumber ] Styles
Q26 ~ F
A B C D E F G H | ] K
1 Expire Enroll Mame Addressl Address2 City State Zip HomePhone  CellPhone Email
2 | 7f31f2022 7/8/2021 Maria Flores 123 W Main St California City CA 91111 (555) 324-1214 (555) 407-4454 floresm123@gmail.com
3 | 1/31/2022 1/5/2010 Anthony Sanchez 456 E 3rd 5t California City CaA 91111 (555) 324-1315 (555) 407-4487 sanchezad56@gmail.com
4 | 10/31/2021 10/15/2009 Alan Bloomfield 329 W Main St California City CA 91111 (555) 324-1516 (555) 407-8712 bloomfielda329@gmail.com
5 | 1f31/2022  1/19/2017 Henry Alvarez 789 Skyline California City CA 91111 (555) 324-1617 (555) 407-9645 alvareza783@gmail.com
6 | 6/30/2022 6/17/2021 Flora Smith 236 W Main 5t California City CA 91111 (555) 324-1718 (555) 407-8521 smithf@236@gmail.com
7 | 4/30/2022  4/30/2021 Patricia Anthony 334 Apple Way California City CA 91111 (555) 324-1819 (555) 407-3548 anthonyp334@gmail.com
8 | 5/31/2022 5/3/2018 Louis Cain 209 Smith St California City CaA 91111 (555) 324-1920 (555) 407-1259 cainl209@gmail.com
g | 9/30/2022 10/1/1987 Thomas Smith 236 W Main 5t California City CA 91111 (555) 324-1718 (555) 407-5549 smitht235@gmail.com
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LCLWEB PRINTING AN ACTIVE LIST

Usually, the Address Line 2 contains no information. Check all rows for NO information. Then deleting this column
would remove it from your worksheet.

C

C Address Line 2 City
Addressline2 € SANT
Calibri  ~ 11~
Right Click anywhere in the B I =&,
highlighted area, then choose [sanT.
Delete. o Cut
(@ Copy
|_ﬂlfl Paste Option:
i
Paste Special.,
\ 1r15ert
SAVE”” the file to retain the changes. Either use the Floppy Disk looking icon Delete

next to Auto Save or Select File — Save.

AutoSave (@ off) [O] )

File Home Insert
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LCLWEB

PRINTING AN ACTIVE LIST

The file is now ready to print “As Is” for a “Report” format. Select “File” in the top left cowmint Option.

Dropped Marmen Manth Year Aered. oo

Deborah Story .

Home
{:L Copes |1 -
New F
Print
Name Address Aock el Cey Sme p
MaraFores 123 WMan CatorrsaCty A s111
P 1 Arthocy Ssahe 456 NdS CaformiaCry ca 21111
rnter Alen Blocted 129 WMan & CaoriaCty (A 91
Brother 2740 Auto Portr Henry Averes 783 Styne CaorrsaCey cA 911
% i ForaSmeh 25 WNank CaormaCey ca a1
Resdy Fmroearthony 134 Appie Wey CaormaCly  CA s1111
Prree: LousCan 209 Smnh S CaforiaCry cA 81111
Thomas Smeh 5 WMan CaorrdaCey ca 91111
ze LLINgS
T Prird Active Sheets -
[7--'4.
Ondy print the acteve sheets
Print
i S
=
et -
Depending on what you are
Prnter Fxoew Snecd) Name el Addrend Coy am » HoowStone CeWrone - t. t
- WNINI2 DN Mera e 123 W Man 2 Catlenucly  CA 31131 S39) NELIA  {583] 4074454 p g h yb
* Bretho 2130 At Prvinad IA/010  Ardmoey Sanches 436K 3rd 8 Catbmacey CA 131 S35 5315 (Is8j407AMET rln In ere ma e
Fawly Alar 3omtedd 1S Whan St Catlomuecey  Ca 1L 55 RS1516 (S50 E12
iade Poserie My e 759 Sylow CattsmuCey  CA TIIEE S335A28-3417  {353) 4079645 reasons to Change the Page
: e S 136 WMan S Cottombcry Ca 1 3) 3281718 |553) ¢07 4521
otlings 2ilnve Arerowy 134 Apghe 'Wey CallemiCly CA 1 ) 3243819 |383) 4073558 H 1 f H
= — o o e e s wowss - Orientation from Portrait to
— > 101% Y Thors Srith HeWMing Cathmecry cA 1131 P NS5 (385]400.5548
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Landscape.
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LCLWEB

PRINTING AN ACTIVE LIST

Maybe your gquantity of columns extends onto a second page, there you will need to let the print options know that
you would like all columns on one page.

Putind

Clos=

Print
E”‘] Copeex

Frint

Printer

Brother 2740 Aigo Poctrot
*’% Ready

Prraer Propertiey

Settings
T3] Pont Actve Sheets

==

Only prnt the active sheett
Pages .

[——— Port One Seded
[ =
Only prnt on one ade of the

g Coligted

. | -
123 123 123

L v Levdscape Unentation -

r“l Leter .

= AT

Normat Margna

-
== Yop O.75" Botteen 0.7V L

Ho Seaiing

Dri shests gt theie sctusl size |

No Scalng

3

it Sheet on One Page

3 Sheink the printout o that it
+ an sne page
vivy LA Columms om One Page
3 Shank the printout 1o that &
e une page mide

Expre
7/31/2022
/o2

10/31/2021
s/
6/30/2022
4/30/2022
5/31/2022
S/30/2022

Enroll
7/8/2021
1/5/2010

10/15/2009
1/19/2017
6/17/2021
4/30/2021
5/3/2018
10/1/1987

Name

Maria Flores
Anthony Sancher
Alan Bloomfisie
Heny Alvarar
Flora Smith
Patrios Arthony
Loue Cain
Thormas Smith

Addressl

123 W Main 5t
436 E3rd St
329 W Main St
789 Skyline
236 W Main 5t
332 agple Way
209 Smith St
236 W Main 5t

Acdress2

City

Calfornia Cry
Calforna City
California City
California Cry
Californis Ciy
Calfornia City
California Crry
Californis Cty

State

EpEREEER

p
sl
91111
f1111
1111
ERIRE
1111
1111
s1111

Wednesday, October 06, 2021

HomePhone

|555) 324-2214
(558} 3241315
{555} 124-3516
{555} 328-1617
555} 324-1718
{533) 324-1819
(555) 3241520
{555} 3281718

CellPhone

(555) 4074454
(553) 4072427
(555) 407-8712
(555) 407-9645
(555) 407-8521
(355} 4073548
(555)407-1259
(555) 4075543



LCLWEB PRINTING AN ACTIVE LIST

There are no Titles or other items printed on the report. See “Excel Basics Procedures™ to add a Header o
Adding Titles to the top of the page can located under “Insert” then “Header & Footer.” Adding Header would be
useful if you put the Month and Year. Adding Date and Time in the Footer would be advantageous if printing this
same report over and over.

A ~
On the far-right side of the screen you will find the selection icon for “Header & Footer.” |——m> o ~
Text  Header
File  Home A new menu option appears on the left to chose either the Header or the Box & Footer 2]

ﬁ @ Footer. “Header” puts your curser in the header box. Text

Header Footer

“Footer” provides a drop down of choices. “Footer” - '
also hase selections to the left to add as your footer.

Al s 71O e

Header | Footer Page umber Current Current  File
= = Mumlf / of Pages Date Time  Path

Both “Header” and “Footer” are split into three sections.

The Right, Middle and Left in which to put titles.

Header £ (none)
16 Page 1
Page 1 of 7
Dropped Members Maonth Year Alte
Confidential, 10/1/2021, Page 1

Dropped Members Maonth Year Altered.csv
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LCLWEB PRINTING AN ACTIVE LIST

FINISH report would look something like this.

> Active Membersfor Month Yesr
Expre Name Addressi Acke=2 Cty Ree Ip Homefrore CetPhone Emat
7RyXa2 MwiaFores 123 WMNain S Caifonialey & 91111 |555) 3241214 (555) 40744234  Norean123@pgmaicom
312022 Amhony Sancher 456 E3w0 S CaifonidCay TA 91111 |555) 224-31315  (555) 4074457 ncheniS6Hrakcom
10/31/2021  W/152000 Alen Boomfen 15 WMan S CotornisCay  CA G111 {555) 241518 (555 4074712  bloomfeiasd SO gmeiicom
13172022 1/19/2017 Heniy Ahare 783 Siylne CaifonaCry A 9I111 |555) 324-1817 (555) 407-3645 vy ea)ES@gmairom
&3Namz 637/20010  PotaSmih 258 WMen CoforeCay €A 01111 5551 2341710 (555) 4078501 A @236 Sy rwilcom
4302022 &/30/2021  Fatricis Anthony 334 Apple Wey Cofonialey <A S1111 |555| 24-181F  (555) 407-3543  anthormp332 @gmallcom
53352022 51372018 louklen 208 Sminh & CutforniaCey €A 01331 (555} 334-1920  (555) 4072250 ¢anD00 Ggmaiiom
3002022 1711987 TromasSmen 235 WMan S Caiformnia Cry A Q3111 (555) AATIE (5551 407-5540 mmare2iSGpmailcom
Coafidential 10762021 Pgel
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