LCLWEB HOW TO USE THE EXPORT FEATURE IN LCL

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”.

NEWS PAY DUES FIND A LODGE EMPLOYMENT LCL WEB

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

From the next window choose
Reports, then Export.

Fraternity Members Applications Reports
Officers
Deposit List

Valued Vetarans
Financial Transmission
Export

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

Member ID:l |

Last Name:| |

Status: | Active v |
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This will bring up the Report Export Window. From here your choices are unlimited.

i

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 Mame

Arddenes §ima 1

| Fraternal Unit Fields: |

[ selact Al

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

O Mailing State/Province
[ Mailing Zip Code

(1 Mailing Country Code
[ Physical Address Line 1

Dhusrizs] Addeses §ima T

you might want. Next few pages have examples of choices.

Reports

Forms

Report Export

Report Fields:

[ selact Al

m M ove Dm

Chapter

Member Status:

[ active

[ application
[ Deceased
[ Dropped
[ Expired

[J Terminated

Export Options

Field delimiter

Header row at beginning of file

Export Data

HOW TO USE THE EXPORT FEATURE IN LCL

Member Fields — Contains all
the choices for items you
would like in your report. Such
as Name, Address, Member
ID, Dues Expiration Date, etc.

Report Fields — This box will
contain the fields that you have
chosen from Member Fields.

Member Status — This box will
contain the Status of the
members you are looking for.

Fraternal Unit Fields — Never
used for Member Reports.

Export Options — Defaults to
best used for Excel.

Try them out and test for what
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Member Fields:

[ select All

[J Member ID

(L] Member Status

[ Dues Expiration Date
O mitle

[ First Name

C) Middie Name On the left is a list of the Member Fields.

[ Last Name

L Suffix As you can see there are numerous choices.
[ Full Name

() Address Line 1

() Address Line 2

|:| City H 13 n7it 2 H

O state/Province Member Field “Activity” must be set up first.

[ Zip Code ) . . .

[ Country Code This can be for Chapter Committees, Mailing Lists

(J Home Phone

L work Phone (No Mail, Mail), etc.
[_] Gender

(] girth Date

(] Death Date

(J cell Phone

(] Fax Number

(] Email Address

() sponsor MID

[l sponsor First Name
(] sponsor Middle Name
(] sponsor Last Name
(] sponsor Suffix

(L] sponsor Full Name
() Moosehaven Resident
(] Life Member Date

[ Life Member Type

| [] Activity |

[_| Academy Of Friendship Date
(] Past Regent Date

(] college Of Regents Date

(] star Recorder Date
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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 selected. This report might be useful “as is” for a general list or print labels using
Microsoft Word Mail Merging.

Chapter
I Fraternity Members Applications Reports Forms I

Report Export

Member Fields: Report Fields: Member Status:

[ select All [ select all | active |

] Member ID - [ Full Name - g .E\)ppllcatlzn
[CJ Member Status () Address Line 1 0 eceasz
[) Dues Expiration Date () address Line 2 0 DmFPe

- Expired
(O Title O city o
[ First Name [ state/Province erminate
[ middle MName [ zip Code
[J Last Name
[ suffix
[C) Country Code Add >

[l inmen Dk

Export Options

Field delimiter

Header row at beginning of file

Fraternal Unit Felds: SLEE

[ select Al

[ Fraternal Unit Number -
[_] Fraternal Unit Name

[ Mailing Address Line 1

[CJ mailing Address Line 2

[ mailing City

(] Mailing State/Province

[[J mailing zip Code - Export Data
[ mailing Country Code

[) Physical Address Line 1 - m

[ Dlasriral AAA Lima 3
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T

Fraternity

Members

Member Fields:

[J selact All

Applications Reports

[J Member I

[J Member Status

O Dues Expiration Date
O Title

[J First Mame

[ Middle Name

[ Last Name

[J suffix

[J Country Code

O

Llmmnn Dhana

Add >

Fraternal Unit Fields:

[ selact Al

< Remove

4

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

[[J Mailing State/Province
[J Mailing Zip Code

(J Mailing Country Code
O Physical Address Line 1

[ Dhusriersl AAAvses L ims 3

Forms

Report Export

Report Fields:

(J select Al

[ Full Name

[ address Line 1
() address Line 2
[ city

[ state/Province
[ zip Code

jr €

m Move DW“

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

Chapte

Member Status:

O Active
[ application

E Dropped |

Rpire
[J Terminated

HOW TO USE THE EXPORT FEATURE IN LCL

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

Chapter
Fraternity Members Applications Reports Forms
Report Export
Member Fields: Report Fields: Member Status:

[ select All [ select all [ Active

] Member 1D [ Full Name g gzgg:zzn

[J Member Status [ address Line 1

[[J bues Expiration Date [[J address Line 2 |

) Expired

L Tite U City Terminate

[ First Mame O State/Province

[ middle Name [ zip Code

[ Last Mame

[ suffix Export Options

[ Country Code .

[ Wama Dhana

Field delimiter
Fraternal Unit Fields: Header row at beginning of file

[ select All

[ Fraternal Unit Number

[ Fraternal Unit Name

[ Mailing Address Line 1

[ Mailing Address Line 2

[ mailing City

[[] mailing State/Province
[ mailing Zip Code

[ Mailing Country Code
[ Physical Address Line 1

[ Bhuscieal Add

Limn T

Export Data

m e
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“Export Data” button will bring up a “I am working” window.

Once it has accumulated the required information it will bring up the

Explorer Save Window.

Report Export
Report Fields: Member Status:
[ select All Active
T Full Name " 0 Application
Dy d
[C) Address Line 1 O Ds;ea:ed
[ Address Line 2 0 PP
Day 0 Tomnacad Processing
[ State/Province
0O Zip Code
Export Options
‘ Save As
&« ~ 4 || « Documents > MooseExports > Active v O S Search Active
Organize « New folder Bz
~
[~  Name Date modified Type
S Mo items match your search,
¢
|
i€
|
IFlIe name: | FRUAdmInLCL_Report_Export.csv |
Save as type: | Microsoft Excel Comma Separated Values File (*.csv)
~ Hide Folders | Save | |
Senvi|

As you can see it should bring up the last “Saved” location. Make sure to change this location.

It will automatically fill in a “File Name” which you should change to a name of your choice.
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Report Export

Report Fields: Member Status:
[ select Al Active
[ application
L Full Name 0 pp
. Deceased
[ Address Line 1 [ Dropped
[ address Line 2 pp
) [ Expired
Ly [ Terminated
[ state/Province
[ zip code
Export Options
€ Savehs X
« v <« Documents » Moose Exports » Active v | O O Search Active
Organize = MNew folder SEEN S o
” Mame Date medified Type
Mo itermns match your search.
v o< >
File name: | Export Address List Active Members March 2021.csv w
Sawve as type: | Microsoft Excel Comma Separated Values File (*.csv) ~
» Hide Folders Cancel
Servi

Example of a change of File Name as shown above.
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Locate your file. Example below is just one way to locate your file using File Explorer.

| e = | Active

I Hame Share View
}' |J 4. Cut x

w-| Copy path

f Fin to Quick Copy Paste Move Copy Delete Rer
| ACCRSS d PEStE Sh-:II'tCLIt t':l t':l -
Clipboard Jrganize
— o <« [Documents » Moose Exports » Active
o
En MName
4 ) ) AutoSave (@ Off) Export Address List Active Members
E@ Export Address List Active Members |
. @ E:{pnrtﬁlddress Lict Active Members | File Home Insert Page Layout Formulas Data Review View
- Eﬁ & Cut Calibri Y11 AAN | === B
boce LEICopy T === ==
Lo ) . . . e Pai EREE N ===
Double clicking on the file name will load this 2P
file into Excel. As you can see from the right the clipboard E ront & ~LERE
columns currently do not allow you to see all the | a1 - fe | Full Name
information. We must use what we learned in
Excel Basics Procedure to enlarge them. A B c D E F G H

|:> 1 |Fu|l NEmElﬁ'l.ddrEEE LiAddress Li City State/Pro Zip Code
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HOW TO USE THE EXPORT FEATURE IN LCL

Highlight all the columns with information...

File Home Insert Page Layout Formulas Data
i lick on the “A” then dr right until h
ﬁj A Cut Calibri Jir WA A | S Click on the then drag to right until you have
Paste L3 Copy ~ - highlighted all the columns you need.
_ I U~ S
w *i{§ Forrmat Painter —
Clipboard la I
A1 - Je Full Name
A B C D E F
1 |Full Name Address Li Address LiCity Stateme*ZipC{:de. C
Address Line 2 City
SANT,
I.': | Calibri 11 -
Usually, the Address Line 2 B I=O-
Address Line 2 contains no information. Check SANT]
all rows for NO information. % cut
Then deleting this column would [ copy
remove it from your worksheet. _ B
] . ) _ ﬁj Paste Option:
Right Click anywhere in the F
highlighted area, then choose O
Delete. \ Paste Special.
\5 reer
: Delete
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SRR Change Row 1 titles to single words.

File Home  Insert Page Layout Formulas Data R Full Name would be Name.

EHD 0 Calibri S AR Address 1 would be Address.
B I U~ Hiv &eAs

City would be City.

w i‘-if Format Painter

Clipboard [ Font P .
State/Province would be State.
E2 e J 92222
Zip Code would be Zip.
A B C D E H -
o r— Adress iy e SAVE the file to retain the changes.
2 |James Monroe 123 Main 5t Mooseville  CA e
3 |Henry Alvarez 345 S5econd 5t Mooseville  CA Prlﬂt
4 |George Pinto 456 18th 5t Mooseville  CA
5 |Miguel Lopez Hé'l] Copies |1
& Charles Herrera 567 Price Lane Mooseville CA Print
o Addrﬂ' St E—:t;osev'll\e it:‘te z-‘pEZZZZ
T L » Printer ‘ Coiebrs sseimns . Memie o eam
The file is now ready to print “As Is P e A wemips T
for a “Report” format. File Option, T
then Print Option. Settings
ﬁ Print Active Sheets .
There are no Titles or other items i e
Pages: .| to -
printed on the report. See “Excel ([ Colme .
. 9 123 123 123
Basics Procedures” to add a Header or [] rerommnon -
Footer. Adding Titles to the top of the e
page can located under Header. Adding 0 =
Date and Time in the Footer would be B Sp 0¥ dotom 07y
o Scaling .
100 Print sheets at their actual size

advantageous if printing this same
report over and over.

Page Setup
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The printing of LABELS would require Mail Merging into a word processor such as Microsoft Word. Make note of
the “Row 1 titles. (Name, address, City, State, Zip).

Open Microsoft Word. As with Excel there are numerous options to choose from. Only a select few will be
demonstrated. We are working on “Mailings”.

AutoSave (8 _or) Document1 - Ward P search Deborah Story ™
File Home Insert Design Layout References Mailings eview View Help Perfect PDF 11 Premium 1% Share 1 Comments
Calibri (Body) ~|11  «|A" A" | Aa~ [Bp | I=vi=Evi=v &= 2] € o sagbeer AaB - OFind ~ O
0 B y] ¢ [=Ti=T T [ =322z AaBbCeDe AaBbCeDe AaBbC AaBbCcl d AaBbCcC AaBbCcDe AaBbCcDt AcBbCcD: AaBbCeDe & Repl Y
- ¢ Replace )
Paste 2 == == 1= P i i i 1 - Dictate Editor
B I U~ = o 5 = B = = = | 1= o e T Narmal | THo Spac... Heading1 Heading 2 Title Subtitle  Subtle Em.. Emphasis  IntenseE... Stron. =
+  <¥ Format Painter U~ x x A — -l = — = | = = P a 9 P 9 [ Select~
Clipboard 1] Font [F] Paragraph 1] Styles 1] Editing Voice Editor ~
[l 0 0 p 0 0o g -

e Lo T I 4 S B e T

AutoSave (@ off)

Select “Start Mail Merge” and drop-down window offers many choices.

File Home Insert Design Layout References

B[P R B | B

Envelopes Labels | Start Mail  Select
Merge ~ Recipients ~

Labels is the option you will need for this exercise. L .
reate Letters
e E-mail Messages
1 Envelopes...
[% Labels...
E Directory

Mormal Word Document

G# Step-by-Step Mail Merge Wizard...
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HOW TO USE THE EXPORT FEATURE IN LCL

. Label Options ? x
Label Vendors — Microsoft & Avery are the
two most popular label formats Prinier informatian
p p ' O Continuous-feed printers
Microsoft PI'OdllCt Number “30 pCI' page” iS the @ Page printers Tray: |Default tray (Automatically Select] |~
same as Avery Label 5160 Label infarmation
Label vendors: | Microsoft e
Find updates on Office.com
Product number: Label information
SeleCt OK :Ilﬁ Il:eger ~ Type: Address Label
etter P .
1/4 Letter Height: - 1°
14 Letter Width: 263
30 Per Page Page size: 85 = 117
e
Details... Mew Label... Delete Cancel

AutoSave (@ off) ) ~

File Home Insert Del lgn Layout References
B RIENE | B
E M | B =71
Envelopes Labels | Start Mail| Select

Merge ~ |Recipients ~
ﬁ Type a Mew List...

A=

Create

Use an Existing List...

Choose from Qutlook Contacts...

12

Select Recipients — Use an Existing List

You must know where you saved your exported file.
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HOW TO USE THE EXPORT FEATURE IN LCL

“ {0l Select Data Source x iI
“ v » ThisPC » USB_Storage (\\10.0.0.1) (U:) » Documents » Moose Exports » Active v [J] 2 Search Active
g = Now =- = @ | Select the file you wish to use to print
Voices32 A Name - Date
Windows E3°) Export Address List Active Members March 2021.csv 329 your name & address IabEIS
Windows10Upgrade B3 Export Address List Active Members March 2021 chgd.csv 3/29
= Recovery Image (D) B3] ~Sport Address List Active Members March 2021 chgd.csv /29 . -
IR — This may take a while.
= HardDruPartition (H:)
= Archive (I:)
Select a file to preview. ! !
s MCKINLEY (N:)
. Seagate Attached BU 8tb Black (0:)
== USE_Storage (\\10.0.0.1) (U2) Downloading rl X
Documents :
Moose Exports . .
Active Downloading: Us\DocumentsiMoose ExportshAdtive’\Export
Py w——————— ) Address List Active Members March 2021 chgd.csv
File name: | Export Address List Active Members March 2021 chgd.csv v anData Sources : Cancel .
Tools v Open (] : ‘

Layout References Mailings
——7 D =h EI . .. .
=24 =| [ Edit Recipient List
Bl Address Gre - — To remove or
Recipient List Block L .o
add recipients.
erge Wril

Removing those
with no address
will allow you to
NOT print them a
label.

Edit Recipient List —

Make changes to your recipient list
or pick specific pecple to receive
the mailing.

You can also sort, filter, find and
remove duplicates, and validate
addresses on the list.

Mail Merge Recipients ?

*

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.

Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.

Data Source | |_ | Name - | Address - | City - | State - | Zip v|
UDocumentsiM... [¥  James Monroe 123 Main 5t Mooseville CA G222
Uh\Documentsi\M... [¥  Henry Alvarez 345 Second 5t Mooseville  CA 92222
U\Documentsi\M.. |[¥ George Pinto 456 18th 5t Mooseville  CA 92223

UA\DocumentsiM... Miguel Lopez
[¥  Charles Herrera

UADocumen 367 Price Lane Mooseville CA 92222

Data Source Refine recipient list
2| sort...
T Filter...

¥4 Find duplicates...

Ut\DocumentstMoose Expor

E) Find recipient...
D- Validate addresses...

Edit.. | | Refresh |
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Address Block — This is a simple way to include all the fields for an address
label.

Mailings Review View Help

[ Y [ f
. ?Rmesv
— f— I=1=]

= = ==

) T Match Fie
Address Greeting Insert Merge
Block Line  Field~ L& Updatel;

Write & Insert Fields
Address Block -

Add an address to your |etter.

You ;peclf}fth?.furn1a.tt|ng and. Insert Address Block ? %
location, and Word will replace it
with actual addresses from your | Specify address elements Preview
rE':'_P'E”tl'EtWhE” you finish the l Insert recipient’s name in this format: Here is a preview from your recipient list:
mail rerge. losh ~ K4q s b
Jash Randall Ir,
josp Q. Randall Jr. | Charles Herrera
?s ua 0N 367 Price Lane
Joshua Q. Randall Jr. W Mooseville, CA 92222
Ins
% sert postal address:
Mever include the country/region in the address
H 13 ’ by i . redion i
|t isa Good |dea to Ieave a" the | \ways include the country/region in the address Correct Problems
1 Cnly include the country/region if different than:
boxes ChECked on the IEft Of the If items in your address block are missing opout of order_use
. . United States ~ Match Fields to identify the correct address|elements from
your mailing list.
new screen. Your da‘ta IS Shown In Format address according to the destination country/region Tiateh Fielde
the box to the right. [ Match Felds. |
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Match Fields — Could be necessary if you wish to use for a different report of label printing. Let us say you have a file
that has five fields. It might be easier to use the “Address Block” then match your first field to the Name field.

Next Records
Match Fields ? 4

{ In order to use special features, Mail Merge needs to know |-
which fields in your recipient list match to the required
fields. Use the drop-down list to select the appropriate

recipient list field for each address field component
Specify address elements . -

Insert recipient’s name in this f| Required for Address Block ” ecipient list:
Jaeh First Mame (not matched) |-
05
Josh Randall Ir. Last Name MName ~
Jash G. Randall Ir. Suffix [not matched] |-
Jashua
Jloshua Randall Jr. Company (not matched) |-
Jﬂshua Q. Randa” _|rI AddrESS 1 AddrESS A
Insert company name Address 2 (not matched] |.
Ci Ci
Insert postal address: v t =
State State e
Mever include the country/f Postal Cade Zip
o
Always include the country, Country or Region inot matched) |
Only include the country/rd  gptional information .
) - w k are missing or out of order, use
United States Unigue ldentifier (not matched] | correct address elements from

Use the drop-down lists to choose the field from your

Format address according 108 .45 that corresponds to the address information Mail Match Fields...

Merge expeds (listed on the left.)

|:| BRemember this matching for this set of data sources on 014 Cancel
this computer

Cancel

Your second field to the “Address” field, third field to the “City” field, fourth field to the “State” Field and the fifth
field to the “Zip” field.
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Other Reports/Labels may need to use “Insert Merge Field.”

W ,D Search |

Mailings Review Wiew Help Perfect PDF 11 Premium Table Design Layout

[ Rules~ (KD DDy

=} .
45 Match Fields
Address Greeting Insert Merge - El Finish &
Block Line  Field~ [ Update Labels [ Check for Errars Merge ~
Write & Insert Fields Preview Results Finish
You can choose where to insert each “BX 1| Insert Merge Field B IESEECENEEI WS I O 1
one. You will need to copy for each Add a field from your recipient list
| b | to the document, such as Last
abel. Mame, Home Phone or Company
Mame,

Document? - Word When you finish the mail merge, «Next Record» wl
Word will replace these fields with

the actual information from your

Mailings Review View recipient list,
-5 L
= = == Oy
g Mi

Address Greeting Insert Merge
Block Line = Fieldv L&V

Write & [r Mame
| ﬂg o Address
City
State
| Zip
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Next step is “Update Labels™.

Document1 - Word

Mailings Review WView Help Perfect PDF 11 Premium Table Design Layout
D DRues 2 (IN4E_IDDI| Iy
= = [m] - . - —3
45 Match Fields 0l Find B t
b Address Greeting Insert Merge - Preview @ s b Finish &
ds Block Line Field~ L& Updatelabels | Reciits | [ Check for Errors Merge ~
Write & Insert Fields Preview Results Finish
'ﬁg"'l"'l"updatelahels o 4 e e e B G 8
If you are creating labels, update all
the labels in the document to use
information from the recipient list.
For a mail merge to a printed letter
«AddressBlock» or e-mail, this Eu:ummaid iz not d» «Next Record»
necessary.
Mailings Review WView Help Perfect PDF 11 Premium Table Design Layout
.. [ = [ Rules ~
Then “Finish & = == E—E = ) SRE > l—fj
%0 Match Fields :0] Find Recipient
Merge”. Address Greeting Insert Merge Preview [l S Finish &
is Block Line  Field~ L& Updatelabels | Recyts [ Check for Erors Merge ~
Write & Insert Fields Preview Results Finish
'ﬁg'"""1""'"‘1"'1'“_‘?&'3"""'4""'Finish&Merge

Choose how you want to complete
the mail merge.

whddressBlock»

You can open a new window to see
each copy of the docurnent, send
the mailing directly to the printer,
ar send it by email,

wMext RecordsaAddressBlock»
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Finish & Merge brings you to the printing portion. This will print all that you checked earlier.

L]
Finish &
Merge ~
_r;,j Edit Individual Decuments...

- .t

@ Brint Documents... Print Docurments (Alt+Shift+ M)

57 Send Email Messages...

Merge to Printer ? x

Print records

() Current record
l:::IErI::um: To:

ranges separated by commas counting
from the start of the document or the
section. For example, type 1, 3, 5-12 or
plsi, pi1s2, p1s3—p@s3

Print ? >
Printer
Hame: F&  Brother 2740 Auto Portrait w Properties
Status: Idle Find Printer...
Type: Brother Laser Typel Class Driver
Where:  USBO0Z,WSD-56d3b86f-ebaf-4db1-b764-b318a06ff31.0039 L] Print to file
Comment: [] Manual duplex
Page range Caopies
(®) Al Mumber of copies: |1 =
Current page Selection 1 1
O Pages: 1 1 Collate
Type page numbers and/or page

Frint what: |Document w | Zoom
Print: All pages in range ~ Fages per sheet: 1 page >
Scale to paper size: | Mo Scaling A
Options... Cancel

18

Normal Windows Print Windows
appears so that you can choose which
printer you would like to print the
labels with.
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Sample of the Labels that printed. FY1 — If you plan to use the same names and report save to a PDF.

James Monroe

123 Main 5t
Mooseville, CA 92222
Charles Herrera

567 Price Lane

Mooseville, CA 92222

Time to Save your file.

File Name

Choose a Location.

Henry Alvarez George Pinto
345 Second St 456 18th St
Mooseville, CA 92222 Mooseville, CA 92223

Save your changes to this file?

File Mame

> AddressBlock oo

Choose a Lacation

> ‘ Documents .

ladyfelix@msn.com = Onelrive - Personal » Documents

SAVE — More Options will enable you to choose a

different location

% More options... Save Don't Save Cancel
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