How to Merge 4H members name and Years in 4H to al@o 4H
member Achievement Certificate that is already prined. You just need

to add name and years in 4H.

Open Youth Enrollment / go to File/ then Member Quey
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After your member query screen come up go to Filethen select Filter

File Report Specal ES237 Utlity Help

Bet 2 B & 7 &

(=
¥ wl..aber Query
File Select Search Action

E_

Export

Exit  Alt+F4

—_—

This is what the filtering screen looks like
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Under “Fields” select category / Under “Field Valu€ type in M for members and C for
Cloverbuds — see example (m or c) / hi%hlight “Paral Match Anywhere” / then select OK
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Under “Fields” select Status / Under “Field Value”type (n or r) for new and returned / make
sure again that you have selected Part'igl Match Arwhere / click OK
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This screen shows the list that you have filtereddlick Select
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Then click Select All
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Once all the data is selected you can Export the tta/ select File / then Export / then Wizard
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This next screen you will need to give your file aame / then select Save




=

Select Excel file / click OK
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Make sure that you select “Include Column Titles” /select next

Select next
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Check mark the data that you want exported (Last Nene, First Name, Club ID & Year4H) /
then select next

Select next

Select next

Click the button next to the red arrow

From here you can check where the file is being sagt and the file name / select Save



Select Execute

When the export process is complete you will receava message that the “Export is Complete”

Open the newly created Excel file to make sure thatll the data has been transferred / at this
time you can sort the Club ID’s so that when you gnt out the certificates they are in order by
club

To sort the Club Id’s, highlight the first Club ID number / click Data / then Sort



Select Sort by :Club ID / Ascending / then select ©

Click OK / our Excel document is now ready to mergavith our Ohio 4H Member Achievement
Certificate Template

Open the Certificate template from Word / the membes name and year in 4H should be spaced
about where they should be to be merged into the itdicate that you have already printed

Once the Certificate template is opened / select ©ts / Letters and Mailings / Mail merge



The Mail merge wizard will appear on the right sideof the page / next select “Next : Starting
document

Select “Use the current document” / then select Né&xSelect recipients’



Click Look in to select your data source file



Select the Excel file that you created / select Ope

Highlight the Excel file and click Open

Select SMExport / click OK



You will see a list of all the people that will benerged (notice that the list is by club” they willbe
that way when you print the certificates

Select write your letter

You will notice that the name is the same on botlotations



Put the cursor in the second certificate area

Select Next Record from the Mail Merge tool bar



Notice that the next record is listed

Select Next: “Complete Merge”



Select “Edit Individual letters”

Select All / then select OK

You now have the total number of records that you kported



Save this complete file to your hard drive



Once you have saved this file you are now ready toerge these names with the certificates that
you have printed out
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