
How to use the SQL to filter members’ data and merge into Word to print 
labels. 
 
Open Youth Enrollment / go to Additional Queries / Member project Queries 

 
 
The Member Project Query screen will pop up.  

 
 
 Go to File / Filter 

 
 
Filter out the data that you need / you can check your search summery by clicking on the 
view summary button / click on OK 
 

 
 
 
 
 
 



You can check your search summery by clicking on the view summary button / click on OK 

 
 
Click OK 

 
 
Go to Select / click on Select All 

 
 
Once all your records are selected / click on Export / then Wizard 

 
 
This is the first screen that you will see / Give the doc. A name and then save it 
to your desktop  

 
 
 
 
 
 
 



Select Excel File / click on next 

 
 
Put a check in the box named “Include column titles” / click next 

 
 
Click next 

 
 
Put a check mark in the boxes indicating what data you want exported into Excel / click 
next  

 
 
 



Click next 

 
 
Click next 

 
 
Select where you want to save the file 

 
 
In this example I usually save the data to my desktop / click save 

 



Click Execute 

 
 

 
 
Click OK 

 
 
Now that we have our data saved we can merge that data into Word / open 
Word 

 
 
Select tools / letters & mailings / mail merge 

 



Mail merge has a wizard that will help you with the complete process / select 
labels 

 
 
Next select label options 

 
 
Select the label number “5160” / select OK 

 
 
 



Here the labels show up, we now need to select the data that we want entered into the label 

 
 
Select the one that says “ SMExport” 

 
 
 
 
 
 
 
 
 
 
 
 
 



Next we select “Select recipients’”  

 
 
Click Browse  

 
 
 
 
 
 
 
 
 
 



Open the Excel file that you created in Youth Enrollment 

 
 
Click “Arrange labels” 

 
 
 
 
 
 
 



 
 

 
 



 
 

 
 



 
 

 



 
 

 
 

 
 

 
 



 


