Creating Reports/Labels via LCLWEB
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1. Log into LCL.Web
2. Click on Reports
3. Select Export
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4. This example will-be selecting members whose dues have expired.
5. From the box on the upper left hand side, select:
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State/Province

Zip Code
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Member Fields:

[ select All

(] suffix o
[ Full Name

B Address Line 1

[ Address Line 2
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(] Country Code

(] Home Phone

[ arark Bhans - m

Fraternal Unit Fields: < Remove

6. Click Add>



7. This will move the items selected to the Report Fields

Report Export

Report Fields: Member Status:
Select All [ Active
[ Application
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Header row at beginning of file
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8. At the top of the Report Fields, click on the Select All

9. Under Member Status, select Expired

10. Click on Export Data

11. In the lower left hand corner of the screen, there will be a file



[ select all

(] Fraternal Unit Number
(] Fraternal Unit Name
(] mailing Address Line 1
(] Mailing Address Line 2
(] mailing City

(] mailing State/Province
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12. Click on the file to open
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13.
“Don’t Show Again”
14.

Typically the cell size is not wide enough to view the data

ﬁ O P search s Qo @ — =}
Home — Draw  Pagelayout  Formulas  Data  Review  View  Help 1% Share (3 Comments
é;v dn JA N | E=E 2 hWepte General - =] @ D_f'j & 3= E : 7Y p
- o 6 A ST EE Bwmacms | §-% 9 0 Codiow fom o | i oske fome | S s | arae
IFl /Funt IFl Alignment & Number o Styles Cells Editing Analysis S
\7‘/ \ fc | Dues Expiration Date v
A B C D E F G H J K L M N o P Q
1 |Dues Ex First NaiLast Nar Address City State/Pr Zip Code
2 |##### David Leinaar 7988 WIHASTIN(MI 49058
3 | ##iit# Derek  Snyder 412 3RDPLAINW M 49080
4 |###### Thomas VanDyk 7445 HEDELTON MI 49046
5 |###### Chad Hankins 6858 OSDELTON MI 49046
© |#HtiititH Erin Mclaugl 296 LAK DELTON Ml 49046
7 |##iit## Mallory Sewell 6511 OSDELTON M 49046
8 |t Marianr Struckm 1906 W KALAMA M| 49008-3538
9 |HiHiH#HH Lisa Flower 6900 OLDELTONID 49046
10 |ttt Patti Martin 3081 W BATTLE ID 49037
171 |ttt Michelle Morgan 9079 S NDELTON M| 49046-9684
12 | #####e Mike  Clum 210 E GFHASTIN(MI 49058
13 | ##it### Barbara Miller 106 LONSEBRINCFL 33870-1431
14 | #i##### Linda  Peterso1623 RIVEHASTIN(MI 49058-1183
151 Daniel 'Greer 15551 C AUGUSTMI 49012 -
FRUAdminLCL_Report Export ©)] [ v
Average: 46260.67742  Count: 133 Sum: 1434081 H M| - L + 150%

Reacy
L]

There may be a message about the file being corrupt. Click on



15. Click on the Arrow in the upper left hand corner (that will select
the entire workbook)

16. Hover the mouse on the small line between the A and the B and
double click. This will extend out the cells to view all the information

17. The Data will include ALL expired members, not just the particular
month you are working on — so, you will have 12 months of
information.

18. On the Right Hand Side of the Home tab is an option to Sort and
Filter. Click on the icon. A drop down box will appear. Choose the
option to Filter

%l Sort Oldest to Mewest
El Sort Mewest to Oldest

Custom Sort...

¢ Filter

19. Once you select that, there will be arrows next to the top row of
each cell
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9 5/31/2021 Lisa Flower 6900 OLD HEAD RD DELTON 1D 49046
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20. Click on the Dues Expiration Arrow
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21. Uncheck the Select All Box

22. Click on the “+” sign of the year you are working in (in our example
it is 2021). This will open up the ‘month’ option. Again, we are
working on June. Select June. (NOTE: This will put a black square in
the box by the Select All and the Year selected. This is ok)

23. This will “filter” the data out for the specific month selected,
leaving — in this example — only June of 2021
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24. Highlight the data (and the heading). Click on the Copy Icon (or
hold the control key down on the keyboard and hit the letter “C”)

(@ Copy

Copy as Picture..,

25. Click on File in the Upper right hand corner. Select New (blank
workbook)
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26. Right click in Cell A1 and select paste.
27. Exit (or close) the file once it is saved

Word Mailing Labels

28. Open Microsoft Word.
29.  Click on Mailings

30. Select Start Mail Merge
31. Select Step by Step Mail Merge Wizard

File Home

< @

Envelopes Labels

Create

32.

AutoSave (@ off)

Insert Draw Design Layout

Start Mail|  Select
Merge ~ |Recipients ~

@ Letters

E E-mail Messages
B Envelopes...

[E] Labels...

E Directory

Mormal Word Document

G4 Step-by-Step Mail Merge Wizard...

O @I v = Document? - Word

References

5 B

Mailings R

2 B

Write & Insert Fields

A box will open on the right hand side of the document



Mail Merge ~ %

Select document type

What type of document are
you working en?

) Letters

(1 E-mail messages
(1 Envelopes

(®) Labels

() Directory

Labels

Print address labels for a
group mailing.

Click Mext to continue,

Step1of b

= MNext: Starting document
33. Select Labels and click Next.



34.

On Step 2, select Change Document Layout and select Label

Options. Select the Avery Label Number. In this example it is 8160
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Select starting document

How do you want to set up
your mailing labels?

Use the current document
) Change document layout
Start from existing document

Change document layout

Start from a ready-to-use mail
merge template that can be
customized to suit your
needs.

B} Label options...

Select label size

Step2of 6
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€ Previous: Select document ty
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35.
36.

Click Next.

On Step 3, select Recipients (from an existing list). Click Browse.

Select the Expired List that was previously saved. Click Open. Click

Next to Arrange Labels.
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from a file or a database.
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37.

Select Address Block and click OK.

Inzert Address Block

Specify address elements
Insert recipient’'s name in this format:

Jash

Josh Randall Jr.
Josh Q. Randall Jr.
Joshua

J ua Randall Jr.

Joshua Q. Randall Jr,
Insert company name

W

Insert postal address:

Mever include the country/region in the address
Always include the country/region in the address

Only include the country/region if different than:

L'

United States

Format address according to the destination country/region

e

Preview

Here is a preview from your recipient list:

1 [ M

Jill Young
S079 S M 43 HWY
DELTOM 49046-9624

Correct Problems

If items in your address block are missing or out of order, use
Match Fields to identify the correct address elements from
your mailing list,
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E3 Arrange your labels
«AddressBlock» «Next Record»«AddressBlock» «Next Record»uAddressBlock» If you have not already done
50, lay out your label using
the first label on the sheet.
To add recipient information
to your label, dick a location
in the first label, and then
click ane of the items below,
«Next Record»«AddressBlock» «Next Record»u«AddressBlock» «Next Record»u«AddressBlock»
[ Address block...
B Greeting line.
EY Elecironic postage...
Bl More items...
«Next Record»«AddressBlock» «Next Record»u«AddressBlock» «Next Record»u«AddressBlock»
When you have finished
aranging your label, click
Next. Then you can preview
each recipient's label and
make any individual changes.
Replicate labels
«Next Record»«AddressBlock» «Next Record»u«AddressBlock» «Next Record»u«AddressBlock» P
You can copy the layout of
the first label to the other
labels on the page by clicking
the button below.
Update all labels
«Next Record»«AddressBlack» «Next RecordnAddressBlacks «Next RecordnuAddressBlacks Step4of 6
> Next: Preview your labels
€ Previous: Select recipients
Pagelof1 S3words [ Focus B - 1] + 100%
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Click on Update all labels
Click Next on Step 5
Step 6 is the Final Step — Click Print

and click next




