Back to the Basics
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Lessons in Life
from Dr.Seuss

1. Today you are You, that is truer than true. There is no
one alive who Is Youer than You.

2. 'Why fit in when you were born to stand out?

3. You have brains in your head. You have feet in your
shoes. You can steer yourself any direction you choose.

4. Be who you are and say what you feel, because those
who mind don't matter and those who matter don't mind.

5. Today | shall behave, as if this is the day | will be
remembered.

— /
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Creating a place to Return too.....

why keep a folder
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™

Mozilla Firefox  Filter drop
down

ASI-MIS filter select
&
test For mail
merge

Arrange Icons By
Refresh

Paste

Paste Shortcut

Graphics Properties. ..

Graphics Options

Properties

Create a folder by right clicking
anywhere on your desktop choosing
new and selecting folder

'@ Shortcut

@ Microsoft Office Access 2007 Database
ﬁ Briefcase

S Bitmap Image

@J Microsoft Office Word Document

@ Microsoft Office PowerPoint Presentation
@ Microsoft Office Publisher Document

|3='_'| Text Document

@ Wave Sound

5] Microsoft OFfice Excel Worksheet

(] Compressed (zipped) Folder
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Snagit 11
Editor

' My Computer
)My Network Places
|%)filter drop down

7 n
%] Filter select ‘iozilla Firefox  Filter drop
™ |final for sort and filter down
®)sort and Filter

sort and Filter

A dialog box will pop up and ask '.! n
you to name your folder and
where you want to save it.

ASIHMIS

filter select

My Comput iy

< |

-

| 100% B
File name: ‘ new folder

Save as type:

My Network

v Use transparency
[PNG - Portable Network Graphics ("“.pngv) .

[[]show advanced types
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Excel intro

Menu Bar ft-!g =9 - C v test
> Home Insert Page Layout Formulas Data Review View
Tool Bar "F’ Arial -1 - | AN [ = =||®-| | Siwrap Text
Paste 4 B Z T || || D A~ ||E = =||EE £E| & Merge & Cente
Clipboard T« Font F Alignment
E1 - £ | ADDRESS 1
Columns
1 |n5'|u MIDDLH LAET ﬂAnnnEss ﬂAnnnEss ﬂ
2 Sharon Ackerson PO Box 785 Seward
J Shareen M Adelman PO Box 2142 Seward
Rows _—7 4 Linda S Amberg PO Box 2103 Seward
5 [Christina Anderson PO Box 2894 Seward
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Home Insert Page Layout Formulas Data Review View

& Cut S ety - 1 4 ! —,_‘- = = S
Tahoma 0 A A =g Y |SfWhpTed General v = - |
43 Copy ~ D e tm ‘% M - i ﬂ |
| v v | &~ v == . v «0 00 Condtional Format Cell Insert Delete Format
3 romatructr B 2 U= | E- | - A~ [ W | ¢ EHNGREGA $ - % o 88| Gttt fomut cob | buct Oce format|
_Clipbosrd - Font ’ Alignment s Number . Styles Cells
Al - '- t:'r_ Unpaid Dues
A B T C 0 | - F G Hl J K L M N
Product: 12NATL
I traee FULL e ME STATE ZIP
3 Delete these two lines
4 NC UNIT 0392 Regina Goforth 158 Eim Ave NC 28638-2430
5 NCUNIT 0392 301320985 MAM Mandy Martin 202 Mount He NC 28638-2338
B NC UNIT 0392 301320986 MAM Sondra McKeon 4650 Stafron A NC 28645
7 NCUNIT 0392 301320987 MAM Mary Miller 2422 Central NC 28645-9405
B NCUNIT 0392 301320990 MAM Lois Mizzell 7370 Church S NC 27045-0319
9 NCUNIT 0392 301320992 MAM Tern Oppel 2495 Taylorsville Rd Lenoir NC 28645-9231
[0 NC UNIT 0392 301320996 MYM Alyssa Reynolds PO Box 1212 Hudson NC 28638-1212
I1 NC UNIT 0392 301320995 MYM Nikole Reynolds PO Box 1212 Hudson NC 28638-1212
[2 NC UNIT 0392 301320999 MYM Starr Sanchez 2422 Central Dr Lenoir NC 28645-9405
I3 NC UNIT 0392 301320993 MAM Laura Steffy PO Box 1212 Hudson NC 28638-1212
14 NC UNIT 0392 301320994 MAM Eldine Tapper 212 Mount Herman Rd Hudson NC 28638-2338
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Every Report exported to excel must start with making sure the merge & center tool
along with the wrap text tool is disabled on the spread sheet.

When the document opens go to the tool bar and deselect where it says merge & center.
Repeat this for the Wrap text feature directly above merge and center on the tool bar

ptass FRost

Review View

AP = Wrap Text

Page Layout Formulas Data

General

>,
;h-l
e
1
1

T U~ By~ A - = = | £ iE [@ Merge & Center| = * % ¢ | %o 70 | Conditions
Formatting
Font u Alignment P MNumber ]

Printed 8/24/2012

COMPANY |PAID THRU CONTINUO|FULL NAME |ADDRESS 1 |ADD
SORT US YEARS
- v o 0 ] ]

HI UNIT 0001 12{31!2[]12'3[][]42?594 15 Mona A Amero 61354 Heron
Ave
HI UNIT 0001 12{31,"2[]12'3[][]4392?3 15 C[.rnthia C 1563 Molina 5t
HI UNIT 0001 12{31,"2[]12'3[][]338??1 16 Sandra ] 1563 Molina 5t
Ballard
HI UNIT 0001 12{31!2[]12'3[][]8?149? 8 Jill L Baxter 312 Annette Ln
HI UNIT 0001 12{31!2[]12'3[][]?2?434 10 Diann M Betts 8320 Lacevine
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A fresh look........

Sorting & Filters
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™ 18 A s test for mail merge - Microsoft Excel i~
- Home Insert Page Layout Formulas Data Review View PDF first select sort and w moX
Sl = = = Dol s = = . filter ¥ AutoSum ~
o7 || 11 AN |™ = || |5WapTet Gatleral h‘,‘ jif - ,? ‘ﬁ
B s e 0 | 5, N = B E = || 5 s &.Co - - -0 .0 Cor H 7 i
PO || P vl || S | O £ | Ead erge x Cener ~ ) | SomniMioinan) [ Sal ol | ET0C0TOY, s manie - ser= || o e Fiter~ Seiect~
Clipboard = Font e Alignment - Number e Styles Cells Editing
El - ﬁ ADDRESS 1 ¥
J K L M N 0
1 m:m:mm:m:u_zmzm:m:mm
2 Sharon K Ackerson PO Box 785 Seward 99664-0785 301108333 MAM 907) 224-5741
3 Shareen M Adelman PO Box 2142 Sevsard AK 99664-2142 301097633 MAM ,00; ) 224-3788
4 Linda S Amberg PO Box 2103 Seward AK 99664-2103 300847168 MAM (907) 224-6520
5 Chnstina Anderson PO Box 2394 Seviard AK 99664-2894 301252491 MAM
6 Kan Anderson PO Box 434 Seward AK 99664-0434 301367979 MAM {907) 362-1603
7 Moorea R Anderson PO Box 2232 Seward AK 99664-2232 "301382131 MAM (831) 334-8252  moorearose@hc
9 Theresa R Armstrong PO Box 1204 Seward AK 99664-1204 301145716 MAM (907) 224-2588
10 Eleanore A Amalde PO Box 189 Sevsard AK 99664-0189 301338149 MAM (907) 224-3080
11 Jaime D Atherton PO Box 2361 Seward AK 99664-2361 301351414 MAM (907) 224-7088
12 Michaela Atherton P.O. Box 2361 Seward AK 99664 301455401 MAM (907) 224-7082  mickeyak02@y:
13 Betsy A Athey PO Box 1867 Seward AK 99664-1867 "301327021 MAM (907) 362-7861
15 Brenda J Auer PO Box 1315 Grover Beach CA 93433-1315 301100214 MAM {805) 473-9661
16 Patricia M Bacon PO Box 972 Seward AK 99664-0972 "301079853 MAM {907) 224-7294
17 Pyliis Baker PO Box 1274 Seward AK 99664-1274 301269350 MAM (907) 224-2452  pjbaker@alaska
18 Susan M Banas PO Box 3605 Seviard AK 99664-3605 300753258 MAM (907) 224-5102
19 Jean M Bardarson PO Box 689 Seward AK 99664-0689 "301287060 MAM {907) 224-7063
20 Tracy D Bartley PO Box 2293 Seviard AK 99664-2293 "300862566 MAM
21 Rainy Bass PO Box 870087 Wasilla AK 99657-0087 "301325208 MAM (907) 892-8442
22 Tanya M Bauer 721 2nd Ave NW/ Saint Paul MN £5112-6843 "301327022 MAM {(617) 703-2016
23 Alicebelie M Bibler 8939 6th Ave Hespena CA 92345-3957 "131598568 MAM (760) 244-3018
24 Kathleen M Bingman PO Box 134 Sewvard AK 99664-0134 300971193 MAM (907) 224-3643
25 Jessica Bishop PO Box 412 Seviard AK 99664-0412 "301187643 MAM (907) 362-7712
28 | Alinn Qichan DO Boy 2696 Soyiacd LAY 00864 2606 M04424098 BaALe
4 4 » W| UnitRoster32012 - ¥J 7 ) - : S m
Ready 253 of 264 records found i[:ﬁ (m]] ﬂ]m@
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M M 0
: Ess v ADDRESS m: B MEMBEIEICATEGOREI HOME DPHCEJEMAIL B CONT

ox T84 Seward A]| sotAatoz _ (907) 224-5T41

ox 2142 Seward AK Zl | sotztoa (907) 224-3788

ox 2103 Seward Ak

0x 2894 Seward AK LS B ] ' When you select a

ox 434 Seward Ak & ﬂer down arrow

ox 2232 Seward Ak " . . C
ox 1204 Seward AK options will appear! [,
ox 1204 Seward AK Text Ellters '

ox 189 Seward Al (select Al (907) 224-5080

ox 2361 Seward Ak ] MAM {(907) 224-7088

Box 2361 Seward Ak o] MM (907) 224-7082  mickeyak02@y:
ox 1867 Seward Ak {907) 362-7861

ox 1236 Seward Al (907) 362-1660

ox 1314 Grover Beach  CA (805) 473-9661

ox 972 Seward Al (907) 224-7294

ox 1274 Seward Ak (907) 224-2452 pjbakeri@alaska
ox 3605 Seward Al (907) 224-5102

ox 689 Seward Ak {907) 224-7063

ox 2293 Seward Ak

ox 870087 Wasilla Ak oK ] [ Cancel {907) 892-3442

nd Ave NW Saint Paul MM T (617) 703-2016

Gth Ave Hesperia CA 92345-395? 131598568 AN (760) 244 8018
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> U E F (3
DDLEI LAST B3 ADDRESS EJ ADDRESS B3 CITY 2

111

Ackerson PO Box 785 Seward Ak
Adelman PO Box 2142 Seward

Amberg PO Box 2103

Anderson PO Box 2694

Anderson PO Box 434

Anderson PO Box 2232 select what you

Armstrong PO Box 1204
Armstrong PO Box 1204

Arnaldo PO Box 189 click ok

Atherton PO Box 2361

Atherton P.O. Box 2361

Athey FO Box 1867

Athey PO Box 1236 Seward

Auer PO Box 1315 Grover Beach  CA
Bacon PO Box 972 Seward AR
Baker PO Box 1274 Seward AR
Banas PO Box 3605 Seward Ak
Bardarson PO Box 639 Seward AR
Bartley PO Box 2293 Seward Ak
Bass PO Box 870087 VWasilla AR
Bauer 721 2nd Ave NW Saint Paul MM
Bibler 8939 6th Ave Hesperia CA
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would like filter and

Sort Ato £

Sort Zto A
Sort by Color k
Text Filters k

] (Select All}

= MAM |
[JMYM

] 4 | | Zancel

92345-3957 131598568 MAM

ArEcd fdTd r’lﬁﬁl’i?ddl‘l’l EAARA




:JEMM

PO Box 785

Ackerson

Seward
= .

Andefl now our document, will just show

Ande

Bacon
Baker
Banas
Bardarson
Bartley
Bass
Bauer
Bibler
Bingman
Bishop

the items we have selected

PO Box 1867
PO Box 1315
PO Box 972
PO Box 1274
PO Box 3605
PO Box 689
PO Box 2293
PO Box 870087
721 2nd Ave MW
9339 6th Ave
PO Box 134
PO Box 412

Seward
Grover Beach
Seward
Seward
Seward
Seward
Seward
Wasilla
Saint Paul
Hesperia
Seward
Seward

EETEEEEE

Ak
CA
AR
AR
Ak
Ak
Ak
Ak
MMM
CA
Ak
Ak
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99664-0785
99664-2142
99664-2103
99664-2594
99664-0434
99664-2232
99664-12

6B4-2361

HORR4

99664-1867
93453-1315
99664-0972
99664-1274
99664-3605
99664-0689
99664-2293
99657-0087
55112-6843
92345-3957
99664-0134
99664-0412

301108333
"301097633

300847165
301252491
301367979
§n13

B

301335149
301351414
301455401
301327021
301100214
301079853
301269350
300753258
301287060
300862566
301325208
301327022
131598568

300971193
3[]1 187643

[AM
VAN
[AN
[AN
[AN
[AN
[AM
VAN
[AN
[AN
[AN
[AN
AN
VAN
[AN
[AN
[AN
[AN
[AM
VAN
[AN
MAM



rmulas Data Review View POF L o
= | 5 = = .| o L || . T — T AutoSum - | & ;
= = || =) Wrap Text Genersl < *ﬂ ~‘4 =x {* ;_;_1 ﬂ 2 ,‘}}
= == ks o sl C - = -0 .00 \ 0 cell 3 & &
I3 W) ||t merge s center - ||| 8 Mo il B | O st obie = shres= || o e et Qicear=  |Fier~iseets
Alignment [w Number E Styles Cells /}l Sort Oldest to Newest
DAT: %1 sort Newest to Oidest
,Il Custom Sort.,
PAID THRU  JOIN DATE 7| piter
'907) 224-57T41 - 12/31/2012 9/29/2005 5!
'907) 224-3738 5 12/31/2012 7/2/2008 ;
'907) 224-6520 3 12/31/2012 8/20/2004
0 12/31/2012 7/16/2010
'907) 362-1603 2 12/31/2012 7/8/2011
'831) 334-8252  moorearose@hc 1 12/31/2012 9/30/2011 Here we have selected the
'907) 224-2538 akaladep@pti al 3 12/31/2012 4/26/2010 sort and filter tool and will
'907) 224-2588 4 12/31/2012 4/14/2009 .
'907) 224-8080 2 12312002 121102010 be selecting sort from
'907) 224-7088 2 12/31/2012 1/1372011 Oldest to Newest with
'907) 224-7082  mickeyak02@y: 1 12/31/2012 712072012 column we have selected
'907) 362-7861 2 12/31/2012 10/4/2010
'907) 362-1660 1 12/31/2012 6/11/2010
'805) 473-9661 4 12/31/2012 8/15/2008
'907) 224-7294 2 12/31/2011 3/10/2008
'907) 224-2452  pjbaker@alaska 3 12/31/2012 6/7/2010
'907) 224-5102 7 12/31/2012 2/13/2003
'907) 224-7083 3 12/31/2012 6/30/2010
8 12/31/2012 10/20/2004
'907) 892-8442 2 12/31/2012 10/15/2010
'617) 703-2016 1 12/31/2011 9/24/2010
'760) 244-8018 26 12/31/2012 3/1/1939
D07, 204 26472 Al A23400108

__&E9006]

Average: 33494 0947

Count: 265
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step by step to success

Mail Merge

MERGE
AHEAD
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Task Center Members Unit Department National Help

Welcome to the ALA MIS System!
# > » Department » Department Reports » 2012 Reports » 2012 UnPaid Dues Roster

Go to report you wish to export in ALAMIS

2012 UnPaid Dues Roste} Select the export icon

4 4 1 of27? b Pl A Find | Naxt
Unpaid Dues [Export
Dept of North Carolina Product: 12NATI Printed 2/.
Member ID |MEMBER FULL NAME ADDRESS 1 DDRESS 2
TYPE
NC UNIT 0392 301320983 MAM Regina Goforth 158 Elm Ave
NC UNIT 0392 301320985 MAM Mandy Martin 202 Mount Herman Rd
NC UNIT 0392 301320986 MAM Sondra McKeon 4650 Stafron Rd
NC UNIT 0392 301320987 MAM Mary Miller 2422 Central Dr
NC UNIT 0392 301320990 MAM Lois Mizzell 7370 Church St
NC UNIT 0392 301320992 MAM Terri Oppel 2495 Taylorsville Rd
NC UNIT 0392 301320996 MYM Alyssa Reynolds PO Box 1212
NC UNIT 0392 301320995 MYM Nikole Reynolds PO Box 1212
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on-aux.org | https://members legion-aux.org/ALAMIS/ICE/ Analysis/ Analysis.aspxircode=dept_unpaiddues2012&contactid=133 = °," Goog

seancn = | (- (D) - BB - (@ - o - [0 -

Task Center Members Unit Department National Help

Welcome to the ALA MIS System!
#& » » Department » Department Reports » 2012 Reports » 2012 UnPaid Dues Roster

2012 UnPaid Dues Roster
Select to export in Excel

I 4.1 of22 b Pl P Find | Next "4' ‘%
- Excel
Unpaid Dues 2
Dept of North Carolina Product: word Printed 2/23/2012

Unit Name Member ID |MEMBER - ADDF
TYPE

NC UNIT 0392 301320983 MAM Regina Goforth 158 Elm Ave

NC UNIT 0392 301320985 MAM Mandy Martin 202 Mount Herman Rd

NC UNIT 0392 301320986 MAM Sondra McKeon 4650 Stafron Rd

NC UNIT 0392 301320987 MAM Mary Miller 2422 Central Dr

NC UNIT 0392 301320990 MAM Lois Mizzell 7370 Church St

NC UNIT 0392 301320952 MAM Terri Oppel 2495 Taylorsville Rd

NC UNIT 0392 301320996 MYM Alyssa Reynolds PO Box 1212

NC UNIT 0392 301320995 MYM Nikole Reynolds PO Box 1212
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Task Center Members Unit Department National Help
Welcome to the ALA MIS System!
!Opening dept¥SFunpaiddues2012.xls ﬂ
# » » Department » Department Reports » 2012 E—

You have chosen to open

& dept%SFunpaiddues2012.xls
2012 UnPaid Dues Roster which is 3: Microsoft Excel 97-2003 Worksheet
3 from: https://members.legion-aux.crg
Check that the open with is selected What should Firefox do with this file?
Then click ok _
& Open with | Microsoft Excel (defaul) -

Save File
4 4 1 of2?2 b Pl @

Unpaid Dues

Dept of North Carolina

m Member ID MEMBER

NC UNIT 0392 301320983 MAM Regina Goforth 158 Eim Ave
NC UNIT 0392 301320985 MAM Mandy Martin 202 Mount Herman Rd
NC UNIT 0392 301320986 MAM Sondra McKeon 4650 Stafron Rd
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Home Insert Page Layout Formulas Data Review View

& Cut S ety - 1 4 ! —,_‘- = = S
Tahoma 0 A A =g Y |SfWhpTed General v = - |
43 Copy ~ D e tm ‘% M - i ﬂ |
| v v | &~ v == . v «0 00 Condtional Format Cell Insert Delete Format
3 romatructr B 2 U= | E- | - A~ [ W | ¢ EHNGREGA $ - % o 88| Gttt fomut cob | buct Oce format|
_Clipbosrd - Font ’ Alignment s Number . Styles Cells
Al - '- t:'r_ Unpaid Dues
A B T C 0 | - F G Hl J K L M N
Product: 12NATL
I traee FULL e ME STATE ZIP
3 Delete these two lines
4 NC UNIT 0392 Regina Goforth 158 Eim Ave NC 28638-2430
5 NCUNIT 0392 301320985 MAM Mandy Martin 202 Mount He NC 28638-2338
B NC UNIT 0392 301320986 MAM Sondra McKeon 4650 Stafron A NC 28645
7 NCUNIT 0392 301320987 MAM Mary Miller 2422 Central NC 28645-9405
B NCUNIT 0392 301320990 MAM Lois Mizzell 7370 Church S NC 27045-0319
9 NCUNIT 0392 301320992 MAM Tern Oppel 2495 Taylorsville Rd Lenoir NC 28645-9231
[0 NC UNIT 0392 301320996 MYM Alyssa Reynolds PO Box 1212 Hudson NC 28638-1212
I1 NC UNIT 0392 301320995 MYM Nikole Reynolds PO Box 1212 Hudson NC 28638-1212
[2 NC UNIT 0392 301320999 MYM Starr Sanchez 2422 Central Dr Lenoir NC 28645-9405
I3 NC UNIT 0392 301320993 MAM Laura Steffy PO Box 1212 Hudson NC 28638-1212
14 NC UNIT 0392 301320994 MAM Eldine Tapper 212 Mount Herman Rd Hudson NC 28638-2338
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Home Insert Fage Layowut Eormulas Ciata e Viewsr

& Cut Tahoma 1l r AN | E e = Wrap Text Zemcaal - B = cem LK E Autosum
a3 Copy = — ) ll Fill -
, . - - s g [ -
F Format Painter Bl s U == - '& EEE FEF ﬂ S 3 Clear =
Clipboard W Font u Alignment B
— = - Save this file somewhere on your desktop
Al - Unit Name
A | :

Ty T (L] Save As

1 B Desktop » - Segrch Desktop ¥l

2 — s — = NC 2B638-2430

4 |NC UNIT 0392 : — NC 28645

5 |NC UNIT 0392 ] Microsoft Excel = Gallibraries NC 2B645-09405

6 |NC UNIT 0392 . Tammy Wiggins il NC 27045-9319

7 |NC UNIT 0392 0 = NC 28645-9231

8 NC UNIT 0392 W Favorites Fst-omputer NC 28638-1212

9 | NC UNIT 0392 B Deskiop i Metwork i HC 28638-1212

10 | NC UNIT 0392 S5 Facent Places | ALAMember_Onlist_No_Match NC 28645-09405

i e o oo b g

13 NC UNIT 0532 e L NC 269049285

14 NC UNIT 0532 4 Libraries B listtozendtod] dds M 46368-2121 (8
15 NC UNIT 0532 | Documents NC 2B902-8544

16 | NC UNIT 0532 J Music NC 28004 B
17 | NC UNIT 0536 b NC 'gaﬁamw&g

18 | NC UNIT 0536 _ : NC 8580

19 NC UNIT 0536 il names | | inttosendtoXT2.xs NC 28551-8368

20 | MC UNIT 0536 Save as type: [Eu'.el §7-2003 Workbook (*.ds) - HNE 28580-7431

21 |NC UNIT 0536 _ NC 28580-7028

22 NE UNIT 0535 Authaors: TBI'I"II'I'I:( '.-'-'u;g-n; Tag:: Add a tag HE J8110-7036

23 | NC UNIT 0535 N NC 28110-7036

24 NC UNIT 0535 []5ave Thumbnail NC 2B079-4208

25 | NC UNIT 0535 NC 28110-0436

26 | NC UNIT 0535 ~ NC 28079-5264

27 \NC UNIT 0535 = NC 26110-7036

28 | NC UNIT 0535 — — NC 28110-7427

29 |NC UNIT 0535 Vionn 1 Stone 4023 Highway 205 NC 28103-7653 (7
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Documentl - Microsoft Word
Home Insen Page Layout References Mading Review View Avery
a = A =~
L o A
| | ||l EgP
Erwelopes Labels  Start Mail Select
Merge = Recipients =

cats Ston ok uerge !
L Start Mail Merge ‘ N
_ Start 3 mad merge to create a form Open Microsoft Word [
- u‘nlulmr"nm :,c .;‘ ﬂ..tend t_r nnn.r‘ r‘r Goto the Mallmgs tab
e-madl multiple times, sending each Se[ed Stan 'da“ hqerge

copy to a ddferent recipient

s, such as Name
or Addeess, which Word will
replace automatically with
mnformation from a database o
contact ist for each copy of the
form letter

© Press F1 for more help.

= 3
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(W' s ——_ —

- - —— —— —— -
Document] - Microsoft Word
“ Home Insert Page Lyyout References Mailings Renew View Avery
|y 3 = =
| Pl &
Envelopes Labels [Start Mall Select
Merge ~ (Recipients ~
“reate Letters Veite & Insent Fleld Prenew Re R Finist
> -
| E-mall Messages ] 2 3 { 4 3 ! £ X VR
Enyelopes...

Labels...

Direq'
Label Options

Normal Word Document

N Step by Step Mail Merge Wizard \

= WD LD e

Select Step by Step Mail Merge Wizard
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T | v Document] - Microsoft Word

“ Home Insert Page Layout References Mailings Reniew View Avery

. ) " -
— 2 — -&°
Envelopes Labels  Start Mail Select
Merge = Redpients ~
Create Start Mail Merge Write & Insert Field Preview Re Finy
[ T T QO 430 C 2:) a3 PR TR O R 6 . . . NI
-
¥ Label Options
| Printer nformation
Continuous-feed printers
- Select Labe!l Vendor
O Pageprnters  Tray: Defaut tray (Auto Seect) v ] |__——Select Label Product Number
|

Label information / / Click Ok
Label yendors:  Avery US Letter |

Fod spdates oo Office . com

Product number:

5144 Print or Write Name Sadge Labels Easy Peel Address L
5146 Print or Write Name Sadge Labels 1"

§147 Print or Write Name Sadge Labels g - .

5155 Easy Peel Return Address Labals Widh: 263

5159 Maiing L Page sze: 8.5 x 11°

Detads... | | tewLabel... | [ ok ][ coe
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- i -
R Rl T - Q
. :

!
-
fopes Labels  Start Mad Select
Merge = Reopients = 3 Update Labed
' g .
| 8% ! 2 A ‘ .8 t ' (R 4 "’Anl Merge v X
¥ v : o
-
Solect docsment type
What type of dodument are you
working on?
I Letlers

€ mal messages
Enveiopes
9 Labeh

Oveciory

Labels

Priot acdress bels for a grow
el

Chcke Next 10 continue

Select Next: Starting document

Step 1ol 6
-
° ® e - -
L
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[rwelopes Labeds

i

File fome ent Page Layact
. S—
. -
. ,-
- &

Start Mal o
Merge = Recipients *

Documnentl - Microsoft Woed

References Lisang Peniew View Avery Design Lagout

2 Update Labels

V —
[ W] Select Dot Source -
- | — T [
@'\Jvlomep » -4 8
Orgenize » New folder 3 v '

EJ Mecrosoft Weed

{ Favornes

M Desitop

2. Recent Places
& Downloads

4 Lzeanes
+ Documents
o' Music
e Pictres

a Videos

& Computer -

File name  lsmtosendto20] 2uls

@) Copy of PUFL Dues Distribution Tracker (3jdsx
DMC - Acoom Corporation.asc

8] dressing doc

@) EMaiComparnisonadse

] How to use VPN.docx

3] lssses for Membership Workshop.d
3] IsttozendtodN] 2ads
’J_-IJ my_employee_sd_captunng % worksheet_master_121410 dsx

@) Quadriga.nonmember 2012 s

3] Steps to Use VeraonWireless. VPN docx
&) T odsx

New Source..

Tocks ~ Open }vi

v Al Data Sources ("odc " maly" v

Cancel

3|
Select Browse and then
Select file you saved from expod
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Select recipients
® Use an exsiing st
Select from Ouock contacts
Tyoe anem it

Use an existing hist

Use names and addresoes from &
file or & databose

] Srowse
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Start Madl Select
Merge = Recipeents * 2] Update Ladely
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J 1 Mai Merge Recpnents 'M
This s ®e st of recpents that sl De used n your merge. Use Bhe ophons Delom 19 add 1o or hange your st Use the
chackboes 1o add or remove recpients from the merge. When your st i ready, dick OC

Dt Source ADDRESS 1 v | ADDRESS 2 vlCTY  o|2° v |EWA .
= i

listtosenctodt] 2ads [EHN 156 Bim Ave | [Hudson | 28638-M36 | 1
listtosendod0l2als ¥ 202 Mount Herman Rd Hudson 28638-2333
ligttosen®o2012as [ 4650 Stafren RS Lenow 28645
limtoseno0l2ade [ 2422 Central De Lenos 236459405
hsttesenmod0l ¥ 7370 Chuech & Rural Hal 270459219

aNext Records listtosendod0l2xis [ 2495 Taysorsviie Rd Lenow 206455231
listtosenodil2as ¥ POBoxiZi2 Hudson 28638-112
listtosendod0l2ats ¥ PO Boxi2i2 Hudson 28638-112 3

Dats Source Refire reapeent st
“Next Record» Estiosendto 012 v
0 Erd dokcates. .
.| 423 Eodiscoent,

«NextRecords 3 Yoldate add et

s«Next Records «Next Records «Next Record»

«Next Records «Next Records «NextRecord»
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xNextRecords aNext Record»
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-
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e/ Auto Check for 10T paerge »
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aNextRecords

Select More items

aNextRecords

eNextRecorde

aNextRecords

sNextRecords

- 4

o

’: Mail Mecge >
-

Arrange your labels
if you have not sheady done 5o,
lay out your abel uang the first
abel o0 the sheet
To add recpeent mformation o
your labed, dick & location n the
frt labe. ard e Ok one of
e iterg Diow

] Address block

) Greetrg ire

a4 FTEEWQNE

: ’ »
-3 Bechronk poctape
A More items

When you have feabed
aranging your bbel, cick Next
Then you Can Dreview oach
recioent’s Ldef and make any
0oV danges

Reghcate labels

You can capry the layout of B
first label %5 the ofher labels o
the page by cicking e bution

Deow
o "
Stepdolé
B Next: Freview your Wide



«FIRST_2uLAST2«ADDRESS_1»«(iTYae eNext Records e AddressBiock? «Next Record s« addressBiocks
STATE_»=2P»

aNext Records s Addeaasdiocior § Insert Merge Field L dressBiocks

Next select First, Last,
Address 1, City, State,
Zip ; ;

-] ParessBiocks

‘Next RecorddcadddressBiocr PdressBiocks

tNext Rezordr s Addrgiaiocr . ‘CATEGOF;Y Paressgiocs

[HOME _PHONE ,
|CONT YR v

“Next RecordrniddrenBioco ' [uad‘m] LM ] [ Close ]Jdrnsi ocka

eNext Records«iaddresslioc "Next Recordr«addressBiocks «Next Record e AddressBiocks
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«FIRST_» «LAST»|« ADDRESS_1» «CITY»

«STATE_» «ZIP»

«Next Record»«FIRST_» «LAST»
«ADDRESS_1»
aCITY» «STATE_» «ZIP»

tNext Record»«FIRST_» «LAST»
«ADDRESS_1»
«CITY» «STATE_» aZIP»

«Next Record»«FIRST_» «LAST»

«Next Record»«FIRST_» «LAST»
«ADDRESS_1»
«CITY?» «STATE_» «ZIP»

«Next Record»«FIRST_» «LAST»
«ADDRESS_1»
«CITY» «aSTATE_» «ZIP»

«Next Record»«FIRST_» «LAST»
«ADDRESS_1»
«CITY» «STATE_» «ZIP»

«Next Record»«FIRST_» «LAST»
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«FULL_NAME»
«ADDRESS_1» «ADDRESS_2»
«CITY» aSTATE » x2IP»

«Next Recordea FULL_NAMES
«ADDRESS_1» «ADDRESS_2»
«CITY» «STATE_» «21P»

«Next RecordsaFULL_NAME»
«ADDRESS_1» «ADDRESS_2»
«CITY» «STATE _» o 21P»

«Next Recordse FULL_NAMEs
«ADDRESS_1» *ADDRESS_2%
«CITY» aSTATE_» «2IP»

«Next Recordss FULL_NAME»
«ADDRESS_1» « ADDRESS_2»
«CITY» «STATE_» «710»

sNext Recordea FULL_NAME»

Selec Update all Labels
Then Select Next: Preview Your La

«ADDRESS_1» wADDRESS_2»
«CITY» «STATE_» «2IP»

w«Next RecordsaFULL_NAMEN
«ADDRESS_1» « ADDRESS_2»
«CITY» «STATE_» «2iP»

«NextRecordsa FULL_NAME»

“ADORESS_1» «ADDRESS_2»
wCITY» «STATE_» «2ZIP»

sNextRecordsa FULL_NAME»
«ADORESS_1» « ADDRESS_2a
«CITY» «STATE_» «ZIP»

wNextRecords«FULL_NAME»
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-t Arrange your labeks

If you have not already done so
loy out your labef usng e frst
label on the sheet.

To add recpwent informaton to
your labed, Ak 8 locaton in e
Srat bbel, ared then chck one of
e items besow

) Address block

g Greewngine

_§ Secironc postage
A Move tems

When you have finshed
arangng your labed, cick Next
Then you can prevew each
recpent’s bbel and make any
ndwvidual changes

Rephcate labels

You can copy B lapaut of £
first labed 10 the other labels
page by dcking the buat

w

Uncate ol labels

2 Next: Srevew your abels

o & Previous: Select recpeents
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Preview yoor labels

Some of the merped abels e
sreveond here. Yo prevew

another labed, dick one of the
Regina Gotorth Mandy Martin Sondra McKeon folowrs;
158 Em Ave 202 Mount Herman Rd 4650 StafronRd Recosent: 1 |
Hudson NC § Hudson NC 28638-2338 Lenoir NC 28645 Bl e e

Make changes

You can slso change your
Mary Miller 14 recoent kst
2422 Central Dr 7 +f Edtredpent kst
Lenoir NC 2856459305 R

When you havee frsted
previewing your labels, chok Next
Then you can et the merged
abels or edt ndvdul babess to
23 personsl Comments

AlyssaReynolds Check to see that all labels merged and in the correct format if not

Rose Goyette
6183 McCasiand Ave
Portage IN363GE- 1N

Bettie F. HIll

Mary C.Reece
578 Pine Log Church Rd
Brasstown NC 28902-8544

Bettie Mooker

0O Box 1212 p| You canalways select Previous to return to previous page ¥ not
Hudson NC 28638-1212 H| select Complete the Merge

Laura Steffy E

PO Box 1212 2

Hudson NC 28638-1212 H g -

Chariotte Tiley
24 Tusquntee Laurel Cove Rd
Hayesville NC 24904

Ada M. Kirkman
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A New Report in ALAMIS

Department New
Member Count Report
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Snapshot.asprlcontactiD=102
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" - |a

American Legion Auxiliary - Task Center

Go to American Legion Audlary's Publc Web Site
AMERICAN LEGION

AUXI LIA Y Welcome, Tammy Wiggins

Serving veteras thr famalirs @ad thetr commnities Jump To E My Profile ~

National

Task Center Members Department

Deceased Report

Welcome to the ALA MIS System! Ed# Department Leaders »
A > » TaskCenter

Untt Paid Membership Totas

Department Member Search >

Newspaper Pull

Department Reports »
2013 Reports » »f Alaska

Announcements

2012 Reports » 2012 Dept PUFL Roster

“*Important Reminders** 2011 Reports » 2012 New Member Stats
August 10, 2012 - Departments deadline to enter Top 5 positions in for R
President, Dept. Secretary, Dept. Treasurer, NEC and Alt. NEC) Unit Remk To Labeks 5160 2012 Paid Dues Roster
August 31, 2012 is the last day to process membership so they will not re pa¢ reconclation report 2012 UnPaid Dues Roster
Notice

I September 1, 2012 - ALAMIS open for entering 2013 New Members Reprnt Dues Recept Dues Activiy Report -2012

September 5, 2012 - Departments deadline to enter Department Chairmer p < Selected but Not Pad
Positions 38-0241
September 15, 2012 - First Renewal Notices for 2013 are mailed Pending Members b
October 1, 2012 - PUFLs induded in membership counts for 2013 Leadership Roster

If you have any problems or questions, please contact the ALAMIS Help D
Dept Short Roster
Help Desk Phone: 317 569 4536 / Fax 317 569.4502 / Email: alamishelp@AL

Dept Lost Addresses
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& https//memberslegion-aux.org’ ALAMISACE/ Analysie/ Analysis aspxTrecde= DEPTNEWMEMBERSTAT &contacticd=102

AUX I L I A RY Welcome, Tammy Wiggi_

Servirgg wearuns, ey Karalers 90 air Conmenses {}unp To n My Profile ~ DEPT OI

Task Center Members Unit Department Natienal Help

Welcome to the ALA MIS System!
# * » Department » Department Reparts » 2012 Reparts » 2012 New Member Stats

2012 Dept New Member Stats

Ths report dsplays the count of new members for each unt n your dept.

i 4 of1 b Pl 2 Find | Next. v (3
DEPT NEW MEMBER COUNTS 2012

23
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What is the next step for Test Units?



