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Generating an Alpha Leader List through Blue Ribbon

Open Blue Ribbon.

Select File | Member Query.
Select File | Filter.

Change the Index to sort by Name
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Locate and single click on “Category”, click “Exact Match” under search type and type
“A or G or P or R” in the field value text box. This will filter out the list of all leaders.
Click “OK”.
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Locate and single click on “Status”, click “Exact Match” under search type and type “N
or R” in the field value text box. Click “OK”.
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From menu click Select | Select All
From menu click File | Export | ASCII (Comma Quote Delimited)
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9) From the selection list, double click on the following:

FirstName
LastName
Phone
Email
ClubName
. City

Click “OK”

Moo o

Source

temberlD
biddlel
CountylD
PFirztt ame
PLaztM ame

Destination

FirztM arme
LastM ame
Phone
Ehd ail
ChubM ame

Categaory
Statuz
Address

Zip —
Schoal

SocSec

Sex

Jrlead

Puokbisl st

] 4 Cancel Help

10) Under the “Save As” screen, save in your desired location and give appropriate file name.
Click “Save”.

11) Process will run and a “Warning” pop up message will display when file is generated.
This will take a few minutes, please be patient. Click “OK”. Close Member Query screen
and Blue Ribbon. The txt file has been generated and you may not use as is or open in
Excel.

"j ASCII file has been created.
L]




Opening Txt file within Excel
1) Open Excel
2) Find .txt file you created in Step 10 above, click “Open”
3) Step 1, Delimited, Click “Next”.
4) Step 2, Check comma box, Click “Next”.

Text Import Wizard - Step 2 of 3

This screen lets you set the delimiters your daka contains. You can see
b wour bext is affected in the presiew below.,
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5) Step 3, Click “Finish”.
6) Insert row headers, if desired, and add columns if needed.
7) Save as an Excel file.



	Generating an Alpha Leader List through Blue Ribbon
	Opening Txt file within Excel


