Generating a Member/Leader Address List through Blue Ribbon

1) Open Blue Ribbon.

2) Select File | Member Query.

3) Select File | Filter.

4) 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”.

Fieldz Status

tember (D | Field Walue «I oK
Last Mame 3 =
First Mame = |N or i e

[mitial Search Type

County 1D "ol x Bzt
Club 1D o o

ClubMame (" Partial Match at Beginning

Parent First Marme " Partial Match Anywhere

Parent Lazt Mame

CateEmi [ Case Sensitive
Adrazs b

&l Searched By¥alue | By Range

Field Order
" Alphabetic i Logical Wiew Suromary ‘ Mew Search |

5) From menu click Select | Select All
6) From menu click File | Export | ASCII (Comma Quote Delimited)
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7) From the selection list, double click on the following:
a. FirstName
b. LastName
c. Address
d. City
e. State
f. Zip
Click “OK”
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8) Under the “Save As” screen, save in your desired location and give appropriate file name.

Click “Save”.
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9) 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.

"'-., ASCII file has been created.
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Opening Txt file within Excel
1) Open Excel
2) Find .txt file, click “Open”
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3) Step 1, Delimited, Click “Next”.
4) Step 2, Check comma box, Click “Next”.

Text Import Wizard - Step 2 of 3
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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 a Member/Leader Address List through Blue Ribbon
	Opening Txt file within Excel


