Printing “Selected” Number of Leader Mailing Labels

1) Open Blue Ribbon
2) Select File | Member Query

3) Sort by Name, located in the top middle bar.

* Member Query

File Select Search Action Add  Remove

E !‘ﬁ‘ ﬂ ﬂ g@ ﬂ Index: |SEWIE0GRE

Member [D|Last M ame First Mame

Initial| County 1D | Club 10| Clug]

| 4[] Anders Amy 044

4) Select File | Filter

Fields

ClubM ame
Parent First Mare
Parent Lazt M ame

Statuz
Arddress b

Al Searched

Field Order

" Alphabetic ¢ Logical

(:D:) Fleset Query

Elllﬁglbe[ Fode Parent First Mar #
70 | Sun Jop =

5) Locate and click “Category”, select radio button “Exact Match” in the Search Type, type

“A or G or P or R” in the Field Value text box. Don’t click “OK” ﬁet!
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6) Locate and click “Status, select radio button “Exact Match” in the Search Type, type “N
or R” in the Field Value text box. Click “OK” and the query will process all the leaders

listed in the database.
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7) Individual Leaders can be selected by pressing the “Ctrl Key” and single click on their
name.
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8) Once all Leaders are selected, choose Action | Mailing Labels, choose output
(recommend the default).
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9) Click “Preview” if you would like to view the list or just click “Print”. (The label will be
a standard Avery 5160)




