
SELECT SPECIFIC FIELDS AND EXPORT CONTENTS FROM SOS AND MAIL
MERGE WITH MICROSOFT WORD

SOS, your Management, Fundraising and Accounting Solution

1: Click on Reports, then Reports and Labels (or use the F4 Hot key)
2: Select Entire Membership (in the Print What Option)
3: Select Grid format (in the Print How Option)
4: Click on the Search options Tab.
5: Click on Member Types and select Active (This may vary depending on your
situation)
6: Click Zip Code and enter from 02000 to 02200
7: Click on Family Status and select A1
8: Click on Grid Format tab
9: Under Field name, select the following Fields

First Name, Last Name, IndividualMailLabel, Status, Addr1, City, State,
Zip, Salutation, MemType, then click Run and the Excel Type gird will
populate.

10: You now have a file, based on your query, that you can Mail Merge with
Microsoft Word, Import to Excel or import to Access or most other Windows
based programs.

Select Fields
Click on Run, to
display Results

Click Here to Export
Results.


