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Using Queries for Mailing Labels 
You may wish to print mailing labels for only a 
select group of kids, or for only one kid. There 
is no way to sort these through the regular 
Mailing Labels option, since the conditions 
could be pretty much random. Perhaps you 
want to print labels for all members who attend 
a specific school, to send a note informing them 
of an upcoming program… or to a group of 
girls only. 
 
Choose File|Member Query. The first screen 
to appear will be similar to the one at right. 
 
♦ To print labels for all high school girls, you 

will need to enter the following filters: 
• Category = m 
• Status = n or r (The computer recognizes the word “or” as a valid operator) 
• Gender = f 
• Grade = (use the “By Range” tab at bottom) 9 thru 12 

 
♦ The first and most important step is to select which members you want to print labels for. Just because they're 

listed on screen doesn’t mean that anything is going to happen to them. Choose Select|Select All in this case, 
because these are all "right". If you want to omit one, hold down your CONTROL key and click on that record. 
It will become "unhighlighted". Then be sure to move your “left edge triangle” by pressing one of the up or 
down arrow keys on your keyboard, until it is opposite a highlighted record. 

 
♦ When all members are correctly highlighted, choose Action|Mailing Labels. Your options are much more 

limited on this screen than on the regular Mailing Labels screen. In fact, you will notice that it is not possible to 
print "One Per Family" by this method. The Setup button at the bottom allows you to change font/size/margins, 
etc.  

 
♦ To print a label for only one kid or a few random kids, 

first choose File|Member Query. (If you didn't exit from 
Member Query, you would need to choose Reset Query.) 
Nonetheless, kids are easier to find by name, so in the 
Index box in the upper right corner, choose Name. 
Highlight Danielle Bernard, and then hold down the 
CONTROL key while you click on Kassie Clark. Both 
should be highlighted. Now you can choose 
Action|Mailing Labels, and labels for only these two 
members will be printed/previewed.  
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Creating an ASCII file of mailing labels 
If you are skilled at Microsoft Office and know how to make mailing labels in Word using a merge, you can create 
the data source file from Blue Ribbon very easily. 
 
Start at the Special|Mailing Labels menu option. 
♦ Set the parameters to include those people 

who you wish to receive the supply catalog. 
We’ll include all leader types, one per family, 
as shown at right. Be sure to click on the 
ASCII File option at the lower left corner of 
the screen. 

 
♦ Clicking on Preview or Print will cause the 

same thing to happen—we just told the 
computer to create a text file, so that means 
there is no paper copy to preview or print. 
You will be prompted for a name and 
location for the ASCII file. 

 
♦ The two important things to remember when 

saving the document are: name it something 
logical, and save it where you can find it 
again easily. See the screen at right for 
suggestions. You do not have to add “.txt” in 
the File name box. The computer adds it 
automatically.  

 
♦ Now you have two choices: You can open your 

file (preferably in Excel) to check it over, or 
you can simply use it as a data source for a 
Word merge. I’m a fuddy-duddy, and always 
want to LOOK at the information I’m sending 
out first, so we’ll start with Excel. Start Excel 
running first, as the computer won’t know how 
to open the “.txt” file unless you tell it which 
program to use. Then choose File|Open, and 
locate the file you just saved. The screens 
below depict the “text wizard” that comes up, 
allowing you to open this file as a spreadsheet. 
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♦ Leave the first screen as it is, with “Delimited” 

checked. Click Next. 
 

 
♦ On the second screen, you MUST click 

the “Comma” delimiter—that’s the 
basis of an ASCII file. You’ll see in 
the preview that it looks “right”. 

 
♦ Now just click Next again, then Finish. That’s 

all there is to it—your mailing labels file is now 
in Excel, as shown below. Your columns 
probably need to be widened, but all the info is 
there. You can make any changes that you need 
to here in Excel. When you’re done, you can 
use it as the data source file for a Word merge. 

 
 


