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Introduction and Menu Items

This database was provided, courtesy of the HRMA chapter, for the SHRM Chapters in
Wisconsin. You are welcome to make programming modifications.  If the State SHRM Council
makes changes to the master database, and you choose to use the most updated copy of the
database, your changes can not be saved.  All the changes in this manual have been added to
the State SHRM Council master database.

ZIPPED FILE: To open the database, you may need to unzip the file.  Go to My Computers.
Locate the file.  Upon clicking on the zipped file, your zipper program will walk you through the
steps to unzip the file.

OPEN THE DATABASE: Click on the file to open it.  Access will launch the program if it is loaded
on your machine.  This is also a Run Time version, so Access is not required.  I believe you will
need Access on your machine to make the programming changes in the manual.

Menu Items: There are five Menu Choices in the State SHRM Council Database.
1. Members

(Including Member Information, Demographics Information, Member
Status, Committee Membership and Meeting Attendance, Events, and Other
Organizations.)

2. Committees and Membership
(Information about Committee participant is tracked by year.)

3. Events and Registration
 (Event Dates and Registration is recorded here)

4. Chapter Information
(Your chapter details are recorded here)

5. Report Wizard
These reports are included here:
� Active Members Alpha Report (All current members)
� Committee Chair Report (List of chairs only)
� Committee Roster Report (By committee, by year)
� Member's Committee Participation (All committees by year)
� Active Members with HRIS (List type of HRIS system by company)
� General Meeting Roster (Attendees by meeting and payment status)
� Active Member Mailing Labels

ADMINISTRATION:  When using this database to create labels and reports, remember that it can
not discriminate between home and work data.   It will not prompt you as to what information you
want.  The database reports use only the company data and not the home data. If someone has
only home information listed, they will not have a label with their address, for example.  I
recommend that you always fill the company information fields, even with home information.
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How to get the file menu and background programming details?

The database is created to open in a ready-to-use mode.  It is intended for use by non-
programmers.  This means that file menus and programming tools are unavailable.  To be able to
use the Report Wizard and export data, you will need to close the program and reopen it.  The
secret is to open the program with the shift key held.  When you open the program in this way,
you will not get the State SHRM Database menu items.  Only use this option when you are
programming.

When using the programming features of Access there are a few things to remember:
1. Do not click on Queries that have an exclamation point, crosses or pencils to the left of the file

name.  These are action queries that will cause an ACTION, when they are clicked.  You
might append, update or delete a file by accident.

2. Always backup your file before you begin programming, just in case you make a mistake.
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Using the Report Wizard
Creating Inactive Member Mailing Labels

First you must create a query that searches for a list of inactive members. Then you can generate
a mailing label report with this information.  Here is what you need to do:

1. Before you begin: If your database file is open, close it.
2. Open the database file by holding the shift key down as you double click. (This will allow you

to use the file menu items)
3. If the database menu is not visible, use F11
4. Go to Queries tab in the Access program.
5. Choose Active members. Highlight Active members.
6. With Active members highlighted, click the Design View.
7. Scroll to Member Status.
8. Replace the word "True" with the word "False" under Criteria.
9. Go to File on the Menu bar.
10. Save As
11. Choose Within the Current Database: New Name: Inactive Members.

Now you are ready to create the Report:
1. Go to Reports tab in the Access program.
2. Click on New.  (look to the right of the screen).
3. Choose Label Wizard.  (notice all the other choices you have…. ideas for later perhaps).
4. Choose the table or query: Inactive Members.
5. OK
6. The wizard creates standard labels.  Choose 5160 (this is standard for Avery, check the

labels box for specific sizes).
7. Next
8. Next
9. What would you like on your mailing labels?  Create a prototype label
10.   Your label might look like this.  Remember to space items exactly as you want them.

{First Name} space {Last Name}
{Company}
{Company Address} space {Company Address 2}
{City} space {State} space {Zip code}

11.  Next
12. Sort by Zip code.  You can make your own choice here. Next.
13.  What would you like to name your report?  Keep as is.
14.   Finish.
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Inactive Membership Labels
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Creating Name Badges for your Chapter

Before you begin: If your database file is open, close it

1. Open the database file by holding the shift key down as you double click. (This will allow you
to use the file menu items)

2. If the database menu is not visible, use F11
3. Go to Reports tab in the Access program.
4. Click on New.  (look to the left of the screen).
5. Choose Label Wizard.  (notice all the other choices you have….ideas for later perhaps).
6. Choose the table or query: Active Members.
7. OK
8. The wizard creates standard labels.  Choose 5384 (this is for a 3" X 4" Avery Name Badge)
9. Change font size to 12.  Next
10. Next
11. What would you like on your mailing labels?  Create a prototype for your name badge.
12.   Your label might look like this.  Remember to space items exactly as you want them.

{First Name} space {Last Name}
{Company}

13.  Next
14.  Sort by last name. (This helps at meetings). Next.
15.  What would you like to name your report?  Keep as is.
16.   Finish.
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Customizing Membership List

Before you begin: If your database file is open, close it

1. Open the database file by holding the shift key down as you double click. (This will allow you
to use the file menu items)

2. If the database menu is not visible, use F11
3. Go to Reports tab in the Access program.
4. Click on New.  (look to the left of the screen).
5. Choose Report Wizard.  (Notice all the other choices you have…. ideas for later perhaps).
6. Choose the table or query: Active Members.
7. OK
8. What fields do you want on your report?

Pick the fields you need.  The order of the fields you pick the list will determine their
placement.  Here is one suggestion:
First Name, Last Name, Certification, Title, Company, Company Address, Company
Address 2, City, State Zip code, Email address, Phone, Fax

9. Next
10. Do you want to add any grouping levels?  Do NOT pick a grouping level.  (Don't group by last

name or all the Anderson's will be together by first name). Next.
11.  Sort by last name. (This helps at meetings). Next.
12. How would you like to layout your report?  Tabular and Landscape. Next.
13. What Style would you like?   Corporate. Next
14.  What title do you want for your report?  New Directory Listing.
15. Finish.
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Existing Reports NOT on the Report Wizard

Before you begin: Use this option only to print the reports NOT list in the Report Wizard.  If you
try to print the other reports, you will not get the pop up wizards that help you customize those
reports.

1. If the database menu is not visible, use F11.
2. Go to the Reports tab.
3. Choose any of the following reports: (See samples in the pages to follow)

a) Active Members by Company
b) Active Members Short List 
c) Members by Industry Type
d) SHRM Members (List of National SHRM members only)

4. If the Access Menu bar is not visible, you can use Control P to print.  If the Access Menu bar
is visible, go to File and Print.
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Sample of F11 Database Menu
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How to Export Data

Before you begin: If your database file is open, close it.

1. Open the database file by holding the shift key down as you double click. (This will allow you
to use the file menu items)

2. If the database menu is not visible, use F11
3. Go to the Queries tab
4. Choose Active Members
5. Right click on Active Members
6.  Choose Save As/Export
7. Choose To an External File or Database
8. Pick a local for the file (your choice).  The file name is Active Members.  The Save as type

can be Microsoft Access OR Excel 97 (this version of Excel is available to most, but you can
use any of the others listed)

9. The file is automatically exported and you can go to the file now to view.
10. Tips:  If you want to use this to merge letters, for example, I would export the file to Excel and

paste it into Word.  It will appear as a Table and you can use the Mail/Merge options,
including creating name badges or labels for example.
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Notice the Save as type.
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Troubleshooting: Active Member Mailing Labels
Fixing the Report

The active member mailing labels report has a glitch.  The font is too large, and long addresses
get cut off the label.  To fix the problem you will need to change the underlying report and make
the font smaller.

Before you begin: If your database file is open, close it.

1. Open the database file by holding the shift key down as you double click. (This will allow you
to use the file menu items)

2. If the database menu is not visible, use F11
3. Go to Reports tab in the Access program, database menu.
4. Go to the Active Members Mailing Labels.  Highlight it.  (See example)
5. Click the Design button. (To the right of the screen).
6. A box will appear, giving the underlying details of the mailing labels.  Each item in the label

has a box around it.  While holding down the shift key, click on each of the boxes, so they are
all highlighted.  Small black dots will appear around the box.  This let's you know that it has
been selected.

7. Once they are all selected, you can let go of the shift key.  They should all stay highlighted.
Now Right Click.

8. Click on Properties.
9. The report properties will appear.  Click on the format tab.
10. At the bottom of the format column, look for font size.  Change the font size to 8.
11.  Save the report.  Go to the File menu tab and to Save.
12.  Change from Design view to Print Preview.  Go to the View menu tab, and select Print

Preview.  This will permit you to view the report.
13. Close the report by clicking on the "X" at the upper right.  Be sure not to close the program,

which is the upper most "X".
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Here are the boxes
showing that the item
has been highlighted.


