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Introduction and Menu ltems

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. | 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

VVVVVVY

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. |
recommend that you always fill the company information fields, even with home information.




JFCUNAHR Databasze

& Members
Member Information Membar FTT27

Find Mame: Cerro, Cindy K. =] Find ID: 1122 | [REENS

tember Info | Demngraphicsl Membershipl Enmmitteesl Eventsl DtherDrganizationsI

- Member Information + Company Information
Name: [Cerro fCindy K. I_ Companye |[GMA SHRM, Inc. =]
Last Firzt k.1 |
Title; |Ehapter Mat Professional Address Line 1:|PDB 348
Addresz Line 2:|
Sl Address Line 3 [McFarland =] [+ [53558
Line 1: | City State Zip Code
Line 2: | Phane : [(502) 2350100 Eut: |
Line 2 | i || | Fau:
City dtate  Zip - Personal Information
Horme Phane: I Sew | =l DoE: |
Allow Ernail [~ | el =
EMail Address Education: | i




JFCUNAHR Databasze

& Members
Member Information Membar FTT27

Find Mame: Cerro, Cindy K. =] Find ID: 1122 | [REENS

Member Info. - Demographics IMembershipI Enmmitteesl Eventsl DtherDrganizationsI

Company: GMA SHEM. Inc.

Job Lewvel; IIM ;l Job Function 1: ITraining & Developrment ;l
Repart ta: | =] Job Function 2 |Dther =l
Industr: | =] Job Function 2 | =l
Contractar: v HRI5: ||:|eo|:|le soft |
Unionized: [ Yearz In HR: I
- Unions - Humber of Employees
Mo, kem. Company HF Drepartment
[Inion 1 | | 1] Local I I
Inion 2 | | 0 YWisconzin: I I 0
rion 3 | | 0 M ational: I I I 0
[Urion 4: | | 1] International: I i I 0




JFCUNAHR Databasze

& Members
Member Information Membar FTT27

Find Mame: Cerro, Cindy K. =] Find ID: 1122 | [REENS

: Drate Joined: | 12401/1338 Certification: |PHR Senior Level [
Inclhuzive: [ Arount Faid: I $50.00 SHEM noy (11223344

Memberships:

To record membership for thiz member enter all of the approprate information in the: top row of the Memberships list
and click the ‘Add' buthon,

To edit or delete an entry double click the entry from the list below:.

Term Member Tvoe LCrate Paid Arnount Paid Add
- - + |
2001-02 Regular 01./01 /2001 $50.00




JFCUNAHR Databasze

& Members
Member Information Membar FTT27

Find Mame: Cerro, Cindy K. =] Find ID: 1122 | [REENS

| Memberlnfol Demngraphicsl Merhership - Commitlees | Eventsl DtherDrganizationsI

Committee Membership: Committes Position Year &dd
To add this member bo a committee - - I

enter information in the top row of Programming tdember 2000-Mm
the list and chck the \Add' button,

To edit or delete an entry double
click the entryin the Committee list,

T create committess click on
'Committees and Membership' above.

Meeting Attendance: Date Committes Artend | Add

Torecord a meeting attended by
this member enter information in the
top row of the Meeting Attendance
lizt and click the ‘Add’ button.

To edit or delete an entry double
click the entry in the kMeeting
attendance list.




JFCUNAHR Databasze

B Members

Member Information Member #1172
Find Name: Cerro, Cindy K. =] Find ID: 1122 | [REENS

| Memberlnfol Demngraphicsl Membershipl Committess  Events | DtherDrganizationsI

Ewvents:

Torecord event attendance for thiz member enter all of the appropriate information in the top row of the Events list
and click the ‘add’ button,

To edit or delete an entry double click the enty fram the Events ligt below,

If you need to create a new Event click on the 'Exent and Registration’ option from the toolbar.

Date Rleseryations Guests | Attended | Pavment Due | Pavment amt, | Pavrent Date | Add
1 I O + |
0240942001 | Seminar Yes es $120.00 $120.00 1041542001




JFCUNAHR Databasze

B Members

Member Information
Find Hame: Cerro, Cindy K. I

AMember FFTE2

Find ID: 1122 2| [EEEER

| Memberlnfol Demngraphicsl Membershipl Enmmitteesl Events DOther Drganizations |

Other Organizations:

Torecord event attendance for thiz member enter all of the appropriate information in the top row of the Other
Organizations hst and click the ‘Add button,

To editor delete an entry double click the enty fram the lizt belo,

Office

Oraanization Add

+ |
Farent Walunteer Boy Scouts of America




JFCUNAHR Databasze
“ § Members C orrmittees and Miembership Events and Eegistration Thapter Inforrmation Eeport 1Wizard

Committees and Membership

Commilees and Membership

To create a news committee enter the name and mizzion in the top row of the committee list and click the ‘Add’ button.

To edit or delete an entiy double click on the entry from the list below.

Committes Mission Add

Programming To develop programs

To enter a member belonging ko a committee first select the appropriate committee from the lizt above and then enter
the member information in the top mow of the membership list below. Finally clck the ‘Add’ button.

To edit or delete an entry double click on the entry from the lizt belos:

Member Carnpany Paozition Year Add




JFCUNAHR Databasze

“ § Members C orrmittees and Miembership Events and Eegistration Thapter Inforrmation Eeport 1Wizard

&5 Events

Event Dates and Registration Form

T create a news event enter the appropriate information in the top row of the events list and click the ‘Add’ button,

To edit or delete an entiy double click on the entry from the lish below.

Date Tuone Descrintion &dd

03/09/2001 | Seminar Leadership Conference

To register a member for an event first select the appropriate event from the list above and then enter the member
information in the top row of the member reqistration list below, Finally click the Add' button,

T edit or delete an entry double click on the entry from the lizt belos,

Member Reseryvations | Guests Attanded Due Paid ClateDue Add

b | ] +




JFCUNAHR Databasze

“ § Members C orrmittees and Miembership Events and Eegistration Thapter Inforrmation Eeport 1Wizard

&5 Chapter Inforrnation

Chapter, Information

Enter pour chapter information.

Chapter Mame; |Wisconsin State SHRM Council

Shorth ame; Imalﬁa

MHame of Perzan
Respanzible for
Membership List. |Cindy Ceno

- Rezponzible Perzon's Information

Addresz Line 1: |2559 Tharmaz Drive

Address Line 2 |McFarIand =] |'W'I |53558-
City State Zip

Coauntry: ILIS.-’-\
Fhone Humber: I[EDB] g38-0100

Fax Humber: I[EDB] a38-0101

Email &ddr: |tcena@aal.c0m




JFCUNAHR Databasze

“ § Members C orrmittees and Miembership Events and Eegistration Thapter Inforrmation Eeport 1Wizard

port Wizard

Report Wizard

Welcome to the Report Wizard.

Begin by selecting the dezired repart,

Active Members Alpha Report
Committee Chair Report
Committee Roster Repart
Member's Committee Participation
Active Members with HRIS
General Meeting Roster

Active Member Mailing Labels

s BEER [Eat s
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UNAHR Database - [Active Members
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Carmittee Chair Repart
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Carnittee Roster
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Member's Committze Participation
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UM A HR Database

Active Members with HRIS
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neral Meeting Roster
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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:

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

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

If the database menu is not visible, use F11

Go to Queries tab in the Access program.

Choose Active members. Highlight Active members.

With Active members highlighted, click the Design View.

Scroll to Member Status.

Replace the word "True" with the word "False" under Criteria.

Go to File on the Menu bar.

10 Save As

11.Choose Within the Current Database: New Name: Inactive Members.

N =

©oOoNO O AW

Now you are ready to create the Report:
Go to Reports tab in the Access program.
Click on New. (look to the right of the screen).
Choose Label Wizard. (notice all the other choices you have.... ideas for later perhaps).
Choose the table or query: Inactive Members.
OK
The wizard creates standard labels. Choose 5160 (this is standard for Avery, check the
labels box for specific sizes).
Next
Next
What would you like on your mailing labels? Create a prototype label
O 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}

Sk wN =

—‘©.°°.\‘

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.



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)
If the database menu is not visible, use F11
Go to Reports tab in the Access program.
Click on New. (look to the left of the screen).
Choose Label Wizard. (notice all the other choices you have....ideas for later perhaps).
Choose the table or query: Active Members.
OK
The wizard creates standard labels. Choose 5384 (this is for a 3" X 4" Avery Name Badge)
. 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}

©CoOoONOOORWN

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.



Note: You

can even
add your
chapters
logo's.

Jean Abramanski,
A Compliance Connection

Jdesse Albers, FHR
Wits congin Aluminum Foundry

Brigid Bailey,
Federal hagul

Lawn Adame, FHR
Manp owver International Inc.

Hartley Arsta,
Eggers Industries, Inc

iwen B aumel,
FAwrora He althcare

25
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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)

If the database menu is not visible, use F11

Go to Reports tab in the Access program.

Click on New. (look to the left of the screen).

Choose Report Wizard. (Notice all the other choices you have.... ideas for later perhaps).

Choose the table or query: Active Members.

OK

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.

PN RWN
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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.




Sample of F11 Database Menu

¥ CUN A HR Database - [CUN A HR Database Master: Databaze]

“ ' § Members Cormmittees and Membership Events and Registration Thapter Inforrmation Eeport 1Wizard

29

Tables | Queries | Forms B Reports | 2 Macros | +42 Modules |
Mame | DiEscrip... | Modified | Created | Type Breview |
B Active Members 0Z/03/2001 124931 AM 02J08/2001 12:49:31 AM Report T |
B Active Members by Company 0Z/03/2001 124931 AM 02J08/2001 12:49:31 AM Report
B  Active Members Shartlist 02/08/2001 12:490:51 AM 02J08/2001 12:49:31 AM Report Blew
B active Members with HRIS 02/08/2001 12:49:31 AM 02/08/2001 12:49:31 AM Repart
B Active Membership 2 02/08/2001 12:49:31 AM 02/08/2001 12:49:31 AM Report
B Committes Chair Report 02/08/2001 12:49:32 AM 02/08/2001 12:49:31 AM Report
B Committes Membership (Al 02/03/2001 12:49:32 AM 02/03§2001 12:49:32 AM Report
B cCommittee Roster 02032001 12:49:32 AM 020302001 12:49:32 AM Report
B Members by Industry Tvpe 02032001 1249032 AM 020302001 124032 AM Report
B Member's Committes Participation 0ZI08/2001 12:49:32 AM 020302001 124032 AM Report
B Membersin Other Organizations 0Z/03/2001 124932 AM 02/08/2001 12:49:32 &M Report
B SHRM Members 0Z/03/2001 124932 AM 0Z/03/2001 124932 AM Repart
B seneral Meeting Roster 02125/2001 6:19:25 PM 02)08/2001 12:49:32 AM Report
B active Members Mailing Labels 03/22/2001 10:52:28 AM 02J08/2001 12:49:31 AM Report
B Labels Inactive Members 08/22/2001 12:57:35 PM 08/22/2001 12:57:35 PM Report
B name Badges 08/22/2001 1:11:40 PM 03/22/2001 1:11:40 PM Report
E i 052212001 1:14:41 PM 08)22/2001 1:14:41 PM Repart
1] |
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Active hembers Shorilist
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Members by Industry Type
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UUN A HR Databasze - [Active Membership 2
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How to Export Data

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

1.

PN R N

9.
10.

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

If the database menu is not visible, use F11

Go to the Queries tab

Choose Active Members

Right click on Active Members

Choose Save As/Export

Choose To an External File or Database

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)

The file is automatically exported and you can go to the file now to view.

Tips: If you want to use this to merge letters, for example, | 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.




&, Microsoft Access - [CUN A HR Database hMaster: Database]

“ﬂ File Edit Wiew Insert Tools Window Help
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== x|

[DEEHSRY|BR Y| |E- (5B % L=l =R
Tables Queries | Fatms | 8 Reports | T Macros | +42 Modules |
Mame | Descrip. .. | Madified | Created | Tvpe ;l Dpen |
B CommitteeMermbers Query 02/08/2001 12:490:27 AM 02J08/2001 12:49:26 AM Query: Select ¢ Desian |
Find duplicates for HRMAIS 02/08/2001 12:490:27 AM 02/08/2001 12:490:27 AM Query: Select ¢
General Meeting Roster Query 02/08/2001 12:49:27 AM 02/08/2001 12:490:27 AM CQuery: Select ¢ Hew
A1 GetIDno 0Z08/2001 12:49:27 aM 0ZJ05/2001 12:49:27 &M Ouery: Update
A1 Get_ID2 0ZI08/2001 12:490:27 AM 0Zf08/2001 12:49:27 AM Cuery: Update
41 Get_ID3 0ZI08/2001 12:40:27 AM 0Z108/2001 12:40:27 AM CQuery: Update
Home_cities 0Z/03/2001 124927 AM 0Z/08/2001 12:49:27 &M Query: Crossts
B HRMASS Query 0Z/03/2001 1214927 AM 0Z/03]2001 12427 AM Query: Select |
B Meetings Query 02/08/2001 12:490:27 AM 02J08/2001 12:490:27 AM Query: Select ¢
gl Member Dues Dump 02/08/2001 12:490:27 AM 02/08/2001 12:490:27 AM Query: Appenc
1 Member Dues Query 02/08/2001 12:490:27 AM 02/08/2001 12:490:27 AM CQuery: Update
Member Renewal Mailing 02§0372001 12:49:27 AM 02/03§2001 12:49:27 AM Query: Select |
1 Payment Due Update 020302001 124027 AM 020302001 124027 AM Query: Update
E  grvMame 0ZI08/2001 12:49:258 AM 020302001 12;4%:28 AM Query: Select ¢
Senior Level by Gender 0Z/03/2001 124925 AM 02J08/2001 12:49:25 AM Query: Crossts
EH  SHRM Members in HRMA 02/08/2001 12:490:25 AM 02J08/2001 12:49:28 AM Query: Select ¢
States 02/08/2001 12:49:28 AM 02/08/2001 12:49:28 AM Query: Crossts
&5 07/31/2001 11:25:23 AM 02/08/2001 12:49:26 &AM Query: Select ¢
B Inactive Members 08222001 10:34:30 AM 08)22{2001 10:34:30 AM Query: Select (=
| | o
Ready D A

Save As=..

—Save Query ‘Ackive Members'

€+ To an External File or Database:

" Within the Current Database as

Mew Mame: SWapy af Bctive Members

Zancel |




Save Query'Active Members' In...

& wooumen: | 1] EH

Human Resource Executives Gru:uupi
ersonal Business

hrm

Active Members =
Microsoft Excel 97 |_

e e e e

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.

Sk wnN

7.

8.

9.

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

If the database menu is not visible, use F11

Go to Reports tab in the Access program, database menu.

Go to the Active Members Mailing Labels. Highlight it. (See example)

Click the Design button. (To the right of the screen).

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.

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

Click on Properties.

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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¥ . .
=6, Microsoft Access

“ File Edit ew Insert Tools Window Help

DEsdaRy | B o |%-

fE CUNA HR Database Master: Database

E Tables | B Gueties | EEl Forms B Reports | = Macros | <82 Modules |

Mame | Descrip. ., | Modified d Prewview |
B Committes Roster 02/08/2001 12:49:32 AN i |
B Members by Industry Type 02/08/2001 12:49:32 AN

B Member's Commitkes Participation 02/03/2001 12:49:32 AN Bew

B Members in Other Organizations 0Z/05/2001 12:49:32 AN

B SHRMMembers 02/08/2001 12:49:32 AM

B General Meeting Roster 02/25/2001 6:19:25 PM

E - B chive Members Mailing Labels 03f22/2001 10:52:25 AN

B Labels Inactive Members 0sf22/2001 12:57:35 PM

B nMame Badges 08/22/2001 1:11:40 PM

I B

Ready R R
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&, Microsoft Access - [Active Members Mailing Labels : Repot]

Lk -

=[First Hame] & " " & [Middle Initial] & "

=[Company]
=[Company Address] & " " & [Company A¢
=[City] & ", " o [State] & " " & [Eip Code]

T

-
e e e e
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&, Microsoft Access - [Active Members Mailing Labels : Repot]

Il =] TmesNewRoman x|

—i ) T [ I

[ -
1|=|_-F:i.'t“5t Hame] d " " & [Middle Initial] & "o

= [Company] 1
: [Company Address] & " " & [Company &1
%City] & ", " [State] & " " & [Zip Coded

\%ere are the boxes
showing that the item
has been highlighted.
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