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This is the initial version of an Alumni Contact management system developed to assist BSA councils in managing
their alumni information. It is intended to be an interim application to a more comprehensive, long-term
solution to be developed and implemented by the National office of the Boy Scouts of America. Rather than
wait for this future application to be developed, it was felt important for councils to have a tool to begin
collecting and managing alumni information now. When a future application is developed, we will work to
provide a seamless mechanism to migrate the information developed in this application to the future
application.

After you have installed the application, please send an email to the address below & let us know which council
you represent. We would like to know how widespread the use of the application is.

We also welcome any suggestions for improvements, changes, or ideas you may have that would enhance your
ability to track your council’s al umni

bsaAlumni_2010@att.net

Version 2.3 2/20/2010 7:27 PM
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BSA Alumni Contact Management System

Introduction

The BSA Alumni Contact Management system was developed to facilitate tracking and managing Alumni
contacts at a council level. It also facilitates the movement of these contacts to and from a national repository
of BSA Alumni.

The BSA Alumni Contact Management system has been developed using Microsoft Access 2007 to provide an
application that should be able to interface with Microsoft Office applications available at council offices. The
system interfaces with Excel, Word, and Outlook to provide full capability.

The overall design of the system utilizes Access forms to enter and maintain alumni contact information. This
information may then be used for reports. There are some basic reports included in the system; these are
primarily for obtaining lists of alumni and directories. Instructions are provided to assist the user in taking

advantage of Mi crosoft Word’s “mail mer ge” capabi
mailings, reports,e-ma i | ' s, and/ or | abels for them. That per mi
your coednacil’ s ne

BSA Alumni form

When the application opens, the BSA Alumni form displays. This is the primary form used to enter and view
information about individuals, make administrative changes to information that is specific to your council, and
create reports and other outputs.

Prefix: | Last Name: Farkle First Name: Frederick Suffix: Goes by: |Fred

Personal |Professiona| |Scouting | Awards | Interests | Contactsl Events |Support|

| [ Interests |

"
F Home Phone: (555) 555-1212 Meobile Phone: (555) 555-1234 E-mail: fred@farklefarms.net Optin? []
3
o
= Address: | 100 Main Street City: |Nowhere Home is Preferred Mail?
State: Texas \~| zIp: 55555 5 Click to Map

Notes: This is a test record of the BSA Alumni contact system-It should be deleted

T Holidays ]

Gender: M |Z| Birthday: 9/15/1950 Age today: 59 Marital Status: Married E Spouse Name: Freda

Tag:

]

The underlying foundati on of ¢odteetonsthe datalasem There areaotheront a c
records related to this that are used to track additional information specific to the individual. This provides not

only a repository of information about individuals but also the ability to develop reports and lists of individuals
fitting various criteria.

Page 1
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Keyboard Conventions

This application is made up of a set of t“ifoonr msn” .“ f i
and to provide the ability to cause other activities to occur such as the printing of a report. The mouse/pointing

device and keyboard are used to navigate the forms.

To move from field to field, the user may either position the cursor in the field and left click or may sequentially

move to the “next” field by using the Tab key. Ger
field — the fields are arranged so the next logical or needed field will be the one selected when the Tab key is

pressed. In most instances, the Enter (or Return) key will function like the Tab key and will move the insertion

point to the next logical field.

There are instances where multiple lines of information need to be entered into a field. These include notes

fields, address fields, etc. Because the Enter/Return key moves the insertion point to the next field as opposed

to causing a “ newkntdrborislefttEntiese tei tchaesurs eCtar 1“ new | i ne”
information may be entered.

Ctrl-A may be used to select the entire contents of a field. Ctrl-C may be used to copy selected information and
Ctrl-V may be used to paste the copied information to the current insertion point.

Alumni Navigation

| Record: 4 4 797 of 1164 » M + | Navigation from person to person is effected by using the record selector

buttons at the bottom of the form. Clicking the right-pointing triangle

goes to the next"” record, the 1| eft pointing trian
record by pressing the triangles with the vertical bars.

To create a “new”, “empty” Al umni record, press the
that you can use to fill information in to.

The same conventions for record navigation are used throughout the system to move from record to record.
For example, an Al umnus may have multiple “recognit
displayed to navigate from one recognition to another.

|Recnrd M 4 297 of 1164 F M

F| rst La st

Record

Record

Next
Record

Record
Number

Prior
Record
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BSA Alumni Contact Management System

The structure of the BSA Alumni database is:

Scouting Scouting Scouting
> 4 Events Contacts
Positions Interests Recognitions

Each of the boxes above represents a set of information with zero or more records. For example, an alumnus
record may have zero or more “Scouting Positiens” &
to-many relationship between information sets.

Data Entry Conventions

Phone Number Fields

Phone numbers in the Alumni Contact system are maintained as 10 digits. These are divided into the three digit
area code followed by the seven digits of the phone number itself. Phone numbers are displayed in this format
as “( 9DDY ¥ tBeDRone number is entered without an area code (such as 555-1212 or 5551212), the
area code of the wuser’s council wildl be used.

Phone numbers may be entered into fields in virtually any format and/or combination of digits and phone
symbol characters. After entry, they wil!/l be displ
could be entered as “1&881855 5665211228880 ro r*“ (“888888)In &ppph51 2 1 2 ”
these, it will be correctlydis pl ayed a-$4212888) 555

Date Fields

When entering date fields, a “dat e -ieiconk guremt iy Il be
beside the date field. Clicking it displays a calendar. You may navigate this calendar and click | ™ ™" ™7

on the date desired to have it entered in the field. Using the arrow buttons on either side of 13 ééj 5 ;; Ef’;

the Month name navigate from month to Oht"RK 7" Cl i
calendar selects the current date. In this example, the date that had been entered was

10/ 17/ 20009. This is shown on the calendar as a g¢gr a
the number on the calendar.

Time Fields
Ti me fields are entered in the“fAM mar dPM"hcram AM”’
case. | f neither “AM” or “PM” are entered, the tim

Page 3
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Contact Search
It is possible to “search” for a contact
| is a light-blue box. Click on this box and type in all or part of a contact last name.

Pressing the tab key will search for the first contact that includes the characters typed

i n. For exampl e, typing “akl ke ™Presiingthet he |
“Page Down” ketyhewi“lnexste’armaht cfhoirng contact, pressi ng
“previous” matching contact

Close Form

Throughout the system, the “close form” button
that is currently displayed. The form previously displayed will then become visible. If the main Alumni

Contact form is displayed, clicking the button on it will exit the application.

With Access, there is no need to “save” r ecoalds. A
If you are in doubt about whether the information you entered was saved to the database, exiting the
application or simply navigating to another record will insure that your changes have been saved.

Alumni Information Tabs

Various sub-forms | personal | professional Scouting | Awards | Interests | Contacts | Events | Support

are used to track

information about an individual. These are accessed by <clickinkAytthe *“1t
click on these tabs, the central section of the form changes to display and/or allow entry of information. When
you have finishedusi ng the information on that particular ar

tab i s the “ h o goetictinfoaraitonmismaimntatnedb asi c

Each of these tab areas will be described more fully later in this document.

Administration Buttons
Forms are used to maintain information about your council, produce reports, update table information etc.
Thesesub-f or ms ar e acc e sheterd” bayl ocnig ctkhien gl etfhte s‘i de of t he

Events | Holidays | Awards | Councils { Interests 1
When you click on one of the buttons,asubfor m i s di spl ayed that “covers” t
this form to perform the functions on it. When vyol

main Alumni contact form.

Council Setup

Before beginning to use the Alumni Contact system, some

‘Council Name: Capitol Area El L.Ise this n.ren to uPt:lnte
setup steps are required. To do these, start the coundipnone: (512) 5266363 B

Outlook Category: BSA Alumni is being used.
application with the Alumni Contacts form displayed —

: Family 1: Capital Campaign
: Community : Dist. Cit. Dinner
: Major Gifts : Sporting Clays

: Board : Auction/Dinner
¢ Golf Tournament
: |QOther

ignore the council name shown in the upper right corner of
the form. CIl i ¢ k t h eduttbnCan tha lefi off the”
screen. This brings up the Council Information form.

s wnpR

Q@9 pe weN

Move the cursor to the top field and select your council —you may do this by beginning to type in your council
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name until it appears. Use the Tab key to move to the phone number field. It will be filled in with the phone
number from the database, change it if necessary (the only really important part of the phone number is the
area code —it will be used as a default area code when phone numbers are entered without one).

After selecting the council name and verifying the phone number, fillinthe® Out | o o k fidlda Thiewgilbo r y ”

be used as a “category” for use with Outlook (see b
There are four | abels used for your council’s FOS ¢
andevents. These | abel s wil/ be used on the “Support” f ol
reports. When these have been set and alumnus have been checked as participating in them, do not change

them!

Outlook Category

The Outlook Category field should be filled in with the Category to be used when storing Alumni Contacts in

OQutl ook”™s Contacts. This fi el d may Bylefauld, teisfcdtegobylisa n k i
“BSA Al umni " . Usi ng a c atcengadsiang calendak iteras iniOttlook thagdree r t 0

created by this application.

Page 5
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Contact Management System

BSA Alumni Form

Personal Tab

The Personal Tab is used to fill in DaSiC  [vewm sotesion:|scoing] swards [imeres | contacts [cvents [support]
information about the contact. AImost all the | e s | wobtepmones 5555 0 e fregtoietams e
fle|dS al’e Se|f-eXp|anat0I’y Address: 100 Main Street City: Nowhere

State: Texas [~] ziP:|s5555-

The Opt In? checkbox is imported from the
MyBSA Alumni data and may be used for
selection purposes.

Checking t he “Home Pt E PR @M e d R I e

checkbox will clear th% “Work

Notes: [This is a test record of the BSA Alumni contact system-it should be deleted

Home is Preferred Mail? [/

4 Click to Map

optin?

i s Preferred il?”

checkbox on the Professional tab and will use

the home address for mailings and reports. Clicking on the map icon will exit to your systems

Internet browser, link to Google Maps, and display a map of the address.

The contact’s birthday shoul d

birth date is not known, | eave it bl ank

be entered

i f kha o wn .
and enter

field. The birthday field will be displayed as red and bold if the birthday is within 10 days of the current date.

The “Tag"” toemtedihfarmatios keywsrds that may be used for selection and reporting.

button. Pressing it wildl
in Outlook. If the contact already exists, this information

In the lower portion of this tab is an Outlook Contacts
|

will create a duplicate contact with the current information. The
contact wil/l be created with
the setup. By using the category in the Outlook Contacts search field,
all contacts created from the application can be displayed in Outlook.

At the lower right is an Alumnus Delete button. Clicking it
= will prompt the user to confirm that they do want to delete

the contact and all associated (cascading) records.

egory

Professional Tab

Business and work related information is entered in the Professional tab. Phone numbers are entered as they

are on the Personal t ab. | f

the “Work

s Preferre

box on the Personal tab |S cleared |f It |S Personal | Professional | scouting | Awards | Interests | contacts | events | support|

checked, the address here will be used for all Compan: rarkie Farms

Office Phone: (555) 505-5432

mailings and exports. Like the home address,

Address: 245 Maple Blvd

Position/Job Description: Head Farmer|

FAX:

City:  Nowhere

Work is Preferred Mail?

clicking on the “Cli¢k to Map”™icon ™%l IF“Tink| to

Google Maps to display a map of the address. ict e

www.farklefarms.net
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Scouting Tab
The Scouting Tab is used to enter the contact’s —|reeesimeson s s o] v ot
Scouting status and history. The Eagle Scout? | sesow’ o —

checkbox should be checked if the contact earned | s R " s

Vigil Honor

the Eagle rank. If the year that the Eagle rank was

awarded is known, it should also be entered. The =
Current Councilwi | | default to [the user’s council but ,
if the contact is more involved with a different

council, it should be selected. The Home Council is
generally the council where the contact was a Scout as a youth. Click on one of the radio buttons under OA
Membership to indicate the highest achievement the alumnus achieved in the Order of the Arrow.

The Adult Positions table is used to enter and display all the positions the contact has held. For each, select the
position; enter the year the contact started in the position, the unit or organization, the city, and the council
they were in the position with.

To delete a position, select the position line by clicking on the grey box at the left edge of the table and press the
Delete key. You will be given a message asking you to confirm that you want to delete the record.

Awards Tab

The Awards Tab is used to enter the awards and recognitions | Fesor pofesions | scouing| Averi mierests | contacts | evens | suppor]

the contact has achieved. Select the recognition from the

Award: scoutmaster Award of Merit|

drop-down list then enter the year awarded and the council Yoot 29 .

that awarded the recognition. The record selector arrow

buttons below the award information are used to navigate e =

through the awards the alumnus has received and to add a

new award.

Interests Tab

The Interests Tab is used to enter information about |™= =< L]
Detail: bistric‘t Committee Member E

areas that may be of interest to the contact. Select the |comments: rrining committee
major interest area from the drop-down list in the
Interest field. After this, select the next level of interest

from the Detail field. Type any additional information
about this particular area of interest in the free-form Specific box. In the example at the right, this volunteer is
interested in becoming involved at the District Level, on a Program committee (but not as chair), and is
particularly interested in the District Camporee Committee.

Additional interests may be navigated to and/or added by using the record selector buttons at the
bottom of the subform. An interest may be deleted by pressing the Delete button. This will display a =
confirmation box that will require confirmation that the record is to be deleted.
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BSA Alumni Contact Management System

Contacts Tab

This tab is used to enter information about contacts with an alumnus.
scheduled, information about it should be entered here. This will provide both a history of all contacts as well as

When a contact event occurs or is

the basis for reminders.

Personal | Professional | Scouting | Awards | Interests| Contacts | Events | Support|
Contact Detail: Contact History:
Type: Letter |Z| Type - | StartDate - | Time . |location - Notes
i T Letter E| 49/15/2009 10:00 AM Inviting to School Night celebration
Start Date: |9/15/2009 Time: 10:00 AM Phone Call 11/2/2009 Talked about meeting to discuss stuff
End Date: |9/15/2009 Time: 10:00 AM a3
Location:
Notes: Inviting to School Night celebration
Followup? Followup Complete? [
Date: 9/20/2009 Time: 10:00 AM
Motes: Follow-up if no response
| Record: M 1of2 P oMb | & | Search | 4 I 4

There are two different but related sets of information on this form. The left side is where details of contacts
are entered and/or displayed. The record Selectors at the bottom of this section are used to navigate through

the contacts. A Delete button is available to delete a contact for the alumnus.
The right side of the form is a display-only area where the contact history is displayed. This provides a quick look
at all the interactions that have taken place with the alumnus.

To enter a contact, select the Type. This can be Email, Letter, Meeting, Phone Call, Breakfast, Lunch, Dinner, or
Other. After the type contact is selected, enter the date and time(s) of the contact. When entering a contact (or

its follow-up), an Outlook button may appear. Clicking this button will create an Outlook calendar item
for the contact event and/or the follow-up activity. The calendar items created for the contact event

and follow-up in this example are:

ol d . ® # Vo 58 Aumni Leser - Appoitment =1 EACENT CEXEECSERT, G =
A G =
Appointment Insert Format Text Developer (7] Appointment Insert Format Text Developer L7l
“ i‘ % 3] [Zaepointment 2 o .Y Recurrence (5 v “ q’h % &l | sppointment 2w oo LA Reaurrence (5 v
% 1 . . §
FS % | [Dtoction @ TimeZones ¢ i ;‘}'t X | Cltocation @ Time Zones ¥ Y
Save &  Invite I o Spellin ave nvite . X - ) pelling
Close Attendees by ™ | [E Stheduling i hlone BH categorize - § peling Close Attendees by ™ | [E Stheduling A |None BS categorize~ § =
Actions Show Options Proofing Adians Show Options Proofing
‘ This appointment occurs in the past. | This appointment occurs in the past, |
[B5A Alumni ] [ BSA Alumni |
Subject: | BSA Alumni: Letter Subject:  BSA Alumni: Letter Followup
Location: Location: [=]
Start time: | Tue 9/15/2009 [] [1000am  [<] [landayevent Start time: | Sun 9/20/2009 [=] [1000am <] []an day event
Endtime: | Tue 9/15/2009 [=] eooam  [+] Endtime:  Sun 9/20/2009 [=] [1o00am  [+]
5'1'<'4'nﬁ?—; §|1|<\4ﬁ%
- -
Inviting to School Night celebration Inviting to School Night celebration
L | Follow-up if no response
- v
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Events Tab

The Events Tab is used to enter information about  [resews e oo s [nteress
Send Birthday Card? t4
Send Holiday Card(s)? 7

events that a contact is involved with that will
require correspondence. This includes event -

informational mailings, invitations, and follow-up | *=%= .
correspondence (thank-you notes, etc.) :

There are two check boxes that are used to show :
whether the contact should be sent birthday and holiday cards. If either or both of these are checked, the
al umnus wi || be selected when |lists of birthday’'s o

Using this form requires that information ®Bpohat t he
desired event will appear in the drop-down list, organized in date order. To enter a new event for the alumnus,

select one that is not in the list in the lower section of the form. To update or modify an event the alumni is

already associated with, select that event from the drop-down list.

After the event is selected, the event information sub-form is |  Een =]

Event Date: 12/8/2009 Time: 6:00 PM
displayed. Most of the information on this sub-form is fixed [council Annual susiness Mecting

Radisson Hotel

but the |nf0rmat|0n that |S Speclflc to the alumnus |S fl”ed in: Invitation? RSVP? Will attend? Will notattend? Attended? Send Followup?
il I il &l

9 Invitation? Check this box if the alumnus is to be
included in the selection of alumni to receive an invitation to the event.

9 RSVP? Check this box if the invitation requests a RSVP.

9 Will attend? Check this box when the invited alumnus responds to the RSVP that they will attend.
9 Will not attend? Check this box when the invited alumnus responds to the RSVP that they will attend.
9 Attended? Check this box following the event if the alumnus actually attended the event.

9 Send Followup? Check this box if the alumnus is to be included in the selection of alumni to receive a
follow-up communication (thank you letter, update on information from the event, etc.)

Support Tab

This tab is used to indicate the financial support the alumnus ? ot

provides. It includes a series of checkboxes to indicate the areas of = m*':.:ﬂ

support. The types of “Friends of Scouti“‘"h:'am” and “Clounci
are defined when the council information is set up (see page 4). The T

other labels on the form are standard support levels. ir,..:m:" Hﬁf"uﬁ" ?“.':u:m
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Administration

Administration of the system requires that updates be made periodically to some of the underlying information
that is used. This includes information such as interests that need to be developed to reflect local council
practices and the types of activities that are of interest to your volunteers, awards including new national and
local awards including those given by local districts will need to have additions from time-to-time. Council
information such as addresses, websites, and phone numbers may need to be kept current. Local holidays may
need to be added as well as updates to all holidays after 2010.

The most prevalent
council develops its annual calendar or as needed. | t i s

updates will be to the council
not anticipated that eve
will need to be entered, only those events that alumni would be interested in and that the system will be used

to send invitations, track alumni attendance, and/or send thank-you notes.

Administration functions are initiated by clicking on one of the buttons on the tab strip at the left side of the
Alumni Contact form. Clicking on these buttons will display a form that is used to invoke the function. When

TRl G Bl oot | fevoris | Events | rolays | Awards | Councls | inerests

“ E X buttoh is clicked on that
form. It closes and the Alumni Contact form will be visible again.

Interests Button

button is used to

interest

The Interests
establish  the
present in your council. This is a two-

Area of Interest: | Adult Unit Leader
hierarchy

Interest Details:

level hierarchy and entries are
maintained with the Interest form. Detail: Boy Scout Troop Scoutmaster]
Interests are used with a contact to |Rmrd, o T N | - | <earch |

show areas that the contract has
indicated that they might be interested in learning more about or participating in. In the example shown here, a
category of Adult Unit Leader has been created. Under it are 8 lower levels — the one displayed is to be a
Scoutmaster of a Boy Scout Troop. Other Areas and Details can be created as needed. There are a number of
hierarchies included with the system. They are:

Area of Interest Interest Detail Area of Interest Interest Detail

Adult Unit Leader . Boy Scout Troop Assistant Scoutmaster | Fundraising ~ Council Capital Campaign Committee
Boy Scout Troop Committee Chair Council Capital Campaign Volunteer
Boy Scout Troop Committee Member Council FOS Chair

Council FOS Committee

Boy Scout Troop Scoutmaster

Cub Scout Pack Assistant Den Leader
Cub Scout Pack Cubmaster
Cub Scout Pack Den Leader

District FOS Chair

District FOS Committee Chair

District FOS Volunteer

Cub Scout Pack Webelos Den Leader

Adult Unit Volunteer

Boy Scout Merit Badge Counselor
Venturing Resource

Special Events

Special Event Chair

Special Event Committee Chair

Special Event Volunteer

Council Board

Board Member

District

District Committee Member
District Chair

District Committee Chair
District Program Volunteer
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Councils Button

The Councils button is used to maintain
i nformati on about t he

"My" Council Environment:
information about other councils within BSA. The Coundil Name: Capitol s o] Usethisareatoupdate

Council Phone: d ‘(512I azfsasa 5 information specific to

upper portion of tihueed f| OoooFikao: (‘e Co un c ™™

to define informati on [a%hguitss erl s c cil| and
the Outlook environment. This is more fully o = Spoingiay

documented on page 4. e g ggi?ﬂnﬂnﬁm

The lower section of the form is used to maintain e e

information about BSA councils. This should not s P en et

change very often and is used primarily for o f:mi;s':m m5‘“2”';54&;“;:“’““ s

reference  purposes. Having  out-of-date TanaTn

information will not materiality impact functioning

Note that one “counci|lg=xg g whe syustemthat—lis nc

really a council. It is the B.S.A. National Council and should be used to indicate positions that are at the national
council level.

Awards Button

Most of the national and council awards that can be [ 09060
given to volunteers (and professional Scouters) have |Description: iScouting ... Vale la penal
been entered in the System Other awards that need to Full Description:  iScouting ... Vale la penal Service Award Recognizes outstanding

services by an adult individual or an organization for

be tracked for Alumni should be entered on the Awards demonstrated involvement in the development and
implementation of Scouting opportunities for Hispanic
Administration form. American/Latino youth.

The ID field must have a unique identifier for the award.

Award:
It may be numeric and/or alphabetic. It is
recommended that | ocall’”awa+r=es ra 5refi g—wi—t h *

La D AVARY-Y 1
LA AR % =4 T C 14 /AT VT

and followed with four of five unique digits.

The description is what will appear in the drop-down lists on the Awards/Recognitions form. The Description is
only used at this time on this form but should be entered as it could be used if it becomes necessary to develop
a full biography-type report that gives the description of the awards an alumni has been recognized with.

The photograph may be pasted into the image box. It should be small and a .gif image is generally best with a
transparent background. Like the description, it is not used at this time other than this form.

Holidays Button

The Holidays button is used to maintain the list of holidays in the | pate: 12/25/2009
table “tblHolidays”. This is a table of all holidays and is currently | Holiday: christmas Day
populated with 2009 and 2010 common holidays. Additional local

Send Card?
holidays may be entered as needed. Another use of this form is to et

indicate the holidays that it is desirable to send holiday cards to

alumni. Holiday records may also be deleted by clicking the Delete
button.
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Events Button

The Events button is used to enter activities that are available for alumni [ ]
ype event: Event El

participation. As events are associated with a contact, the system will be | peseription: Gathering of Eagles

able to perform functions specific to that event. In the Gathering of | iocation: 12 Daks Ranch

Eagles event shown, alumni that have this event added to their record | Date: 10/7/2009

will have an invitation to the event sent. The invitation will request an | Time: 6:00 PM

RSVP and the system wil/l repor fsendovitionrRE VP’ s rei v ed

Vv

positive and negative RSVP responses. If the alumni does attend the | ReauestRSVP?
Send Followup? ¥

event, the system will generate a follow-up to them.

The fields on this form control the activities that the system will initiate for the alumni/event. The fields on the
form are:

Type event: this is the type of event and is one of "Anniversary", "Event"”, "Meeting", "Program", or
"Training".

Description: this is the title of the event.

Location: this is the address or location where the event will take place.

Date: this is the date of the event. If this is a multi-day event, this should be the first day of the
event.

Time: this is the time the event starts.

Send Invitation? Checking this box will have the system include alumni that have the the event in a mail merge
file that can be used to send invitations.

Request RSVP?  This checkbox indicates if the invitation includes a RSVP. If it is checked, repotrs of the event
and whether the RSVP has been received can be produced.

Send Followup? This checkbox indicates if the system should include alumni that were invited to the event and
actually attended it in a mail merge file that can be used to send follow-up notes.
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Reports Button

The Reports button will bring up the Reports menu form. From it,

. . . . 3 Directory of alumni contacts
select the report or reporting function you wish. There are five T ,
Phone number listing of alumni contacts
reports available from the menu along with three methods of selecting Event Listing
Alumni records for use with Microsoft Word Mail Merge to create ad Sy e e e
3 Complete biography of all alumni

hOC reports' Ietters' e_mall messages’ Iabels’ etc. Enter alumni selection criteria ta create mail merge table

. . umni Birthdays Create birthday table for birthday report & mail merge
For each of the reports, two choices are available. The report may be ' = )

Holiday Cards Create holiday card table for holiday card report & mail merge
previewed on the monvitew” bptroens.5| ng the “pr g
[
The report may be sent to a printer (the standard printer dialog
box will be di splayed) by p@ssing the “print?”
Alumni Directory
Capitol Area Council The Alumni Directory is a listing of each person on the
- Alumni Contact List Alumni Contact database with basic address and
Raquel Abrajan
1815 Barills Mountsin Trl contact information. It is alphabetized by the
Round Rock, TX 78664-7292 rabrajan@yahoo.com
I contact’s l ast names
sathonuAdamnci directory.
Alumni Phone Book
The Alumni Phone Book provides a phone book- Capitol Area Council
type listing of everyone on the Alumni Contact | . . PhoneBook et phone
database. It is alphabetized by last name and Abrajan, Raquel (512) 5135399
Adamcik, Anthony (512) 756-8394
provides a phone number listing of the contacts. Adams, Janice (o791 7423762
Event Listing
Capitol Ares Council This report provides a listing of all the events on the Alumni Contact

database. The events are sorted into date order. This list may be

compared with the Council and/or District calendar(s) and missing events

0/28/2009  60UPM  Event

w| = m| o «F
= @ = O ¥§

that are of interest to alumni may be added. This is not intended to

nfrf2008 M B

substitute for the Council and/or District calendar(s); only to establish the
events where tracking alumni participation is desirable.

Alumni Biography

This repor t provides detail ed i nfor mat #@irentabout

Alumni Scouting Biograp

Frederick Farkle Farkle

alumnus. It not only includes the biographical information relating to aroo o et i

Nowhere, TX 55555 245 Magie 8lvd

the al umnus’ home and work but
history, Recognitions, and Contacts. It also shows the alu mn u

[555) 505-5432 [555) 555-1212 (555) 555-1234

participation in support activities at the council and national level.

In addition to the reports described above, two buttons on the Reports
menu are used to select alumni records for specific purposes. These
are the “Select Al hdays$” abdt t &
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and the selection criteria filled in, selected alumni records are written (with some additional information) to the
“tbiSelectedAlumni” tabl e i nanddptonallg, antyddeapsred to an Excel spreadsheet. These
records are useabl e as an i np-Mdrgefanations.ce | i st to Micro

Select Alumni

This button displays a form that may be used |5
. . . s M_SMQB Capitol Area Council Scout Alumni Contacts
to select alumni records. Any combination of [
'selectall? a Tag:
criteria may be chosen on this form for the |77~ Registered? | Email Opt In
. . . . i position? " [+] es O
selection.  Criteria ar e pri marif | ymasd AND - - 0
. ) . ur:‘n Duol;m:l ] : y . B
conditions, t hat i g, onif thE Registered?
. Home Coungil? . "
checkbox i s checked B oot y ?
Family? ] Capital Campaign? ]
checkbox is checked, only those alumni that community? 0 oist.ci.pinner? [}
Major Gifts? 7] Sporting Clays? ]
are both registered and have participated in poare? = fuetion/Dinnert é
. . . Other?
the Family FOS campaign will be selected. romiencriee
James E. West? Seton? Bronze?
The exception to this is that the horizontal o - el - £ -
Silver? Roosevelt? Gold?
l ine defines an “OR”| cd&hdition.= Al umni™wi I b le
. .. . Phillips Gold? Il
selected if they meet the condition(s) in the |5 =
upper section OR they meet the condition(s) _ et L peteeneit P“E“?D_s S -
in the lower section. @ B T T o e )
i
The “Sel ect al Ichecked o hleekbox—may—be

select all alumni records. If it is selected, the other criteria are not available.

The “Tag” field is used 7 @&luneuste@mndscohthirdng thesekkegwondd(e) will s (s

be selected. The records will be selected regardless of the position of the keywordi n t he “tag” fi
Al umnus record. For exampl e, i f “anniversary” is

yr, parade” , “par ade, anniversary”, a n dfields sreeithert i n g

drop-down lists, t e X t entry, or checkboxes. Two fields are

Year?” Entry in the “Unit Affiliation?” field should n
456" , It willthave to match the format and content of the alumni records exactly for the selection to be

mad e . The “Eagl e Year ?7 fdigieyeat, i.es OB5U 1999, 2001e etce Ak er e d

checkboxes, when checked, are matched if the alumnus has the same boxes checked.

When the selections have been made, the “repor
i meeting the criteria. After the database is processed, a dialog box will be displayed with the number

of alumni records selected. The number |562 Alumni matched the criteria above.

selected will also be displayed on the form.
Export Selected Alumni to Excel

= When selected records are available, the “Export to Excel” button will be visible. Clicking this button
will allow the user to export the tblSelectedAlumni records to an Excel (97-2003 format) spreadsheet.
This spreadsheet will be exported to the database folder and will be named tblSelectedAlumni.xls.

I nformation on making use of the selected al umni
provided on page 23.
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Alumni Birthdays
send Birthday Card? The Alumni Contact Management system provides the capability to create
birthday mailings to contacts on the database. For this to be possible, the
Al umni contact’s r escanrdd bmugdthdag Mmloagged .t o This is
contact. Check the birthday checkbox for the alumni to be considered for birthdays. If the contact does not
have this box checked, their information will not be included in the birthday selection.

Selecting Alumni with birthdays
To process the birthdays, open the Alumni Birthdays form from the
Reports button. This form has the user enter a range of dates to be used
for the selection. After the user keys in the beginning date and the
_ ending dates to be used (the ending date must be on or after the
e I beginning date — a blank ending date will have the beginning and
- ending dates be the same — the default is 14 days — 2 weeks), the

number of days between the dates will be displayed to the right of
the end date. A message box will then be [t -

I Alumni Birthdays | Create birthday list

displayed asking the user if they wish to create Crese birthday merge it

the birthday merge list. If the user indicates
that they do, a table (tblSelectedAlumni) will be created in the database with one record
for each Alumni with a birthday falling within the selected range of dates. The number of birthday records will
display on the Create Birthday List form and a button will appear that can be used to print a report of the
selected alumni. Clicking this button will display a preview of the Birthday Report. This report may be
viewed on the display or printed. It shows each of the alumni selected |

48 Alumni on birthday list

for the range of dates requested.

o= . In addition to the report, significantly more information
apitol Area Council
Birthday List (09/01 to 09/15) about the contact with the birthday is available from the
Name Birthday Home Phone ‘Work Phone Mobile Phone . .
Alred, Adran Y. —— database. It may be accessed in a Microsoft Word
126 Turkey Run . .
Mesdoviaes X 7565540 document wusing Word’'s “mail m
Allred, Adrian 9/10/1971 (830) 693-8639 . .
wi || not go into a |l ot of det
mer ge” but it i s a very po wabilityuol createdettdrs, etmhilariessagesa n  p r

mailing labels, and reports from the selected birthday alumni.

The al umni birthday r ec ablSdlecteddumei” .wr i Thenet bost he cba
( drySelectedAlumni” }hat may also be used to access the records. The difference between them is that the

table is “raw” informati on f r o nogittdceatectioe preferedtmailing r e ¢ 0 |
address and first name in addition to the details of the home and work addresses. The “fi el ds” t hat

to the table and query are shown on page 23.

To use this information in a Word mail merge, the user will follow steps somewhat like the ones shown on page
21. This is an example of creating a letter to be sent to each Contact with a birthday in the selected range. lItis

a “personalized” |l etter in that it uses data from t
recipients.
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Holiday Cards

The Alumni contact list may be used to create a list of

| Holiday Cards Create holiday card table for holiday card report & mail merge

alumni to receive holiday cards. Alumnus records must be
“marked” that the alumnus

When it is time to prepare for the card mailing, the Holiday Card selection may be made by clicking the Holiday

Cards button on the Reports form. The Holiday Cards form will be displayed showing upcoming holidays.

When the Holiday Card list form is displayed, it will show the

upcoming holidays. Clicking the select button will
create the table of alumni that are marked to
receive holiday cards. When the list has been
created, the number of alumni will be displayed and two
other buttons will appear. These are the Holiday Card List

report button and the Export to Excel
a Ij-? button

B
Clicking the Holiday Card List report button will display a listing of the Capitol Area Council
. . . . Holiday Card List
selected alumni. Clicking the Export to Excel button will create an e _ ol teestoe ot lesies

Excel spreadsheet with the Holiday Card information. Either the Excel

spreadsheet or the Access

Alumni

11/26/2009 Thanksgiving Day (US)
12/25/2009 Christmas Day
1/1/2010 New Year's Day
7/4/2010 US Independence Day
11/25/2010 Thanksgiving Day
12/25/2010 Christmas Day

Click on the Select button to extract holiday card recipients.

query qgrySel ectedAl umni

mailing labels, print envelopes, letters, etc. for the selected alumni.

Page 17
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Import Button

This button is used to import alumni information from an Excel
spreadsheet into the database. When clicked, it displays the

import form.

The filename of the Excel spreadsheet should be entered into the
filename field. Clicking t
search for the file. When a filename has been entered, the
“i mpor t|#|villadgpdaro n

Import Spreadsheet Formats

Import Data Format
) Alumni Export data?
) NESA Eagle Search data?

An optionbox will also be displayed.

1. Alumni Export data. This format i

Import alumni data file:

Enter the filename of the spreadsheet containing alumni records to import.
c

dumai ist 2-16-10.xls _Browse |

Import Data Format
Alumn Export data?
NESA Eagle Search data?

@ [MyBSA Alumni data?

he “Browse’ button

It is used to select the type of spreadsheet

being used for the import. There are three formats currently supported. Click on
the button by the one that matches the format of the data being imported:

s the

19 for more information). Using this format permits councils to share information.
2. NESA Eagle Search data. Clicking this box will signify that the imported data is in the NESA Eagle Search

project format.
3. MyBSA Alumni data. This option signifiest h a t t
the Alumni button in the MyBSA system.

he

“ sprdadshoat was cekatetd By selecting

The import process imports only known columns in the spreadsheet. If other columns of information have been

inserted, they will be ignored. If columns have b e e n
columns will be imported.

BSA Alumni . =X

Imported record for Black, David appears to be a duplicate.
Do you want to create a duplicate?

bedi spl ayed.
record, and

e [

| e

del

eted from the

During the import process, existing alumnus records will be checked against the
records being added. If an apparent duplicate record is processed, a dialog box will

Pressi
“Cancel

wi || i
t er mi

“Yes
wi ||

ng

nat e

terminated, records imported up to this point will remain in the database. Duplicates are detected if the record

being imported has the same first name, last name, and email address of a record on the database.

been
records from the spreadsheet into the database.

When the import format option h a s set ,

message box with the results of the import will be displayed.
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“Alumni” Spreadsheet Import Format

Unless the NESA Eagle Search data or MyBSA Alumni data formats are used, the spreadsheet used to import
alumni records into the database is in the same format as the information exported to Excel spreadsheets (page
23. This is the “Alumni” spreadsheet for mat

The spreadsheet should be a single worksheet. The first row should contain the fieldnames to be imported. Not
all fields have to be present, only those that are present are imported. The fieldnames that may be used, the
data types, and maximum field sizes are shown in the table below:

Max Max Max
Name Type Size Name Type Size Name Type Size
alumnilD Long Integer 4 webPage Anchor - cFOS4 Yes/No 1
IName Text 32 gender Text 1 cCOUNCIL1 Yes/No 1
fName Text 32 birthday Date/Time 8 cCOUNCIL2 Yes/No 1
fNameUses Text 32 approxAge Text 3 cCOUNCIL3 Yes/No 1
prefix Text 10 maritalStatus Text 10 cCOUNCIL4 Yes/No 1
suffix Text 10 spouseName Text 32 cCOUNCIL5 Yes/No 1
eMail Text 50 notes Memo - cCOUNCIL6 Yes/No 1
eMailOptin Yes/No 1 registered Yes/No 1 cWest Yes/No 1
company Text 50 registrationNumber Text 15 cWestBronze Yes/No 1
position Text 75 registeredPosition Text 5 cWestSilver Yes/No 1
wPhone Text 25 unitAffiliation Text 32 cWestGold Yes/No 1
hPhone Text 25 currentCouncil Long Integer 4 cWestPlatinum Yes/No 1
mPhone Text 25 eagleScout Yes/No 1 c1910Seton Yes/No 1
fPhone Text 25 eagleYear Text 4 c1910Beard Yes/No 1
homePreferred Yes/No 1 homeCouncil Long Integer 4 c1910Roosevelt Yes/No 1
address Text 255 OAordeal Yes/No 1 c1910Phillips Yes/No 1
city Text 50 OAbrotherhood Yes/No 1 c1910PhillipsSilver Yes/No 1
state Text 2 OAvigil Yes/No 1 c1910PhillipsGold Yes/No 1
zipCode Text 15 aSendBdayCard Yes/No 1 cFounderBronze Yes/No 1
wAddress Text 255 aSendHolidayCard Yes/No 1 cFounderSilver Yes/No 1
wCity Text 50 cFOS1 Yes/No 1 cFounderGold Yes/No 1
wState Text 2 cFOS2 Yes/No 1 cFounderPlatinum Yes/No 1
wZipCode Text 15 cFOS3 Yes/No 1 alumniTag Text 32
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NESA Eagle Search Spreadsheet Import Format

Spreadsheets sent to councils from the NESA Eagle Search project may be imported into the Alumni database.

Like other import spreadsheets, the spreadsheet to be imported must have the column names in the first row.

The field names that may are used and their use are shown in the table below:

MyBSA Alumni Spreadsheet Import Format
A spreadsheet is created when selecting the Alumni option on the MyBSA system. These may be imported into
the Alumni database. Like other import spreadsheets, these spreadsheets must have the column names in the

Eagle Search

Field Used for Eagle Search Field Used for

LAST Alumnus last name R_STRT Home street address

FIRST First name R_STRT2

SUFFIX Suffix to name R_STRT3

JOB_TITLE Job position R_CITY Home city

B_NAME Company name R_STATE Home state

B_STRT Company street address R_ZIP Home Zip code

B_STRT2 R_PHONE Home phone

B_STRT3 SP_FIRST Spouse name.

B_CITY Company city SP_LAST If present, shows Married status

B_STATE Company state COUNCIL_NBR Council number

B_ZIP Company Zip code BOARD_REVIEW_DT For date of Eagle. Used to
calculate alumnus age assuming 16
at time Eagle earned

B_PHONE Work phone

E_MAIL Home e-mail address

first row. The field names that may are used and their use are shown in the table below:
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MyBSA Field Used for MyBSA Field Used for

last_name Alumnus last name state Home state
first_name First name zip Home Zip code
address_1 Home address email_address Email address
address_2 e_mail_opt_in e-mail Opt-in option
city Home city
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Using Mail Merge to Create Birthday Letters

The first part of the process would be to create the table of Alumni with birthdays in the period desired. When
these have been created, Mi crosoft Word is used to
the birthday records to create a letter for each Contact.

Start Mi crosoft Word with a *

On the “Mailings” tab on the on the *
CliceeExi4Y4ding List...” to open the File Open dialog
forthe Alumnid at abase. The dsaMluetiacelld . f i ISeed e&emod itshi“s and op

e =]

box will be displayed, click OK to confirm that you wish to open the database.

£
5
E)
¥

A dialog box will display that allows you to select the

i

information you wish to use from the database. Scroll
through this as arySdectaAlumbi’o
(or other data source you Wwi Bk makestheu
data available to be used in the letter or other document.

ST

As you type the letter, place information into it by inserting“ me r g e. Thidisadbnelby " | . 0=

@ s
g Match Fields

i “ H ” | rgel r
selecting the I nsert Merge Field dr o|p-d“oown- fir om t
. . @ . alumnilD ”
field name. | f you have <c¢licked the Preview| Resultf bu
information from the database will be displayed. If you have not checked this button, field :::u
indicators (which may be gray depending on your Word options settings) will be displayed. preenans
prefix

Theexamplesb el ow shows the sampl e | et t eotclicked: t th==—Prewi ew R

October20,-20099 October20, 2009

1

«fName»-«IName»q] Frederick Farkle

«preferredAddress»q 718 FM 1626 West, Bldg. 100

«preferredCityStateZipCode»f] Austin, TX 78748-

1

Dear«preferredFname»:q| Dear Fred:

1

|'wantto-takethis-opportunityto-wish-you-a-very-happy-birthday.q I want to take this opportunity to wish you a very happy birthday.

1

l-also-wanttothankyou-forallyou-do-forScoutingin-our-Council.q lalso wantto thankyou for all you do for Scouting in our Council.

1

Sincerely,q] Sincerely,

1

This letter, when complete, may be sent to each of the alumni on the birthday list —the names, addresses, etc.
wi || be updated so each |l etter is an original”™ 1| et

This letter can be saved as a Word document (the sample shown here is saved [ i . ==

a sSaniple Birthday Letter {merge document}.docx” ) . When i t] ,iZ8:" 6pre a
dialog box will be displayed asking if you want to use the same mail merge — ’

source as the last time it was used. This prevents you from having to go

through all the steps to relate the letter to the database query again.
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- To print therirettPosymesret £ct from t
.5;_—'5 button on the Mail Merge ribbon. This will present you with options of
Finish & which “records” t‘alprintandgevindr alblry
Merge =

print dialog box. If the date criteria used for birthdays had selected 10

] Editindividual Documents... alumni, this will print 10 individual letters.

L;',g Print Documents...
In addition to printing the individual documents, you may create a single,

multi-page document with all the letters. This is useful for filing purposes

or to send a copy of all the letters to someone. When this document is created, it may be saved like any other

Word document. The third option is to send the document by email. This usually modifies the formatting of the

document somewhat but selecting “Send E-mail Messages” wi | | bring up a dialog bo
of the field with the emai/l address (“eMail -‘mjil and

messages. After doing this, the individual e-mail messages will be created and sent through your e-mail program
(i.e., Outlook).

1y Send E-mail Messages...
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Microsoft Word Mail Merge

Records selected are available for use with the Mi
accessed in Word by using either the table itself (tblSelectedAlumni), a query that provides all the selected

records (qrySelectedAlumni), or an exported Excel spreadsheet. The difference between them is that the query

is in alphabetic order (last name first)andi ncl udes the “first name” preferr
mai |l ing address. The preferred first name is eithe
no “goes by” name entered. T h héch gf theehdéme or busingss atidressés i N g a
is marked as preferred. I't is also formatted with

The fields available in the table and query are shown below. Field names for the tblSelectedAlumni are the
same regardless of whether the database table or the exported Excel spreadsheet is used. These fields may be
selected in Word as “merge fields?”.

Alumni “Field” Names/Descriptions

grySelectedAlumni  tblSelectedAlumni _Description

alumnilD alumnilD Unique number that identifies the alumni record
IName IName Alumni last name

fName fName Alumni first name

fNameUses fNameUses Name that Alumni prefers if not first name
fNamePreferred Preferred first name (fName or fNameUses)
Prefix Prefix Prefix (Dr., Mr., Mrs., etc.)

Suffix Suffix Suffix (Jr., Ill, PhD, etc.)

eMail eMail e-mail address

Company Company Company name

Position Position Title or position in company

wPhone wPhone Work phone number

hPhone hPhone Home phone number

mPhone mPhone Mobile phone number

fPhone fPhone Fax phone number

homePreferred homePreferred “True” if Alumni prefers mail to home address
preferredAddress Preferred mailing address
mailCityStateZipcode Preferred mailing City, State ZIP

Address Address Home address

City City Home city

State State Home state

zipCode zipCode Home Zip code

wAddress wAddress Work address

wCity wCity Work city

wState wState Work state

wZipCode wZipCode Work Zip code

webPage webpage Work web page url

Gender Gender Alumni gender (“M” or “F”)

Birthday Birthday Alumni birthday

approxAge approxAge Approx age if birthday not know, otherwise age
maritalStatus maritalStatus Marital status (“S”, “M”, “D”, “W")
spouseName spouseName Spouse's name

Notes Notes Alumnus notes

registered Registered True if registered with BSA
registrationNumber registrationNumber BSA registration number if known
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grySelectedAlumni
registeredPosition

tblSelectedAlumni
registeredPosition

Description

Position registered in

unitAllfilation

unitAllfilation

Unit affiliated with

currentCouncil currentCouncil Current council

eagleScout eagleScout True if Alumni is an Eagle Scout
eagleYear eagleYear Year Eagle earned if known
homeCouncil homeCouncil Council associated with when youth
aSendBdayCard aSendBdayCard Send birthday card?

aSendHolidayCard

aSendHolidayCard

Send holiday cards?

cFOS1

cFOS1

Friends of Scouting Council Category 1

cFOS2 cFOS2 Friends of Scouting Council Category 2
cFOS3 cFOS3 Friends of Scouting Council Category 3
cFOS4 cFOS4 Friends of Scouting Council Category 4
cCOUNCIL1 cCOUNCIL1 Other council financial activities 1
cCOUNCIL2 cCOUNCIL2 Other council financial activities 2
cCOUNCIL3 cCOUNCIL3 Other council financial activities 3
cCOUNCIL4 cCOUNCIL4 Other council financial activities 4
cCOUNCIL5 cCOUNCIL5 Other council financial activities 5
cCOUNCIL6 cCOUNCIL6 Other council financial activities 6
cWest cWest James E. West

cWestBronze cWestBronze James E. West — Bronze

cWestSilver cWestSilver James E. West —Silver

cWestGold cWestGold James E. West — Gold

cWestPlatinum cWestPlatinum James E. West — Platinum

¢1910Seton ¢c1910Seton 1910 Society —Seton

c1910Beard c1910Beard 1911 Society —Beard

c1910Roosevelt c1910Roosevelt 1912 Society —Roosevelt
c1910Phillips c1910Phillips 1913 Society — Phillips

c1910PhillipsSilver

c1910PhillipsSilver

1914 Society — Phillips Silver

c1910PhillipsGold

c1910PhillipsGold

1915 Society — Phillips Gold

cFounderBronze

cFounderBronze

Founders Society —Bronze

cFounderSilver

cFounderSilver

Founders Society —Silver

cFounderGold

cFounderGold

Founders Society — G

old

cFounderPlatinum

cFounderPlatinum

Founders Society — Platinum

alumniTag

alumniTag

Tag field from Alumni Contact field

Mail merge may be used to insert the contents of these fields into a Word document. For example, the last

nameof a sel ected alumnus may be inserted into a doc
Merge Whehdthe document is completed, it is *
the selected alumni.

mer ge

Microsoft Word
Mail Merge

Alumni Individual

Contact merged

document

Database

documents
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Mail mergeisusedbys el ecti ng the “Mailings” command tab in Mi
ribbon. This ribbon is used to create mail merge documents, associate them with mail merge lists
(tblSelectedAlumni or grySelectedAlumni), and create the resulting mail merge documents.

=
—/ Home Insert Page Layout References Mailings Review View Developer

ﬂ _ﬂ ___;j j'.% z j j j j Jjj :1ua|tecsthieIds d{%d L e b::

] Find Recipient

Create Start Mail Merge Write & Insert Fields Preview Results Finish

Mai | merge may be used to create envelopes and mai
other types of document s, click the *“Start Mai | Me
step-by-step instructions for creating mail merge documents. These can be:

1 Letters

I E-Mail messages

1 Envelopes

T Labels

9 Directory

The primary difference between these document types is that Letters, E-Mail messages, and Envelopes produce
one document per record that is selected. Labels and Directory documents are used to include information
from multiple selected records on each page.

Mai | merge documents establish a “template” that m
information. Saving the mail merge document allows the user to use it later with a different set of selected
information. This would permit activities such as sending an invitation letter to all Eagle Scouts on the database.

The same letter could be used every year inviting them to a Gathering of Eagles event.

Clicking the “Start Mai-towlrerigiedt but Cbnfeildsi s@T a8 6 e @
Mail MergeWi zar d..” at t he -stbpgptodessima ridbionsop thearighsidea |56 deumentivee

What type of document are you
working on?

of the screen. The steps on this ribbon provide the opportunity to make many of the

@ Letters
needed choices to create a mail merge document and link it with the source records. :::'0::5'3955
Labels
Directory

The mail merge process consists of the following overall steps:

Letters

Send letters to a group of people.
‘You can personalize the letter

1. Set up the main mail merge document. The main document contains the text and | tmteah pereon receives.

Click Mext to continue.

graphics that are the same for each version of the merged document — for
example, the return address or salutation in a form letter.

2. Connect the document to a data source. The data source is a set of information containing the
information to be merged into a document. For example, either tblSelectedAlumni or
grySelectedAlumni include the names and addresses of the recipients of a letter.

3. Refine the list of recipients or items. The Alumni Contact system created a set of records matching the
selection criteria. Word will generate a copy of the main document for each alumnus record selected. If
you want to generate copies for only certain alumnus this selected data, you can choose which items
(records) to include.
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4. Placeholders, called mail merge fields, are added to the main mail merge document. When you perform
the mail merge, the mail merge fields are filled with information from the selected alumni records.

5. Preview and complete the merge. You can preview each copy of the document before you print the

whole set.

Extensive “help” is availalgle in Microsoft Word by

search box to see a list of help topics.
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Installation and Maintenance

Installation
The BSA Alumni Contact database is installed by copying the database module to a folder on the system where it

will be hosted. If multiple users are going to be accessing the system, this folder should be on a shared device
with proper access rights for the users.

It is recommended that the folderus ed f or the system be named “ Al umni
this document; it may have a different name.

The BSA Al umni Cont bsasAlumnibecdba b as d@hi s hamednéame must
“accdb” suf fi x rOffice2000 datmbasa. IThisMatabase & sot cbnpiled. That permits users to

make changes to it to the database to fit their local requirements. It is recommended that changes not be made

to table structures, forms, queries, reports, or modules that are part of the database. When updates to the
application are delivered, any local changes to the ones that are part of the delivered database will be lost. To

prevent loss of local modifications, it is suggested that the naming conventions below be used:

Ltb oo additional tables added to the database
Lgryxxooax additional queries added to the database
Lrptxooaoxx additional reports added to the database
Lfrmoooox additional forms added to the database

Lmodxxxxxx additional modules added to the database

Following these naming conventions will retain all local modifications when updates to the base system are
received and applied.

The BSA Alumni Contact database is available as a file on CD-ROM media or as a downloadable file on the
website http://www.sccovington.com/alumni.

Therearefour* f i | es” that make up the BSA Al umni Contact (¢
directory. These “files”™ are:
1. BSA Alumni User Guide.pdf This document
2. bsaAlumni.accdb* The “production” database
3. Sample Birthday Letter {merge document}.docx Sample mail merge letter (see page 16)
4. UPDATE x.y.accdb Database update module where x.y is the version

of the update. This file is only needed until the
update is complete and may be deleted afterward.
*Note GKIG I FAES aoal! fdzyyaotl OOR6E gAf € 0S LINBaSyid oKAfS
This contains record locking information used by Access.

Alumni Database Website

The alumni database website should be the
EBSA ALUMNI CONTACT DATABASE

ESAALIMN

primary source of information regarding the
BSA Alumn| Contact data base When |t IS Luﬁxh u:mszm:“‘;lxml'ﬁhj:iﬁu:wmmmm abase. Infof rmnm:::‘m‘d Lfbay‘e:;m(tid;:d:l::f:;::ﬁﬂ and updates, documentation are available here. There fs

This database was developed to provide a "quick” way for counclls to e

flrst accessed' you may download the 10 nformation from this data. The database s designed to be fnstalled on

This applicatien and this website s not part of any offical Boy Scouts of America site and is solely for the purpase of providing capabilities to local councils during the time when no "official

sh a collection of information about thelr BSA Alumni. It provides the capability to create reperts and othe
I computers and, if sharing capemlmes are present, accessed, updated, and information modified by mul(lple users.

capabilities are available. If and when the Boy Scouts of America develogs capabilities that provide this funetionality for councils, recommendations will be made to provide migration to those

version of the database. This version may e sl be bl 10 oal cuncs nmanegng thei By e ko
Documentation on the BSA Alumni Contact Database may be obtained by clicking the but t\” below. This will open a .pdf file that i dnrm‘ be duplex printed. It provides installation, setup,
then be updated to e ey T r ent oLV ersion as
needed The current version of the BSA Alumni Contact Database is 1.0. You may download 1t by right clicking the button below and selecting "Save target...”. Save this madule in your Alumai folder.
. Alumwi Database 1.0
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Click t he “ A)k.yﬂif- Alumni Database 1.0 | dyrtanste download the base copy of the database.
Dependingonyourbr ows er ei t her ligkahe button bnl lectf ght
e e “Save target as..”. I n either a s ~.hr.owse ot
et L all the BSA Alumni Contact files. B —
After downloading the “bsaAlumni . accd®Z=Fi1~e5 you
your computer desktoptoi t . You witdusethédatabsmé. t hi s fil e
If you read on the website that there is a later version than the one you have installed, you should update your
copy to the latest version.
Database Version
The initial database version is 1.0. As enhancements, modifications, and corrections are made, updates will be
made available. These will be on the website and will be labeled asversion “ x . y” wher e “x” in
update with significant capability e S an:
The version number of the database you have installed is in the upper right corner of
the screen. It is recommened that you periodically check the website and keep your
database up to date.
Database Update Installation
To update your database, there are a series of steps that should be followed. It is recommended that you make
a backup copy of your database before applying any updates. To install updates, follow the steps below:
1. Obtain the version of the database you are currently running (e.g., 1.0)
2. Open the Alumni Database website at www.sccovington.com/alumni.
3. If the update shown is later than your current version, you may wish to review the Update History to see
what the description of the update is. If the changes are desirable, you should update your version.
4. Click the *“Da t{_“a'ahase“P"ml-l__\J putkan to downloadytHe update module. As with the
initiali nstall ation, depending on vy o-tidkthdbutomagadesdlect ei t h
“Save target as..". I n either case browse to t he
5. Be certain that your copy of the database is not —
running.  Using Windows Explorer, go to the i
database folder and double click on the D s
downl oaded upURDATE@.Latedb! B| (i cemae -
This will start the update program. When it starts, ol e oo m et s
it will display a form with information about your et -
current database and the version that will be
installed following the update. You may click the - .
“Browse” button i f you WwWish to update a driffere
database than the one displayed.
6. If the information on the form reflects what you want to do, click the OK button to perform the update.
7. After clicking the OK button,y ou  wi | | be given the opporupdchatte” t
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8. The completed update status of the update will be [emwe=rn

Reports updated (12)
Queries updated (22)

similar to the image here. It shows the number of |wamwias
Forms, Reports, Queries, and Modules that were
updated. The blue boxes provide a progress update

Target Alumni Database Update Complete

as the various items are updated. The blocks to the right show the percentage completion for each item
type (i.e., Forms) and the blocks across the bottom show the overall update progress. The only action

thatcanbe t aken f ol l owing this is to click on the *e¢
9. Whenthenow-updated “production” dat abas eppmi ted,

number of the update. After you are comfortable that the updated database

workssatisfact or i | 'y, t he URDATRLlaccdhio)d unhaey (bie: = d.

I'f it is inadvertently run again, click the *“EX

not hurt anything.

Application Support
The website homeampayé boctodes &hi @nkil t hi s
to the application developer. This may be used to suggest features, describe problems,

E-mail

or ask questions about using the system. The developer will make every effort to respond to e-mail messages as
quickly as possible.

The overarching objective of this package is to provide councils with the ability to track and manage their
Scouting alumni. It was developed knowing that as people use it, they will discover features that would be
beneficial to them. Itis hoped that we can implement many of the suggestions we expect to receive so they will
help everyone.

Access 2007 Runtime Environment

This application is written with Access 2007, a component of Microsoft Office 2007. If you are not using this
version of Microsoft Office/Access, you must download and install the Access 2007 “runtime” to be able to use
the BSA Alumni Contact Database. Information on downloading and installing this runtime module can be found
on the Microsoft Download Center by clicking on the button { Access 2007 Runtime ' on the website. When the
Download Center page appears, click on the "Download" button to begin downloading the Access 2007 runtime
on your system. After the Access Runtime Access 2007 Download: Access Runtime

installation package is downloaded, it is | erief pescription = Ofﬁ” ~a
“ » The Microsoft Office Access 2007 Runtime enables you tribute Access 2007 apphcat\ons to .
necessartr y t 0 r un Fserstwho do nEt hay the full| versfop os\c ss 27 't‘usta ed on thet corF:lute un t | me
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When the Access 2007 Runtime has been
installed on the systems that will be using
the BSA Alumni Contact database and the
current version of the database has been installed, it is ready for use.

Related Downloads
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