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X-TRA Easy Excel Database and Word Documents

Linda Oltz, whose excellent training we have
enjoyed before, will be on hand Tuesday,
June 5, to show us how to make using a
database much easier and more efficient.

Have you have ever used a database or table to keep
track of information? Then you know
how difficult it is to keep the
information current. If you have more
than one list you may have to

update information in each one.

It would be easier to create one data
list in Excel with all your information
and then use it to make mailing
labels, envelopes, bills, cards, notes,
letters, and other forms. After you
have the list completed you can easily
use and share the information. You only

have one list to keep current with changes. You can sort
the list in any order you would like. It is especially efficient
if you do a bulk mailing by zip code.

Linda will show you how to organize your data and how to
set-up Microsoft Excel spreadsheets, name the ranges,

and link Excel tables to Word documents to automatically
update the Word documents with the current information.

Linda M. Oltz serves as District Treasurer for the Lyncourt
Union Free School District. Linda will have handouts that
will help you replicate her procedures. <

On our website

— Links of Interest —

Go to:
mvpcug.com/index1.htm

* http:/tinyurl.com/2pjlg9
* http:/tinyurl.com/5k7pp

Click on the links to find out
more about these subjects.

Your Explorer staff is
going on vacation, but we
will return with the
September issue.
Watch your mailbox at the
end of August.

Have a safe and wonderful
summer!

Our traditional
“Ask The Gurus”
night will be held at
6PM on Sept. 4", at
the Utica
Maennerchor on
Flanagan Rd,
Marcy.

( Tuesday, June 5, 2007- 6PM at Whitesboro HS Cafeteria >







