
Moose International                                  Education & Training 1

Exporting Your Member Roster to an Excel Spreadsheet 
 

Exporting your Member Roster to an Excel Spreadsheet for E-mailing to a Mailing House so they may 

produce Labels to mail your Newsletter is done in the following manner. 

 

1. Click “Go To” in the Menu Bar at the top of the LCL.net screen. 

       The Go To Dropdown Menu will open. 

 

2. Click “Export” in the Go To Dropdown Menu. 

The Export Utility Screen opens. 
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3. Click the Line Item in the Membership Fields Box you wish to be the first Field on the Spread 

Sheet.   

(You must select and Add the Line Items in the order you want them to appear on the Spreadsheet) 

4. Click the “Add” button to move the Line Item to the “Export Fields” column. 

5. Continue selecting and Adding the Membership Fields in the order you wish them to appear on the 

Spreadsheet, until you have added all the Line Items you want to Export to the Export Fields 

column. 

6. Select the Membership Status(s) to include in the “Membership Status” Field. 

7. Select “Comma (,)” as the Delimiter Character. 

8. Type a “File Name” in the File Name Field. 

9. Click the “Browse” Button. 

10. Select a Location to Export the Excel File to.  (I.e.: Desktop) 

The Export Utility Screen will then look like this 

 

11. Click the “Export” Button. 

The LCL.net Information Box appears 

 

12. Click “OK”. 

13. Click the “Close” Button. 

14. Minimize LCL.net to get back to the Desktop. 
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15. Find the “Excel Icon” on the Desktop. 

 

16. Double Click the Excel Icon on the Desktop. 

The Spreadsheet with the Data will open 

 

17. Expand the Columns to make room in the fields for all of the Data by placing the Mouse Cursor on 

the lines between the letters at the top of the Spreadsheet, Holding down the Left Clicker on the 

Mouse and moving the Cursor to the right to expand the Column. 

The Spreadsheet should then look like this 

 
18. Save the changes to the Document. 

19. Attach the Document to an E-mail and send it to the Mailing House. 
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