
Processing the MED Reports at the District Level 
 
 
 
 

1. When you receive the District MED report it will be an Excel Spreadsheet 
containing 4 tabs with the major portions of your report that looks like this 
(identifying characteristics of individual Members has been intentionally 
altered): 

 

 
 
 
 

2. Once you have received the report MAKE A COPY OF THE FILE FOR 
SAFEKEEPING in the event of an error. 

 
 
 

3. Now we will begin processing the report for the individual Chapters. 
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4. Open a new spreadsheet using the ”New” selection under “File” in the 

menu bar. 
 

 
 
 

 
5. Go back to the MED report by clicking on the appropriate icon on the task 

bar  

 
 
 

or by using the “Window” selection tool in the menu bar. 
 
 

 
 

This is how you will navigate between files. 
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6. Click on the cell that contains the word “Chapter”, then use the SCROLL 

BARS to move the sheet so you can get to the last entry in the “Term” 
column. Now hold down the “Shift” key and click on that last entry in the 
“Term” column. Everything on the spreadsheet (except some column 
headers) should be highlighted. 

 

 
 
 

 
7. In the menu bar select “Data”, “Filter”, “Auto-Filter”. 
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8. The spreadsheet will now have small drop down buttons at the top of each 

column: 
 

 
 
 

 
9. Click on the drop down selection button in the “Chapter” column and 

select the first Chapter (Chapter IL-A2 in this example).  
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10. You’ll notice all of the other data gets hidden from view. 

 

 
 
 

 
11. Click on the first ROW fo the spreadsheet (Row 1), then use the SCROLL 

BARS (if needed) to move the sheet so you can get to the last ROW of 
data. Now hold down the “Shift” key and click on that last ROW of data 
(Row 9 in this example). Everything with data on the spreadsheet should 
be highlighted. 

 

 

 5



 
 

12. Right click in the highlighted area and select “Copy”. 
 

 
 
 

 
13. Click on the new file you opened in Step 4 by clicking on the appropriate 

icon on the task bar 
 

 
 
 

or by using the “Window” selection tool in the menu bar. 
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14. Click on cell A-1 
 

 
 
 

 
15. Right click and select “Paste”.  

 

 
 
 

 
16. The data from the MED Report will now appear in your “new” file. 
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17. Next, double click on the “Sheet 1” tab to highlight the tab name (Sheet 1). 

 

 
 
 
 

18. Type in a new tab name – I suggest using the same tab names from the 
District MED Report for consistency, and press “Enter”. 
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19. Before we go any further, let’s save the “new” file. Select “File”, “Save as” 
 

 
 
 

20. Select the location you’ll save the file in (“Desktop” in this example) and 
give the file a new name (“IL-A2 MED Report 11-07” in this example) and 
click on the “Save” button. 
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21. Repeat Step 9 through Step 18 for the Expiring Members, New Prospects 
and Unassigned ZIP Codes. Create new sheets as need in your 
spreadsheet and remember – SAVE OFTEN !!! 

 
22. Once you’ve completed the 4 sheets for a Chapter, close the Chapter file 

and open a new file for the next Chapter. Then go through steps XXX 
through XXX for the new Chapter. Continue the process until you have 
created a file for each Chapter in your District. 

 
23. The last step is to send each Chapter their Report. 
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