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RWPXX01 with Access 

How can I quickly generate mailing labels (or file folder labels) for 
students in two different programs? 
 
• Import the CSV file into Access and create a simple query that includes the fields you 

will need for both kinds of labels you need, and criteria for the program codes for the two 
curricula you’re interested in (in this case M11MA67 and M11MA29). 

 
 

• Running the query displays the result set of students in those two programs, including 
only the fields that you placed in your query.  
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• Save and name the query (in this case qryLabels).  

 
 

• Create a new report and select the Label Wizard based on qryLabels. 

 
 

• Choose Avery label 5160 for mailing labels. Follow the rest of the steps in the Label 
Wizard to create the new labels. The last screen allows you to create the layout for your 
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labels using the fields in your query. 

 
 

• The finished version of your mailing labels, ready to be printed. 
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RWPXX01 with Excel 

How many Title IV Recipients do we have? 
 
• Menu items Data > Filter > Autofilter puts the sheet into Filter mode. Only one column 

needs to have a simple filter applied in order to find this dataset.  

 
 
• Filter on the “Y” values in TITLEIV_RECEP (column CV). This provides the result set 

you’re seeking.  
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How many full-time aid recipients do we have in the fall term? 
 

• Menu items Data > Filter > Autofilter puts the sheet into Filter mode. Two columns will 
need to have custom filters applied in order to find this particular dataset. 

| 
 

• First, you’ll apply a Custom Filter to the TOTAL_AID_PAID field (column BP) and 
specify that only records that contain a value greater than zero should be included in the 
record set. 
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• Next, you’ll apply an additional Custom Filter to the FIN_FALL_HOURS field (column 

CI), and specify that only records that contain a value greater than 11.99 in that field are 
be included in the record set. Applying Custom filters to these two fields will yield the 
result set you’re looking for.  
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How many students in three separate curricula received aid in the 
fall term? 
Because this question requires three separate criteria in one of the fields, we’ll need to use an 
Advanced Filter.  

 
• Click into cell A1. Use menu Insert > Rows to insert five additional rows at the top of 

the sheet, which will be used to establish the specific criteria for each field we’ll need to 
filter on: 

o TOTAL_AID_PAID (column BP):   >0 
o PRIMARY_CURR  (column CG):    M11MA29, M11MA18, M11MA44 
o FIN_FALL_HOURS (column CI):   >0 

 
• The first row is for the field names, the next three are for the criteria, plus a blank row to 

separate the filter information from rest of the data. 
 

 
 

• Copy and paste the Field names exactly as they appear in the extract into the top row, 
with the criteria value for each field below it. 
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• Your sheet will look like the following screenshot. Note that each value listed in the 
Curricula field value has matching criteria in the other fields.  

 
 



• Click your mouse cursor into one of the cells in the data set. Then from the menu select 
Data > Filter > Advanced Filter. 

 
 

• The entire data set will be selected, and the Advanced Filter dialog box will appear.  

 
 

• Click your cursor into the Criteria Range box, then scroll vertically up to the top of the 
sheet and select the range of cells that include your filter criteria (cells A1-C2, in this 
case). This information will fill in to the Criteria Range field in the dialog box. This step 
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may take a little practice! 

 
 

• Click OK, and your filtered dataset will appear.   
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How many students, grouped by city, received financial aid? 
This question can easily be answered, and reported, by using a PivotTable in Excel. 
 
 

• Click your cursor anywhere into the data set. Select menu items Data > PivotTable and 
PivotChart Report. 

 
 

• In the PivotTable wizard layout screen, you’ll select the ID field as your data field (which 
is used as a “counter” for each record) and the City field, which will supply the grouping 
for each row, in this particular PivotTable.  
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• The finished PivotTable is shown below (I’ve hidden a few rows so the whole thing, 
including the total at the bottom, could be displayed). In the screenshot at left, the data is 
displayed alphabetically by city. In the shot at right, I’ve simply resorted it in descending 
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order from most students to least.  
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