
Online services cheat sheet: 
Log in and data extract (Generate Lists of Alumnae) 

http://alumnae.smith.edu/ 
 

TO LOG IN 
 

 
Go to the “Alumnae Directory & Email” box, pictured above, which is in the upper left of 
the AASC website. If you have never logged on to the AASC site before, you will need 
to click on “New User” and follow the instructions.  
 
If you haven’t logged on to the site after January 1, 2009, your username will be the same 
but you must enter your AV number for your password. You can choose a password after 
this first log in. 
 

 
HOW TO RUN A LIST OF ALUMNAE 

 
On the AASC home page, click on “Volunteers.” In the pull-down menu click on 
“Volunteer Connections.” (If you are already logged in, you will go directly to the page. 
If you are not logged in, there will be a log in box now.) This is the Harris Connect page; 
the AASC site is no longer visible: 
 
 
 
On the left-hand side, under “Community Services,” click on “Data Extract” and you will 
see the following: 



  
 
FIRST-TIME CLUB OFFICER DATA EXTRACT USERS 
 
“Extract Type”: Select Residence 
 
“File Type” select Comma/quote CSV 
“Delivery Method” select download 
Click on continue 
 
You will see  
 



 
 
 

 
 
Scroll down, and next to “Club Designation,” keep the “equal to” and use the drop-down 
menu next to it to choose the area for your club 



 
Click on “search” 
 
This should take you to “Your search found x records” 
 

 
 
Query name: type in the name of your query for future use. Eg: Akron, OH Club 
 
Click on “extract data” 
 
This should take you to “Your data extract is complete” 
 

 
 
Click on “download file” and you can save the excel spreadsheet on your computer. 
 
This list can now be used to do a mail merge, to print out mailing labels. 
You can sort data, delete/add columns, etc. 
Scroll down and click on “Save List” 
 
 
IF YOU HAVE USED THIS DATA EXTRACT SERVICE BEFORE, you can simply 
follow the same steps, but when you get to the “Data Extract” page,  



You will select the query named and click on “go”. This will give you an up-to-date list. 
No need to enter “search criteria” Your list was saved under the name you gave it 
 
 

 


