How to Mail Merge in Word & Publisher

Note: This guide provides instructions for using Excel 2010. If you have an older system,
please see the Excel 2007 guide.

Mail merging data from MiSiS into monthly newsletters, attendance warning letters or
certificates can be a great time saver and help you reach a large group of students efficiently.
All you need to do is create a document in Word or Publisher and download data into Excel to
create personalized documents for all of your students and parents. If you need help
downloading data, please refer to the “How to Download Data from MiSiS” guide.

Mail merge in Word (letters, notices, certificates, etc.):
1. Create a letter in Word or use one of the program form letters on the toolkit.
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Dear Parents/Guardians of <<STUDENT NAME>>:

You are receiving this letter because your child has acerued excessive excused and/or unexcused
absences.

The LAUSD goal for all students is maintaining a Proficient/Advanced attendance rate, which means 7 or
less absences throughout the entire school year. Achieving Proficient/Ad d attend. is directly
tied to student achievement. As of this week, your child is NOT meeting the 96% attendance goal and
has already accumulated more than 7 absences, putting him/her at serious risk if falling behind.

Far Below Basic Below Basic Basic Proficient A Advanced
96-99% 100%
[ 1-7absences 0 absences
.
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A review of our records shows that your child:

¢ Has an attendance rate of <<PERCENT>>%.
+ Has accumulated <<# OF DAYS>> absences.

All students are expected to attend school every day, on time. California's compulsory education law
(EC 48200) requires each person between 6 and 18 years of age to attend public, full-time day school
and requires their parents or guardians to send them there, unless legally exempt. According to |

2. Edit/update the information on the letter such as date, AIC name and contact number.
Save the letter after making the changes.

3. Next, click on the Mailings menu at the top of the page.
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4. Click on the Start Mail Merge icon. On the dropdown pome et Pt e | i
menu, click on Step by Step Mail Merge Wizard. & =) B
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5. The Mail Merge guide will pop up on the right hand side of your
screen.

6. Atthe bottom of the menu, you will see which step you are on.
Step 1: Select document type. Letters is already selected for
you. Click on the blue highlighted Next: Starting document.

7. Step 2: Select starting document. Use the current document is
already selected. Go to the bottom and click on the blue
highlighted Next: Select recipients.

Attendance Improvement Program, 2016

Letters

E-mail Messages

Envelopes... S:

Labels...
Directory

Mormal Word Document

Step by Step Mail Merge Wizard...

Dear Pz

Mail Merge -

Select document type
What type of document are you
working on?

@ Letters
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8. Step 3: Select recipients. In this step, you will use the data you
downloaded from MiSiS and formatted in Excel to be merged into

your letters.

9.

your letter. Select the document name and click the Open button.

Click on the blue highlighted Browse link. A window titled Select
Data Source will open. Find the Excel document with the data for

Mail Merge v x
Select recipients

(@ Use an existing list

(©) Select from Outlock contacts

©) Type anew list

Use an existing list

Use names and addresses from a
file g ——y,

= srowse...

& Edit recpient sl
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F Next: Write your letter

4 Previous: Starting document
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10. The next window titled Select Table
will open. Select the name of the sheet
you created in Excel for this letter.
After you click on the name, it will be
highlighted in blue. Then click the OK
button.

11. The next window titled Mail Merge
Recipients will open. Here you can
check to make sure you opened the
correct list. You can also sort the data
here if you did not already in Excel. For
example, do you want the letters to be
printed in alphabetical order? Sort by
name. Do you want the letters to be
printed by classroom? Sort by room.
When you are done, click OK.
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This is the list of recipients that will be used in your mergagfse the options below to add g ehange your list. Use the
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12. Under Use existing list, you will now see the name of your list of
students and data. (If you ever need to select a different list, you
can click on the blue highlighted Select a different list.)

13. Now that you have selected your data for the letters, click on the blue highlighted Next:

Write your letter at the bottom of the guide.

U Use an existing list

Currently, your redpients are,
selected from:

[8+ abs$] in "L16th letters 9-23.x15™
[ Select a different list...

& Edit recipient list...

14. Step 4: Write your letter allows you to enter the data you want to merge into your
letter. You will click or highlight on your letter where you want to insert some data.
Then you will go to the right hand menu and click on the blue highlighted More Items.
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Dear Parents/Guardians (@

Far Below Basic

less than 87%

Below Basic

87-91%

Pupil Services

ATTENDANCE IMPROVEMENT PROGRAM

absences.

92-95%

September 23,2014

You are receiving this letter because your child has accrued excessive excused and/or unexcused

The LAUSD goal for all students is maintaining a Proficient/Advanced attendance rate, which means 7 or
less absences throughout the entire school year. Achieving Proficient/Advanced attendance is directly
tied to student achievement. As of this week, your child is NOT meeting the 96% attendance goal and
has already accumulated more than 7 absences, putting him/her at serious risk of falling behind.

Proficient

I\ Advanced |

25 ormorcabsences | 15-24

absences 8-14 absences

96-99%

100%

Page:10f2 | Words: 2/591 | <5 English (U.S) |

" A review of nur recards shows that vour child:

15. A window will pop up titled Insert Merge Field. The list of
fields shown matches the column headings in your Excel list of
students. Click on the data you want entered into that area of
the letter. After it is highlighted in blue, click the Insert
button. After the field is inserted, the Cancel button changes
to Close. Click on the Close button and you will see your field

inserted into the letter.
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Dear Parents/Guafians of kname»:

You are receiving this letter because your child has accrued |

Pupil Services

absences.
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Write your letter

If you have notalready done so,
write your letter now.

To add redpient information to
your letter, dlick a location in the
document, and then dick ane of
the items below.

2 Address block...

& Greeting line...

dlick Next. Then you
can preview and personalize each
redpient’s letter.

your letter”
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@ Previous: Select recpients
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Insert Merge Field

=

Insert:

Fields:

grade
room
tardies
ex

unex

| [undl

fdabs
partdays
present
possibledays
percentage

() Address Fields

(@ Database Fields

Match Fields... l [

Insert ][ Cancel I




16. Now you can repeat the previous step to insert data fields into all areas of your letter.

September 23,2014
Dear Parents/Guardians of xname»:

You are receiving this letter because your child has accrued excessive excused and/or unexcused
absences.

The LAUSD goal for all students is maintaining a Proficient/Advanced attendance rate, which means 7 or
less absences throughout the entire school year. Achieving Proficient/Advanced attendance is directly
tied to student achievement. As of this week, your child is NOT meeting the 96% attendance goal and
has already accumulated more than 7 absences, putting him/her at serious risk of falling behind.

Far Below Basic Below Basic Proficient [T Advanced
less than 87% 87-91% 92-95% 96-99% 100%
[ 25ormorcabsences | 15-2dabsences | 8-liabsences | i-Tabsences 0 absences
% More likely to achieve at
| grade leveland graduate
A review of our records shows that your child: /

* Has an attendance rate of {=«percentage»*100\#0.00%}. ’

+ Has accumulated «fdabs» absences.

All students are expected to attend school every day, on time. California's compulsory education law

| €% Fralishnisy |

17. When inserting the attendance percentage in mail merge, the numbers sometimes

come out with too many decimal places. Use these steps to correct that problem.

a. To control percentage formatting in Word that displays like 0.83333333333%:

1.

v AW

Highlight your mergefield, which will look something like «Percent»
Press Ctrl-F9 to wrap another field around it like this { «Percent» }
Edit the field so that you get {=«Percent»*100\#0.00%}

Position the cursor anywhere in this field and press F9 to update it
Your percentage should now display as 83.33%

b. If the percentage displays like 83.3333333333333%, then input this formula:

1.

e wnN

Highlight your mergefield, which will look something like «Percent»
Press Ctrl-F9 to wrap another field around it, thus { «Percent» }
Edit the field so that you get {=«Percent» \#0.00%}

Position the cursor anywhere in this field and press F9 to update it
Your percentage should now display as 83.33%

Note: The precision of the displayed value is controlled by the ‘0.00.” You can use
anything from ‘0’ to ‘0.000000000000000.’
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18. Step 5: Preview your letters. Here you can see what your
letters will look like when printed. Click on the arrows next
to Recipient: and you can scroll through a few individual
letters to check for any spacing or formatting issues. After
you are satisfied with the look of your letters, go to the

bottom and click on the blue highlighted Next: Complete the

merge.

a. Incase you don’t want to print letters for all the

students in your list, the blue highlighted Edit recipient

list will allow you to select which students’ letters you

want to print.

19. Step 6: Complete the merge. Now it is time to print your

letters. Click on the blue highlighted Print.

20. A window will pop up titled Merge to Printer. It gives the
option of printing all records, current record or a specific
range. Leave it on the default of All and then click the OK

el

button.

Merge to Printer ZH )

5:
Frint records
_ 5¢
@an
) Current record
en (@) From: To: end:

21. Next the Print window will open. Make
sure the correct printer is in the Name
box and the correct settings are
selected under Properties (color,
printing on both sides, etc).

22. Click the OK button and you will soon
have your mail merged letters.
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Preview your letters

One of the merged lettersis
previewed here. To preview
another letter, cick one of the
following:
Recipient: 1 Ve

423 Find a recipient...
Make changes

You can also change your
recivient list:

& Edit recipient list...

Exclude this redpient

When you have finished
previewing your letters, cick
Next. Then you can print the
merged letters or edit individual
letters to add personal comments.
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-
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-
E = 120% () v (+)
| Mail Merge - %

-
Complete the merge

Mail Merge is ready to produce
your letters.

To personalize your letters, dick
“Edit Individual Letters. " This wil
open a new document with your
merged letters, To make changes

to all the letters, switch back tg
the original document.
Merge

25 Print...
&Y Editindividual letters...

=
.| Step6ofe
O 4@ Previous: Preview your letters
5
Z = 120% (-) y; ()
uuuuuuuuu N L R J—
Wiite & Insert Filds Preview Results Finish
_J Print X
i | Printer
o e [ B reoecmsenes E
o) | Stetus: e Fing Printer...
35| Type:  HP Deskjet6980 series
21) | Where:  USBOOS [Cprint to fle
Comment: [ Manual duplex
an|
Page range Copies
thi| @& Number of copies: |1 =
Current page Selection
4 @ Pages: Collate
Type page numbers and/or page
g ranges separated by commas counting
L from the start of the document or the
a5 section. For example, type 1, 3, 512

| (o |

or plsl, pis2, pls3-pes3

Printwhat: |Decument

* Hasaccumulated 8 absences.

Zoom

Pt [Wpeorrage 2] Peoespersheet | 1pace [

Scale to paper size: | No Sealing




Mail merge in Publisher (certificates, postcards, tickets, etc.):
*The steps in this guide use the example of a certificate, but any type of Publisher document can be used.
1. Create a certificate in Publisher or use one of the program forms on the toolkit.

31 Sample Monthly Parent Certificate FINAL (Read-Only) = Microsoft Publ

e i
¥ T/ EEED
B U x, % A AV Syles | Draw Picture Table Shapes
- - - Text Box e -
Fore [— styes opjeds

vl B B B B B WP B B [
CEl
=
El Certificate of
= L
E Appreciation
= 0 e .
| <<|NSERT SCHOOL LOGO=>>
‘3 This certfcate is awanded o the pornens o
E <<STUDENT NAME>>
B
E ot g
— <<SCHOOL NAME>>
= i
=

2. Edit/update the information on the certificate such as dates, Principal and AIC name,
and school name and logo. Save the certificate after making the changes.

3. Next, click on the Mailings menu at the top of the page.

Bl = = — T 31 Sample Monthly Parent Certificate FINAL (Read-Only) - Microsoft Publisher
Sl \
| Mail | E-mail  select

Merge | Merge - Recipients -

\ B waitmerge Write & Insert Fields Preview Results Finish
[ step by step Mait Merge wizard., x|y Lo Bl B B B B P B B R B IR
q

f * | Mail Merge - x
4. Click on the Mail Merge icon. On the dropdown menu, How all Herge works
Use Mail Merge to sutomatically add maiing addresses or
click on Step by Step Mail Merge Wizard. i i ——
First Name Last Name Dear
5. The Mail Merge guide will pop up on the right hand
Merged Dear  Dear  Dear
publications

side of your screen. It gives an overview of How Mail

Create recipient list

Merge works. At the bottom of the menu, you will see RTINS R—————
TeT¥euncanaedmEre data to your list from other sources later.
. @) Use an existing list
which step you are on. S e o otabase it ecplent nfomatn
(©) Select from Qutiook Contacts
L Select names and addresses from an Outlook Contacts folder

©) Type anew list
Type the names and addresses of recipients

6. Step 1: Create recipient list. Use an existing list is
already selected for you. Click on the blue highlighted

Step1of3

® Mext: Create or connect to a recipient list

“ ol

Next: Create or connect to a recipient list.

@ Help with Mai Merge

=== o=
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7. A window titled Select Data Source will open. Find the Excel document you created with

8. The next window titled Select Table will open.

9.

the data for your certificate. Select the document name and click the Open button.

-
Select Data Source

I \
@[ | « Leoar(E) » DataReports SIS MyData » April

Organize *  New folder

il RecentPlaces  *  Mame
P Desktop

£ Droob (] April Att challenge prep 4.28
33 Dropbox

B8] 150th day schoolwide

(] 100% attendance as of April 24

B — ﬁ P
= [ 49 ||| search aprit ok
<
= O @ |
Date modified Type |~
4/28/2015 2:45 PM Microsoft Excel W
4/24/2015 2:06 PM Microsoft Excel 97

4/24/20151:49 PM Microsoft Excel W

4/22/2015 2:29 PM Microsoft Excel 9]

wa Libraries |51 150th day 4.22 kinder
j S::::‘E"“ ] Kinder Data April 21
o | D kinder Data April 2L
= = [E]96% a5 of April 20

] 96% a5 of April 15
1% Computer 0 B

&, Local Disk (C)

T
= Lear (E) () April letter as of 327

] MyData K 96% as of Day 141 4915

(E]116th Absences last three weeks of 2014
| ] Schoolwide 96% attendance as of 3.27.15

4/21/201510:29 AM
4/21/201510:29 AM
4/20/20151:32 PM
4/16/2015 8:32 AM
4/15/2015 3:21 PM
4/14/201511:10 AM
4/9/2015 219 PM
4/9/201511:21 AM

Microsoft Excel 9]

Microsoft Excel W

Microsoft Excel W

Microsoft Excel W

Microsoft Excel W1
Microsoft Excel W

Microsoft Excel W

Microsoft Excel W ~

-

MNew Source..

File name: 150th day 4.22 kinder

n

Teols

Select the name of the sheet you created in
Excel for this letter. After you click on the

name, it will be highlighted in blue. Then click |

the OK button.

The next window titled Mail Merge
Recipients will open. Here you can check
to make sure you opened the correct list.
You can also sort the data here if you did
not already in Excel. For example, do you
want the certificates to be printed in
alphabetical order? Sort by name. Do you
want the certificates to be printed by
classroom? Sort by room. When you are
done, click OK.
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Select Table 12 o

Name Description  Modified e ~
4/22{2015 2:29:06PM 4/2 =
'100%FiterDatabase 4f22/2015 2:29:06PM 2| |
‘IS 4/22/2015 2:29:06 PM 42
'95%&FilterDatabase 4/22/2015 2:29:06 M 4/2

2| ‘Attendance summary report-1§' 4/22/2015 2:29:06 PM 4/2
‘Attendance summary repart-1§FiterDatabace 4/22/2015 22906 FM 42
calvilo$ 4/22/2015 2:29:06PM  4/2 T
< m »

First row of data contains column headers ( Ok ’CE”CE'

il Exclude ThisRecinient

Mail Merge Recipients

Py

This s the list of recpients that will be usedin erge. Use the options below to add to or change your list, Use j
checkboxes to add or remave reciients fr merge. When your listis ready, dlick OK.
Data Source [ [name - [t + | StudentCode - [roam tardies -

150th day 4.22 kin... ARENAS 102609M020

150th day 422 kin... [ RIVERA-AGUILAR LAYLA 092509F030 [3 0 £
150th day 422 kin.. [¥ ROSAS-CAMACHO — MAXAIMUS  103108MO3L 10 0

150th day 422 kin.. [ ROSS MICKAELA  120508F046 10 2 N
150th day 422 kin... [¥ WESSEY KA LEB 1211081063 10 0

150th day 422 kin.. [¥  LINARTE LOPEZ VALERIA 022509F025 1 0

150th day 422 kin.. [¥ TORRESSANCHEZ ~ ADRIAN 052809M032 1 1

150th day 4.22 kin... [¥ BALLESTEROS ALBERT 051309M074 9 0 i
<] . ] 3

Data sources: Add to redpient lst Refine recpient list
150th day 4.22 kinder.xds - ({5 Select an existing list... 4] sort...
£ Select from Outlook Contacts.. ¥ Filter.

=2 # Find duplicates. .
il £ Eind recpient...

anew list...




10. Now Step 2: Prepare
your publication will
show in the guide on
the right hand side of
your screen. This step
allows you to enter the
data you want to merge
into your certificate.
You will click or
highlight on your
certificate where you
want to insert some

data. Then you will go to the right hand menu and click on item you want inserted into

your document.

Mail Merge - x

-

Prepare your publication

To add recipient information to ublication, drag an item

Certificate of
Appreciation

[<<STUDENT NAME>>

!

Ty

month b: February 13-1harth 9

<<SCHOOL NAME>->

| <<INSERT SCHOOL L0GO>> |

below to a location on the 4
StudentCode

>

e
(| first

(=

room
tardies
ex

unex

Preview redpient:

1 b M

] Find a redpient...

Exclude this recipient

& Edit redpient ist...

More items

—| B Picture field...
B Addressblock...
(2 creetingline..
B Address fields.

Step2of3
® Mext: Create merged publications

+| @ Previous: Create recpientist

@ Help with Mail Merge

IEEEe

() (5
-]

11. After you insert all the items you want to merge into your certificate, click on the blue
highlighted Next: Create merged publications at the bottom of the guide.

12. Step 3: Create merged publications will allow you to

preview and print your certificates.
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Mail Merge -

Create merged publications
How would you like to produce your merged publication?
B print...
Print the merged pages.
Print preview. .

LY Merge to a new publication

Create a new publication with the merged pages. You can ther
edit or print individual pages.

Add to existing publication...
Add the merged pages to the end of an existing publication.
Prepare to follow-up on this mailing
Print recpient list...
Save a shortcut to redpient ist...

Export recipient list to new file...

Step 3of3

& Previous: Prepare your publication

@ Help with Mail Merge

[Elm sz 0—U




13. Click on the blue highlighted Print Preview to review your certificates, if necessary.
EA e = . " 31 Sample Monthly Parent Certificate FINAL (Read-Only) - Microsoft Publisher (e - ]
Home  Inset  PageDesign  Mailings  Review  View Q
| save

Print m @ (1] |
[EL save s @ R
Copies of print job: ' 1 b
P! printj -
o
& Open Print
[ Close
Info Printer

|/ HP Deskjet 6930 series .
Recent =) offline

Printer Properties

Certificate of

New

Settings Appreciqfion

S| print all merge records

Save & Send N <<INSERT §CHOOL 10GO>>
ecords:
Help [ Don't print lines without records A
R options Ij AT . This certificate is awarded to the porents of:
RIVERA-AGUILAR
8 o [] e .
85x11"
In recognition for your dhild heving P erfect Sttendance for
Print One Sided month&: February 13-wharch
= only prirt on one side of the sheet M <<§CHOOL NAME>>
Composite Grayscale - <<PRINCIPAL NAME>>

Print as grayscale publication. Frindpat ZZ

Save settings with publication <<A|C NAME>>

ftendanse Improvement Couns et Date

L1} »
m % (=)

woiem | |
5/20/2015

< Hos B D

You can preview your individual certificates by clicking on the arrows underneath the certificate.

14. After reviewing your certificates, make sure the correct printer is showing under Printer
and the correct settings are selected under Printer Properties (color, printing on both
sides, etc).

15. Click the OK button and you will soon have your mail merged certificates.
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