11.6 Standard Letters — Mail Merge

VET > Reports > Standard Letters — Mail Merge

Note: this folder consists of two reports in Western Australia and an extra two in the Northern
Territory.

These reports enable the school to produce export files into MS Word.
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11.6.1 Students and Placements

VET > Reports > Standard Letters — Mail Merge > Students and Placements

Note: this functionality can only be used if placement for selected students has been completed.

YET - Reports

1 Qualfication Reparting ;I [T ES:;“Etem
(3 Competency Reporting [Subset of 11 VET Students El @|
(O Student Reporting terge Data File Folder terge File Name
(1 Employer Reporting |C:\KEYS\INTEGHIS\DutBox o, ISW’LAGF!EE.CSV
3 Standard Letters - Mail Merge Corespondence Type
@] 5tudents and Placements | Student \Work Placement Agreement =l
D Employers and Placements Carrespondence Mate Recaorded
] Completed Certificates |Student whork. Flacement Agreement ¥ Record Camespondence
0 Statement of Attainment Inchude Flacements that start between |-|5 FEE 2005 | and ISD WO 2005 |
1 RTOReporting
(1 VET Exports 38 Fields |11 Students |
O Submitting Autharity B eparting I Reference Mumber <] ¥ saveFislds
(3 Industy drea Reporting ¥ Sumame Select the fields to be included in the merge data.
W First Mame
[ Prefemed Name Clicking the 'Save Fields' check-box will save the
- Second Name selected fields against the corespondence type so
™ Initials that you do not need to re-zelect them the next
W Date of Birth time pou wizh to create & merge data file.
W Studert fge
[~ Gender The 'Save Figlds' option iz not available when
™ Indigenous Status wirking with an unspecified corespondence tupe.
Studert Address 1
[ Studen ess Emplayer and placemeant data will be blank if wou
™ Studert Address 2
o not enter placement start and end dates.
hd [T Student Address 3 LI d l el &
lI . = rudou b ddo oA

e Use the Find Student tool to select student(s) whose data you will use in mail merging. Their
names and the number selected will be displayed in the Students tab pane at the bottom of the
window.

e Click the Students tab to view the list of students, as shown below.

2 Fields 13 Students ]

Print I

LCancel |

Surnarne Firzt Marne Year Group | Form
Haidoo Ezzlyn 12 12M HEc2
Smith Licrel 12 120 HE:2
Lennan Jack 12 12 HE:2
Barmes Elizabeth 12 12 HE:2
B arlow Jessica 12 12M HEc2
Coster James 12 12M HEc2
Kelzey Sara 12 12M HEc2
Dale Darien 12 12M HEc2
Gani Aldi 12 12h HECZ
b artelli Kylie 12 121 At
Mires Ernma 12 T2L A
Saszela-Otley Ay 12 121 A

[ ]
[ ]
shown below.

Click the spyglass on the right of the Merge Data File Folder field.
Locate and select a folder in which to save the file of student data to be used in mail merging,
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Select a folder

Falders
CAREYSAMTEGRIS OB ox

= Ch =

3 KEYS J
&3 INTEGRIS
&5 hiERm
[ -]
Drives

ER =l
Select | Cancel |

e Click Select. The folder path is displayed in the Merge Data File Folder field.

¢ Inthe Correspondence Type field, select a correspondence type or leave it ‘unspecified’. If a
type is specified, default mail merge fields will be selected. You will be able to add/remove
fields in the default list and save the selection for the correspondence type. The next time you
create a mail merge file with the same correspondence type, the fields will be selected by
default.

e A default merge file name is displayed. Edit the file name if required.

e Tick Record Correspondence if you wish to record today’s date and the Correspondence Note in
each of the selected students’ Correspondence Log. To make a different correspondence note in
students’ records, edit the text. Up to 100 characters can be entered.

e Enter the dates between which the placements occurred. The report will select all the placement
records that fall on or between the dates entered.

e In the Fields tab pane at the bottom of the window, tick the checkboxes against all fields to be
included in the mail merge file

e Click Print, and you will see a message similar to that below.

Merge Data File x|

\]:.) The merge data file has been created For 6 Students, and an entry recorded in the correspondence log for each
student,

e Click OK. The file is created in CSV (comma separated values) format and saved in the Merge
Data File Folder. The first record in the file will be a description of each field extracted. This
file can form the data source for a Word mail merge document.
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11.6.2 Employers and Placements

VET > Reports > Standard Letters — Mail Merge > Employers and Placements

YET - Reports

[ Qudlification Reporting ;I _Ejé?;“etem
(O Compstency Reparting |Subset of 3 Employers |
[ Student Reporting terge Data File Folder Merge File Name
[0 Emplover Reporting | CAREYSAINTEGRISOutB ox (o} |EMPSTAHT.CSV
=3 Standard Letters - Mail Merge Canespondence Type
D Students and Placements |Em|3|0_l,ler Placement Start Letter ;I
wers and Placements Conespondence Mote Becorded
D Completed Certificates |Emp|o_l,ler Placement Start Letter ¥ Record Comespondence
[ Statement of Attainment Include Flacements that start between I I
14 FEB 2005 | [#%|and |31 OCT 2005 [#5
3 RTOReporting !I !I
1 WET Exporte 10 Fields |3 Employers |
O Submitting Autharity I-:leportmg ¥ Employer Mame 2| [ SaveFields
(3 Industry Area Reporting [T Emploper AddressT Select the figlds to be included in the merge data.
™ Employer &ddress2
™ Emplayer Suburh Clicking the 'Save Field:' check-box will zave the
[ Emplaoper Posteode selected fields against the comezpondence type sc
™ Emplayer Telephone that vou dao not need ta re-zelect them the nest
™ Emplayer Fax time pou wizh bo create a merge data file.
I~ Emplayer Email
™ Emplaper Weh Site The 'Save Fields' option is not available when
[~ Emplayer Contact working with an unspecified comespondence wpe.
W Pl b Address]
E PI:E:m:Et Add::z; Employer and placement data will be blank if you
vI W Flacement Suburh . da riot enter placerent start and end dates.
ﬂ ¥ | e | WY S Y T

FErint | LCancel |

e Use the Find Employer tool to select employer(s) whose data you will use in mail
merging. Their names and the number selected will be displayed in the Employers tab pane at
the bottom of the window.

e Click the Employers tab to view the list of students, as shown below.

10Fields 9 Emplopers |

Marne

Circles for Mails

Clancys Fish Pub

DER Electrical Contractors
Dale Baker

Suburb Active
{ Booragoon YES
Fremantle EYES
i Queenz Park YES
Uillettan VES

o Click the spyglass on the right of the Merge Data File Folder field.
e Locate and select a folder in which to save the file of employer data to be used in mail merging,

like below.

Select a folder

Falders
CARETSMMNTEGRISSOWE ox

S CA
23 KEYS
23 INTEGRIS
&

Drives

== NI}

Select |
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Click Select. The folder path is displayed in the Merge Data File Folder field.

In the Correspondence Type field, select a correspondence type or leave it ‘unspecified’. If a
type is specified, default mail merge fields will be selected. You will be able to add/remove
fields in the default list and save the selection for the correspondence type. The next time you
create a mail merge file with the same correspondence type, the fields will be selected by
default.

A default merge file name is displayed.

Edit the file name if required.

Tick Record Correspondence if you wish to record today’s date and the Correspondence Note in
each of the selected employers’ Correspondence Log. To make a different correspondence note
in employers’ records, edit the text. Up to 100 characters can be entered.

Enter the date range for the data to be selected for mail merging. The report will select all
placement records where the placement dates fall on or between the dates entered.

In the Fields tab pane at the bottom of the window, tick the checkboxes against all fields to be
included in the mail merge file.

If you have selected a correspondence type and you wish to save the selected fields for that type,
click the Save Fields checkbox. If you have not selected a correspondence type, the Save
Fields checkbox will not be active.

Click Print, and you will see a message similar to that below.

Merge Data File x|

1 of the 4 selected Employvers do not have a Student on placement and have been ignored,
The Merge Data file has been created For 3 Employers, and an entry recorded in the Correspondence log.
The ignored Employvers are highlighted in the Emplayer list.

Click OK. The file is created in CSV (comma separated values) format and saved in the folder
selected in the Merge Data File Folder. The first record in the file will be a description of each
field extracted. This file can form the data source for a Word mail merge document.

© RM Asia-Pacific Pty Ltd 1998-2007 11-33 RM VET Manual 1.6 v3.7.doc 29/05/07



FACT SHEET A

Department of

Merging Integris Export CSV File it

and Training

into Microsoft Word

INTRODUCTION

A CSV (Comma Separated Value) export file can be created from data contained in Integris. This data
can then be used to create letters or other documents such as address labels in Microsoft Word.

1. Create and save a CSV export file to be used as the data source for the mail merge.
(Note: Refer to Fact Sheet - Creating a CSV Export File for Mail Merge for instructions.)

2. Open Microsoft Word and set up the body of the letter as required. If you have previously
created and saved a mail merge template using this method, the existing document can be

used.

File Edit Wiew Insert Format | Tools Tgie_ﬂ\ndnw Help Aljnlge PDF  Acrobat Comments
W) 7 I:_I'] ﬁ é E‘ 35/ y Speliing and Grammar... F7 E @ == ml
Final Showing Markup * Show = | Language k %

word Count...
L 3-!-2‘!‘1‘\‘5‘\‘1 Y R TR P

Speech

Lett d Maili D i i
i etters and Mailings ﬁ Mail Merge Wizard. ..
il e Showe Mail Merge Toolbar
i Customize. .. =1 Envelopes and Labels. ..

Gplions. .. Letter Wizard, ..

m M
4@ Mail Merge - X
Select document type
What type of document are vou
o >
E-mail messages
Ervelopes
3. Tools >Letters and Mailings >Mail Merge Wizard Labels
Directory

Located in the MS Word menu bar.

Letters

Send letters ko a group of people.
‘ou can personalize the letter that
sach person receives,

4, Select document type >Letters from the Mail Merge
Wizard side pane.

5. On the Mail Merge Wizard side pane Click Step 1of 6 Next:
Starting document to continue.

Click Mext ko continue,
Step 1 of 6

Mexk: Starting docu
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10.

11.

On the Mail Merge Wizard side pane Click Step 2 of 6 Next: Select recipients to continue.

Step Z of B
g Mext: Select recipients
4 Previous: select document bype

Choose Use an existing list. Then click on “Browse”to locate the Integris CSV file.
(Previously created CSV file as per Step 1 of this document.)

Select recipients
< * Use an existing list

Ok, contacks
Twpe a new lisk

Use an existing list

Use names and addresses from a
file or a database.

Erowse...

In the Mail Merge Recipients window click Select All then click OK.

e —
Mail Merge Recipients

sppToptiate column heading, To narrow down the recipients displayed by a
speclflc crltar\a such as by city, click the arrow next to the column heading, Use the check boxes ar
buttons ta add or remove recipients From the mail merge.

List of recipients:
[+t [ vl m] v mtomar 200z [ ml =l Aston | ¥ Justin | v 4
1076 1 19 MAY 2002 M Carmichal...  Dante
77 1 25 APR 2002 F Cheow Kristen
1078 1 15 FEE 2002 M Coaper Henry
1080 1 3 APR 2002 M Flanders Rodd
1073 1 3 APR 2002 " Flanders Todd
1081 1 20 MAR 2002 5 Gibson Qlivia
1082 1 12 APR 2002 F Higgins Missy
1083 1 24 FEB 2002 F Hunter Katie
1054 1 12 APR 2002 E: Judd Reba
1085 1 15 APR 2002 M Mewhey Brent
1088 1 17 FEE 2002 " Rooney Wichael
1 = MAR PON7 F hthite Malk: by
g/mn\ =
—~~
< Select all | )Clear Al ‘ Refresh |
\gmd.../'/ g | wddaee | oK
—_—

On the Mail Merge Wizard side pane Click Step 3 of 6 Next: Write your letter.

Step 3 of 6

Tenck: Write your letker

Place the cursor in the Word document where the first merge field is to be placed.

In the Mail Merge Wizard side pane select “More Items”.

@ Mail Merge v X

Write your letter

If vwou have not already done so,
write vour letker now,

To add recipient information to
wour letter, click a location in the
docurnent, and then click one of
the items below,

|E'] Address block. ..
D Greeting line. ..

* Electronic postage. ..

= More items. .
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12.

13.

14.

15.

= The Insert Merge Field window will display which includes the merge fields
generated by Integris.

Inserkt:
™ Address Fields

Fields

FirstMame
Surname
LegalSurname
DioB

Form
Teacherl
TeacherZ
Year
Reference
StuGender
Prewsch
EntryDate
Desksch
Leavebate
ReasonFaorleaving
Boarder

+ Database Fields

BoarderType
Makch Figlds. .. Cancel

|

Click on the merge field required then click Insert. Repeat for all merge fields required.

On the Mail Merge Wizard side pane Step 4 of 6 click Next: Preview your letters.

Step 4
g \Jexk: Presiew yvour letkers

On the Mail Merge Wizard side pane Step 5 of 6 click Next: Complete the merge. Click
on Print or go back to Edit individual letters.

Merge
B3 Prit...
& Edit individual letters. ..

Mail Merge Wizard Step 6 of 6 allows you to go back and preview your mail merge

document.

Step B of B

a Previous; Preview your lethers
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