Options: How to use the Mail Merge Feature
· Overview:

After collecting your students’ choices, and either before or after creating your options pattern … you may find it useful to send letters out to all the parents and students detailing their choices (and optionally, whether those choices have been satisfied).

To give you maximum flexibility over the format and content of such a letter, we do this using the “Mail Merge” feature available in Microsoft Word and in other word-processors.

· How to do it:

There are 2 steps:

	Step
	Description

	Step 1:
Export the Mail-Merge data-file from Options
	Go to “Export ( Mail Merge File”.

This creates a file “C:\OPTwin\Export\Mail_Merge.txt” [if the program is installed at C:\OPTwin] which you will use in step 2

	Step 2: Import it into your Word-processor Document
	Write a letter with “placeholders” (see below) and import the file created in Step 1 into your letter to fill-in the “placeholders”.

The exact way of doing this depends on your word processor ... but as examples, the methods for various versions of Word are described below.


· Examples of Step 2 for different word processors:
>
Modern versions of Word, after 2007:

1.
Go to “Mailings ( Start Mail Merge”.

2.
Select “Step-by-Step Mail Merge Wizard” and follow the steps thereafter:


Starting Document: select the file you created in Options

Select Recipients: the people you wish to send it to
Write your letter: create your letter, suing “Insert Merge field” to bring-in the data from Options.
3.
“Preview” then “Complete”.
>
Word 2007:

1.
Write your letter in Word 2007, using the following ‘placeholders’ for the information you wish to import from Options:


CLASS  is the student’s class/form


SURNAME  is the student’s last name


FORENAME  is the student’s first name


UPN  is the student’s unique pupil number


SEX  is the student’s sex (M, F or -)


HESHE  is “he” or “she” depending on the student’s sex (or “they” if sex not recorded)


HIMHER  is “him” or “her” depending on the student’s sex (or “them” if sex not recorded)


HISHER  is “his” or “her” depending on the student’s sex (or “their” if sex not recorded)


CHOICE1  is the student’s first choice


CHOICE2  is the student’s second choice


etc


PLACED1  is “Yes” if the student’s first choice has been satisfied (else “No”)


PLACED2  is “Yes” if the student’s 2nd choice has been satisfied (else “No”)


etc


INBLOCK1  is the block containing the student’s first choice (or “none” if the choice is not satisfied)


INBLOCK2  is the block containing the student’s 2nd choice (or “none” if the choice is not satisfied)


etc


BLABEL1  is the label for the first Block (eg; “A”)


BLABEL2  is the label for the 2nd Block (eg; “B”)


etc


GROUP1-1  is the subject in Block 1, Group 1


GROUP1-2  is the subject in Block 1, Group 2


etc


GROUP4-1  is the subject in Block 4, Group 1


Etc


(Note: these “GROUP” fields are the same for each student record – the other fields are student-specific and so vary for each student).



Note: An example document is attached as page 3. 
3.
Go to “Mailings ( Select Recipients ( From existing list”.   Scroll to “C:\OPTwin\Export” and open the file “Mail_Merge.txt”.

4.
Double-click on your “placeholder” for FORENAME, then click on “Insert Merge Field” and select FORENAME.  Similarly for each of the fields you have used in your letter.

5.
When the letter is complete, click on “Finish & Merge ( Edit individual documents”.


(Note that the students will appear in the mail-merged letter in the same order you would expect within Options – ie: by class, and within the class, as sorted on the Students Screen).

>
Word 2000:

1.
In Word 2000, go to “Tools ( Mail merge”.


You are presented with 3 steps:

2.
Step 1.   Main document: Create.

Click here and type your letter (an example document is attached as page 3).

3.
Step 2.   Data Source: Get data


Click here, scroll to “C:\OPTwin\Export” and open the file “Mail_Merge.txt”.


An extra button “Insert merge field” now appears at the top of the screen – click on this and insert the options data you want in your letter, from the choices CLASS, FORENAME, SURNAME, etc (see above for what each of these means).

4.
Step 3.   Merge the data with the document


Click here to complete your merged letters.

>
Other word-processors (or other versions of Word):

Enter “mail merge” in the word-processor’s Help files.

This is an example of a letter you can mail merge with your data from Options, to create a letter for each student.  To create the merged letters, follow the Mail Merge procedure for your word-processor (eg: Microsoft Word).  The ‘placeholders’ where you need to ‘insert merge fields’ are shown here in blue.

For more details about the possible ‘placeholders’ see above or see the HelpScreens in Options.

For further instructions on how to use your word-processor to Mail Merge, look in its help-files, and/or type ‘mail merge’ into our knowledgebase.   

To: the Parent or Guardian of  FORENAME  SURNAME   form: CLASS
(Parents’ Address here if being posted)

Today’s Date here

Dear Parent or Guardian,


Options Choices
FORENAME has made the following choices for HISHER optional subjects in Year 10:


Choice
Placed ?
in Block

1.
CHOICE1
PLACED1
INBLOCK1
2.
CHOICE2
PLACED2
INBLOCK2
3.
CHOICE3
PLACED3
INBLOCK3
4.
CHOICE4
PLACED4
INBLOCK4
If FORENAME wishes to change any of HISHER choices at this stage, then please note that HESHE can only move to a subject from the same block as HISHER existing choice, if there is space for HIMHER:

	Block BLABEL1
	Block BLABEL2
	Block BLABEL3
	Block BLABEL4

	GROUP1-1
	GROUP2-1
	GROUP3-1
	GROUP4-1

	GROUP1-2
	GROUP2-2
	GROUP3-2
	GROUP4-2

	GROUP1-3
	GROUP2-3
	GROUP3-3
	GROUP4-3

	Etc for all blocks & groups
	
	
	


Add your text here (eg. please sign and return).

Yours sincerely,

Headteacher
www.timetabler.com
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