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2016 STATEWIDE MEDICAL AND HEALTH EXERCISE 
SURVIVOR CARDS – MAIL MERGE INSTRUCTIONS

How To Use This Document. The purpose of this document is to provide a helpful, instructional guide to using the Mail Merge feature with the Survivor Cards Excel Sheet and Microsoft Word Template. These documents, as well as other exercise tools, are available for planners at www.californiamedicalhealthexercise.com. These instructions are based off of Microsoft Word and Excel 2010. Those using older programs should refer to the resources at the end of this document for instructions on using mail merge with other versions. 

MAIL MERGE OVERVIEW
Mail merge can be used for creating many documents at once with identical formatting, layout, text, graphics, etc., and where only certain portions of each document varies.  For our purposes, mail merge will be used to create a suite of survivor cards using one excel spreadsheet rather than going through the laborious process of crafting each card individually.

Mail merge primarily consists of two files, the Primary Template and the Data Source. The Primary Template has the content that will not change from document to document, and the Data Source has the variable information (such as the survivor’s name, vitals, etc.). You will notice that in the Primary Template, prior to the mail merge, these fields are marked as grey highlighted text that correlates to the appropriate variable in the Data Source. 

For the purposes of this project, the “Primary Template” is the Survivor Cards Mail Merge Template, and the “Data Source” is the Survivor Cards Excel Table. The Excel Table contains all of the variables that will change on each card – the name, age, weight, symptoms, diagnosis, etc. The Mail Merge Template document contains the format of the Survivor Cards, as well as the “fields” where the data from the excel sheet will be entered. 

When the Primary Template and Data Source are merged, Microsoft Word replaces each merge field in the Primary Template with the data from the respective field contained in the Data Source. The end result is a third document (the product), a combination of the Primary Template and Data Source – although you can also mail merge directly to the printer; (or fax or email) – you do not need to create a merged document on screen; and you can also “preview” the mail merge without actually merging (using the ViewMergedData button).
STEP 1: ACCESS THE EXCEL TABLE AND MAKE CHANGES
The first step is to access the “Survivor Cards Excel Table” and view the current survivor profiles in the list. Use this document to make changes, deletions, or additions according to the details of the exercise. Once the survivor profiles have been finalized and entered into the Excel Table, you can begin the process of using the Mail Merge Template to create a set of auto-populated cards. 

[bookmark: _GoBack]For those who decide not to make changes to the sample survivor profiles, use the pre-populated “Survivor Cards MERGED” document. Doing so yields cards already merged and ready to print!


STEP 2: CONNECT THE MAIL MERGE TEMPLATE AND THE EXCEL TABLE
First, ensure that you have saved both the Survivor Cards Excel Table and the Mail Merge Template in an easily accessible folder on your computer. 

On a PC
When you open the Survivor Cards Mail Merge Template, Word will ask you if you would like to connect to the data source. It may first warn you that it will be connecting to data from a database on your computer (see Image below). Click “Yes” to continue. 

[image: ]

Word will then ask you to help find the Data Source for this document. Click “Find Data Source” and find the Excel Table on your computer. Please ensure that the Excel Table you connect to is the most updated version, and includes any edits or changes you have made to the Survivor Cards.
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Next, you will need to select the Table from the Excel document that you have selected as the Data Source. Click on the tab or table that you would like the mail merge template to refer to. This will most likely be the entry at the top of the list provided to you. 
[image: ]

On a Mac
After you have saved both documents to your computer, opening the Mail Merge Template on a Mac will similarly trigger a window asking if you trust the source document and would like to continue. Click “OK.” 
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A second window should appear, confirming your “Data Source” for this document. It should auto-populate with the “Survivor Card” document. Click “OK” to continue. 

       [image: ]
Now, both documents have been connected on your computer, and a window entitled “Mail Merge Manager” should have appeared somewhere on your screen: 

       [image: ]

You will use this window to add new data and complete your merge. 
STEP 3: ADDING NEW DATA
Now, your Mail Merge Template and your Data Source (the Excel Table) are officially connected. If you have added any new categories or data to these cards, you will need to add a space for them on the cards. You will also need to add the “field” to your Mail Merge Template. 

On a PC
First, go to the “Mailings” heading in Word. Then go to “Insert Merge Field.” A pre-populated list of the column headings from your Excel Table should appear. Click on the new category that you would like to add, and insert it into your template. 
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On a Mac
If you would like to add a new category or field, such as height or other medical history, click the downward-facing arrow under “3. Insert Placeholders” on the Mail Merge Manager window. You should be able to easily drag and drop one of the column headings into your template as a new “field.”
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If the “Contacts” section says “No Data (choose a data source),” then you will need to manually connect to your Excel Table first. Go to “Open Data Source” under “Get List,” under “2.Select Recipients List.” Browse for your saved Excel Table and click “open.” Your column headings should then pop up under “Contacts” in “3. Insert Placeholders.” 
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STEP 4: PREVIEWING YOUR CARDS
Before completing the merge, it is always a good idea to preview the data that you have entered, to make sure that it is being transferred correctly from the Excel Table to the Mail Merge Template. 

On a PC
Under the “Mailings” heading, click on “Preview Results.” If your documents have connected correctly, you should see the first card entry appear. 

   [image: ]

To the right of the “Preview Results” button is a space for toggling between cards. Click the right and left arrow buttons to preview entries two, three, four, and all the way up to your last card appear in the template. Once you are satisfied with your entries, you are ready to complete the merge. 

On a Mac
In the Mail Merge Manager table, go to “5. Preview Results” and click on the button marked with an “ABC” and titled “View Merged Data.” If your documents have connected correctly, you should see the first card entry appear. Toggle through the right and left arrows to preview entries two, three, four, and on to ensure that your data is appearing as it should. Now you are ready to complete the merge. 


STEP 5: COMPLETING THE MERGE AND PRODUCING YOUR CARDS
Finally, you are ready to produce your merged cards. Word can save your cards to a new document, or straight to a printer. 

On a PC
In order to ensure that any errors or issues are caught, clicking “auto check for errors” is highly recommended. This button will ask you if you would like to complete the merge and report errors as they happen. This option allows you to address issues as they come up for each entry during the merge. 
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On a Mac
On the Mail Merge Manager window, look at “6. Complete Merge.” You will see there are options for completing your merge straight to a printer or email. However, for our purposes creating a set of complete survivor cards, click “Merge to new document” to create a new document with all of your cards completed and ready for printing. 

Completed Merge
Word will create a new document, usually entitled “Letters1” or something similar, containing all of your cards. Each page or card is a new “section,” so watch out for repeating page numbers or difficulties printing select cards. Re-save this document in an easily accessible folder and you have successfully completed your 2015 Statewide Medical and Health Exercise Program Survivor Cards. 
ADDITIONAL RESOURCES
For any additional questions, concerns, or requests for support on how to use the Survivor Card Mail Merge Template or Excel Table, please contact: 

Ashley Slight
Constant & Associates, Inc. 
3655 Torrance Blvd. Ste 430
Torrance, CA 90503
(424) 320-2580
Ashley@constantassociates.com 

Or refer to these handy Mail Merge Instructions available online: 

“How to Use Mail Merge” - https://www.youtube.com/watch?v=WeG9KpmZTsQ 
Primary Templateivity Portfolio “Word Mail Merge Using Excel” - http://www.timeatlas.com/mail-merge-word-excel/ 
Support.Office.com “Mail Merge” - https://support.office.com/en-in/article/Use-mail-merge-to-create-and-print-letters-and-other-documents-f488ed5b-b849-4c11-9cff-932c49474705 
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