SMARTT Waitlist Mailing Labels —

Office 2000 process:

Start in SMARTT waitlist

o Qo to the list

o Click on
the “list
for excel”
button

Choose
from the
edit menu
“select
All”

Wait List- SMARTT Test Agency/ABE Central

Fiscal vear: 2004

Hide Menu
Edit it List {remowe names from list)
Sort on Colu Imthen Column: Imthen Column: Iﬁ
Show: [curent o [ List far Excal |
Number of wait listed candidates: 11
MName Address Phone Wait Listed Type Delivery Level Available Score Placement C
Bredford,Betty IJ_:::::SS:Em Wi 02190 617-524-4321 |11/08/2001 [ABE |Class Inter aft Eel
Potter,Harry Jlall_:;:;:tp?arin WA 02130 02/26/2003 |ABE |Class Inter A, A
Potter,Harry E‘;ifc‘z:“mn 02114 04/01/2003 |ABE |Class Begin am
Potter,Harry Eg:lrgatzsn ":‘1";02420 555-1212 04/01/2003 |ABE [Tutor Begin A, A Just born
Robles,Christian éﬁti‘ﬁ‘ﬁ?& 6174271756 |12/20/2002 |ESOL |Class Begin Eve
Smythe,Lorraine m:i{"éaﬁgﬁ; 1518 508-347-5555 |07/01/2001 |ABE |Class Advanced |AM 154 |no
Smythe, Timmy &issgkdhl?;nms,:rgfgls 01/16/2002 |ABE |Class Begin am
Smythe,Johnnie ;ilstdh;?;nmsﬁfrgfgm 506-347-9968 | 04/05/2002 |ABE |Tutor Inter amM
Smythe,Shella &issgkdhl?;nms,:rgfgls 06/23/2003 |ABE |Class advanced |AM
= 341 Main Street T | PP ey ve e | eSSty | Pev o P = I
o Now that the entire list of students is highlighted, Again from the edit menu choose “Copy”
A http: |/ fsmartt.doemass.orgf{smartt2/ pWaitListCsv - Microsoft Internet Explorer provided b =] x|
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Now you need to open up a session of Excel

@)

Place your cursor in Cell A1l
Go to the Edit menu and “Paste”

This should bring in your waitlist of students for you.
=H ' B ' v i i
Ed Microsoft Excel - Bookl

b
Now we don’t [EFile Edit View Insert Format Tools Data Window Help

need all of the DS |SRY |t ai(v- &= a8 @E 7| Al ~lI0 -8B zu == ,
G11 = = 1606
fields for the A B © D E F G H I J K L M N 0 P a —
o 1 Last First q q q Wait . . |Languag A —_
Waltllst 1 Hame Name Init  |Address1|Address2| City Zip State Phone Listed Country | Ethnicity b S.Type | Delivery | Level AM A
Black (not
of
. Lesser Jamaica 617-524- Hispanic
YouJust need 2 Bredford [Betty R Main Plain 2130 & 4321 11/8/2001 |Bahamas |Crigin) Creole ABE Class Inter Y
11 Privet Jamaica United
3 Paotter Harry Dr Plain 2130 i 24262003 |Kingdarm ABE Class Inter Y Y
the address e
1 1 1 United (not of
lnformatlon mn 123 Mass States of [Hispanic
4 Paotter Harry Ave Lexington |2420 i 555-1212 |4A172003 | America | Origin) Other ABE Tutor Begin Y Y
Columns A-H 5 [Potter _[Hamy 24T Boston  [2114  [MA 4172003 AEE [Class  |Beqin _|¥
171
Boylstan
6 Robles  [Christian |E St Aptd 4 Boston 2115 A 6. 17E+0D | ##RHHH | Colombia |Hispanic [Spanish |[ESOL Class Begin
Choose Write
United (not of
Columns I- VV Main 508-347- States of [Hispanic
7 |Smythe [Lorraine Street Fiskdale |[1518 A 5555 74172001 |America |Origin) English  |ABE Class Advanced | Y
158 Main
g | Smythe [Timmy Street Fiskdale |[1518 A 1/18/2002 ABE Class Begin Y
111 Main 505-347-
NOW that you 9 | Smythe [Johnnie |B Street Fiskdale |[1518 A 9955 44872002 ABE Tutor Inter Y
United Haweaiian
haVe these 158 Main States of |or Pacific
10 |Smythe  |Shella Street Fiskdale |1518 hA 6/23/2003 |America_|Islander  |English  |ABE Class Advanced | Y
columns ! T
. : of Chinese -
hlghllghted 341 Main Worceste S05-248- Hispanic [Cantones
11 |Tom Jones A Street r 1608 A (5=l 11/9/2001 |Armenia [Qrigin) e ESOL Class Inter Y
1314
. Kilmarnoc
GO tO the Edlt 12 [Wallace  |William |0 k Castle Gardner 1440 A 9. 79E+09 |1,/20/2004 ESOL Class Begin Y Y hd
[« 7> ]\ Sheetl ¢ Sheet2 / Sheet3 / |«] |
menu and o [ [ e
Choose
13 2
Delete

You don’t need the Middle Initial Column either
Again highlight column “C”

Go to the Edit menu and Choose “Delete”



For the Zip Code
column, you’ll notice
that it comes in with
the preceding “0”
missing. You’ll want
to change the format
for this column.

Highlight the zip code
column

The go to the format
menu, choose Cell

Working on/the/

number Tab, choose
from the category list
“Special”, then under

3 Microsoft Excel - Name and a
B File Edit View Irsert Format Tools Data Window Help

DEESSRY s 2@ ~-[_= -8 lE 7 A ~10 veRIUu|lE=E=
Fi =] =|Zip
A | B ¢ | o | E 6 [ H | v [ 9 [k [ L [ M [ N [T
| 1 |Last NameFirst NameAddress1 Address2 City Zip State —_
| 2 |Bredford  Betty Lesser Main Jamaica B 02130|MA
| 3 |Patter Harry 11 Privet Dr Jamaica Fj 02130)MA
| 4 |Patter Harry 123 Mass Ave Lexington 0242004
| § |Potter  Harry | 2435234 'Boston O2114)hA
| 6 [Robles  Christian 171 Boylst Apt# 4 Boston O2115]h1A
| 7 |Smythe |Larraine  Main Street Fiskdale 01518] A
| 8 |Smythe  Timmy 169 Main Street Fiskdale 0a18|MA
| 9 |Smythe |Johnnie 111 Main Street Fiskdale 0518|MA
|10 [Smythe  Shella 159 Main Street Fiskdale 01518 hA
11 {Tom Jones 341 Main Street Worceste O1B06 | 1A _ 2%
Wallacs  Willam 131 Kimarnock Cas Garcer || Dtadge, IRUUEIRSTID 21|
MNumber | Alignment | Fant | Barder | Patterns I Praokection |
Category: arnpl
G 5] % |
Murnber
Currency Type:
Accounting
Date Tip Code + 4
Limes Phone Number
Rercentage Social Security Mumber
Fraction
Seientific
Tent
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Special Formats are useful For tracking list and database values,

|

i [4]» [M]\Sheet1 / Sheetz / Sheets /

type choose zip code

Ready
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Now save the file as your data source [REMEMBER the file name and location] for mail merging in Word



Now open up a session using Word
o Choose from the Tools menu “Mail Merge”
o This opens up the “Mail Merge Helper” with steps 1,2,3
o Following along Step 1 = Main Document — “Create — Mailing Labels” in the Active window
o Moving on to Step 2 = Data Source

o Choose Open the Data Source — The Excel Spreadsheet you saved earlier. You may need to change the file type
to Microsoft Excel

o When it asks choose to open the entire spreadsheet
o Now the wizard is looking to create the main document

o Now choose from the list of Avery forms the label # of the form
you’re using. — EX- 8160

Create Labels 2| x]

Chaose the Insert Merge Field button ta insert merge fields into the
sample label. You can edit and format the merge fields and text in the
Sample Label box.

o It will bring up the following “Create labels” screen with a

Sa’mple label  " E Insert Merge Field ~ i Insert Postal Bar Code... |
Sam) Last_Mame

o Click on the “Insert Merge Field” and this box will show a drop First_Name ﬂ
down box. It should list “Last name, First Name, Address 17, ijjressé
eSS,
etc. City - .
Zip T
o ilil State oK | Cancel |
O = Cancel
Create Labels 21X
o
Choose the Insert Merge Field button ko insert merge Figlds into the . )
sample label, You can edit and Format the merge Fields and ket in the S O Dl‘ag and drOp the individual ﬁelds, as you would
Sample Label box. create them on an individual label into the sample
box provided. Remember to include all the spaces
Insert Merge Field ~ | Insert Postal Bar Codeer .
and punctuation. For ex: space after first name,
Sampls label: / g comma after city then a space before the state.

wh ddressds o Then choose OK

gFst Mames ¢«Last MNamen -
b ddress 1y
wCityn, aBtatey «Zipy

=l

o This brings you back to the Helper

ok Cancel |




o Onto Step 3 = Merge

o Leaving the options set to
the defaults. Click on the
“Merge” button when the
2" box appears again
leaving the options as

First Mames «Last Names
@ Addressls

whddress2y

«Cityn, «itaten «Zipn

First Mames «Last Names
@ Addressls

whddress2y

«Cityn, «itaten «Zipn

«First Mames «Last Name»
whddressTs

whddress2y

«Cityn, «itaten «Zipn

Mail Merge Hel ?]x
default Choose “Merg >? «First_MNames «Last MName; i P _I_I mex «Last MNames
:iji::éi ;:agnnai:nodczlc-nu;?:;ttildmd;t;;ource are ready ko merge. Choose the Merge éi
«Citys, «3taten «Zipy Staten «Zipn
1
: Main docurment
O If you Close the mall gt Mames «Last Mame: rent it mex «Last MNames
wAddegsln e e 1s
merge hqlper before BRI s e i b o
d01ng going thru the wCitye, witatdR uZips R =i EaEHmE: Bacimen Stater «Zips
. 2 Data source
merge you Wlll get the «First_MNames «Last Wame: Get Data = Edit - mex «Last MNames
document ShOWll’lg the whddressls Data: Mame and address!Entire Spreadsheet 1y
wAddress2y 23
format of the labels as «Cityn, «Staten «Zipn L RN . Staten «Zipn
they WIH be after the «First Mames «Last Mame: S LAy ST | mexs «Last Mames
Opti in effect:
merge' [See the «hddress1y DSIOUI;;I;:; Bel';nk Lines in Addresses i
b k d d . whddress2y Merge to new document 23
ac groun ocument 1n «Cityn, «itaten «Zipn p—— | Staten «Zipn
the screen shot] .
] «First Mames «Last I Merge ilil w ¢Last_INamey
whddressls Merge to:
chdiress2y EECTE—] - -
o You can then go back to i _sew. | Cored | Lo «Zip

ecords to be merged
the Tools menu and F(.- A Cpom [ m |—‘ checkgrrrs..._|
. «First Mames «Last I — B B o | w wLast Mames
choose Mail merge and cAddressly Query Options..
whddress2y

from the Mail Merge
Helper you can then just
go to step #3 — Merge

hen merging record:
£ Dan't print blank lines when data Fields are empty.
£~ Prink blank lines when data fields are empty.

«Cityn, «itaten «Zipy e «Zipy

Mo query options have been set,

«First_MNames «Last It
whddressls
wAddress2y
«Cityn. «Staten «Zion

w ¢Last_MNames

whddressln
@ Address2y
«Clitvn. «Staten «Zion

whddressln
@ Address2y
«Clitvn. «Staten «Zion

o After you merge it creates the
mailing labels you need.

Bl
Betty Bredford
Lesser Main
Jamaica Plain, A 02130

Harry Potter
123 Mazs Awve
Lexington, MA 02420

Harry Potter
11 Privet Dr
Jamaica Plain, 34 02130

Harry Potter Christian Eobles Lotraine Smythe
24350734 171 Boylston St Main Street
Boston, MA 02114 Apt# 4 Fiskdale, MA 01518

Boston, WM& 02115

Shella Smythe
159 Main Street
Fiskdale, M4 01518

Timmy Smythe
158 Main Street
Fiskdale, MA 01518

Johnnie Smythe
111 Main Street
Fiskdale, M4 01518

William Wallace
1314 Kilmarnock Castle
Gardner, M4 01440

Jones Tom
341 Main Street
Worcester, MA 01606



