TEMFPLATE




WHAT DO | NEED?

* Microsott Office
—Microsott Excel

—Microsott Word

e Datal/lnformation

—Email addresses it electronically distributing




STEFPS:

1. Set-Up Excel File
* Columns with titles
* Data into excel file
* Save File
2. Set up Word File
* Start Mail Merge
* Link excel file

* Type message & insert merge links

2. Merge the documents

* Print or send your document



LET'S SET UF A
TEMPLATE FOR
YOU TO USE IN
YOUR
CLASSROOM!
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EXCG' Se@m 0@9 templatec a new “bla 1 |< WO rk bOO kz TIffany Jones ;

gested searches:  Business

tjonesl.rmsst@gmail.com

N &
L

Industry  Small Business  Calculator  Finance - Accounting  Lists Switch account

Persona

[»

Recovered

Excel has recovered files that you might 5 |:| | . | Project To Do List
want to keep. . . a Tt e —
(@@ Show Recovered Files 3 | -|— k e e e Project 1

4 dKe d e

5 <
Recent | t

6 | OUr r—
Successful Students DEMO S
E »RTI Blank workbook Welcome to Excel Travel expense calculator Project to do list
Successful Students
F: » RTI
DEMO Mail Merge :
F: Inventory List PAYMENT COMPARISON | personal expenses Budget Overview Budget Sum

R | ]

Mail Merge List. E_HEBE |- : i : == = B8
F: » AP Biology Y ~ - | : ] r r b | L - = s

eafan - . ] 2 ! | A
Unit 3 Project Grading e = i E r | r : = _ _
F: » Forensics o e s - ’ - - /

e AR : e pem== : b
Unit 3 Exam Blood Splatter Calculation e —= I n E';“‘": o = A
F: » Forensics - ) -
Inventory list Loan comparison calculator Personal expenses calculator Family budget (monthly)

Unit 1 Data Analysis

F: » Forensics




2. TITLE YOUR COLUMNS

Hints:
e Use Names You Understand
e  Short hand

* Ifyou want to re-use your file, use generic names
HS @ & -

Book1 - Excel ? EH - b4
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Tiffany Jones - T'::
3 cut o . v o= __ = -: e ':':'x b > AutoSum - A
Calibri - A == #- = Wrap Text General - = ! ge o | b d H
D &= Copy ~ fy C d' I F ﬂt Cell |EEI rt [‘JEEIIEt F t FiII* Szrt&'. Find &
) B I U- i%- . - === &= M & Center - R onditional Formatas Ce nse elete Forma 0 in
¥ Format Painter & = =9e = 3 e Formatting = Table~ Styles~ - - - & Clear- Filter ~ Select ~
Clipboard Fa Font a Alignment Fa Mumber Fa Styles Cells Editing R
- ‘}(l. A
A B C D E F G H | J K L =
Student Student Name StudentE-mail Parent#1 Parent #2 Ch.A AvgCh.A Ch.B AvgCh.B Ch.C AwvgCh.C

Generic names

creates less work

TRUST ME!




5. SAVE YOUR FILE & CLOSE
(] = l— =
H ©- - = Book] - Excel 2 =3 - %
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Tiffany Jones - T'::
Bookl - Excel 7 - x

Tliffany Jones ~ T"'":

Save As .

EI;I Computer

OneDrive - Personal

Recent Folders -
' 13 . b
1 I;I Computer E-”RTI a. Click “File
> . [13 99
2 - b. Click “"Save As
... .
3 Save As c. Click Location to Save
4 .
c 1 am b ThisPC » TIONES2016(F) » v & | Search TIONES 2016 (F) 0 d. Name File
6 Organize - Mew folder EEE 7] ) )
z (I hamed it Mail Merge
7 e Desktop *  Name Date modified Type ~ \
g 5| Documents | i _ | for easy locating later)
Account | AP Biclogy 7782013 245 PM File folder
4. Downloads S N )
_— ] . AP Resocurces /52014 1:27 PM File folder
ptions W Music - = :
- . Argument 7212014 701 PM File folder \
=| Pictures i .
. BramView 8/31/2011 1230 PM  File folder \
& Videos ) .
. . Forensics 3217200141213 PM File folder
w05 (C:) aeq :
. Grade Report 8/21/2014 9:51 AM File folder
e EDS JOMES (E) - on s .
. HHMI Resources 32772014 443 AM File folder
= TJOMES 2016 (F) e ) .
. Kerry 4/27/201511:38 AM  File folder
v o« >

EE Bkl

File name: | Mail Merge] W




Word

Recent

Grade Update and Review Notebook
F: = RTI

DEMO Mail Merge
F:

Unit 3 Mail Merge
F: = AP EIOIOQ","

Unit 4A Mail Merge
F: = AP Eliolﬂ-g}’

Unit 5 Mail Merge
F: = AP Eliolﬂ-g}’

Unit 6 Mail Merge
F: = AP Biology

Unit 7 Mail Merge
F: = AP Biology

July Pre-Planning Professional Learnin...

F

Chapter_18_Firearms_and_Ballistics

F: » Forensics » Bertino (2nd Edition) » Test Ban...

Chapter_17_Tool_Marks

F: » Forensics » Bertino (2nd Edition) » Test Ban...

EN N

EW WORD DOCUMENT

Start a new “blank document

Search for online templates

R

tjones1.rmsst@gmail.com

Suggested searches:  Business  Personal ndustry  Print  Design Sets  Education  Event Switch account
( a : Aa Title =)

Blank document Welcome to Word Single spaced (blank) Blog post

TITLE TITLE Title

[HEADING | 1 HEADING 1 HEADING

Roeport Title]
EEEN EEEEEE EEEEEE

Banded design (blank) Spec design (blank) Report design (blank) Student report with cov...
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NI Document] - Ward
HOAIE IMSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Mathematics
Rules
=1 =
El_ we ) o ] Match Fields ) Find Recipient o
Envelopes Labels Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview - _ Finish &
Merge = Recipients = Recipient List | Merge Fields EBlocl Line Field Update Labels | pesyits Check for Errors Merge
Create D Letters Write & Insert Fields Preview Results Finish
(21 E-mail Messages
1 Envelopes..
'-_'D Labels...
E] Directon / \
W ' 13 e i)
| Nermal Word Document a. Click "Mailing” tab along top pages
@ Step-by-Step Mail Merge Wizard...

b. Click “Start Mail Merge”

c. Select type Mail Merge
(I use letters for all my Mail Merges)

\ /




Jumnnd Jummnd T o Juummn® F | F R (e=—=2 R —
(w3 Select Data Source
-7 T © + 1 5+ Search Results in TIONES 2016 (F:) v ¢ | mail merge X
HOME IMSERT DE PAGE LAYOUT REFEREMCES MAILIN Organize =~ A @
= g S G . ol
El ﬂ‘.' W This pC @ Mail Merge A B i
Envelopes Labels  Start Mail  Select Edit Highlight Address Greeting Insert - 1 Student Student Name
Merge = |[Recipients = Recipient List | Merge Fields  Block Line Fit . Desktop .
Create Ex Type a Mew List... Write & Insert F El Documents FA 2 JOhn John Smlth
= o 4. Downloads B
. isting Lis a==| DEMO Mail Mer...
Use an Existing List... ) Music E 3
B3] Choose from Cutlock Contacts... = Pictures 4
B Videos Y L,
i 05 (C) — DEMO Mail Mer... 6
o EDS JONES (E5) =
= TJOMES 2016 (F:) 7
| 2
€l Network ==l hA~il Marna Lict 8 hd
. 8 Select Table s
. 6 . . 99 |
( a. C[]Ck 66'601; R@C|P|6Ht5 Mame Description  Modified Created Type
Fle name: | M 7/12/2016 11:20:13 PM 7/12/2016 11:20:13 PM TABLE
' 13 . . ‘' 29
b. Click "Use and Existing List
c. Open your Mail Merge document
< >

Q. Select the sheet from the Excel file you want to uay [¥] First row of data contains column headers Cancel



7. TYPE YOUR DOCUMENT

Document1 - Word
DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Mathematics

D BB ZRIETT

Fields Find Recipient

zlect Edit Highlight Address Greeting Insert Merge Preview Finish &

sients - Recipient List  Merge Fields Block  Line Field - Mate Labels | Recylts [ Check for Errors Merge ~

Mail Merge Write & Ir Student Preview Results Finifr' \
Student_Mame
Student_Email When you are ready to insert from your excel
Parent_1 file, click “Insert Merge Field” and select the
p t 2 . . .
:E”‘ appropriate field to insert.
&

To the Parent< of | - The names you are selecting correspond to
Document - Wird I 9 .
| the column “name” in the excel file.
DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Mathfmatics

m n B Ij B [5 Rules~ <@> 4 4| (| ID') /

- _ = : B Match Fields * [0 Find Recipient -
Select Edit Highlight Address Greeting Insert Merge Preview Finish &
cipients - Recipient List Merge Fields Block  Line Field = Update Labels | Recylts [ Check for Errors Merge -
rt Mail Merge Write & Insert Fields Preview Results Finish

e ™
The inserted field will appear in the
To the Parents of «Student_Mamex dOCUI’ﬂ@H’D Wh@l‘@ yOU have Placed it

\. J




Guumnn® Juumnn® jm—_ = i Juunn®
5 \/ C U M C [ R - -
(] = == '
B d e - T Document] - Word 2 @B - x
HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Mathematics Tlffany Jones = H
SB R R D OB DR R, et p
.- - — : == B Match Fields ™ [DFind Recipient =
Envelopes Labels  Start Mail  Select Edit Highlight Address Greeting Insert Merge o review Finish &
Document1 - Word ? - 8 X

Create Tiffany Jones - 1':"

Save As

('.‘, OneDrive - Personal E;I Computer / ‘

Recent Folders

El:l Computer RTI a. C“Ck “F”e”

Fi= RTI

+ . b. Click “©ave As”
3 i El c. Click Location to Save

1 = * ThisPC » TJONES2016 (F) » v & | Search TIONES 2016 (F:) p d. Name File
Organize * MNew folder §= - (7]
-
iz Desktop - Mame Date modified Type - \ /
‘| Documents
Account - | AP Biology 7/8/20132:45PM  File folder
_ & Downloads - - .
Options . AP Resources 32014 1:27 PM File folder
o Music _ _ )
- | Argument 772172014 701 PM File folder
=| Pictures . .
i J ExamView 8/31/2011 1230 PM  File folder
& Videos . .
- . Forensics 32120141213 PM  File folder
05 (C) N .
| Grade Report 8/21/2014 351 AM File folder
e EDSJOMES (E:) - R .
) HHMI Resources 3/27/2014 943 AM File folder
e 1JOMES 2016 (F:) o i i
J Kerry 4/27/201511:38 AM  File folder , e
[ T P 2
File name: | Motes Quiz #4 Data Anal}rsis| W
Save as type: | Word Document v

Ty g [ <y | — Tamee AAA 3 +34



9. PREVIEW DOCUMENT TO CH:
FOR ERRORS

| 1]

HOME INSERT DESIGN

= T
=8 b B 2
Envelopes Labels = Start Mail  Select Edit
Merge - Recipients -~ Recipient List =~ Merge Fields

PAGE LAYOUT

REFERENCES

MAILINGS REVIEW VIE i Tlffa

2 B E

Highlight JEl E" 6_'0""', -

[5 Rules~ M 4
=]

(| D_)
B Match Fields [0 Find Recipient =

Document] - Word

?

H - 8 %

Create Start Mail Merge FILE HOME INSERT DESIGN PAGE LAYOUT REFERENICES MAILINGS REVIEW VIEW Mathematics Tlffany Jones - 1.-...
— B E‘- n. B B B D[E}Rmesv & M4 (| D"
_ [ - = : T Match Fields -~ [DFind Recipient -
Envelopes Labels  Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview Finish &
Merge~ Recipients ~ Recipient List Merge Fields Block  Line Field ~ Update Labels  |Raqylts D Check for Errors Merge ~
Create Start Mail Merge Write & Insert Fields Preview Results Finish

PAGE 1 OF 1

79woRDs [[®

To the Par
It has bee
results fro
assessed ¢ To the Parents of lohn Smith
It has been a great start to the semester. We have taken our first quiz today and | wanted to share the
«Studer results from the quiz with you. Below you will find the student’s breakdown based on the chapters
assessed on the quiz.
Please lat Chapter 4 Ave Chapter 5 Avg Chapter 6 Avg
John 3 75 2 50 a4 100
Have a gre
Mrs. lone: Please let me know if you have any questions.

Have a great day,

Mrs. lones




= P =0
() = Smmmm—

E| H ©- O&- = Document] - Word T EH - x
FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Mathematics Tlffany Jones = TH'
DB R E D B BB @O, el

o e - = : == Q¥ Match Fields D Find Recipient -
Ervelopes Labels = Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview Finish &
Merge = Recipients ~ Recipient List Merge Fields Block  Line Field - Update Labels | Ragyits B} Check for Errars Merge -
Create Start Mail Merge Write & Insert Fields Preview Results L?D Edit Individual Documents... e

E:g, Print Documents...

B Send Email Messages...

=

To the Parents of «Student_Name»

It has been a great start to the semester. We have taken our first quiz today and | wanted to share the

results from the quiz with you. Below you will find the student’s breakdown based on the chapters
assessed on the quiz.

Chapter 4 Ave Chapter 5 Avg Chapter 6 Avg
«Student» «Ch_A» «Avg Ch_A» «Ch_B» «Avg_Ch_B» «Ch_C» «Avg Ch_C»

Please let me know if you have any questions.

Have a great day, /- .\

Mrs. lones C“Gk “Fil’liéh & M@I”g@”
Select option

PRINT: “Print Documents”
E-MAIL: “Send E-mail Messages”

\- /




10.

Message options

Tao:

Subject line:

Mail format:

Send records

() Al

) Current reco,

I:l From:

...............................................................................................

Merge to E-mail ?

E-MAIL OR PRINT DOCUMENT

Merge to E-mail ?

Message options

To: "

Student_Mame

Subject line: rEtUdent
bzl farmat:  [Stodent_Email

Merge to E-mail

Message options

To: Student_Email

L Mail format: | gL

Send records
(@ All
() Current record

() From: To

|| Ssubjectline: | apRBiology JQuiz #3 Results

CK

iate e-mail location

- ent_2

A
1 Ch A W

“OK” will send the e-mail to all addresses




] [—s] s (=== =2 =0
EXAMFLE THE E-MAIL SENT
52 Reply I’Eﬁ Reply All =3 Forward
W, Tue 7/12/2016 17:50 PM
ﬁ. Tiffany Jones - Magnet School
AP Biology Quiz #3 Results
To ‘parentljohn@gmail.com’ ~

To the Parents of John Smith

It has been a great start to the semester. We have taken our first quiz today and | wanted to share the results from the guiz with you.
Below you will find the student’s breakdown based on the chapters assessed on the quiz.

Chapter 4

Ave

Chapter 5

Avg

Chapter &

Avg

John

3

73

2

30

4

100

Please let me know if you have any questions.

Have a great day,

Mrs. Jones




