Creating mail merge letters in SDA

The ability to send mail merge letters from School Data Analyser is a very popular feature.

It is much simpler than the normal mail merge process where you link to a suitable data source in
Word and use this to obtain data for required data fields.

Mail merge letters

From the main menu screen, select Student Info ... Create Mail Merge Letter
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The mail merge letters screen opens.

Choose a group of students from the options available: e.g. all students in a tutor group

Then choose the required group from the list that appears

1. Select a group of students

2. Type the text for your letter and save it.
The following changes are made automatically :
a) Parent names & address and the letter ending are added.
b) Gender specific words like his/her; he/she are updated.
c) Toinclude & student's name, type forename or surname
NOTE: It is NOT possible to add formatting te the letter text

3. Decide who should sign the letter

4. Click the Merge Letter button

Create a Mail Merge Letter

Choose an extra-curricular activity

Type your letter in the box below.

IMPORTANT - The text MUST allfit in the box.

Select an Option:

l All students in a Year group I

l All students in a Tutor group I

A group of students

An individual student

All students in a teaching group

All students in an enrichment week activity

All students in an extra-curricular activity

11QS Tutor Meal

7MS Reward Trip War Horse (Cinema)

A H.visit to Bristol Uni for Parents & Pupils.

/Aim Higher

Aim Higher

/Aim Higher Visit University of the West of England

/Aim Higher Visit University of the West of England
/Aim Higher Visit University of the West of England

Arts Award - Act One Bronze
Arts Award - Portraiture Silver
Assist Peer mentoring

Assist Peer Mentors - Smoking
Auschwitz Residential

AVB Anti Bullying Conference
Awards Evening

Awards Evening Ambassadors
Awards Evening 2013

Awards Evening Musicians
Awards Evening2

Choose who should sign the letter
@ Activity Leader
O Current User

MAX: 1000 characters

l Clear Lefter Text H Save Lefter Text l

An empty box now appears on the right of the form in which you will enter the letter text

To ensure this all fits on one page, you should make sure all the text fits in the letter text box
The number of characters available depends on the text layout used but cannot be more than 1000
characters. As you enter text, the number of characters used is displayed.
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Once you reach the character limit, it will not be possible to add additional text.

The screenshot below is an example showing text that will fit on one page. Although this is less than
1000 characters, the text fills all the available space in the box due to the spaces between paragraphs

Type your letter below:
IMPORTANT: The text MUST all fit in the box.

1 am pleased to inform you that forename has
a place on the planned visit to see Les
Miserables at the Theatre Royal in London's
West End.

There will be a meeting in the School Hall on
Wednesday 22 April at 7.30pm for all students
invalved in this activity.

The trip will take place on Friday 22 May
leaving school at 4.00pm and returning to
school at about 11.30pm.

It is very important that forename attends the
meeting where further details and the likely
costs will be provided.

Please note that this visit was oversubscribed
and there is a waiting list for any spare places
that may arise. If forename is unable to attend,
she should inform the activity organiser as
soon as possible so that her place can be
reassigned to another student.

MAX: 1000 characters (Characters left - 243)
Clear Letter Text Save Letter Text

The screenshot above also shows items that will be updated automatically for each student:
e Words such as him/her, he/she, himself/herself are updated depending on student gender
e To enter a student’s name, type forename or surname — these are updated for each student.
e If, for some reason, you need the words forename or surname to appear in the letter, enclose
these using quotation marks e.g. ‘forename’
e Similarly, if you need a gender-specific word to remain unaltered, enclose it in quotation marks

e.g. The Beatles song “She” loves you

Type your letter below:
IMPORTANT: The text MUST all fit in the box.

This text will be updated:

- He must take responsibility for his actions.

- Forename must take care of his own property.
- Look at Forename; he loves his dog and his
dog loves him.

Use single quotes to keep the text & the quote
marks:

- 'Forename' 'Surname' is a star

- The Beatles song: 'She' loves you

Use double quotes to keep the text but not the
quote marks:

- "Forename" "Surname” is a star

- The Beatles song: "She" loves you

Do not use quotes to update the text for the
student's name or gender:

- Forename Surname is a star

- The Beatles song: She loves you

MAX: 1000 characters (Characters left - 415)
Clear Letter Text Save Letter Text

The following items are added automatically:
e Your school letter header and footer
e Parent name & address — arranged to fit a standard envelope window
e Student name and tutor group
e Activity name (where relevant)
e The letter heading — ‘Dear ...”
e The letter ending ‘Yours sincerely’ followed by the current user’s name
For some options, you will be able to select the activity leader as an alternative

NOTE: It is NOT possible to add text formatting such as bold or underline to the merge text
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When you have finished the letter text, click the ‘Save Letter Text’ button

The ‘Merge Letter’ button is then enabled. Click this and a screen similar to this will appear.

Word Merge Templates

Select Word Document
Blank Letter

Labels-L7160
Labels-L7163

School Achievement Letter

Add New Template

Medify Template

Delete Template

Copy Template

Merge to Word

Cancel

Select a document from the list, then select ‘Merge to Word’

After a few seconds, Word will open with your merged letter ready for use. For example:

Mendip Heights Community School
9@ A e
v i i Wik woewrundiheighuch - arts colleges

13 July 2015
Mrs Fear

11103 Yarbury Way

Sanchwell Castle

Southcliffe

Alice BEDDINGTON 9ES
Dear Wrz Faar,

1am pleased 1o inform you that Alice has a place on the planned visit o see Les Miserables
atthe Theatre Royal in London's WestEnd.

2 meeting in the Schaol Hall an Wednesday 22 April at 7 30pm for all students
ctinity

The trip will take place on Friday 22 May leaving schec at 4.00pm and returning to school st
about 11.30pm.

It i3 very important that Alice attends the meeting where further details and the likely costs
will e provided

Please nate that this isit was aversubscrined and there is a waiting list for any spare places
that may arise. If Alice iz unable 1o attend, the should inform the activity arganiser 2z zoon

az passible za that her place can be reazsignad to ancther student.

Yourssincerehy.

Mr CAIDDINGTN

Mendip Heights Community School
’& s
v 4 G504 i i e ph ek arts colleges

13 July 2015

Mir and Mrs Griffiths.
11053 Mendip Avenue
WestTawn

8527 6HS

Robert CHILCOTT €S
Dear Mr and Mrs Griffiths,

1am pleased toinfarm you that Robert has a place on the planned visit to sex Les Mizerables
atthe Theatre Royal in Londan's WestEnd.

There will be & meeting in the Schaol Hall an Wednesday 22 April 30 7.30pm for all students
invaived in this activity.

The trip will take place on Friday 22 May leaving school at 4.00@m and returning to school st
about 11.30pm.

iz very important that Robert attends the meeting where further details and the likely
casts wil be provided.

=t
a5 passible 5o that his plac

Yours sincarely,

Mir CRIDDINGTON

Note that gender specific words and student forenames / surnames have been updated for each letter.

If you need to add formatting to the letter text, you can do so at this stage.
You can then print or save the letter for later use.

If you chose to create a letter for an individual student, the approach is slightly different

In this case, you will enter text directly into the headed letter
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Create a Mail Merge Letter

1. Select a group of students.
2. Type the text for your letter and save it.

Merge Letter | View Help

Enter the first few letters of the student's surname and
press the return key

The following changes are made automatically :
a) Parent names & address and the letter ending are added. AHMED j
b) Gender specific words like his/her; he/she are updated. T T e S i o
¢) To include a student’s name, type forename or sumame.
NOTE: It is NOT possible to add formatting to the letter text. AHMED Rhys

3. Click the Merge Letter button,

Student Selected:
Select an Option: Rhys AHMED, 8BS

All students in a Year group
All students in a Tutor group
All students in a House
A group of students
An individual student

All students in a teaching group

All students in an extra-curricular activity

Select the student then click the ‘Merge Letter’ button
The letter then opens for you to enter the text directly.

Replace the text highlighted in green with your own text:

@“ Mendip Heights Community School

i arts colleges

[ Fly 2015

Mz Bunzly

11501 Pearze Close
Bidwell

West Town
Somerset
BE2TTFY

Rhys AHMFED SES
Deear Mz Bunzly,

Your: sinceraly,

Mr C RIDDINGTON

b) Modifying the supplied letter templates

All users can modify letter templates using the first 4 buttons on the form below. For example, you
may wish to add your signature by using a special font such as Lucida Handwriting or by inserting a
scanned image of your signature.

You can do the following:
e Create a new template — you will need to add the database fields you require

e Modify an existing template — e.g. add/delete fields or add a signature
e Delete an existing user template (standard templates cannot be deleted)

e Copy atemplate
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Word Merge Templates

Select Word Document

Activity Letter

Add New Template

Modify Template

Delete Template

Copy Template

Merge to Word

Cancel

New or modified templates will be saved to a new folder SDATemplates in your My Documents folder.
These templates will NOT be available to other users of the database

Word Merge Templates

Select Word Document

Activity Letter

MyTemplates\ActivitylLetterSigned

Add New Template

Modify Template

Delete Template

Copy Template

Merge to Word

Cancel

c) Envelope labels

NOTE: If you do not have access to windowed envelopes, you can instead print envelope labels.
These are available from the merge templates form

Alternatively, from the Main Menu screen, select Print Options...Address/Name Labels

hool Data Analyser

Mendip Heights

Community School I

LOCAL Data

Logged on: CR
Use Display Mode? [
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View Home Page
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Help and Support
Suggest Feature / Report Problem
What's New
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Administrator
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The labels are designed to fit standard Avery label types:
e L7163 (14 per page =7 x 2) or L7160 (21 per page =7 x 3)

If you use a different label type, please email support@mendipdatasystems.co.uk for advice.

Otherwise, choose the label type (14 or 21 per page) then select the group of students as before

Print Address Labels / Name Labels

Use this screen to create address labels or name labels for
selected students. 14 labels (7x2) are printed on a L7163 label
sheet or 21 labels (7x3) on a L7160 label sheet.

Choose a Label Type
@ Address Label

©  Name Label

Select an Option:

All students in a Year group

All students in a Tutor group
All students in a House
A group of students
An individual student
All students in a teaching group

All students in a subject

Avery L7160 (21 labels = 7 x 3)

Home address or Additional
correspondence addresses

IHome Address

Label type

IAvery 17163

Use this screen to print address labels or name labels for selected students.
14 address labels (7x2) are printed on a L7163 label sheet or 21 labels (7x3) on a L7160 label sheet.

The labels should then be printed using the appropriate label paper:

Mrs Court
11425 Brisiol Road Lower
WestTown
Somerset
Bs2871Z
Ry EQOTH 8PN

Mr and rs Cumow

11418 Putngtorpe Dive
jest Tawn

BS2TILE

BV BRIELE 5PN

Miss Bennett
11370 Milpn Rise
e

8527 8AS

A0y DUNNING: 8810

Mr and s Walloy
11335 Graeniand Road

Somersat
85278 F

G GRFRTS S8
Mr and W rs Bowskill

11513 Jasrine Way
WestTawn

Somersst
8524700
Shance HARFER 8910

Mr and Wrs Mitchell

Saskz HARTLEY 82N

Foss HUNT 8810

Mrand Wirs Cross
11421 Hurst Road
West Town
Somarset
BS283PL

Laugnas BRADLEY SPN
MrGouldandMiss Dver
11398 2.5t Cuthterts Mansions Southsise
et Tou
Somarset
8528207
Sy CLAPSON 5PN

Mrs Loveridne
11349 Alans Way
n Vilge

[enele ko GALERATTH SFN

MrsMartin
11337 BacketRoad
Bidwell
WestToun
Somarset
8327 TTY
AIGULUCK $PN
Mrs Wichell
11331 Blackmoor Bidetord Rosd
Bidnel

oz HARRIS GFN

BenEnI HINTON SFN

Mrand Wrs Bick

11521 Grifen Foad
jeston Vilage
je=tToun

B324THD

mes LARNER-AEVWAMAN SN
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