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Membership Application Mailmerge

Introduction

This manual is for Society of Recorder Players branch membership secretaries. It describes how to generate
membership application and renewal forms for your branch from using the master document
SRP_membership_application_mailmerge.docx on the website at http://www.srp.org.uk/admin-documents/

You can use this document for two purposes:

1. Atthe beginning of the year, you can generate a blank application form plus a renewal form for
everyone who was a member in the previous year. They can check their details and don’t have to fill
in unchanged information. This form can be emailed automatically to the member or printed.

2. When your branch has been entered into the membership system, you can generate forms that reflect
what has gone into the membership database, and check these against the forms your members
completed. You need to do the following:

1. Tailor the mailmerge document to your own branch.

2. Obtain the spreadsheet of last year's members

3. Run Mail merge to create the membership forms

These actions are described in the following sections.

Please note that this only works with Microsoft Word. You cannot use the mailmerge document in Open Office
Writer.

Tailoring the document for your branch

1. Download the document from the website and save it on your computer. You can choose any hame
you like.

2. Open the document. The parts in red are specific to your branch. (The parts in blue and anything
enclosed in <<>> are the mailmerge fields: do not, of course, change them.)

3. Your branch name and the year will be filled in automatically. However you do need to fill in:

a. The introduction. If you are printing the form, you will probably want simply to delete this.
However, if you are emailing the forms automatically, you will probably want to write some
text explaining why this form is being sent.

b. How the form should be returned.

c. The payment instructions under the table of subscriptions. You can edit any part of these to
suit your branch, not just the parts in red.

4. You will probably want to change the red text to black.
5. Save the document.

You need only do this once — all the changeable data are inserted automaticallyl.

Obtain the mailmerge data

Go to the Edit tab and select your branch. Select the year for which you want the forms. If you have not
already done so, enter the branch subscriptions and save the information. Note that you can enter branch
subscriptions before the start of the membership year, even though you can’t, of course, edit membership
information at that point.

! Note also that for existing members, the form title changes from “Application” to “Renewal” and the
introductory line “Please complete the personal details on the form” is reworded to “To renew your
membership, please check your details on the form below and indicate any changes”
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Get spreadsheet

you a csv data file, which you should save on your computer.

Once you have saved the branch subscriptions, click the button.This will offer

Run Mail merge to create the membership forms

This process varies a bit depending on the version of Word that you are using. The following instructions give
a basic process for each version of Word. This basic process either emails the forms directly or generates a
single document that contains a blank form for new members, followed by a form for each previous or existing
member. You can of course choose which of these you want to print.

You can of course vary this process: for example there are ways of choosing which forms to produce, or of
printing the results directly.

Open the mailmerge document and follow the instructions for your version of Word. If you are prompted to run
an SQL command, click Yes.

Word 2007 or later

1. Click the Mailings tab in the ribbon
2. Click Start Mail Merge, then choose either E-Mail Messages or, for printed forms, Letters
3. Click Select Recipients then Use Existing List... and open the spreadsheet.

a. If you geta Confirm Data Source dialog,

"_ F] ™
Confirm Data Source &Ig
Dpen data source;
ettt —
»
[] show all oK ] [ Cancel ]
click OK

b. If you get a Text File Connection Parameters dialog,

Text File Connection Parameters @I&J

Select text separator

Indicate which separator character is used to divide the data
fields of your address list:

) Tab
© iComma;
Other
| o
First row of data contains column headers
' QK ] [ Cancel

L

select Comma as the text separator and check First row of data contains column headers.
You may find that this dialog appears twice — repeat the same settings
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c. Ifyou geta File Conversion dialog
File Conversion - SRP15_OXF_2015-11-06fromexcel.csv [P S

Select the encoding that makes your document readable.
Text encoding:

! (7)MSDOS () Other encoding:

Prewview:
i Scciety of Becorder Players : Branch membership -
liStFFFFverSiDnFBFE.UbSFFFFFF!FFFF!FFFF!TEmlatE |_|

veraicn,v0e,/11/2015

Year,,ZEIlE,— 2D:I-'Ell rrLrFrHrErE'—rrr rrrrRRERRRR
Branch, ,0¥F, , ,Branch:

| (£21.50,£21.50,£30.00,£6.00,£21.50,Total:

f£4ga'ﬂﬂffffffffffff

Submitted by,,,,,SEE:

,£0.00,£23.50,£35.00,£17.00,£0.00, Total: ,£5153.50,, rrrerrrrs

Date,,,,,Total:,£21.50,£45.00,£65.00,£23.00,£21.50, Total:

f"£1f|:lll'5|:lllffffffffffff -
Bl Taalmm Thimm =44 o = e E BT = v

Ok ] [ Cancel

make sure that Windows (Default) is selected and click OK

4. nthe Mailings tab, click Finish & Merge. and then either
a. Send Email Messages... In the dialog, make sure the To: is set to eMail and enter a
Subject Line for your email. Set the Mail Format to Attachment?, and click OK.
b. Edit Individual Documents..., In the Merge to New Document dialog click OK. You may
get a warning like this

Microsoft Word ’ [

-

I i Word could not finish merging these documents or inserting this database.,

[ ok [ Help ]

Was this information helpful?
L -
or a warning that Record ... was an empty record Ignore it by clicking OK.
5. Close the mailmerge document. You can save it if you wish. If so you will be prompted next time you
open it: click Yes. You can then sometimes skip the Select Recipients step if you are using a
spreadsheet of the same name as previously.

% Attachment seems to work with most mail programs. You can also use HTML if you are using Outlook as
your mail program. The disadvantage of Attachment is that there is no email body, so you need to make sure
the subject line is clear.
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Word 2003 /XP

1. Open the mail merge document.

2. Inthe Tools menu, choose Letters and Mailings, and click Mail Merge... This will open a Mail

merge task pane.

3. In Stepl Select Document Type, choose either E-mail messages or, for printed forms, Letters.

4. In Step 2 Select Starting Document, choose Use the current document

5. In Step 3 Select Recipients, choose Use an existing list and click Browse

6. Find the spreadsheet you have saved.

You may get a dialog like this
File Conversion - SRP15_OXF_2015-11-06fromexcel.cov |2 [

Select the encoding that makes your document readable.
Text encoding:
@ Windows (Default); () MSDOS () Other encoding:

fang Taiwan -
\estern European (DOS)
\Western European (IA5)
\festern European (I50)

Western EL||'n:-iean :'Man:‘i-

- w

=

Preview:
i Society of Becorder Playera : Branch membership s
llatr rr rverﬂanrE'r Sl'lbsr FFFFPFFFFRFFRFRRT ITEmlatE |_|

version,v06/11/2015

YEEE,,ZGIE,— zﬂlﬁrr rLrFrHrSrE‘-rrr rrrrrrrrrRS
| Branch, ,0XF, , ,Branch:

f (£21.50,£21.50,£30.00,£6.00,£21.50,Tctal:

I£493'|:“:IIFIFIIFIFFIF

Submitted by,,,,,SRE:

,£0.00,£23.50,£35.00,£17.00,£0.00,Totals ,£513.50,, s rrrrrrrrs

Date,,,,,Total:,£21.50,£45.00,£65.00,£23.00,£21.50, Total:

f“-ElFl:Ill'El:I“ffFfFFIFIFFI -
Bl Taalm T =4 - A T = v

[ Ok, J [ Cancel

V|

Make sure that Windows(Default) is selected and click OK.
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7. You will then get a dialog listing the members.
Mail Merge Recipients §|
To sark the list, click the appropriate column heading, To narrovw down the recipients displayed by a
specific criteria, such as by city, click the arrow next to the column heading, Use the check boxes ar
buttons to add or remove recipients From the mail merge.
List of recipients:
w| surname *|  title | addressi | addressz | postoode | gM
g/ | ! [ [ |
Ashcroft-Jo, ., 77 Cumnor Hill Oxford Oz 9HK suEaje,,
Bogisch-Fra. .. 6 The Ridge...  Cawversham Rz S repmats,
Brakhmell \Westerley C...  Burford Street GLT I8P jackburn,.
Brokhwwell Westerley C...  Burford Street GLT 38P jackbur,.
Cnates 10 Evelin Road  Abingdon Oxld 1R SUZaNnE,
Crabtree 1 Stallpits Road  Shrivenham ShE 3B ericacra. .
Darman 2 Quakers M.,  ‘Weston Turville HPZ2Z SRS rogerdo. .
Hall 22 Hayward Rd  Oxford O SLW anthony.
Harrner 21 Walkers .., Freeland DXZ9 BAY IFharmer.
Hasleviood 44 Croft Road  Wallingford Q%10 OHH mhasle. ..
[l Hirwlans 2d Havlaw DAad reFeed MY NHD vahars= b
< >
[ Select Al ] [ Clear all ] [ Refresh ]
You can just click OK, or select the forms you want.
8. Goto Step 6 Complete the Merge. Click either
a. Electronic Mail... In the dialog, make sure the To: is set to eMail and enter a Subject Line
for your email. Set the Mail Format to Attachment, and click OK (see footnote 2).
b. Edit individual letters... to get a document containing all or a range of forms. You will get a
dialog asking which forms you want. Click OK to generate the document. You may get a
warning that Record ... was an empty record Ignore it by clicking OK.
9. Close the mailmerge document. | recommend not saving changes.
Word for Mac
1. Inthe Tools menu, In the Tools menu, click Mail Merge.... This bring up a Mail Merge dialog with 6
sections.
2. In 1 choose Create New, then Form Letters where the main document name will already be filled
in.
3. In 2 Data Source, click Get Data and then Open Data Source
4. Browse to find your spreadsheet. In Enable choose All Files
5. The placeholders will appear automatically in 3. You can filter the results in 4, and preview them in 5
by clicking on the left hand ABC button before completing the merger in 6.
6. Complete Merge gives you the choice of printing, saving as a document or sending e-mails to each

member (provided you have Outlook enabled as your default e-mail reader). If you choose e-mail, in
the dialog, make sure the To: is set to eMail and enter a Subject Line for your email. Set Send As:
to HTML, then click Mail Merge To Outbox.
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