Discipline: Customizing your
reports with Mail Merge—
making life a bit easier

Greg Barker
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Follow these steps to create custom discipline mailge letters.

1. Open a new Word document and save it as your téenptayour Citrix account. For

example: custom_mm.doc.
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2. Enter (or copy from another document) the custorhiteyour Word document.

3. To insert mail merge fields, place your curser wehgyu want to insert the field on the
document and then seldosert menu field option.
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4. Highlight theMergeField option in theField Namesbox.

5. Enter the mail merge field name in theld Namefield.

6. The following table lists the available Disciplifields and the mail merge format for those
fields.

WESPaC Field Mail Merge Word Field

# Actions with Same Suspend Type # Actions_with &abuspend Type
1st Guardian M_1st _Guardian

2nd Guardian M_2st Guardian

Action Code Action_Code

Action Comment Action_Comment

Action Detail Comment Action_Detail_Comment
Action Detail Date Action_Detail _Date

Action Detail Length Action_Detail_Length
Action Detail Start/End Dates Action_Detail _StantEDates
Action Detail Status Action_Detail Status
Action Detail Time Action_Detail_Time

Action Long Description Action_Long_Description
Action Ordered Date Action_Ordered_Date
Action Points Action_Points




Action Return Date

Action_Return_Date

Action Short Description

Action_Short_Description

Action Status

Action_Status

Action Time Served

Action_Time_Served

Advisor Name

Advisor_ Name

Advisor Short Name

Advisor_Short_ Name

Birthdate

Birthdate

City

City

Default Discipline Officer

Default Discipline_Offer

Discipline Entity Code

Discipline_Entity Code

Discipline Entity Description

Discipline_Entity Dasption

Discipline Officer for Offense

Discipline_Officerof Offense

Entity Code

Entity Code

Entity Description

Entity Description

Followed Up by for Action

Followed Up by for_Action

Free Form Comment 1

Free_ Form_Comment_1

Free Form Comment 2

Free_Form_Comment_2

Free Form Comment 3

Free_ Form_Comment_3

Free Form Comment 4

Free_Form_Comment 4

Grad Year Grad_Year
Grad Year/Grade Grad_YearGrade
Grade Grade

Home Phone Number

Home_Phone_Number

Homeroom Number

Homeroom_Number

Location of Action Detail

Location_of Action_Detall

Location of Offense

Location_of Offense

Mailing Address Street

Mailing_Address_Street

Offense Code

Offense_Code

Offense Comment

Offense_Comment

Offense Cost

Offense_Cost

Offense Date

Offense_Date

Offense Long Description

Offense_Long_Description

Offense Points

Offense_Points

Offense Short Description

Offense_Short_Description

Referred By

Referred By

School Code School_Code
School Description School_Description
Second Address Second_Address
State State

Street Address Street_Address
Student I.D. Student_I1.D.

Student Name

Student_ Name

Suspension Type

Suspension_Type

Time to Serve for Action

Time_to_Serve for_Action

Total Action Points

Total_Action_Points

Zip Code

Zip_Code




Repeat to include all desired fields

7. Save the Word document.

8. Enter student discipline as usual:



9. SelectReport andSingle Mail Merge.

10. Select theDther option from theMerge Type dropdown menu.
TheMM Format button is sensitized.

11.Select theViM Format button.

12. Select eDelimited File Type of Comma.



13.Move the fields used in the mail merge documentftbeAvailable Fields area to the
Selected Fieldsarea.

14.Select theOK button.

15. Enter the path to the mail merge document temjhatfee Document To Usdield.

16. Enter the path to the location to save the disogpletters in th&ave Merge Adield.

17.Select#Saveand create a name



18.Press #Save
Now in the future you won't have to complete stéfsl7. You can now select load and
all the setting are saved.

19. Select théRun button and seledfes

20.You now have a document that you can save, prinake changes.



Fill-in forms:
If you are like our school, we need to add addalanformation that doesn’t exist in the list of
fields. You can create fill-in fields that allow ydo enter information to complete any form.

We need to know if the student is Special Ed, Bbe, student’s ethnicity, if police were
notified, on a 504, if a follow-up conference iguéed, and the initials of the person
completing the form.

Using the Insert-Field function, we can add questito be answered as the person completes
the form—at the end of the merging.

1. Toinsert mail merge fields, place your curggrere you want to insert the field on the
document and then seldosert menu field option.



TheField window displays.

Select Fill-In

Type in prompt. It is a good idea to select a statMilefault answer. You can always change
later after the merge.

Repeat for as many fill-ins as you wish.



The merge step will now include some pop-up/filbioxes.



