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Introduction

This document will demonstrate some basics for creating a merge template through
data mining; MSWORD.

Prior to merging a document it is necessary to create the data mining report with the
fields desired for the merge and the template for the merge document. After these two
pieces are created the merge process can be run.
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Create the Data Mining Report

Menu Path: Student Mngmnt/Data Mining

or

Student Mngmnt/Student/Student Data Mining

Click on

Name and Title the Data Mining Report

Select the Fields needed for the merge document

The example uses the following eleven fields:

Field Area

Student Full Name Gen #1

Other Name Gen #1

Birth Date Gen #1

Gender Gen #1

WA Grad Year Gen #1

Student ID Gen #1

Other ID Gen #1

Guardian Full Name F1/G1

Street Address F1

City State Zip F1

Entry Date E/W

461 - SM\5TDM - 4477 - Student Data Mining - Field Selection x|
= ur UDF =] b Mame: Permanent Student Record Template zi'QK
A1 Gen Title: |Permanent Student Record Template = BN
- #2 GenH2 Crientation: @ Portralt  Landscape [ Include Parameter Page &5 Test
- Entty Lines Per Inch: &5 & LPI € @LFI P
- Family L] ekl iy Xcancel
-4 Ememgency I~ Include GRG Fage =
[ o E A selected Fields
&-{E NCLB Field Area ET| =
& (¥ NCLE-2 e
@ Actiity _I Okher Marne Gen #1 LI
Gl Assassment ‘_I Birth Date Gen #1 _I
w8 Milestones i o Al

Wia Grad Year Gen #1
- @ Locker Student 1D Gen #1
i {8 Discipine Other [0 Gen #1
[]"' ::alt: Guardian Full Mame  F1jG1 -
w--E endance
t o 4 ove | Mave A tiove | Mave
5B Schedule = —Student Full Name
e T ) 25w, @ Szetidh iy Ee B2, [+ Print Figld on Report + Last, First Middle ¢ First Middle Last ZSReset]
m Search Available Fields I” Individual Selections
Ranges {LowfHigh)
% Enrolled I [
1989 Academic Skl Academic Gri =
1939 Academic Subject Academic Gri Headingl: [Student Length: ISD_
15989 Comment 1 Grades Headingz: [Full Name Report Width: 213/132
1989 Comment 2 Grades
1959 Comment 3 Grades = Student Status: = Active ( Inactive { Both Default Entity: (+ Yes ¢ Mo  Both

Field Lookup: I

+ Addl ISeIactEd Figlds.

> Pan
Eiin e bation

4. Click to close the report.
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Create the Mail Merge Document

Menu Path: Student Mngmnt/Data Mining
or
Student Mngmnt/Student/Student Data Mining

Highlight the Report created in Data Mining for the Permanent Student Record

Click on .
Click on[MS Word|.
Click on [Add]

Select New Document.
Name the File

N o g s~ w D PE

Type in a path to store the file or click on Find Folder and Select a path
(recommend that it is stored in My Documents in Citrix)

461 - SMYST DM - 4477 - Student Data Mining - M5 Word Mail M

Mail Merge Reports

kI

Mame: [SFnple Z.doc

Path: |INysd1&9-prog-01fadmindatafHome crnaley /My Docurments|

DS,

[™ Use Generic Field Labels

ISeIect a directary. @‘Docuﬁgntation

8. Click . A blank Word Document will open.
9. Create your Template with merge fields.

10.The Font used in the example is Times New Roman. The first line containing the
School District Name and the title “Permanent Student Record” was placed in the
Header of the word document., (Path: View / Header and Footer).
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11.The example document uses a table to keep all the merge fields and headings
lined up consistently. (Path: Table / Insert / Table - 4 columns by 8 rows).

X
Table size
Mumber of columns: I"r E
Murnber of rows: &l =

AutoFit behaviar

%" Fixed colurmn width: I.ﬁ.utcu E‘

" AukoFit ko contents
" AutaFit ko window

Table skyle: Table Grid AutoFormat. .. |

[ Remember dimensions for new tables

(a4 I Cancel |

12.The font size used for the headers in the table is 8pts.

13.Place the curser in the correct position for the merge field then use the “Insert
Merge Fields” button to access the merge field.

Df Sample 2.doc - Microsoft Word ==l
© Flle Edit ‘Wew Insett Format Tools  Table  Window  Help Type a question For help » X
DEEHRSISRA|ITH|B@E Y- & BETabIeGrid - TmeshewRoman -+ 12 | B 7 U [E|= = = = (0] A- B
a3 A B setwodFed- | 52 B 2 E K 41 b N-ll%l&d%éhg’z-!

IS IR - B - DO IO - SO | N

Insert Merge
Fields

WASWTUG School District PERMANENT STUDENT RECORD

14. Highlight the desired Merge Field click [Insert]
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Insert Merge Field x|

Inserk:
" address Fields {* Database Fields

Fields:

Student_Full_Mame -
Other_Mame _I
Birth_Date

Gender

Wi _Grad_Year

Student_ID

Other_ID

Guardian_Full Marme

Street_Address

ity _Skake_Zip

Entry_Dake

Match Figlds. .. |

15. Click

16. Then reposition the curser for the next merge field and repeat steps 14 & 15.
17.There is space for a small logo to the right of the Legal Name if desired.

18. After the table is created highlight the whole table go to Table (in the menu bar)
select Table Properties, then select Eorders and Shading...| select None (to
hide the gridlines of the table).

Borders and Shading x|

Borders | Page Border I Shading I

Style: Preview

| ‘ - Click on diagram below or use
|D - buttons to apply borders

0 =
Hﬂ all Tt hd
Caoler: | ==l e e
Automatic -
H oo || -]
Width
[— I 4 pt 7j apply ko
3 Cuskom
[N ] - ITabIe j

Options. . |
Showy Toolbar | a4 I Cancel |

19. Click [OK].
20. Click [OK].

21.Create a hard return after the table
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22.Select Format from the Menu bar.
23.Select Borders and Shading from the drop down list.

24.Select Horizontal Line. . | from this screen.

Borders and Shading x|

Borders | Page Border | Shading I

Setting: Skyle: Preview

@ |~ Click, on diagram below or use
buttons to apply borders

1| @| m) m] [

j Apply o

Custam IParagraDh j

Cptions., .. |

| —
Show IoolbarG Horizontal Line. .. | [o]4 I Cancel |

25. Select the line (the example used the first one). The line can be formatted after it
is selected.

26. After the Line Type the word PHOTOS.
27.Then create several hard returns to create blank space.

28.Create another horizontal line by repeating steps 22 through 25.
29. After the Line Type the word TEST SCORES.

30.Then create several hard returns to create blank space.
31.Type Additional Test Scores Continued on Back.

32.Create another Table at the bottom. Follow the path in step 11. This time the
table in the example is 3 columns by 7 rows.

33.Enter the text in the table for Transfer Record To/Date and Transcript Sent to
Name/Date.

34.Save and Close the File.

35.Close].
36.[Close].
37.[Close]
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Use the Data Mining /Mail Merge Document

Menu Path: Student Mngmnt/Data Mining
or
Student Mngmnt/Student/Student Data Mining

Highlight the Data Mining Report created for the Merge.

Click on[Run|,
Click on [MS Word|.

Highlight the Mail Merge Report to use.

Click on [Merge]

Click on the tool bar option for “Merge to New Document.

o g bk~ w D P

Merge to New
Ij sample 2.doc - Microsoft Word Document

=Bl

‘ File Edit Yiew Insert Format Took  Table ‘Window  Help Type a question For help  » X
NEHRS S Q|VEB@E| Y- 3| @Eread !ENormaH—Spt es Mew Roman = & v|..lr H|§\§EEE'§_§|vév B
Am | B 2 8| netwedfed- [ 3 95 A K 41 »

=S AR
SR - BN |

'-;"_4.;{’;’.!
] B

CE e -

WASWTUG School District FERMANENT STUDENT RECORD

PARENT/GUARDIAN STUDENT ID WA CRAD YR

-1 I [

wCnardian Full Mames witudent I/ «Other 1Dk «WA_Crad Vears
witreet A ddresss
«City_StateZipe

LEGAL NAME

§CHOOL «Student Full Namesy Logzo Here

7. Verify the selection for the merge is set to All.

8. Click on [OK].

9. Print information as desired.

nn

10.Close File (without saving).
11.Close template (without saving)

12./Close].
13./Close].
14.Clos¢]
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WASWUG School District PERMANENT STUDENT RECORD

PARENT/GUARDIAN STUDENT ID WA GRAD YR
«Guardian_Full_Name» «Student_ID» / «Other_ID» «WA_Grad_Year»
«Street_Address»

«City_State_Zip»

LEGAL NAME
«Student_Full_Name»
SCHOOL AKA
«Other_Name»
DISTRICT CO. NUMBER BIRTHDATE GENDER ENTRY DATE
WASWUG High School «Birth_Date» «Gender»  «Entry_Date»

2121 W. Casino Rd
Everett, WA 98204

PHOTOS

TEST SCORES

(Additional Test Scores Continued on back)

TRANSFER RECORD TRANSCRIPTS SENT TO:
TO DATE | NAME DATE NAME DATE
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WASWUG School District PERMANENT STUDENT RECORD

PARENT/GUARDIAN STUDENT ID
Barrierescr, Kacie C 15266 / 541969
985 N Scramble avenue

Scramble, WV 55555

LEGAL NAME

Barrierescr, Gerald B
SCHOOL AKA
DISTRICT CO. NUMBER BIRTHDATE  GENDER
WASWUG High School 07/22/1990 M

2121 W. Casino Rd
Everett, WA 98204

WA GRAD YR
2008

WASWUG
ENTRY DATE = i
09/21/2007

PHOTOS

TEST SCORES

(Additional Test Scores Continued on back)

TRANSFER RECORD
TO DATE | NAME

TRANSCRIPTS SENT TO:
DATE NAME DATE
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