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For Help or Assistance, Please Call 1-800-669-0792
Sincerely,

Edber Suppont Team



1. Create Letter Data in FORMAT —

In FORMAT, Select Letters > Create Letter Data (picture below)

Under Letter ID, select the type of letter you are generating.
Check Mark Use Family Letter to place students of same family on 1 letter.
Click Submit when finished. (picture below)

" FORMAT

Free or Reduced Meal Application Tracking

Mail Merge Criteria

Letter ID v

-- AdverseAction
-- DirectCerti

4 -- RequestAddInfo
5 -- RequestIncome
School Al|§ - StatusChanga h Use Current School
7 -- TempStatus
8 -- TempStatusA
9 -- VerNotice
10 -- VerWarning
Date (mm 11 -- Acknowledgement

Include Currently Inactive Students D

Use Family Letter Sort By (Family Letter):
Primary Family Number + @ Asc © Desc
Secondary h @ Asc © Desc
Language English -

Letter Batch ID

Submit | Reset | Bal:kl

The following message will appear stating how many letters will be created...

-
Message from webpage u

_i- Mail Merge Data Document created.
Text file created: DirectCertify.bedt
Mumber of letters to be created from this mail merge: 1

Batch ID: DirectCertify 09/26/2011

Click OK.

This creates a *.txt file of students for the specified letter in the MailMergeData folder on your desktop.
You will need this file when merging students to specified document later.



2. Remerge Previous Letter Batch —

In FORMAT, Select Reports > Letter Batches (picture below)

Verification Uti

Select Date Range
Click Submit (picture below)

Letter Batches Criteria

Student Number

Beginning Date {mm/dd/yyyy) Ending Date {mm/dd/yyyy)

7/1/2011 a/29/2011

Submit I Reset | Back |

Find the Letter Batch Id of the Letter you want to remerge i.e. “DirectCertify 09/26/2011”
Hi-Light that Id name, Right Click, COPY (picture below)

_ Letter Batch Id

1
a
DirectCeartify 09/26/201

Open

Open in new window
Save target as...

Print target

Cut

Copy

Copy shortcut
Paste




Go Back to Letters > Create Letter Data (Refer to Create Letter Data Part 1)
Under Letter ID, Select Type of Letter
Check Mark Use Family Letter

Letter Batch ID (@bottom), Right Click, PASTE the letter you just copied above i.e. “DirectCertify 09/26/2011”

Click Submit (picture below)

Letter Batch ID DirectCertify 09/26/2011
Undo

Submit | Reset | Bal:kl Cut
Copy
Paste

Reopen that Letter from MailMergeDocs and Edit (Refer to Edit Letter in Word Part 3)

Merge Letter Data Using Microsoft Office (Refer to Merging Letter Data Part 4 or 5)



3. Open and Edit Letter in Microsoft Word -

Open MailMergeDocs > Family Letters on desktop.
Select the same Letter you specified in Create Letter Data above.

Message below may or may not appear...

' -
Microsoft Word —— [

Opening this document will run the following SQL command:

l i SELECT *FROM C:\FORMATVWASPSource'Letters\MailMergeData\Notification. tt

Data from your database will be placed in the document. Do you want to continue?

Show Help ==

=) Cwd Cow

Was this information helpful?

This message is asking if you would like to use the data from the previous time this letter has been created, say
“No” to the above message.

Your Letter should look similar to the picture below...

NOTIFICATION LETTER REGARDING SCHOOL MEALS
For the 2011-2012 Program Year

«LetterDatex

wAddressees
wAddrls
«City», «States «PostalCodes

Dear «Addressees:
Your application for free andreduced-price mealswas approved as«51_MealStatus» for:

«S31_StudentNemey @52 StudentNemey @33 _StudentNemey @54 _StudentNoney
@33 _StudentNeames @ S6_StudentNeames @87 _StudentNeames @58 _StudentNamey

Ifyou donot agree with the decision, youmay discuss it with the school. If youwish to review the decision further,
vouhave anght toa fairhearing. This canbe done by calling or writing the following official:
[Contact Name]
«Districts
[Address]
[City, State Zip]
[Phone]

Ifyou arenot eligible now but have a decreasein householdincome, become unemployed, have anincreasein
household size or become eligible to receive Food Assistance Program (SNAP, formally called food stamps) or
OWF funds. fill out anapplication atthattime.

Sincerely,
Sigualure
[Print F5D's Name]

School Food Service Director
wDistricts

Please carefully read the letter and edit as necessary. (i.e. fill in “Contact Name”, “Address”, etc...)
Any field enclosed like this: <<value>> do not touch, these fields will fill in automatically when merged.
When finished editing/proof reading the Letter click Save to remember your preferences for next time.



4. After Opening & Editing Letter, Merge Letter Data in Microsoft Office 2007 - 2010 —

In the toolbar at the top, Click the Mailings tab. (picture below)

L
Mailings

B

Home

Insert Page Layout References Review View Developer

s [ ‘tsl. r. =P Rules H 4 b M
= = = (3 & - - P
— ©g Match Fields ¢z Find Recipient
Envelopes Labels | Start Mail  Select Edit Highli ss Gre erge 3 = 5
Merge » Recipients » Recipient List | Merge F 4] Update Labels < Auto Check for Errors e
Create Start Mail Merge Preview Results Finis
Click Start Mail Merge > Step by Step Mail Merge Wizard... (picture below)
Mme Insert Page Layout References Mailings Review View Developer
T — j j j P Rules <fiscy] H 4 L | e
-E = ot . < =
& 93 Match Fields &
Envelopes Labels Select Edit Higiight Address Greeting Insert Merge Preview B . ~ Finish &
Merge * |Recipients » Recipient List | MergfFields Block Line Field 2] Update Labels | pesults =S¢ Auto Check forErrors | perge
Create Letters Write & Insert Fields Preview Results Finish
u [ 1 [ o g o [ 3 [ v 4 [ i T o [ ofoo

E-mail Messages

Envelopes...

Labels...

Directory

Mormal Word Document

PE DL

Step by Step Mail Merge Wizard...

] Mail Merge - N
Select document type
What type of document are you
warking on?

@ Letters

) E-mail messages
(™) Envelopes

(7 Labels

() Directory

Letters

Send letters to a group of peaople.
'You can personalize the letter
that each person receives.

Click Mext to continue.

Step 1 of 6

® Mext: Starting document

NATIONAL SCHOOL LUNCH AND BREAKFAST PROGRAM

L I R T A TR | P -

A Menu should open on the right-side of the screen; follow the Wizard Step by Step. (picture below)



Step 1 of 6 — Select document type
Check “Letters”, Click Next: Starting document

Step 2 of 6 — Select starting document
Check “Use the current document”, Click Next: Select recipients

Step 3 of 6 — Select recipients

Check “Use an existing list”, Click Browse and Open the *.txt file created from Letter Data step. (There
should be a folder on your desktop called MailMergeData where you will find your text file, once selected a
yvindow will appear after a few minutes displaying all your student data to be merged.) (picture below)

Mail Merge Recipients @Iﬂ

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove redpients from the merge. When your list is ready, dick OK.

Data Source — City w | State w | PostalCode w | LetterDate | FamilyNum -

Wecr-sviog\fS\F... [JEdll canton | oH May 5, 2011 | 2092

< [ r

|| Data Source Refine recpient list
\lecr-srvr8\fE\FORMATBacku - | 4] sort..

¥ Eiter...

4 Find duplicates. ..
&

Find recipient...

J Validate addresses. ..

Click Next: Write your letter

Step 4 of 6 — Write your letter
Your letter is already created you can skip this step and Click Next: Preview your letters

Step 5 of 6 — Preview your letters
This will display your first letter, go ahead and just Click Next: Complete the merge

Step 6 of 6 — Complete the merge
Click “Edit individual letters...” (picture below)
Mail Merge * X

Complete the merge

Mail Merge is ready to produce
your letters,

To persanalize your letters, dick
"Edit Individual Letters. ™ This will
open a new document with your
merged letters. To make changes
to all the letters, switch badk to
the original document.

Merge
L2 Print...
Ig |3 Edit individual letters. .. I

Step6of 6

4@ Previous: Preview your letters




. . . . . Page: 6 of &
All your letters should now start displaying; bottom left will tell you how many letters will be printed. =21

Check/verify a few make sure there are no errors.

To print Click File > Print or hit Ctrl + P on the Keyboard, Select the Printer you want to send it to.
Print when ready.

Repeat same process for Labels using the same Text file from MailMergeData you used on the Letter.



5. After Opening & Editing the Letter, Merge Letter Data in Microsoft Office 2000 - 2005 —

Make sure the Mail Merge Toolbar is Checked by going to View > Toolbars (picture below)

Wiews | Inserk  Format  Tools  Table Window  Help
| vorme r N A AL
1G53 | Wb Layout 1 = |I u ==
' Prink Layout

Eld ~ | |
1 Toohars r Standard o
gj Thurmbnails Formatting l
| ] Header and Footer AuboTexk
Z00m. .. Control Toolbo:x
¥ Database
Drawing E
E-mail '
wLetterDates Forrms
Frames
| Mail Merge
ahddresseen outinng
wdhddrls
wiritye, «3tates Picture
Reviewing
Dear wd ddresse Tables and Borders
o Wisual Basic
Wour applicatiog e
Weh
w51 StudentMNay
= Web Tools
a4 SN b
w58 5T word Count
Worddrt
If you do not ag]
wou have aright Custamize, .,

Mail Merge Toolbar shown below, Select Open Data Source (Second to Left)

| | Insert Word Field = | e | l:l % 1 | | 2 !

Open the *.txt file created from Letter Data step, the Mail Merge Toolbar will look like this now.

PN @ w3 3 3| nsert wWord Fisld | 52 2 e | H 4 1 M _%|_:|(.£ » !

Select Merge to New Document (4% from Right)




Check All then Click OK

Merge to New Document E'
Merge recards

©ia

) Current record

[ 0K, ] [ Cancel ]

All your letters should now start displaying; bottom left will tell you how many letters will be printed.
Page 6 Sec 1 &6

Check/verify a few make sure there are no errors.

To print Click File > Print or hit Ctrl + P on the Keyboard, Select the Printer you want to send it to.
Print when ready.

Repeat same process for Labels using the same Text file from MailMergeData you used on the Letter.



