Appendix C: Label Printing Using Mail Merge - Office 2013

From the Reports submenu, create the desired label type (Follow-up, Patient, etc.). The labels will then be displayed, as seen in the example below:

_
@ CPDMS - Mozilla Firefox (oo o ]

@ https://kercpdms.net/cpdms-5479/Reports/FollowUpMaster.php -

CANCER PATIENT DATA MANAGEMENT SYSTEM .net

TRAINING DATABASE : 0000090201
Case Classes Included: All Analytic 00 - 22
Cervix Cases Staged As Insitu Are Not Included
Patients With No Follow-Up For Months Prior To 06/23/2015
i Registry Reference Year = All
Report Sorted By: LastName,FirstName

ABE, MOHAMMAD Z ABE, MOHAMMAD Z
Address1 Testis 02/20/1997
Address2 REG ACC # : 19970695 SEQ # : 1
HOSKINSTON, KY 40844 BD: 07/01/1969 DLC: 06/21/2011
|
JACKSON, SUSAN ABE, MOHAMMAD P
8 MEDICAL CIRCLE Kidney 10/08/1999
GEORGETOWN, KY 40324 REG ACC # : 19991125 SEQ # : 1

BD: 08/27/1934 DLC: 04/04/2013
MD: DOC3 JACKSON

LastName, FirstName ABE, MOHAMMAD E

Address1 Liver 07/28/2000

Address2 REG ACC # : 20000403 SEQ # : 1

CROPPER, KY 40057 BD: 10/05/1953 DLC: 08/29/2000 -
’ Save ] Print ] ’ Cancel [ Main ]

Note: Once labels have been generated by CPDMS.net and saved to a user's computer, the file may be manipulated and printed using any type of
spreadsheet and/or word processing software. However, KCR only supports label printing using Microsoft® Excel and Microsoft® Word.

Choose the "Save" button and a dialog box will appear with the default filename "Labels.csv" and "comma separated" as the specified file format. The
filename may be overwritten with another name, but be sure to preserve the .csv extension.
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You have chosen to open: !
f.) Labels.csv

which is: Microsoft Excel Comma Separated Values File A

. from: https//cpdms.net 4

What should Firefox do with this file? N

Microsoft Excel (default) -

i) Save File

[] Do this automatically for files like this from now on.

[ QK ]| Cancel |

Select "Submit" and then "Save" to save the file to the desired location on a local computer or network drive. In the screen below, for example, the file is
saved to the user's computer desktop.
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Once the file has been saved, open it in Excel. Now choose "Save As" from the "File" menu. In the dialog box that opens, click the arrow to the right of the
"Save as type" drop-down menu at the bottom of the screen.

Choose Excel Workbook (scroll to the top of the list to see this option). The file name will now show the extension
Xlsx. Click "Save."



g isk (C:] » lUsers » thrand » Desktop » - earch Deskto
bl Je « OSDisk (C) » U brand b Desktop 49 || search Desktop
Organize * Mew folder == - @
Microsoft Excel o MName Date modified Type il
i CDA 12/15/201410:21 ...  File folder
70 Favorites 1. CdaEval_1.8.2_BETA 12/15/201410:21 ... File folder
Bl Desktop 3 )i docs 7/31/2014 1:36 PM  File folder =
4l Downloads . Firefox36Portable 7/25/2014 £:45PM  File folder
‘L"_-_-J Recent Places 1. MAACCR version 14.0 Manual 1/29/2015 9:25 AM File folder
| resources 7/31/2014 136 PM  File folder J !
o Libraries N 1. Samples 7/31/20141:36 PM  File folder
@ Documents 1. schemalist 02,04 _files 10/2/2014 3:55 PM File folder
o Music J source 7/31/2014 1:36 PM File folder
[ Pictures breast.lsx 6/17/201510:55 AM  Microsoft Excel v |f
B2 videos colon.xdsx 6/17/201511:01 AM  Microsoft Excel V _
- 4 |n m | 3
File narne: Labels.xlsx -
Save as type: [?E}(cei Workbook (*.xlsx) P v
Authors: Tenya Brandenburg Tags: Add atag
[7] Save Thumbnail
=~ Hide Folders Tools - Save | ’ Cancel

Now open Microsoft Word, go to the "Mailings" menu, and select "Start Mail Merge."
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Under "Start Mail Merge," choose "Labels" and then click on "Ok" at the bottom right of the screen.
-

Label Options

Printer information
() Continuous-feed printers
@ Page printers Tray: | Default tray (Automatically Select) IEI
Label information

Label vendors: | Avery US Letter |E|

Find updates on Office.com
Product number:

Label information

5961 Easy Peel Address Labels - Type: Easy Peel Address Labels
5962 Easy Peel Address Labels Height: 1-
5963 Shipping Labels o

5956 Filing Labels

5967 Easy Peel Return Address Labels

5970 High Visibility Labels

|:| Width:_ 4'- )
Page size: 8.5 =11

Details... | | New Label..

[
i

ete [ oK ] [ Cancel

The following screen will now be displayed.
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Under "Select Recipients" choose "Use an Exhisitng list" selected. Click on the location where you saved your list and click "Open."

Next the "Select Table" dialog box will appear. Click "Ok."

5

Select Table

Marne

a

Descripkion

Madified
1/24)2007 2:52:25 PM

Created

Tvpe

1)/24)2007 2:52:25 PM  TABLE

| 2]

First row of data contains column headers
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] [ Zancel
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The following screen will then appear:
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To edit the recipient list, choose the "Edit Recipient List" option under the "Mailings" menu.



-

Mail Merge Recipients

A=)

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 recipients from the merge. When your list is ready, click OK,
Data Source |7 [TEM1 - | [TEMZ - | [TEM3 - | [TE =
Labels.xlsx ABE, MOHAMMAD Z ... | Addressl .| Address2
Labels.xlsx |7 ABE, MOHAMMAD Z ... Testis 02/20/1997 REG ACC #:19970695 ... BD
i Labelsxlsx |7 SUSAMN JACKSOM w8 MEDICAL CIRCLE GE!
Labelsxlsx |7 ABE, MOHAMMAD P ... Kidney 10/08,/1999 REG ACC#:19991125 ... ED
Labelsxlsx |7 LastMame, Firsthlame ... Addressl v Address2 .. CR
Labels.xlsx |7 ABE, MOHAMMADE ... Liver 07/28,2000 . REG ACC#:20000403 ... BD
Labels.xlsx |7 ABE, MOHAMMADI ... Addressl . Address2 o LEX
i Labelsxlsx |7 ABE, MOHAMMADI ... Testis 02/15/2001 REG ACC#:20010034 ... BD _
.‘ | - - | s r;r ...... _ - .. - | - .. - .P_
Data Source Refine recipient list
Labels.xlsx P %l Sort...
T Eilter...
! Find duplicates...
i E} Find recipient...
[} Validate addresses...
Edit Refresh
'
P

Choose the "Insert Merge Field" and insert the items you want in the label.

F B
Insert Merge Field m

Insert:
1 Address Fields @ Database Fields

Fields:

M .. |
TTEM2
TTEM3
ITERI4
ITERS

Match Fields... | | Inset | | cancel

You can match the fields with parts of the label as well.



Match Fields B

In order to use special features, Mail Merge needs to
know which fields in your recipient list match to the
required fields, Use the drop-down list to select the
appropriate recipient list field for each address field
component

Unigque Identifier {not matched] E| -
Courtesy Title (not matched) E| [
First Name (not matched) |w||_
Middle Name (ot matched) E| 5
Last Name {not matched] E|
Suffix inot matched] [=|
Mickname (not matched] [«
lob Title inot matched] [
Company {not matched] E|
Address 1 (not matched) E|
Mddress 2 (not matched] [«
City inot matched] [
CHata et matehadt [ 1

Use the drop-down lists to choose the field from your
database that corresponds to the address information
Mail Merge expedts (listed on the left)

|:| Remember this matching for this set of data sources
on this computer

[ Cancel
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Now click on the "Update all labels" button below "Replicate Labels."
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The following screen demonstrates that the layout of the first label has been duplicated in every label.
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Once finished click on "Finish & Merge."
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The labels are now ready to be printed. You can make any changes needed and then print when ready.
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