Mail merging UVNSs

easy wa [
The Yy Y to get Unique Voter Numbers out to all voters

A mail merge allows you to create one letter or emiand print it off with different, personalised
information for each recipient. Once you've donetionce, they're pretty easy to set up. Your admirstaff
probably use them all the time to send home letterso parents, so ask them for help.

Mail merges can be a really good tool for distribuhg MiVoice UVNs — the Unique Voter Numbers each
voter needs to participate in a MiVoice election.You could give a flyer to each voter explaining howo

vote and who the candidates are, using a mail merggou could print a different UVN onto each flyer. Or
you might want to send a letter or email to each vder giving them their UVN and details fo the electin,
again mail merging allows you to do this automaticlly. Each UVN can only be used once; MiVoice knows
when it has been used, but not who it was used to ast a vote for. This means having a list of nameand
linked UVNs won't stop people’s votes being anonymus..

The instructions given here are based on Microso@ffice 2003 software as this is the most commonly sed. The principles are the
same for other packages, such as OpenOffice, but faletailed instructions please follow the help inelded with those packages.
You can get more in-depth tutorials and guidance ormail merging with all of these packages online. fiere are some links at the
end that will point you to some of these.

Word processor with mail merge facility (e.g. Micreoft Word)
Spreadsheet software (e.g. Microsoft Excel)
Your downloaded UVNs

A list of all your voters’ email addresses (the sobl office may have this information, or it may be
that everyone has an email address provided by trschool)
Compatible email software (e.g. Microsoft Outlook)

1. Import your downloaded UVNSs into a new Excel 8. Ideally you should import all the columns as
text, as otherwise you may lose any zeros that ar& the beginning of a UVN,; it treats it as a number
and so converts 0123456789 into 123456789. If youcan't get round this just remind your voters
that their UVNs should be 10 digits long, if they & shorter they should just add zeros at the
beginning.

2.  Cut and paste in columns of any other informatim you want to use with the UVNSs, e.g. names,
emails, addresses. Each name, address, etc. mustib a row in line with the UVN it will be
associated with. Give each column a hesding that W help you identify its content (see picture
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3. Save t'he fileina plgce A | B [ ¢ 1 10 ] = I F
you will be able to find | 1 [Batch Name uvN First Name |Last Name Email Address 1
again, but make sure it | 2 |Initial Batch | 1209494526 Asher Jacobsbery ashen@schoolcouncils.org 108-110 Camden High St
. ' 3 [Initial Batch | 2782899604 Jess Gaold JessiE@schanleouncils.org 108-110 Camden High St
IS secure. | 4 |Initial Batch | 9358566712 Angelina  Ufel angelina@schoolcouncils.org 108-110 Camden High St
5 |Initial Batch | 5537954134 Melodie Sirmpson melodie@schoolcouncils.org  (108-110 Camden High St
Glnitial Batch 1142951530@ Lent matt@schoolcuuncils.nrg 108-110 Camden High




1. Open a new document in Word and from the ‘Tools’'menu, select ‘Letters and
Mailings’ and then ‘Mail Merge’. This will open the Mail Merge sidebar that will lead
you through the process of creating a mail merge € right).

2. Select:
‘Letters’ if you want to put UVNs into documents toprint (letters or flyers);

'E-mail messages’ if you want to email out the UVNE&he file you created earlier
needs to contain an ‘Email’ column);

‘Labels’ if you want to print the UVNs onto labeldo attach to other documents.

3. At the bottom of the sidebar click ‘Next’.

4. The next page allows gives you the option of basg your mail merge on something \
similar you've done before. Assuming you don’t hae anything like that, click ‘Next’

again.

5. Now you are asked to tell Word what informationyou want to merge. Make sure ‘Use an existing
list' is selected and click ‘Browse’ below. Findhe file you made containing the UVNs and other
relevant information.

6. Follow the instructions in the windows that popup until you are back at your document.

7. Click ‘Next’ in the sidebar. Now you should lagut your letter, email or label.
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with the mformatlon from your filadded. In the sidebar the arrow buttons allow you to scroll
he document to e how it will look with different people’s
information in it. If you are satisfieithisclick ‘Next'.

10.You can now print or email your merg dac umentby clicking the link in the sidebar, under

‘Merge’. (
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Help and guidance with mail merges from Microsofthttp://office.microsoft.com/en-us/assistance/CH06083201033.aspx
Mail merge in OpenOffice:http://www.openopen.org/old/how/OOo/mail-merge.html,
or http://tutorialsforopenoffice.org/tutorial/form_letter 1.html




