LETTERS MANAGEMENT

Letters Management

"The ability 1o Mail Merge Documents with #he Studens; and Guardsan databases is a huge convenience fo the
dassroons teacher who can very quickly send letters for a selected number of students in #he dass.

arksbook allows usets to design their own letters/documents that are used in every day application
of the software. The sample set provided should be used as a guide and note that other applications like Certificates,
Subject Selection Forms and Class Tests

that require Selective Data from the Lists should also be considered. The system uses 3 types of files for the Mail
Merge operation. Types are determined by the file extension at the end of the file name. DOT files are the Template
files used when a new letter is created and would contain the generic information such as school logo, date and
address information if that was standard in the category selected. DOC files are the letter documents used as the link
to the database description and contain the specific information relating to that letter. DAT files are the database field
types stored in the DOC file. Before starting, ensure that your system has a proper location for the Document Files
to be assigned into. Default is the LETTERS folder in the program location. Every letter created will have a DOC
and a DAT extension to the file. The DOT extension files are also stored in this location. To set the location, go to:
Setup — File Locations

- Comment Settings

i Optionz
- =ystem Settings —File Locations:
Appearance Program Location: IC:'I.F‘ru:ugram Files'Lant™esthlarkshook E:l
Lists Location: IC:'I.F'ru:ugram Filezs'LantWestharkshook'LISTS E-l
Letters Location: IC:*.Prn:lgram Files'Laniestibarksbook' LETTERSY @-l
f ik el Student Work Lacation: IC:*Prl:ngram Files'LanivyiestiMarkshook IADRKL E'.vl
- COmments
B- Sphunl Baszed Outcomes Studert Photo Location: IC:'I.F‘ru:ugram Files\Lantestiarkshook PHOTOS E,I
Interim Setttings System Backup Lgcatign:I':Z"Fngram Files'Lanestivarksbook BACKLIM E:l
Mark Settings
- Grade Seftings School Loga Path: | =
i Rank Seftings Excel file Locations: IC:'-Pr::ugram Files'Lanestharkshook EXCEL) E;l

Maze Import Location: IC:*Pngram Files'Laniestiarksbook A ZEYMPOR

[/

Maze Export Locstion: IC:'IPru:ugram FilezLamezt\hiarksbhookhL ZEEXPOR

Use Folder Lookup If Another
Directory Is Required. oK Cancel
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Letter Categories

Creating a letter will require you to select a Letter Category. A letter Category is a grouping under which you will assign
letters such as “Academic” or “Behavioral”, etc. Letter Categories are user defined and are edited in the Letter
Category Module found on the menu path Main—Letters—Maintain Categories.

[ Main
&P Shudents
W Teaches:

Letter Categories

(@ Casgeries | oia|
Category Code [MB il
Category Name IEhehah'I:-..rﬂ'i  Studsnt
Templste File  misb dot EI

# 800 | = poite |

Note that the Letter Type will determine which letters are displayed in various sections of the system depending upon
which area you are in.

The Template File should contain the most common layout for that Category. The DOT files can be edited and saved
under MS WORD.

To add a new category, Click on the “+ Add” button. A blank entry will appear on the screen requiring you to fill in
the fields including the Code for the Category.

Be careful not to delete a Category especially if there are letters already linked to it. Removal of a Category will block
the access to any letters linked to it. Re-entering the category will restore the link providing the same code is used in
creating the category.
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Creating and Maintaining Letters

To create a new letter, you will need to select a category for the letter to be grouped by. Selecting the Menu Path:
Main — Letters — Create New Letter — Category.

giﬂ Choose A Letter Category
Stud ’
< ;L“a:h”js . |For The New Letter
Subjects r
L - Create New Letter » Arcademic/Subject
M aititain Letters Behavioural

2] Ctrl+H -

@ Reparts kr M

,ﬂi'l] aintain Categones Mizcellaneous

B e

Selection of a Category will then activate a request for the Description of the Letter. Once the description has been
entered, the system will

1. Create the letter from the template stored with the Category.
2. The File Name will be the next numbered letter. Eg. LETT0145.DOC
3. Load MS WORD and require you to edit the Letter.

4. Close MS WORD and return back to the Marksbook System

5. Check via Letter Maintenance (Main -> Letters -> Maintain Letters) that the entry
has been added.
i i Letter Maintenance Hi=lE

Letter Maintenance

€ Letters | Gridl

Letter Code Description
|5t:hang|:|2 IChange Of Class
Filename: Creation Date Athor
ILETTD1 43.D0C (= | |22r1 i1 Waughans
Letter Type Category
AcademictSubject -
) Student I J

ol Il i ) e |

,ﬁ'[] Categaries |

6. Note the New Letter Code and the New Numbetred Document.

7. Click on Edit to check if the Letter is what you designed.
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Creating a Mailing Label Document

This section will outline how to create labels using the Marksbook programs. For this example creating an
Employer Label will be demonstrated.

Firstly create a new letter in the Marksbook program by going to ‘Main’ -> ‘Letters’ -> ‘Create New Letter’, then
select the category you wish to store your letters under (in this case it will be ‘Employer Letters’). This is
demonstrated below.

i1 Marksbook Workplace] ¥5.1.7a

|Main Aszessment J Wizards  Setup  Utiities Window Help

&P Students * l& 2| N = £ . &8 |

@ Employers Bations  Letters Lists Aszess wizards Feports Optianz

3
W Teachers L4
Subjectz L4

ﬂ Letters

@ Beports  Chil+R

i

Ed Support Centres

&4 Send Placement Letter
Maintain Letters Student kaster Letters
di'l] Maintain Categaones Sl Combined Letters
1 SWL Master Letters

Employer Lel

Log CIff

Next give your letter a name (eg. Employer Labels) and click OK.
Letter Title |

Fleaze enter letter title:

IEmpIu:u_l,ler Labelz

| 0k, I Cancel

This should now open up Microsoft word so you can now start creating the letter.

Now that Your Letter has opened you need to insert the Mail merge fields in the order and layout that you want.
Below is an example of a format you might use when creating employer labels:

«CONTACT»

« COMPANYNAME>»
«STREETADDEESSL»
«STREETADDRESS2»
«STREETSUBURBE» «STREETSTATE»
«STREETPCODE»

Once you have entered in all of your information you now need to find a button called ‘Insert Word Field” and
then click on it. This will bring up a list of options and you need to insert the function called ‘Next Record’. The
‘Insert Word Field” button is normally found next to the ‘Insert Merge Field Button’ and is shown below:

Do MM 8 [etvadrss- ]2 DEBE K <1 > GBI DBLE.

Your total label should now look like the example below:
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«CONTACT»

«COMPANYNAME:»
«STREETADDRESS1»
«STREETADDEESS2»
«STEEETSUBUEE» «STREETSTATE»
«STREETPCODE» «Next Record»

To complete the label letter you now need to copy the above data and paste it into the some documents as many
times as labels you want. A completed sheet might look something like this:

“COHTACT: «COMTACT:

4 COMPAHTHALE: #COMPANTHATE:

+5TREET ADDEEES]: +5TREETADDEEES]:

gTREE TADDEEESR: gTREETADDRESSQ»
TREETSUETTEE: TREETSUETEE:

+STEEETSTATE: <5 TEEETSTATE:

S TREETE CODE: et Recomds 5 TREETF CODE: et Reconds

«COHTACT: #CORTACT:

SCONMPAITHANE: S COMPAMTTHATE:

+5 TREETADDEESS 1 +5TEEET ADDEESS1:

-:gTREEI‘.ﬁDDRESSQ» -:gTREEl‘ADDRESSQ»
TREETSUEUEE: TREETSUEUEE:

+STREETETATE: +STREETETATE:

<5 TREEETP CODE: 1t Recomds <5 TEEETP CODE: 1t Reconds

«COHTACT: «COHTACT:

#COMPATHAE: #COMPANETHALE:

+5 TREETADDEESS 1 +5TEEET ADDEESS1:

gTREEI‘.ﬁDDRESSQ» gTREEl‘ADDRESSQ»
TREETSUEUEE: TREETSUEUEE:

+STREETETATE: +STREETITATE:

+STREETD CODE: «3 et Reconds +STREETP CODE: «3 et Records

“COHTACT: «COMTACT:

4 COMPAHTHALE: #COMPANTHATE:

+STREETADD REESL: +STREETADDREESL:

+5 TREETADDEES S <5 TREET ADDEESS2:

+STEEETSTATE: <5 TEEETSTATE:

S TREETE CODE: et Recomds 5 TREETF CODE: et Reconds

«COHTACT: #CORTACT:

SCOMMPANTHATNE: SCOMPAMNTHATE:

+5 TREET ADDEESS1: +5TREET ADDEESS1:

gTREEI‘.ﬁDDRESSQ» gTREEl‘ADDRESSQ»
TREETSUEUEE: TREETSUEUEE:

+STREETETATE: +STREETETATE:

<5 TREEETP CODE: 1t Recomds <5 TEEETP CODE: 1t Reconds

«COHTACT: «COHTACT:

4 COMPAHTHALE: #COMPANTHATE:

+STREETADD REESL: +STREETADDREESL:

+5 TREETADDEES S <5 TREET ADDEESS2:

+STREETS TATE: +S TREETSTATE:

+STREETD CODE: «3 et Reconds +STREETP CODE: «3 et Records

It is easier if you insert a table and then put each label in a separate cell because it prints out more uniformly this
way. Now you can save this document.



