Doing a Mass Printing of Certificates Using Microsoft Excel 2003 and Word 2003’s 
Mail Merge Feature
The following instructions will allow you to print individual certificates for your staff for one event.*  

1. Open up Microsoft Excel.  You will see a blank spreadsheet with Rows and Columns.  Each block is called a cell.  

2. In cell 1A, type Last Name.  In cell 1B, type First Name.  In cell 1C, type SD Points.
3. Start typing in your staff members’ first and last names, and the number of staff development points you would like to award for the session.

4. Once you’ve typed your list, save your document in a place you can find it later.  Close out of the Excel program.
5. Open up Microsoft Word and create your certificate document.  You can use the attached certificate (Blank Certificate)  as a model, but you’ll need to fill in appropriate information everywhere you see ****.  The fields that have _______________ should be left alone for the time being.  Save this document somewhere on your computer where you can find it later, and keep it open.
6. You will be using the Mail Merge feature in MS Word to fill in that personalized information that you typed into your Excel spreadsheet.  An easy way to access Mail Merge is to go to Tools -> Letters and Mailings.  Click on Show Mail Merge Toolbar.  This action should place a check mark beside this option, and should open another row of tools below your current toolbar at the top of your computer screen. If you’re unsure where those tools are, just click on Show Mail Merge Toolbar a couple more times to uncheck it and recheck it.  Make note of where the tools appear.
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7. If you hover your mouse over the tools on that Mail Merge Toolbar, you’ll see what options each button gives you.  The buttons that are faded out are not available to you until you get to certain steps in the Mail Merge process.  You can always go back and re-click buttons you’ve already clicked to edit info or change your options.  The first button on the left of the Mail Merge Toolbar is called Main Document Setup.  Click on that, choose Normal Word Document, and click OK.
8. The second button on the Mail Merge Toolbar is called Open Data Source.  This function allows you to link your certificate document to the spreadsheet you created earlier. Click on the Open Data Source button.  

9. This will open a Select Data Source window.  Find your Excel spreadsheet that you saved earlier.  Click once on Open.
10. This will open a Select Table window.  Highlight Sheet 1 (the first, default spreadsheet in your Excel file).  Click OK.
11. The third button in the Mail Merge Toolbar allows you to select your Mail Merge Recipients.  Click on this to open a window which will let you check/uncheck names of teachers for whom you want to print out personalized certificates.  
12. Now you’ll start to add those personalized items into your document.  Place your cursor at the start of the first blank line in the document:

This is to certify that   ____________
contributed to Black Water Middle School’s Staff Development sessions and is entitled to ______________ hours of Staff Development Credit.

13. Delete this line and leave your cursor in its place.   
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14. We’re going to skip a couple of buttons now.  The sixth button over is called Insert Merge Fields.  Click once on this button.  An Insert Merge Field window pops up.  Select First Name and click Insert.  Click Close to close the window.
15. Hit the space bar to insert a space after the «First_Name» field in your document.

16. Click the Insert Merge Fields button again.  The Insert Merge Field window pops up again, and this time, you’ll select Last Name and click Insert then Close.
17. Reposition your cursor to the second blank line, delete it and follow the instructions above to insert your participants Staff Development Points (SD Points) in that space.
18. Your information has now been added and you can preview what your documents will look like.  Skip the Insert Word Field button.  Click once on the View Merged Data button, and you’ll see your first merged document.  It should show your first document with the teacher’s actual name and Staff Development points instead of “First Name,” “Last Name,” etc.

19. Click on the arrow to the right of the number 1 in the toolbar to scroll through your different documents (Document 2, 3, etc.)
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20.
Your final option is to merge these documents to a printer.  They should print in the same order that you just previewed them in.  You can save your document for later access.  

Other helpful tips:

· If you try to open your Excel spreadsheet while you’ve got the Word certificate open, you’ll get a message asking if you want to open a “Read-Only” version of the spreadsheet.  This means you can only look at the spreadsheet and not make any changes.
· If you notice any errors or concerns in the spreadsheet and need to make changes, you will need to first save and close your Word certificate document in order to open your Excel spreadsheet to make corrections.  Once you’ve corrected your spreadsheet, save it,  close it and re-open your certificate document to continue.  You’ll now notice a new window that pops up when you open your Certificate document.  This is showing you that your document is linked to a spreadsheet.  Just click Yes.
· Your documents will print out based on the order of individuals in your spread sheet.  If it is helpful to have them print out alphabetically (for mailbox stuffing, etc.), then your spreadsheet need to be in ABC order.  You can play around with Data-> Sort.  Just try it one step at a time, and if you don’t like the results, click on Edit-> Undo.
· If you ever want to open up your certificate document and modify it to reflect the data in a different spreadsheet, just follow the instructions above starting from number 6 above.
· Try using Mail Merge for any document that you would like to personalize for a group of people, not just certificates (ie, New Teacher Academy personalized instruction sheets for teachers in different grade levels / content areas). You can make modifications to these instructions, too, like using Excel to keep track of all of your teachers’ staff development participation for the year on one spreadsheet, etc.  You can also insert a function that will total up your teachers’ staff development points for the entire year.  The Word and Excel Help window is very user-friendly in walking you through these and other, more advanced features (white box at top-right of screen).
