Southern Alberta Section — PES/IAS Chapter
Creating Nametags for Chapter Events

Before you begin:

The Nametags template was created for use with 2” tall x 4” wide mailing/shipping labels, 10 per sheet,
which use Avery Template 5163.

Purchase labels based on the quantity required and the type of printer you will use:

Part Number Printer Type | Labels per package
Avery 8923 Inkjet 100 (10 sheets)
Avery 8163 Inkjet 250 (25 sheets)
Avery 5263 Laser 250 (25 sheets)
Avery 5163 Laser 1000 (100 sheets)

You will need :
e the Word template “NametagsTemplate.docx”,
e an Excel file (*.csv / *.xls / *.xlIsx) containing the name data,
e labels (as specified above).

Clean up your Excel data file (remove totals, obvious duplicate entries, etc.) before creating the
nametags.

Creating the nametags:
1 Open file “NametagsTemplate.docx”.

When you open the file, a warning message may appear. Click “NO”.

Microsoft Office Word x|

Opening this dacument will run the Following SQL command:
! E SELECT * FROM C:\Documents and Settingsiuseriiy Documents\IEEE_SASiNametags\IEEE_MeetingRegistrations_Sample. csv

Diata From your database will be placed in the document, Do you wank ko continue?
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Once the template opens, it will look as follows:
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4 Select the file which contains the names data, and click “Open”.
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5 Click the “Edit Recipients List” button, and the following pop-up window opens. Click “Find
duplicates...” within the pop-up window.
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This is the lisk of recipients that will be used in vour merge. Use the options below to add ko or change vour lisk, Use the
checkboxes to add or remowe recipients from the merge, When vour list is ready, click QI

Data Source v | Last Mame First_Mame Addressl Address2 City =
CDocuments and L., v Last? Firstz Calga
CADocuments and ... v Last3 First3 Calga
C\Documents and ... [ | Last4 Firsk Zalga
ChDocuments and L., [ Lasts Firsts Calga
CADocuments and ... [ Lastd Firsté Calga
ChDocuments and ... [  Lasté Firsks Zalga
ChDocuments and L., [ Lasté Firsté Calga
CDocuments and .. [ Last? First7 Calga—]
ChDocuments and ... [ Lastd Firskd Zalga
ChDocuments and L., [ Last9 Firsta Calga
CiiDocuments and .. [v Lalstlﬂ First10 Calga™
4 3
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6 When duplicate entries are found, the following pop-up window opens, showing them:

The fFollowing entries appear to be duplicates, Use the checkboxes to select the entries vou want to include
in wour merge,

Daka Source Last_Pame First_Pame Addressl Address2 Cit:

( QCUMENES &... ask C:
CiDocuments a... | [v  Lasté Firstf Calgary
Ci\Documents a.., | [w | Lasté Firské Calgary
4| | 3

Ok |

7 De-select the duplicates, so only 1 entry remains for each person, then click “OK”.

The following entries appear to be duplicates. Use the checkboxes to select the entries you wank to include
in wour merge,

Data Source H Last_Mame | First_Mame | Address1 | Address2 | Ciky
C:\Daocurnents a.. |_ Firste Calgary
A Documents A Il Lasts Calgary
Cih\Documents a. .. Lasté Firské Calgary
4| | 3

F
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When the list has been updated, click “OK”, and the window will close.

Mail Merge Recipients 2=

This is the list of recipients that will be used in your merge. Use the options below bo add to or change your list, Use the
checkboxes to add or remove recipients From the merge. When vour list is ready, click Ok,

D1ata Source Lazt_Mame w | First_Mame Addiess2?
C:\Documents and ... | v Firstz Calga
C:\Documents and ... | [ Last3 First3 Calga
C:\Documents and ... | [ Lastd First4 Calga
C:\Documents and ... | [ Lasts Firsts Calga
CiiDocuments and ... [ Last6 Firsts Calga
Ci\Documents and ... || Lasts First Calga
C:\Documents and ... | [ Laste Firstf Calga
C:\Documents and ... | [ Last? First? Calga=
Ci\Documents and ... | [ Lastg Firstd Calga
Ci\Documents and ... | [ Last9 First9 Calga
C:I'LDocuments and ... [v¥ Lastio First10 Calga ™
4 3
Data Source ————  Refine recipient lisk

CH\Documents and Settings'l,us;l 41 sort...
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9 Click on the “Preview Results” button, and the names will be populated in to the template.
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10 Click the “Finish & Merge” button, and select “Edit Individual Documents...”
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11 The following pop-up window will open. Select the “All” radio button, and click “OK”.

Merge to New Documenk 7] x|

Merge records

wrfent record

£ Erom: |

T |

g —

‘ ) Cancel |




12 A new document will be opened, with a list of all the nametags, across multiple pages.
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13 Save the new document, load the labels into the printer, and print this document.




The “FIRST9” and “LAST9” shown in the examples are example data entries. Your final document

will look something like this:
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Known Issues:

The Excel data file | used to create the template is the CSV file which is downloaded from vTools. The
template looks for the first and last names in fields (columns) labeled “First Name” and “Last Name”.

( [ :: \ L'!‘ Ly S e IEEE_MesetingRegistratians_Sample.csv - Microsoft Excel
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| A | B & F G H | J K L
1 UserlD  Meetingll MembeNFirst Name Last Name#ayment { Addressl Address2 City State Country PostalCoi
2 | 17705 12345678 First Paid 24 Calgary Alberta Canada
3 17705 12345679 First2 Last2 Paid 34 Calgary Alberta Canada
1

17705 12345680 First3 Last3

Paid 34 Calgary Alberta Canada

If you are using a different file, your specific Excel file may contain the fields labeled differently. You
have 2 choices:
1. Copy your data into the “Sample.csv”.
a. Delete the example data (Row 2 and onward — do not delete Row 1).
b. Copy the First Names into Column “D”, and the Last Names into Column “E”.
c. Save and close the Sample.csv file, and use it.
2. Adapt the template to use your spreadsheet/CSV file:

In this example, the First Names are contained in a field labeled “Column1”, and Last Names are in
a field labeled “Column2”.

Columni Column?2 Pa
65563 i it Fa
Sarath Adikary Fa
62291 Albert Agunod Fa
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Adapting the template to use your data file:

A Follow steps 1-4 as listed above.
B Select the “sheet” or “tab” that contains your data, and click “OK”.
Select Table 2=l
Mame | Descripkion | Modified | Created | Type -
‘Mame Tags (214 12:00:00 &AM 12:00:00 AM  TAELE
'Mame Tags (Z)'$Print_frea 12:00:00 4M 1Z2:00;00 AM TAELE
‘Mame Tags$' 12:00:00 &M 12:00:00 &M TABLE
e 1z:.00:00 AM  12:00:00 AM  TAELE —

12:00:00 &M 12:00:00 aM  TABLE
12:00:00 &M 12:00:00 &M TABLE

'Reqistation Sheets'$Print_Area 12:00:00 &AM 12:00:00 AM  TABLE -
1| 3
[V First row of data conkains column headers k. I Cancel |
— P2,
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C Click the “Preview Results” button.
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D An “Invalid Merge” pop-up window will appear:

Invalid Merge Field 21x|

This merge field is used in the main document,
but it does not exist in the data source,

Yo can remove the invalid merge figld Fram Remove Field |
the main document. -

O, wou can replace it with a valid merge field  Fields in data source:
from the data source.

| Firsk_Mame

Columni

UserID
MeetingID

Sample data:

Ckpanachi <

Payment_Status bl

Select the field label corresponding to the “First Name”. In this example, it is “Column1”.
The “Sample data” will be populated with a preview.

Click “OK”:

Invalid Merge Field 21x

This merge field is used in the main document,
but it does nat exist in the data saurce,

You can remove the invalid merge figld From Rermove Field |
the main docurment, =
2, wou can replace it with a walid merge field  Eields in data source:

from the data source. RS W ~ |

| Firsk_Mame

Sample data;
Okpanachi
Ok Cancel |
—
E Repeat this procedure for the “Last Name”, “Column2” in this example.
F You will have to repeat this replacement procedure 9 times (for a total of 10 “First Name”

replacements, and 10 “Last Name” replacements).

G Once the replacements are complete, resume the instructions at Step 5.



