Section Membership Campaign Merge Instructions
Download the “Suspended Members Roster” from the “Operations” page on the ISA website. 
To do this go to www.isa.org and login as yourself using your member number and password
Look in the left side navigation bar under General Information> Society Leadership Resources>Section>Operations. Scroll down to the bottom of the Operations page to reach the Section Reports (Regular and Student). Click on the access roster link for your section. This will take you to a page containing various roster reports.  The suspended members report is the last report on the page. Select the period you would like to run and click on “Suspended Member Report.” The report will open in your browser. At the top of the page you will see a menu bar that allows you to export the file to various formats.  Select the CSV format and export the file and save it on your computer. (Do not select the Excel format)  

Import the CSV file into Excel
The CSV file will need to be imported to Excel. Open a new Excel document and import the CSV file into Excel. To do this put your cursor in cell A1 and from the Excel menu bar select “Data” then “Import External Data”. You should then find the CSV Suspended Member report you saved on your computer. In the windows that appear, select “Delimited” then click “Next”. On the next window ensure that “Comma” is selected (uncheck all other options) and click “Next” and then click “Finish” on the last window to complete the import.  Save your file and remember where it is.   
Merge the letter with the data in the Suspended member Excel roster

Locate the “Membership Renewal Campaign Letter” (attached to the email) and save it to your computer.  Open it and customize the areas in the letter (denoted in red) with your section’s information. Once complete with customization change the color of the red text to black.  You are now ready to merge the letter with the data in your Suspended member Excel roster. 

To do this select “Tools” from the toolbar then “Letters and Mail” then “Mail Merge” or “Mail Merge Wizard” A merge menu will appear on the right hand side of the screen. Select
“Letters” then click on “Next: Start Document”. Then on the next screen select :
“Use the Current Document” then click on “Next: Select Recipient”. Then on the next screen select: 

“Use an Existing List” and click on “Next: Write your Letter”. Now locate your suspended member roster Excel file which you saved previously. 
A new window will appear titled “Select table” Highlight the file and click on “OK” 
Another window will appear showing the list of past members that will be merged. Ensure that all are selected with check next to each person and click on “OK”. On the next screens select:
“Next: Write Your Letter” then select:
“Next: Preview Your Letter” (to see a sample of one of the merged letter). Then select  
“Complete The Merge”.  Then select: 

“Edit Individual Letter” (to see all the merged letters).

Review, Print, and mail the letters out to each lapsed member of your section.  That’s it you have taken the first steps to getting some of your lapsed members back.  
Alternate Mail Merge Instructions

When you open the Word file, you may see the following dialogue box. If so, use the following instructions for performing a mail merge instead:
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education and training, reference publications, and a host of conferences and exhibits. These benefits, alang with
many others, await you upon your ISA membership renewal. For your convenience | have outlined your renewal
options below.
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Click “Find Data Source” 

At this point you should have the following dialogue box appear:
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Locate the (Excel) “Suspended Members Report you previously downloaded.

Once you have located and chosen the file, you will see the following box:
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Click “OK”

You will then be back on the “Membership Renewal Campaign Letter”
Once the file is open you will click on the “Tools” drop down list at the top of the screen and choose the following:
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Your toolbar will then change to include the Mail Merge Toolbar.
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Open your file in Word. You should see the following dialogue box:
|

Choose “Yes” when this dialogue box appears. The 2007 Membership Drive
Form will open.

Once the file is open you will click on the “Tools” drop down list at the top of
the s =
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Setting the Standard for Automation

Dr. Kevin Blackwell
Tech Support Dept
Inncshannon

Co Cork,

Ireland

Dear Kevin,

1 arm wiiting to inform you that we are running a special ISA membership renewal drive. | encourage you to take a look
at all the new benefits of membership ISA offers and see how mermbership can enhance your career. ISA continues to
be the leading authority in the automation and control industry giving its members critical access to technical divisions,
standards, certiications, education and training, reference publications, and  host of conferences and exhibits. The s
benefts, along with many others, await you upon your ISA merbership renewal. For your convernience | have outlined
your renewal options below.

YOUR MEMBERSHIP RENEWAL OPTIONS

Option 1) Renew on-line by visiting w53, org/fjoin
Option 2} Return the enclosed completed form with pavment to ISA Ireland Section
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tembership Renewal by Section': 2,260 characters (an approimate value).




Your next step is to merge the 2 documents.  You will do this by clicking on the 3rd Icon from the left right on the 1st Mail merge tool bar: 



        

Next you will see the following dialogue box appear: Choose “Select All” or the names you wish to merge 


Click “OK”
This will then merge all the suspended members from your report into the letter.  Each member will have a separate letter. Once this is done simply save your letters for printing and mailing.  
If you wish to merge the letter with another data source, Click the “2nd” Icon from the left on the “Merge” Tool Bar and follow steps from “Select Data” source step listed above 

