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Mountaineers Square Dance Club

4390 South Lowell Boulevard

Englewood, CO 80110-5274

Making the Trailblazers

1 Gather Information:

2 Open Previous month Trailblazer.doc.

3 Delete obsolete information and add new information

4 Save as MonthYearTrailblazer.doc

5 Convert to Adobe Acrobat file (MonthYearTrailblazer.pdf)

6 Using the “MonthYearTrailblazer.doc”, e-mail to those members that receive their copy via e-mail.
7 Print  “MonthYearTrailblazer.doc” 

8  Open “Traiblazer_Cover_Sheet1-1.doc” [Trailblazer -> Trailblazer Templates]

9 Save as currentMonth_Trailblazer.doc. Make changes and additions and then save again.

10  Using Mail merge (from the “MonthYearTrailblazer.doc”) menu:

· Tools – Letters and Mailings – Mail Merge Wizard

· Select ‘Letters’.

· Select ‘Use the current document’

· Select ‘Use an existing list’ and then click on ‘Browse…’ down below.

· Browse to the CD, select ‘Database Info’, 2004 and then

·  ‘Dec2004Membership.mdb’  

· Then select ‘mountaineers2004noEmail Query’

· Click on OK.

· OR 

· (current year)_Excel Reports’ folder

· then select: ‘mountaineers-NoEMail_List.xls’

· select ‘mountaineer no Email_Query’

· click on OK

· Select “Next: Write your letter’” at the bottom of the page.

· Click on the Address block

· Select “Josh and Cynthia Randall” as the name format.

· Unclick “Insert Company”

· In the lower left corner – click on “Match Fields”

· Go to “First Name” then across to the select box. Click on right arrow of box and select “Name 2”

· Click “OK”

· Click “OK”

· At the bottom click on “Next: Preview your letters”.

· Make sure both first and last names, the full address, city, state and zip code show.  At this point you could click on the >> and see other entries.

· Click on “Next: Complete the merger” at the bottom.

· Print out cover letters for each “no e-mail” member.

11 Take it to the copy place (Office Depot or ?). Make 6 copies more than the amount of members that receive the hard copy of the Trailblazer. 
12 Take to the 2nd dance of the month and put on the table for members who are there to take their copy.
13 Mail the remaining copies.
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