Exporting Mail Merge Data from SMS – Creating Mailing Labels

Part 1 – Creating the Data File
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	Select the DoDDS-E Sponsor Data Mail Merge report under the Mail Merge section on the Report page in SMS.
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	Expand the Output Options and select Tab-delimited text and click Run Report.
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	Save the file as a text file on your desktop.  Name the file merge-data.
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	Create a folder on your desktop called mailing labels and move the merge-data.txt file into this folder.  Open the folder and right-click on the merge-data file.  Select open with Microsoft Excel for Windows.
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	Right-click row 1 (refer to red arrow) and insert a new row.  Label the columns appropriately.


	[image: image6.png]A | B | € [ D F | G H [ 1 [ 0k [ L [ wm N
i|Grade EmpTypelast  Fist MR Ttle  Slast SFist Room  Linel Ciy  Stae  Zip
2 1 1D:AirForBallard James 18 Sponsor St Shon  John 3905 PSCO4BAPO  AE 9824,
3 1 1D:Air ForBarstow  Tyler  1C Sponsor TSgt  Barstow Kevin  27BSC  BaninCt APO  AE 9824
4 1 1D:Alr ForBigomia _ Brandon 14 Sponsor | TSgt Bigomia I Tito 728AMS PSCO4BAPO  AE 9824,
5 1 1D:AirFonBraden  Tyler 1A Sponsor TSgt  BradenJr Joseph  728AMS PSC 94 BIAPO  AE 9824






At this point you should delete the Sponsor column by clicking the column letter (in the example shown above, click the letter F) and select delete from the EDIT menu.  You may or may not have a column with room information (column J.)  Any extraneous data you do not need can be deleted at this point by deleting the column. 

Now format the Zip Code column by right-clicking the column heading (in the example shown above, click the letter N) and select format cells… 
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	In the number tab select special for the category and Zip Code for the type.  Click OK
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	Save the file in your Mailing Labels folder as a Microsoft Excel Workbook.  


