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Instructions for Using Microsoft Word Mail Merge and OPAL Exports  
to Approve and Deny Open Enrollment Applications 

 
Step 3: Prepare the Letters Using Mail Merge 

 
There are three steps for preparing approval and denial letters using a Microsoft Word mail merge with data 
exported from OPAL.  
 

Step 1: Export the Data 
Step 2: Create the Templates 
Step 3: Prepare the Letters Using Mail Merge 

 
 

Basic Steps for Creating Approval and Denial Letters with Mail Merge 
 
1. Make any changes you want to make to the export file (such as adding waiting list numbers).  
2. Open the letter.  
3.  Make any changes you want to make for this batch of letters.  
4. Select the recipients.  
5.  Finish the mail merge.  
6.  Make any changes you want to make to the finished letter (such as adding the waiting list number).  
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The Export File 
 
Make any changes you wish to the export file.  If you wish to add a waiting list number that will be merged 
into the letters, you should do it now.   
 
1.  Find the location where you have stored your export file.  To add a waiting list number for an 

application submitted during the regular application period, you should use Nonresident Denials 
L104.xls.  You must exit Word in order to open an Excel file.  
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2. Open the export file.  Note that there is a blank field titled “reg_waiting_list_number.” 
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3. Enter pupils’ waiting list numbers and re-Save the file.  
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Preparing the Approval and Denial Letters 
 
1. Find the location where you have stored your letter templates.  Click on the template you wish to work 

with.  
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2. A dialog box will telling you that data will be placed in the letter and asking if you wish to continue.  
Ensure that the data file is the correct export file and click “Yes.” 
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3. You may get a dialog box asking if you wish to merge the letter into another document. If you do, click 
“No.” 
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4. Open the template and click on Mailings.  
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5. Click on Preview Results to be sure the finished letter looks correct.  Note that the waiting list number 
has been inserted.  

 

 
 
Unclick Preview Results.  
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6. Click on Edit Recipient List.  You will see a list of all of the pupils who are in the export file.  Check 
and/or uncheck names so that the names of pupils you are preparing letters for are checked. Click 
“OK.” 
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7. Click on Finish & Merge and Edit Individual Documents.  
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8. Click “OK.”  
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9. Your letter and data have been merged to create final letters.  If you want to make any individual 
changes to any pupils’ letters (for example, if you want to add waiting list numbers manually at this 
point or add a reason for denial), you may do so.  

 
 At this point, you may save and/or print the letters.  
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10.  The templates in OPAL have not been spaced for window envelopes. If you wish to space the letters for 
window envelopes, you may do so in Step 2.  

 
 If you wish to create an export file with parents’ names and addresses for use with a label merge, go to 

the Exports page in OPAL and click on Custom Application Export.  
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11.  Select the parents’ name and address fields and click on Export to Excel. Save the export file where you 
have saved the other export files.  You may use the Mail Merge Wizard in Word to create labels.  

 

 
12. The procedure is the same for all of the letter templates.  
 
 
 
 


