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.
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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

Make any changes you want to make to the export file (such as adding waiting list numbers).

Open the letter.

Make any changes you want to make for this batch of letters.

Select the recipients.

Finish the mail merge.

Make any changes you want to make to the finished letter (such as adding the waiting list number).



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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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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Your application for «student_full_name_fnf» to transfer into the «nonresident_district_names School Districtunder
the open enrollment program has been denied by the «nonresident_district_name» School District for the
wschoaol_year_fulls far the following reason(s):

Regular education space is not available in the schools, programs, classes or grades in the
wnonresident_district_name» School District. [Wis. Stats. § 118,51 (5)(a) 1.]

Your child has been placed on a waiting list and is currently number «reg_waiting_list_number=» on the
waiting list for her ar his grade.

Ifyou have additional questions about thiz notice, please contact «nonres_oce_coordinators at
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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.
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Bobbie lo Everly
5209E Second 5t
Antigo, Wi 54409

Your application for Joseph Everly to transfer into the Rhinelander Schoal Districtunder the apen enrallment
program has been denied by the Rhinelander School Districtfor the 2014-2015 for the following reazonis):

i Regular education spaceis not available in the schools, programs, classes or grades in the Rhinelander
_ School District. [Wis. Stats. §118.51(5){a) 1.]

Your child has been placed on a waiting list and is currerfly number 5 on thewaiting list for her or his
grade.

. Ifyou have additional questions about this notice, please contact Roger Erdahl at (715) 365-9750ar
- walkojan@rhinelander k12 wi.us.

Roger Erdahl
District Administrator

Notice of Right to Appeal
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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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wparent_full_names=
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wmailing_addresz»

wmailing_city», «mailing_state» emailing_zip»

Your application for «student_full_name_fnf» to transfer into the «nonresident_district_names School Districtunder
the open enrollment program has been denied by the «nonresident_district_name» School District for the
wschool_year_full» for the following reason(s):

Regular education space is not available in the schools, programs, classes or grades in the
wnonresident_district_name» School District. [Wis. Stats. § 118,51 (5)(a) 1.]

Your child has been placed on a waiting list and is currently number «reg_waiting_list_number=: on the
waiting list for her or his grade.

Ifyou have additional questions about thiz notice, please contact «nonres_oce_coordinators at
«nonres_oe_phenes or «nonres_oe_emails.

wnonres_district_admin_name=
District Administrator

Notice of Right to Appeal
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8. Click “OK.”
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Your child has been placed on a waiting list and is currently number «reg_waiting_list_number=» on the
waiting list for her or his grade.

Ifyou have additional questions about thiz notice, please contact «nonres_oce_coordinators at
«nonres_oe_phens: or «nonres_oe_smails.
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District Administrator

Notice of Right to Appeal

2,

Finish 8
Merge ~
Finish

T Mail Merge In... & OPAL APP

12

Merge to
Adobe PDF

Acrobat




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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Your application for Joseph Everly to transfer into the Rhinelander School Districtunder the open enrollment
program has been denied by the Rhinelander School Districtfor the 2014-2015 for the following reasonis):

Regular education space iz not available in the schools, programs, classes or grades in the Rhinelander
School District. [Wis. Stats. §118.51 (5)(a) 1.]

Your child has been placed on a waiting list and is currently number 5 on the waiting list for her or his
grade.

Ifyou have additional questions about this notice, please contact Roger Erdahl at (715) 365-9750ar
walkojan@rhinelander k12 wi.us.

Roger Erdahl
District Administratar
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10.
window envelopes, you may do so in Step 2.

The templates in OPAL have not been spaced for window envelopes. If you wish to space the letters for

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.

Logged in as Mary Jo Cleaver

DT TRT 1 Th 1o T A OPAL Open Enrollment for
| Mailbox | Students | Alt Apps | Apps | Exports Contacts
Exports

Year: 20142015 v
Grade: | All Grades T

Logout
Contact DFI
Available Exports

s Custom Application Export

Mailbox
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plates

° Approvals
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All Students » 3% Recident Approvals (L1017

3rd Friday in Sept
Special Education

L ] » 3% Nonresident Approvals/Schoal
2nd Friday in Jan

Assignments (1L103)

Returning Students » 2% slternative App Nonresident

Approvals/School Assignments (L1051

o Denials

Al Alternative Apps

Approve or Deny

Enroliment

Counted in
Mermbership

Data Entry

« 2 Recident Denials (Lio2y

» 3% yonresident Denials (L1004}

« 3% plternative App Monresident Denials

Lioal
+ Regular Applications (during Feb-april)

Al Applications
Approve or Deny o
Letters s Al Applications
School Assignments
Intent to Attend

& Approval/Denial Status

Data Entr ¢ Intent to Attend Report
+ Alternative Applications

Cpen Enroll Contacts o All Applications
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To help you customize letters, we provide exports that can be used with the appropriate letter template,

Letter Templates

« Approvals

o B¥ 101 Resident District Approval Letter,docy

o B¥ | 103 Monresident District Anproval and
School Assignment letter docx

o B¥ | 105 Monresident District Alt Anp Anproval
and School Assignment.docs

+ Denials

o B¥ 102 Resident District Denial letter-—-Reg and
Al Apps.docs

o B¥ 104 Nonresident District Denial letter.doc

o ¥ 106 Nonresident District Alt App Denial
letter.docx

e Instructions

o Step 1: Export the data

e Step 2 Create vour templates

¢ Step 3: Prepare letters using mail merge




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.

,J Cc e mERAR TN G OPAL Open Enrollment for
él. PUBLIC INSTRUCTION Rittnolrnder (780

Logged in as Mary Jo Cleaver

Application Data - Select Fields to Export

[=] Application 2 Student Data =] Resident District 2
Application ID Full Mame {last, first) ¥ District Mame
Schoal Year Date of Birth District Mumber
Grade Last Mame
Grade Description First Marme
Grade Last Year Middle Initial
Grade Last Year Description Suffix
Update Date Gender
Update 1D
Current Attendance Siblings Special Education f Expulsion

wve,@eny Preferences
= ¥ parent Info = ¥ Mailing address Street Address

¥ Parent First Mame ¢ pddress
¥ parent Middle Initial 7 City

¥ Parent Last Mame ¢ State

¥ 2nd Parent First Name ¥ Zip

< 2nd Parent Middle Initial
# 2nd Parent Last Name

\ Race/Ethnicity Subrnission Informgftion Transportation

pustic &8
INSTRUCTION

Department of Public Instruction, 125 &, Webster Street,
P.onBox 7841, Madizon, WI S3707-7241 (200) 441-4562

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

#| District Name
District Number
Currently Attending

Wirtual School Information
School Assignments

Phone and Email Address
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