Create Membership Renewal Letters

We have an automated process that will create a list of memberships that are due to expire
next month. This process runs at 1:00am on the first day of each month and creates an Excel
spreadsheet. This spreadsheet contains all the information needed to run a Microsoft Word
mail-merge which will create the renewal letters. Following are the steps needed to process the
renewal letters.

On the first business day of each month, an email will be sent to office@ocws.org with the
subject line, OCWS Monthly Report for Jul 2016, where Jul 2016 represents the expiring month
and generated on June 1% Within this email will be an Excel attachment named,
MembersExpiring 2016-07 Reported-2016-06-01.x1sx. Save this Excel spreadsheet on the root
of your C drive (C\).

Also on C:\ is a Microsoft Word mail-merge document, RenewalNoticeMailMergeTemplate .docx.
Double-click on this document to load it into Word. It should now look like this:
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Membership Dues Renewal Notice

June 1, 2016
wAddressBlocks

aGrestinglines

According to our records, your membership in the Orange County Wine Society will 2xpire on
#hembership_Expiration_Date®. Once your membership iz expired you will not be able to sign up for any
OCWE activities or events until you renew your membership.

Annuzl dues are 540 for 2 single membership or 560 for 2 duzl membership.

We strongly encoursge you to renew your membership online. It is the fastest and easiest way of renewing.

To renew onling, 2o to oows.org, login with your usernzme (#User_Login®) and password then dlick the Renew
button:

My Membership

When you renew online, we encourage you to review and update your member prafile. Fram the display
sbove, just click on JadgEETE and update as necessary.

If you hawe already renewed your membership, pleaze disregard this notice. If you do not plan to renew we
would appreciate your feedback by letting us know the reason you are not renewing.

Thank you,
OB SUESTmald

Brian McDonald
Director - Membership Chair
brian@ocws.org

Notice the <<AddressBlock>> and <<GreetingLine>> text. These are the mail-merge fields which
will be filled in soon.
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Membership Dues Renewal Notice

June 1 2016
whddressBlocks

aGreetingline®

According to our records, your membership in the Orange County Wine Society will expire on
“Membership_Expiration_Date®. Once your membership is expired you will not be able to sign up for any
OCWS activities or events until you renew your membership.

Annuzl dues are 540 for a single membership or 560 for a dual membership.

We strongly encourage you to renew your membership online. It is the fastest and sasiest way of renewing.

To renew online, 2o to ocws.org, login with your username [(#User_Login®) and password then click the Renew
button:

Wendy Tifor

My Membership

Fan

When you remew online, we encourage you to review and update your member profile. From the display
sbove, just click on g2 ETE 2nd updste a5 necessary.

If you have already renswed your membership, pleaze disregard this notice. If you do not plan to renew we
would appreciate your feedback by letting us know the reason you are not renewing.

Thank you,
8oy S Tmaeld

Brian McDonald
Director - Membership Chair
brian@ocws.org
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Click on Mailings/Start Mail Merge (just the arrow)/Step-by-Step Mail Merge Wizard....
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Letters
According to our records, your membership in the Orange County Wine Society will expire on
abembership_Expiration_Date®. Once your membership is expired you will not be able to zign up for any Send letters to a group of
OCWS activities or events until you renew your membership. people. You can personalize
the letter that each person
Annuzl dues are 540 for a single membership or 580 for a duzl membership. receives,
Click Mext to continue,
We strongly encoursge you to renew your membership online. It is the fastest and easziest way of renewing.
To renew online, go to ocws.org, login with your username (#User_Login®) and password then dick the Renew
button:
My Membership
‘When you renew online, we encourage you to review and update your member profile. From the display
above, just click on znd updzte a3 necessary.
If you hawve already renewed your membership, please disregard this notice. If you do not plan to renew we
would appreciate your feedback by |etting us know the reazon you are not renewing.
Thank you,
OBz TGSl
Brian McDonald
Director - Membership Chair
brian & oows.org
tep 1 of 6
Mext: Starting document
-
4 4
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Ensure Letters is selected and then click on Next: Starting document.
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Mail Merge ¥ X%

Select starting document

How do you want to set up
& Ooro® your letters?
# Use the current document
h‘lembership Dues Renewal Notice Start from a template

Start from existing document
June 1, 2016

wAddressBlocks Use the current document
“Greetingline® Start from the document )
shown here and use the Mail
According to our records, your membership in the Orange County Wine Society will expire on Me_rg_e lezard to a.dd
abMembership_Expiration_Date®. Once your membership is expired you will not be able to sign up for any recipient information.
OCWE activities or events until you renew your membership.
Annuzl dues are 540 for a single membership or 580 for a duzl membership.
We strangly encoursge you to renew your membership online. It is the fastest and saziest way of renawing.
To renew enline, go to oows.org, login with your username [#User_Login®) and passwerd then click the Renew
button:
My Membership
When you renew online, we encoursge you to review and update your member profile. From the display
zbove, just click on 2nd update as necessary.
If you have already renewed your membership, pleaze disregard this notice. If you do not plan to renew we
would appreciate your feedback by letting us know the reason you are not renewing.
Thank you,
O eSS Emald
Brian McDonald
Director - Membership Chair
brian@ocws.org
tep 2 of 6

Mext: Select recipients
& Previous: Select document ty

Ensure Use the current document is selected, then click on Next: Select recipients.
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=2 oce s, () Select from Qutlook contacts
Membership Dues Renewal Notice () Type a new list

lune 1,2 Use an existing list

wAddreszBlacks Use names and addresses

from a file or a database.

Erowse...

aGreatingline®

Organize « Mew folder = - O @

DE' Micrasoft Word Name Date modified
acct-bounced-2015-01-06-0000.csv 1/7/2015 2:29 PNV
b 5r Favorites acct-bounced-2015-01-07-0000.csv 1/8/201512:00 A
acct-bounced-2015-01-07-0000-WithoutAOL.csv 1/12/20157:30 PI
b= Libraries | EMAIL_ADDRESS.txt 5/1/201511:11 A
| ReadMe.bt 5/27720155:11 A eview
418 Computer | Winery Database it 4/22/201610:2] vailable
b ﬁ 05 (C:) | || Label Table.txt 4/22/2016
I L@ homes (\\MASEFDEDE) (Z:) | Entered Award Wines by Varietal.bd
MembersExpiring_2016-06_Reported-2016-05-01.csv
> €l Netwaork MernbersExpiring_2016-07_Reported-2016-06-01.xlsx 71/2016 9:36 Al -
< m | 3
Mew Source... ]
File name: - ’AII Data Sources (*.odc*.mdb:* v]

Tools = I Open |v] ’ Cancel ]

=> MNext: Write your letter

€ Previous: starting document

Ensure Use an existing list is selected. Then click on Browse... The file explorer will pop-up. Click

on the Excel Spreadsheet that you saved earlier. In this example, you would select
MembersExpiring 2016-07_ Reported-2016-06-01.x1sx.
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lune 1, 2015 Use an existing list
#AddressBlocks Use names and addresses
from a file or a database.

Browse...

aGreetingline®
According to our records, your membership in the Orange County Wine Society will expire on
“Membership_Expiration_Date®. Once your membership is expired you will not be able to sign up for any B Edit recipient list...

OCWS activities or events until you renew your membership.

Annuzl dues are 540 for a single membership or 560 for 8 duzl membership.

Description  Modified Created Type
‘MembersExpiring_2016-07_Reported 6/1/2016 9:36:06 AM  6/1/2016 9:36:06 AM  TABLE

When
zbove, First row of data contains column headers

If you hawe a
wiould appreciate you

r feedback by letting us know the reason you are not renewing.

Click on the OK button.

™. Mail Merge ~ %

eCiplents

i II. Pl e a &l e

= t'JE_-u |ltlock contacts

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK. ||

Data Source |7 Last Name | First Name w | Street Address w | City -
||
wAddress| ( e Anderson | Roger |E+181 Country View Drive |‘f"orba Linda B e
. MembersExpiring... [¥  Brown David 4331 ELamp Post Way  Anaheim Hills

#Greeni MembersExpiring... [¥ Jones Tom 1002 E. 20th Street Santa Ana _2016-07_Repc
Accordin MembersExpiring... [¥  Knudson Doug 1755 Chapel Hill Dr. Walnut e T
3’;‘;’5”" MembersExpiring... |¥ O'Connell Hugh 29300 N 120th Ln Peoria

MembersExpiring... [V Pancheri Chuck 220606 San Joaquin Dr. W, Canyon Lake atlist
annuzl ddl | MemnbersExpiring...  |¥  Walser David 391 South Henning Way Anaheim
e strondl| | MembersExpiring... E Annan William 10961 Lake Curt Road Santa Ana
To rend e - .. - . emm e . P -
button:

Data Source Refine recipient list

MembersExpiring_2016-07 R » | 4| sort..
Filter...
[¥5 Find duplicates...
1B E‘.! Find recipient...
Validate addresses...
Edit. | [ Refresh |

When ya
o

If you have alrezdy res ad you emb p. pleaze disregard this notice.
would appreciate your feedback by letting us know the reason you are not renewing.
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Click on the OK button.

Mail Merge v

Select recipients

®) Use an existing list
€ Gooos B

Select from Outlook contacts

Membership Dues Renewal Notice Type a new list
June 1, 2016 Use an existing list
“AddressBlockn Currently, your recipients are selected from:
«Greetingline® [MembersExpiring_2016-07_Reporte5’] in "MembersEx

) . ) o [ select a different list...
According to our records, your membership in the Orange County Wine Society will expire on

#hMembership_Expiration_Date®. Once your membership iz expired you will not be able to sign up for any
OCWS activities or events until you renew your membership.

[ Edit recipient list...

Annuzl dues are 540 for a single membership or 560 for a duzl membership.

We strongly encourage you to renew your membership online. Itis the fastest and easziest way of renewing.
To renew online, go to ocws org, login with your username (#User_Login®) and password then dlick the Renew
button:

My Membership

When you renew online, we encourage you to review and update your member profile. From the display
above, just click on LG el 3nd update as necessary.

If you have already renswed your membership, pleasze disregard this notice. If you do not plan to renew we
would appreciate your feedback by letting us know the reason you are not renewing.

Thank you,
OB CMESSmald
Brian McDonald
Director - Membership Chair
brian@ocws.org
Step 3 of 6
= Mext: Write your letter

€ Previous: Starting document

Click on Next: Write your letter.
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Mail Merge v

Write your letter
If you have not already done so, write your letter

< Goos # now,
To add recipient information to your letter, dick a
Membemhip Dues Renewal Notice location in the document, and then click one of
the items below.
June 1, 2016 E) Address block...

“AddreszBlocks
B Greeting line...

aGreetingline® n
7 Electronic postage...

According to our records, your membership in the Orange County Wine Society will expire on DI] (e s

whembership_Expiration_Date». Once your membership iz expired you will not be able to sign up for any

OCWS activities or events until you renew your membership. When you have finished writing your letter, click
Mext. Then you can preview and personalize each

Annuzl dues are 540 for a single membership or 560 for a duzsl membership. recipient’s letter.

We strongly encourage you to renew your membership online. Itis the fastest and easiest way of renewing.
To renew onling, go to ocws.org, login with your username (#User_Login®} and password then dlick the Renew
button:

My Membership

‘When you renew online, we encourage you to review and update your member profile. From the display
sbove, just click on and update az necessary

If you have already renewed your membership, please disregard this notice. If you do not plan to renew we
would appreciate your feedback by letting us know the reason you are not renewing.

Thank you,
S8t STl

Brian McDonzld
Director - Membership Chair
brian@ocws.org

Stepdof 6
=> Mext: Preview your letters

€ Previous: Select recipients

You only need to click on Next: Preview your letters.
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S Ocos ?

h‘lembership Dues Renewal Notice

Roger Anderson ?

6181 Country View Drive
Yorba Lindz, CA 52826

Dear Roger Anderson: #

According to our records, your membership in the Orange County Wine Society will expire on July 31, 2016.
Once your membership iz expired you will not be able to sign up for any OCWS activities or events until you
renew your membership.

) June 1, 2018

Annuzl dues are 540 for a single membership or 560 for a duzal membership.

We strongly encourage you to renew your membership online. It is the fastest, asiest way of renswing.
Torenew onling, g0 to ocws.org, login with your username (ci .com| and p: then click the
Renew button:

My Membership

When you renew online, we encourage you to review and update your member profile. From the display
above, just click on and update as necessary.

If you have already renewed your membership, please disregard this notice. If you do not plan to renew we
would appreciate your feedback by letting us know the reason you are not renewing.

Thank you,

Crian S Sonald

Brian McDonzld

Director - Membership Chair
brian@ocws.org

Mail Merge v

Preview your letters

One of the merged letters is previewed here. To
preview another letter, click one of the following:

<« | Recipien

[7:) Find a recipient...
Make changes
You can also change your recipient list:
[ Edit recipient list...
Exclude this recipient

‘When you have finished previewing your letters,
click Mext. Then you can print the merged letters
or edit individual letters to add personal
comments,

Step 5of 6
=» Next: Complete the merge

€ Previous: Write your letter

This shows the first letter in the batch. Review the mailing address, date of letter, salutation,
expiration date, and login ID for any obvious formatting errors. If you find any errors, contact
the OCWS webmaster. If you would like to preview more letters, you can click on the >> button.

When you are satisfied, click on Next: Complete the merge.
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Mail Merge v

Complete the merge
Mail Merge is ready to produce your letters,

< OCrs ¢
To personalize your letters, click "Edit Individual

Letters.” This will open a new document with your
merged letters. To make changes to all the letters,

switch back to the original document.

Membership Dues Renewal Notice

lune 1, 2016
Roger Anderson Merge
6181 Country View Drive

Yorbz Lindz, CA 52836

- B
Dear Roger Anderson: Merge to New Document &Iﬂ

Accarding to our records, your membership in the Orange Coun
Once your membership iz expired you will not be able to sign u|

D.g, Print...

Ery Edit individual letters...

Merge records

renew your membership.

X ~ () Current record
Annuzl dues ares 540 for a single membership or 560 for a duzl -
) From: To:
We strongly encourage you to renew your membership online.
To renew online, 2o to ocws org, login with your username [cipff|

OK Cancel

Renew button:

My Membership

When you renew online, we encourage you to review and update your member profile. From the display
sbove, just click on and update as nacessary

If you have alrezdy renewed your membership, please disregard this notice. If you do not plan to renew we
would appreciate your feedback by letting us know the reazon you are not renewing.

Thank you,

Orioe CUSTmald
Brian McDenzld

Director - Membership Chair

brian@ocws.org

Step 6of 6

4 Previous: Preview your letters

Click on Edit individual letters. The Merge to New Document pop-up will appear; select All and
OK.

A new instance of Word will pop up which will contain every letter to be printed. Simply print

all pages of this document. They must be printed in color.

When you close the Word template file, do not perform a Save.
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