Steps for creating a new directory (in Word 2003):

Macros must be enabled!!!
Go to Tools > Macros > Security and select at least Medium (prompt on macro)

1) In MLS, go to Membership > Custom Report and select “ward directory export”.
2) In the file dialog that appears, save the file to 
“C:\Documents and Settings\Clerk\My Documents\My Pictures\Ward Directory”
3) Navigate to that same folder.
4) Open the csv file you just exported (ward directory export.csv)
5) Open the Excel file called “ward merge info.xls”
6) In “ward directory export.csv”:
1. Left click and hold down the button on column header A.
2. Drag the mouse to column header E
1. This should highlight/select all the rows in columns A-E
3. Copy the contents (Edit > Copy or just Ctrl + C)
7) Switch to the xls spreadsheet “ward merge info” (Ctrl + Tab)
1. Select cell A1 by left clicking once on it (Ctrl + Home)
1. Make sure you don't open it for editing (cursor inside the cell). If you do, press escape
2. Paste the contents from “ward directory export.csv” (Edit > Paste or Ctrl + V)
3. Refresh the functions in F-H by:
1. left click and hold down the button on cell F2
2. Drag the mouse to cell H2, thereby selecting cells F2:H2
3. Place the mouse cursor on the bottom right corner of the highlighted cell
1. When you are positioned correctly, the mouse icon will change to cross hairs)
4. Either double click or press and hold down the left mouse button and drag down to the bottom of the list of names.
1. This should highlight all the rows in these columns from row 2 to the bottom of the list.
2. This copies the equations into all the highlighted cells
5. Important: Make sure the equations in columns F-H are in every row that has data!!
1. This is what links to the picture, as well as split the name into first and last
2. If it goes beyond the member list, you can delete the extra equations or ignore. It shouldn't matter
8) Save “ward merge info.xls” (Ctrl + S or File > Save)

9) Open the word document “Ward directory_template.doc”
10) On the prompt, select yes (this relinks the mergefields with the data source, the excel sheet we just updated)
1. If a file dialog pops up, the link has been broken and needs to be remade
1. Navigate to “C:\Documents and Settings\Clerk\My Documents\My Pictures\Ward Directory” and select the file “ward merge info.xls”.
2. In the popup, select “merge info”
11) If the mail merge toolbar is not showing, add it by going to View > toolbars > mail merge
12) Click on the button that says “merge to new document
13) Refresh all the image links in the new document by selecting everyting (Ctrl + A) and then pressing F9
14) The pictures should now appear, but will be in many different sizes. I have created a macro that resizes them all, but it does not exist in the new document. It will need to be copied over from the template. To do this:
1. Open the visual basic editor (Alt + F11)
2. In the top left, all the open word documents appear in the list.
1. Expand the list corresponding to “Ward directory_template.doc”
2. Expand the list corresponding to Modules
1. You should a file labele “module1”
3. Copy “module1” to the new document (Directory1 or Letter1) by left clicking on it and dragging it to the new document. 
1. It doesn't matter where you drop it in the list associated with the new document
3. Close the visual basic editor (File > Close and return to Word or just click on the red X)
15) Run the image_resize macro by
1. opening the macro list (Alt + F8)
2. select the macro “image_resize” by left clicking on it once
3. Click “run”
1. When it is completed, a pop-up box will appear telling you it has finished
16) Check that names, addresses, etc don't over-run the allotted space.
1. If they do, abbreviate first (preferable) an then adjust font size.


There are only a few reasons now why someones picture is not appearing in the directory.
1) We don't have a picture
1. in this case, a placeholder picture is used. I'd recommend updating it
2) Their preferred name does not match the file name for their picture
1. The spelling/spacing/punctuation must be exactly the same
3) We have a picture for them, but it is not in the folder where the link is looking. 
1. Place a copy of the picture in “In Ward” folder

Before any of these changes show up, you will most likely need to
1) Save the updated excel spreadsheet
2) Refresh the merge database in Word
3) Remerge the document
4) Refresh the links
5) Resize the images
