Creating A New Ward Directory in Word 2007
University 31st Ward
Special thanks to Cris LaPierre for setting up the process and macros
Enable Macros
If Macros are not enabled, Click on the Office button ([image: C:\Documents and Settings\Clerk\My Documents\Snagit\OfficeButton.png]) and click on Word Options (Bottom Right) Click Trust Center and then Trust Center Settings
[image: C:\Documents and Settings\Clerk\My Documents\Snagit\TrustCenter.png]
Select “Enable All Macros”
[image: C:\Documents and Settings\Clerk\My Documents\Snagit\EnableMacros.png]
Export Membership Data
1) In MLS, go to MembershipCustom Report and select “ward directory export”.
 [image: C:\Documents and Settings\Clerk\My Documents\Snagit\CustomReport.png]
2) Click “Save to File” 
[image: C:\Documents and Settings\Clerk\My Documents\Snagit\SaveToCSV.png]
3) In the file dialog that appears, save the file to 
“C:\Documents and Settings\Clerk\My Documents\My Pictures\Ward Directory”
4) Navigate to that same folder.
5) Open the csv file you just exported (ward directory export.csv)
6) Also open the Excel file called “ward merge info.xlsm”
Copy Membership Data to Merge Info Spreadsheet
7) 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 (HomeClipboardCopy or just Ctrl + C)
[image: C:\Documents and Settings\Clerk\My Documents\Snagit\Copy.png]
8) Switch to the spreadsheet “ward merge info.xlsm”
1. Select cell A1 by left clicking once on it or by hitting Ctrl + Home
1. Make sure you don't open it for editing (cursor blinking inside the cell). If you do, press escape
2. Paste the contents from “ward directory export.csv” (HomeClipboardPaste or Ctrl + V)
[image: C:\Documents and Settings\Clerk\My Documents\Snagit\Paste.png]
3. Refresh the functions in F-H as follows:
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 (e.g.the handle)
1. When you are positioned correctly, the mouse icon will change to cross hairs)
4. Either double click the handle 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
[image: C:\Documents and Settings\Clerk\My Documents\Snagit\SelectAndDrag.png]
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
9) Save “ward merge info.xls” (Click “Save” or Ctrl + S)
Edit Information in Spreadsheet
10) If changes need to be made to the membership data, this is the time to do so. For instance, if you wish to remove bishopric members and their wives and include them on the front page instead, simply select the row with their names, right click in the row, and click “Delete” for every record.
Import Data to Word
11) Open the word document “Ward directory_template.doc”
12) 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. If not, continue to step #12
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”	
[image: C:\Documents and Settings\Clerk\My Documents\Snagit\Dialogue.png]
13) Click on the “Mailings” tab
14) Click on the button that says “Finish and Merge” and then select “Edit Individual Documents.”
[image: C:\Documents and Settings\Clerk\My Documents\Snagit\MailMerge.png]
15) A new document will open. Refresh all the image links in the new document by selecting everything (Ctrl+A) and then pressing F9.
Import and Resize Pictures
16) 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 find a file labeled “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 (FileClose and return to Word, or just click on the red X)
[image: C:\Documents and Settings\Clerk\My Documents\Snagit\MoveMacro.png]
17) Run the image resize macro as follows
1. Opening the macro list (Alt + F8)
2. select the macro “ImageResize” 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
[image: C:\Documents and Settings\Clerk\My Documents\Snagit\RunMacro.png]
18) There may be boxes at the end which did not get filled. This is normal. Simply delete the filler text.
Troubleshoot
19) Sometimes names, addresses, etc are too long for the boxes we’ve put the pictures in. If they are too long do one of the following.
1. Abbreviate  the offending line (Preferred)
2. Decrease the font size
20) Sometimes photos don’t appear in the directory. This can happen for the following reasons:
1) We don't have a picture
1. In this case, a placeholder picture is used. Try and get a current picture.
2) Their preferred name does not match the file name for their picture
1. The spelling/spacing/punctuation must be exactly the same. The format is as follows, make sure there are no extra spaces or incorrect spellings.
· LastName, PreferredName.JPG
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
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