FAQ:

How to create mass mailing with Mail Merge and Patron Record Set- Polaris, Excel, Microsoft Word 2010

You first want to create a Patron Record containing the information you wish you utilize for the mailing. [Ex. Using

the PSTAT3 field to narrow down head of households in a library region.]

Step One: Go to the Patron Records Find Tool in the Polaris browser by clicking on the Patron Services tab and

selecting Patron Records. You may also use the shortcut E7 to access this tab.

Step Two: Search by preferred parameters. For this example, we used the PSTAT3 field to isolate those patrons who
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were listed as the head of household in their residence. You could substitute for any field to suit your intended
targets. You can narrow your results by using the limit by bar to concentrate on a single library or any other

parameter you need.

K Patron Records - PSTAT3 Find Teaol:2 iy | ﬁ
File Edit Teols Options Help
General | Settings
Search
Object: ’Pah'on Records v] Limit by: ’Pah’on's registered library VI 5_earch s
(@ Normal Sap
Search by: ’PSTATS v] Values: |Candor - Candor Free Library (CAM ) Power
Cato - Stewart B. Lang Memorial Li -

Type: [Exact match {implicitly truncated) Y] Cincdinnatus - Kellogg Free Library | ) sQL

Sort by: [(None}

Cortland - Cortland Free Librari Che
v] Dryden - Southworth Library (DRY] [] Count Only

Fair Haven - Fair Haven Public Libri

FLLS - Finger Lakes Library System

Clear

For: head h Groton - Groton Public Library (GR¢ ™ kigo
Barcode MName Street City State Zip Library |~

BLECEK, SCHINELL i - DRYDEN Dryden - Southw...
02027033749 TESORIERQ, MELISSA DRYDEN NY 13053 Dryden - Southw...
02027006085 ELLINWOOD, MARIAN DRYDEN NY 13053 Dryden - Southw...
D2027007560 EVERETT, AMMNE M FREEVILLE NY 13068  Dryden - Southw...
02027101348 ARNOLD, CAREN D ¢ DRYDEN NY 13053 Dryden - Southw...
02027044813 BRAMNTLEY, CYNTHIA A FREEVILLE MY 13068  Dryden - Seuthw...
02027083922 SHIRK, BARBARA ) ¢ DRYDEM MY 13053 Dryden - Seuthw...
02027044960 Perrv. Mistv DRYDEM MY 13053 Drvden - Southw... 7

Done CTRL+ SHIFT+ A StayonSelect 28 of 742 record| slf————

If not, you will not be able to select all of them.

Remember to press CTRL + SHIFT + A to access all the records that were found.




Step Three: You can choose which records you would like to use or press CTRL+ALT+ A to select all the records.
Then right click to Add to Record Set, then New.

Twe:  [Exact match (mpity truncated) - ‘MMMF"«WUYQ j| ©Os [ oo
| Cortland - Cortiand Free Library (C
Deyden i L ¢ (DR |

Sortby: | @one) *) |Fair Haven - For Haven PublcLbr, | LS
|FLLS - Finger Lakes Library System

For: head > |Groton - Groton Public Libeary (GRC ™ | [E

| Barcode Name Street City State  Zip Library =
D2027064855 BLECK, SCHINELL ‘ DRYDEN 13053 Dryden - Southw... A

D2027033749 TESORIERO, MELISSA DRYDEN 13053  Dryden - Southw..
D2027006085 ELLINWOOD, MARIAN DRYDEN \ 13053  Dvyden - Southw...
D2027070173 HANSON, JAMES DRYDEN 13053  Dryden - Southw...
D2027085681 PALMER, FRANKLIN W DRYDEN 13053  Dyyden - Southw...
D2027063516 RHINEHART, MARTHA CORTLAND 13045  Dryden - Southw...
D2027104443 COOLEY, Ryan NEWFIELD Dryden - Southw...
D2027006734 MCDONOUGH, DIANE D DRYDEN Dryden - Southw
D2027058634 KELEMEN, OERS DRYDEN 3053 Dryden - Southw..
02027006857 YAEGER, CAROLYN A FREEVILLE Dryden - Southw...
D2027007560 EVERETT, ANNEM FREEVILLE Dryden - Southw...
2027101348 ARNOLD, CAREN D _ \ 3 Dryden - Southw...
02027044813 BRANTLEY, CYNTHIA A - Dryden - Southw...
02027083922 SHIRK, BARBARA ) Check Out Dryden - Southw...

S Place Hold... —
Done Status orc
Add to Record Set > New
Add to Mailing Labels | Exsting

Step Four: After creating a Title and Note, after saving your new Record Set, make a note of the Record Set
number located in the header. (If you lose this number, you can always search for it under Patron Services 2>
Record Sets =»Search by title.) You will need it to use Mail Merge.
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E Mame: DRY-Head Of Household Owner: [aheiig - ] Record type:  Patron

(n Mote: created using PSTAT3 field/head Mumber of records: 742
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Q Barcode MName Street City State Postal... Library ol

m D2027000097 NTIAGO, JENNIFER. ] DRYDEN 13053 N

c: D2027000110 BULLOCK, VALERIEH DRYDEN NY 13053 Dryden - South...

O 02027000241 LEVAM, LINDA J FREEVILLE NY 13068 Dryden - South...

ol D2027000429 PROULX, MARGARET E ETNA NY 13062 Dryden - South...

E D2027000681 CANFIELD, DONNA G RICHFORD NY 13835 Dryden - South...

Qh D20270009%0 YEAGER, AMY E FREEVILLE NY 13068 Dryden - South...
D2027001132 MCGORY, BETTY 1 FREEVILLE NY 13068 Dryden - South...

E D2027001158 REED, JACKT DRYDEN NY 13053 Dryden - South...
D2027001302 BUTTON, CHERYLD DRYDEN NY 13053 Dryden - South...
D2027001653 HARRIS, FRED DRYDEM NY 13053 Dryden - South...
D2027001881 GOODEMOUGH, TRICIAR. DRYDEN NY 13053 Dryden - South...
D2027001938 KIEFER, PATRICIA A FREEVILLE NY 13068 Dryden - South...
02027002007 CHAMBERLAIN, JOYCE E DRYDEM NY 13053 Dryden - South...
D2027002065 GILBERT, MARY C DRYDEM NY 13053 Dryden - South...
D2027002081 WAKEMAN, CATHERINE 5 DRYDEN NY 13053 Dryden - South...
D2027002447 CUSHMAN, KAREN A — DRYDEM NY 13053 Dryden - South... -

The record set was saved successfully. 250 of 742 record(s) retrieved

Step Five: Create an Excel file containing your new Patron Record Set.



In the Polaris Toolbar, click on:

Utilities = Reports and Notices

(New window will open)

Custom - Public Services - Patron Services - Patron Mailing List By Patron Record Set
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heeeee®®OTE ™
- Importing 3
5
T
|F{eport Categories: |A\railab|e Reports:
=43 Polaris Name | Tpe | Date Modiied
-3 Acquisﬂ_im AA-Patron List by Patron Code and Stat Class Report 10/10/2012 9:41 AM
=0 Catalog.lng AA-Patron List for Off-Line Circ by Barcode Report 10/10/2012 5:41 AM
[]"g gu“-“-"at"’” AA-Patron Maiing List Repott  10/10/2012 9:42 AM
& CISE o AA-Patron Mailing List by Record Set Repot  10/10/20129:41 AM
K= P Ah-Patron Stat Class Court by Patron Code Repot  10/10/20129:42 AM
-Patron Statistical Class Count ibrary ort X
[3] AA-Patron & | Class Court by Lib Rep 10/10/2012 5:42 AM
~Fatrons Without ASSWOI ort X
.20 PAC MF‘ Without A P rd Rep 10/10/2012 5:42 AM
ED Public Services AA-Patrons without Stat Class by Librany Report 10/10/2012 5:42 AM
atron Financial
{3 Patron Financial
\..423 Patron Services
-2 Motices
{10 PAC
Make sure that you select Excel as your Output Type by
clicking the printer icon in the top right corner and selecting Excel.
| Polaris Reporis == X
i ~ Sﬂ @
IHepoﬂ Categories: I.ﬂvailable Reports: Adobe PDF
-4 Polaris Name | Type | Date Modfied | HTML 4.0
U Acquistions AA-Fatron List by Patron Code and Stat Class Repot  10/10/2012 9:41 AM MHTML
=0 Catalog.mg AA-Patron Ligt for Off-Line Circ by Barcode Report 101042012 9:41 AM v Excel
-{1] Creuiation AAFatron Maling List Repot  10/10/2012 9:42 AM csy
=@ ‘%ﬁg i AA-Patron Maiing List by Record Set 101072012 9:41 AM -
-CI G;I‘;‘;‘i':s AA-Patron Stat Class Count by Patron Code Report 10/10/2012 9:42 AM or
{3 Depost Collections AA-Patron Statistical Class Count by Librany Report 10/10/2012 5:42 AM
{33 PAC AA-Patrons Without A Password Report 1071072012 5:42 AM
: AA-Patrons without Stat Class by Library Report 10/10/2012 5:42 AM

B3 Public Services
D Patron Financial
a Patron Services

{23 Notices

{1 PAC

#-{Z] Public Services

{27 Serials

#-{] System

Step Six: Use the Patron Record Number to generate the Excel file and then save to an appropriate file.

You are now ready to use Microsoft Word 2010 to use the Mail Merge feature to create labels, envelopes, etc.




Microsoft Word 2010 Mail Merge

Step One: After opening your Word document, select the Mailings tab at the top. Click on the Start Mail Merge
icon then select the Step by Step Mail Merge Wizard.
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Step Two: Select E-mail messages from the side column. Then click next at the bottom to continue.

Select document type

What type of document are you
waorking on?

() Letters
@ E-mail messages

(") Envelopes
(™) Labels
() Directory

E-mail messages

Send e-mail messages to a group
of people. You can personalize
the e-mail message that each
DErs0n receives,

Click Mext to continue.

It will then ask you to select a document. Select “Use Current Document.” Click Next at bottom.



Step Three: When prompted to select recipients, Use an existing list, and Browse to find your Excel Patron

Record Set.
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Mail Merge v X

Select recipients
@) Use an existing list
(7) Select from Outlook contacts
@) Type a new list

Use an existing list

Use names and addresses from a
file or a database.

Browse...

F4 Edit redpient list...

Step Three: You will then be prompted to write your email. You can personalize each email based off the excel
sheet by selecting the More Items tab and clicking on the items you wish to include. These will be placeholders until
you continue to the next step. Use the place holders to get the formatting of your email the way you want.
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Document2 - Microsoft Word = [ le} o
Home Insert Page Layout References Mailings Review View o @
= 8 & 5 B8 L JP R =™
= Cid — — = B : =
= | (U= z S5 @3 Match Fields £ Find Recipient =
Envelopes Labels | Start Mail Select Edit Highlight ~Address Greeting Insert Merge Preview 2 Finish &
Merge = Recipients = Recipient List | Merge Fields Block  Line Field~ 2 Updatelabels | Regyjts S Auto CheckforErrors | perge -
Create Start Mail Merge ‘Write & Insert Fields Preview Results Finish
E; Mail Merge > X
To «Patron_First_name» -
Write your e-mail message
If you have not already done so,
write your e-mail message now.
To add redpient information to
your message, dick a location in
- - R ) the message, and then dick one
Insert Merge Field = of the items below.

Write e-mail as if you were writing in the
body of Outlook.

When the email looks the way you want, click next.

Insert:
() Address Fields
Fields:

[ Address black...
@ Datzbase Fields [ Greetinginc...
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Step Four: You can now preview your email and see that the placeholders have been replaced by the patron’s name,
address, or item that you chose previous. You may also choose to exclude patrons at this time by selecting the
Exclude this recipient tab on the right. When done, click next.



Step Five:. Select Electronic Mail... from the right column. It will prompt you to fill in the subject line. The email
address given in the Excel spreadsheet will be filled in when you click okay.

EEJ Mail Merge - X
r

Complete the merge

Mail Merge is ready to produce
your e-mail messages.

-

Merge to E-mail ® S Merge

Message options iz Electronic Mail...
To: Email_Address IZI
Subject line: Testing
Mail format: | L IZI

Send records
© Al
() Current record
) From: To:

Ok ] [ Cancel

Step Six: Click okay and the emails will be sent. If there is an incorrect spelling or invalid address, it will create a
pop up that will allow you to fix it.

You’re now ready to send mass emails to your patrons using Excel and Mail Merge!

Notes:

o It will send the emails when you are finished. Make sure you are ready to send the mailing before
completing the merge.



