Instructions for using Outlook to run the 2002 Scholarship Program
Creating a Contact Folder in Outlook

1. Open Outlook

2. Click “View,” “Folder List,” “Contacts” it should be highlighted in dark blue, Click “File,” “New,” “Folder” 

3. Key in “2002 Scholarship Program,” make sure the word “Contacts” is highlighted in gray, Click “Ok,” Click “No” to add folder to your toolbar.

Creating Subfolders for a Contact Folder in Outlook

You will need to create subfolders for the 2002 Scholarship Program folder.  These contact folders will be used to assist you in merging the appropriate letters and releases and tracking your scholarship information.  The subfolders are as follows: Media, Civic Organizations, Schools, Clients/ Prospective Clients, Applicants, and Parent’s Business.

1. To create a subfolder click on 2002 Scholarship Program contact folder you just created.

2. Click “File,” “New,” “Folder”

3. Key in the word “Media”

4. Click “Ok”

5. Click “No” to add folder to toolbar. 

6. Follow the same steps to create subfolders for “Civic Organizations,” “Schools,” “Clients/ Prospective Clients,” “Applicants,” and “Parent’s Business.”

Keying in the Contact Information for the various subfolders

You will need to key in the contact information for your various subfolders.

Media, Civic Organizations, Schools, Clients/ Prospective Clients, Applicants, and Parent’s Business.

1. Click on the “Media” subfolder your created

2. Click “File,” “New,” “Contact,” a untitled contact screen will appear.

3. Click on “Full Name bar,” this will take you to a Check Full Name Screen

4. Click “Title,” Click on the down arrow “(” to select the appropriate title (Mr., Mrs., and or Ms.) 

5. Press the Tab key this will bring you to the box entitled “First,” key in the First Name.  

6. Press the Tab key twice this will bring you to the box entitled “Last”, key in the Last Name and press “Enter.”  This will bring you back to the untitled Contact Screen. 

7. Press the Tab key twice this will bring you to the box entitled “Job Title,” key in News Editor for newspapers (Insert page 8 of the Time Line calendar as a reference).

8. Press the Tab key this will bring you to the box entitled “Company,” key in the Name of the Newspaper
9. Press the Tab key this will bring you to the “Save File As box,” click on the down arrow “(” till you see the name of the Newspaper, then click on it to select it.

10. Click “on the box” next to the word address and key in the complete mailing    address.

11. Click on the remaining fields such as phone number, fax, and email address, and key in the requested information. 

12. Click on the “Red Flag” on the toolbar, it should say flag for follow up. A Flag For Follow Up screen will appear. Click on the down arrow “(”next to the word “Follow up,” click on “Call,” click on the down arrow“(” next to the word “none,” click on the right arrow “(” next to the month, select the month of November, click on the number “13” (this is the date to schedule a follow up call a week later), click “Ok,” Click “Save” and click “Close.” 

13. Repeat the same process for the remaining contacts to be included in the  “Media” subfolder.  Remember the Media subfolder contains contacts for Newspapers, Radio stations and T.V. stations.  

14. Click on the “Calendar” located on the Outlook Shortcuts Side tool bar, select the month of November, Click on the number 13, Click on a specified time Example 3:00 p.m., key in empty space “Media Follow up Calls” press “Enter.” You should see a bell right next to the Reminder note. On November 13th you will receive a reminder notice for the Media follow up calls, a call should be made to everyone from your Media contact subfolder.     

Note: You will need to click on the appropriate subfolders before you begin adding contacts to the subfolder.  These same steps will be repeated as you create contacts for the various subfolders such as the Organizations and Schools again make the appropriate changes to the title and company.  The Client data will be exported from the PAS 4.1 accounting software and will be imported into the Client subfolder in Outlook, you will need to add the Prospective Clients contacts after the data file has been imported into Outlook.  The Applicant and Parent’s business subfolder contacts will be added as you begin receiving requests to obtain a scholarship application. 

Exporting Client Data from PAS 4.1 Into An ASCII File

1. Open PAS 4.1

2. Go to 7>Practice Management, 7>Utilities, 2> Export to Ascii (ALT 7 7 2)

3. Select the type of clients you want exported, either “Accounting” or “Tax”

4. Enter the export path and file name.  (A file will be created with the filename entered in this field and saved in the directory specified.  If you do not specify a drive or subdirectory, the file will be created on the drive and directory you are currently in, which is C:\PADGETT)

5. Click on “Export Now”

6. When the export utility is complete, click on the “OK” button to return to the main menu.

Opening a PAS data file into Excel 

You will need to open the Pas data file into Excel in order for you to import the file into Outlook later.

1. Open Excel

2. Click “File,” “Open” 

3. Note: File Type, Click on the down arrow ( until you come across All Files Click to Select, Click the Folder where you saved the file, Click the name of the data file example: pas41data then Click “Open”

4. A screen should appear listing Export Text Wizard.  Select “Delimited” in the original data type option box, Click “Next.”

5. Select “Tab” in the Delimiters option box then Click “Next.”

6. Select the option “Text” in the Column data format option box.  Note in the Data Preview Box the first column has been changed from “General” to “Text.”  Each of the remaining columns will also have to be changed to “Text.” To do this Click on the word “General” in the next column Click “Text.” *Repeat this process until all of the columns have been changed to “Text.” Click on the Horizontal arrow located on the bottom of the box to view all columns(. Then Click “Finish.”

Adjusting the Columns in an Excel Worksheet

Your Clients data file should now be pulled up into an Excel worksheet. You will need to adjust the columns appropriately.  

1. To adjust the columns position your cursor directly on the line( between the 

column you wish to adjust such as between column  A and B  (A(B) until   

your cursor changes to a cross arrow with the horizontal arrows showing for  

both left and right(. 

2. Now double Click, Column A should now be expanded into the appropriate width showing the complete name of the business.

3. You will need to repeat steps 1 & 2 to adjust the remaining columns accordingly.  Column B is the Name of the Business, Column C is the Street Address 1, Column D is the Street Address 2, Column E is the City, Column F is the State or Province and Column G is the Postal Code. 

Note: For step one replace columns A and B with the columns B and C continue to follow the remaining steps.  As you come to step one again substitute columns with the remaining columns that need to be adjusted.

Deleting Empty Cells and Rows in an Excel Worksheet

Use the side scroll bar to view the Worksheet note any empty cells or empty rows.  You will need to delete any empty rows or cells in the spreadsheet in order for your contact information to be imported accurately into Outlook.  

Deleting an Empty Cell

1. First position your cursor within the empty cell you wish to delete. 

2. Click on the cell to select it.

3. Right Click, Click “Delete,” Click “Shift Cells Left,” Click “Ok” 

4. The empty cell is deleted.

5. Repeat the same steps as needed for deleting additional empty cells.

Inserting a Cell to Reset the Row

You will have to insert a cell to reset the row after you deleted an empty cell.  This will insure that your information will be displayed in the appropriate columns such as the name of the business, the Street address and so forth.  

1. Click on the cell that is not in the right column

2. Right click, Click “Insert”

3.  Click “Shift Cells to the Right,” Click “Ok” this should align the information into the correct columns. 

Deleting a Row

1. Click on the empty row to select it

2. Right Click, Click “Delete”

3. Click “Entire Row,” Click “Ok”

4. The empty row is deleted 

5. Repeat the same process for deleting additional empty rows

Deleting the extra “&” symbol 

You will need to scroll the worksheet and make any additional necessary changes such as deleting the additional “&” symbol that is used to identify multiple businesses with the same name. This will have to be done before you import the data into Outlook otherwise this additional “&” will be included with your contacts and will also be merged with the Client letter.  Follow the steps listed below.

1. To locate all the rows with the additional “&&” in the business name in column A you will need to Click on “the first cell in column A,” then Click “Edit,” Click “Find.”

2. A Find pop-up screen will appear, in the Find What box key in “&&.”

3. Click on the “Replace” Button, A Replace pop-up screen will appear.

4. In the Replace with box key in the “&” symbol.

5. Click on the “Replace All” button.

6. All of the extra “&” symbols in the name of the business should be 

     replaced using only one “&” symbol.

Saving the Client data in an Excel Workbook

Once you have made all the necessary adjustments you will need to save the changes. 


1. Click “File,” “Save As.”

2. In the box next to the word File Name key in “pas41data.”

3. Next to the word Save Type As is drop down box click on the down arrow ( select Text (Tab delimited) (*.txt). 

4. Click “Save.”

5. A Microsoft Excel pop-up screen will appear asking, “Do you want to keep the workbook in this format?”  Click “Yes.”

6. Click “File,” “Exit.” 

Importing the Client data in Outlook

Again you will need to first open the PAS data file into Excel make the appropriate changes and then save the file refer to Opening a PAS data file into Excel.

1. Open Outlook

2. Click on: the Gray “Inbox bar∇,” “Contacts,” ⊞ “2002 Scholarship Program,” “Clients/Prospective Clients.”

3. Click “File,” “Import/Export”

4. Import/Export Wizard pop-up screen will appear, use the down ↓ arrow to select “Import from another program or file,” click “Next.”

5. Import a File pop-up screen will appear, use the down ↓ arrow to select Tab Separated Values (Windows), Click “Next.”

6. Click “Browse,” Click the folder where you saved the client data file, Click “pas41data.txt,” Click “Ok” under options Click “Replace duplicates with items imported,” Click “Next.”

7. Import a file pop -p screen will appear use the down arrow ↓ select “Clients/Prospective Clients,” Click “Next”

8. A pop-up screen will appear entitled Import a File. In the white box it will list □ Import “pas41data.txt” into the “Clients/prospe….  Click in the □ box.  You should now see a “√” within the box.    On the right side, Click on the gray button entitled “Map custom fields,” A Map Custom Fields screen will appear.

9. On the left side Click to highlight “7 Rivers Publishing, Inc,” drag the information to the right side next to the word Company and release the mouse.  Proceed with the following remaining information. You will need to click onthe Business Address ⊞ in order to open the remaining fields and repeat the process. 

Note: On the left side is a box that says:

From:


 

Tab Separated Values (Windows)

            Pas41data.txt

 Note: On the Right side is a box that says:

To:

Microsoft Outlook

Clients/Prospective Clients

Field      

Mapped From

            Value

7 Rivers Publishing, Inc.



7514 Birchwood Drive



Port Richey



FL


34668

Company     7 Rivers Publishing, Inc.

⊞  Business Address  

Business Street  7514 Birchwood Drive

Business City    Port Richey

Business State  FL
Business Postal Code 34668

10. Click “Ok,” Click “Finish.” Your Client data should now be imported into the subfolder Clients/Prospective Clients.

11. Refer to page 3 Keying in Contact information for the various subfolders 

Merging the Scholarship Letters and Releases Using Outlook and Word 

First, you should have downloaded the “2002 Outlook-Word Scholarship” files and personalizing the requested information.  Second, you should have completed listing all the data in the appropriate sub-folders within Outlook before you can begin the process of merging your data with the appropriate letters and releases in Word.  

If you have Outlook open it will need to be minimized, Click on the minus – in the upper left hand corner.

1. Open Word

2. Click “File,” “Open,” click on the folder 2002 Scholarship, click on the file MEDISCHO.71L.doc or the file that you will be using.  (Remember, the document will need to be personalized with the appropriate information and the bold format removed.  Refer to the sample letters you printed when you began the program.)  item you printed as you downloaded the “2002 Outlook -Word Scholarship” files 

3. After you have completed personalizing your information Click on “File,” click “Save,” this will save the file with your personalized information.  

4. Click on “Tools,” Click “Mail Merge,” Click on create “Form Letters,” Click “Active Window.”

5.  Click “Get Data,” Click “Use Address Book,” Click “Outlook,” Click “Ok”

6. Click “Media” or the subfolder you will be using from the listing, Click “Ok,” Click “Merge” and Click “Merge” again.  You should now have a document listing all the personalized information for the Media listing or the subfolder you will be using.  (Don’t forget first to save the file with your personalized information this will save you the time of having to re-key the information.

7. Use the up and down arrows on the side to view the letters make sure they are accurate. 

8.  Insert your letterhead into the printer and Click “File” and then Click “Print.”  This will print all the appropriate letters at one time.  

9.  After you have finished printing Click “File,” “Save As” and key in “MEDISCHO.71L.Mergeltr.doc” or the key in the name of the file you are currently using add mergelter.doc then Click “Save.”  

10. Click “File,” Click “Close” this should now bring up the MEDISCH.71L Form document Click “File,” Click  “Close” Click “No” this will insure that the letter or release will remain in the appropriate setting to accept the merge process.  
11.  If you do not have a fax number or an e-mail address for your Media contacts you will need to delete the fields:  Fax:      «Business_Fax»


          


 Email:    «EMail_Address»
These can be found in all the Press Releases and Public Service Announcements if you do not delete the fields before you merge the document you merged the releases and PSA’s will then list the fax and e-mail with nothing contained in either field.  Again only delete the fields if you will not have any information listed for business fax and e-mail for any of your contacts.

12. After you have completed step 11 for the PUBSERV1.77L , Click “File,” 

                  “Close.”

15.  You will follow the same concept for the remaining mail outs.

Printing Mailing Labels for Mail outs

After you have finished printing the merged letters and releases you will then need to print the mailing labels.   

1. Open Word

2. Click: “File,” “New,” “Blank Document,” “Ok”

3. Click: “Tools,” “Mail Merge,” “Create,” “Mailing Labels”

4. Click “Active Window”

5. Click: “Get Data”, “Use Address Book,” “Ok”

6. A “Mail Merge From Contacts Folder” pop up screen will appear, Click: on the down arrow “↓” from the listing, “Media,” “Ok”

7. Click “Set Up Main Document”

8. A Label Options Screen will appear, under Label Products Click on the down arrow “↓”, Click to select “Avery Standard”

9.  Under Product Number Click on the down arrow “↓” select either “5162 Address” or “5262 Address” these labels are both 2 column labels, Click “Ok”

10. Press Enter, Click Insert Merge Field ▼, Click “Company” and press Enter

11. Click Insert Merge Field ▼, Click “Title” key (,) press spacebar, Click Insert Merge Field ▼, Click “Courtesy Title” press spacebar, Click Insert Merge Field ▼, Click “First Name” press spacebar, Click Insert Merge Field ▼, Click “Last Name” and press Enter.

12. Click Insert Merge Field ▼,Click “Street Address” and press Enter

13. Click Insert Merge Field ▼, Click “City,” key (,) and press the spacebar, Click Insert Merge Field ▼, Click “State _ or Province” and press the spacebar, Insert Merge Field ▼, Click “Postal Code,” Click “Ok”

14. Click: “Merge,” “Merge”

15. Insert Labels into printer and Click “Print”

16. Click: “File,” “Save As,” Key in Media Labels.doc, Click “Save” by saving this file you will have access to printing the Media labels as needed. 

17. Click: “File,” “Close,” Exit 

18. Repeat the same process for the remaining subfolders, Schools, Civic Organizations and Clients/Prospects.  Once you have saved these files you can print the mailing labels as needed by selecting the appropriate saved file.

Flag Follow-up Calls for Sub-Folders in Outlook

Once you have completed the Media Contact Group mailing or the current mailing you are working on, you will then need to schedule follow up calls.  Follow up calls will be scheduled a week later after the mailing the follow up calls will be given to all the contacts within your  Media subfolder or current subfolder you are working on.  These same steps should be applied for all the mailings such as Civic, Schools, Clients/Prospects you will need to make the appropriate changes to the various subfolders. 

1. Maximize Outlook

2. Click “View,” “Folder List”

3. Click “ 2002 Scholarship Program,” Click “Media”

4. Click the first contact listed in the subfolder, then Right Click
5. Click “Flag for Follow Up” 

6.  A pop up screen will appear entitled Flag for Follow Up, Click on the down arrow next to the first box entitled 
Follow Up “↓”, Click “Call”

7. Click on the down arrow next the box entitled Due by “↓”, Click on a date within the calendar example (21), key in the time, then Click “Ok.”

Clear the Flags that you have set

You will need to clear the Flags that you have set after you have completed making the follow up calls to your Media Contact group listing.

1. To do this simply click on the contact that you want to clear the 

      flag, then Right Click, Click Clear Flag.  The contact should now be 

     cleared of set Flags.  

2. This same process will have to be followed for all the remaining 

contacts within the subfolder.

Setting Appointments, Tasks and Journal Entry for your Contacts

You can set an appointment, task or Journal Entry for any of your contacts within your subfolder in Outlook.  This is an especially useful tool in helping to assist you in tracking the amount of materials you have given out, listing the scheduled appointments you have and so forth.  A pop up screen will remind you on the date you are to meet with a specified contact. 

1. Right Click on the Contact you wish to set an Appointment, Task or Journal Entry

2.  Key in the information as requested

3. Set a reminder to notify of a particular action, Click on the down arrow next to the box that says 15 min “↓” select the how often you would like to be reminded.

4. Click on Save and Close

View Items you have set in a contact such as an Appointment, Task or Journal Entry.  

You can easily view an Appointment, Task or Journal Entry you have set in Outlook.

1. Click on the Contact in Outlook that you wish to view the information

2. Double Click

3. Click on the Activities index Tab

4. Double Click on the item you wish to view

5. Key in any additional edits, Click and Save and Close to Save Changes

6. When you have completed viewing the items Click on Save and Close
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