Creating Season Report Certificates using Microsoft Word and Excel 


Note:  Page 1 of these instructions has been tested with Microsoft Office ’97 and Office 2000.  Page 2 of these instructions is for use with Office 2003.  Office XP users are on their own for now.

Instructions for users of Microsoft Office ’97 and Office 2000:

1) Send yourself a club season report from the "Swimmer and Club Statistics" page on the ARDB.  Start here: http://assa.ca/database/.  Only send 1 year at a time.

2) Open the *.csv file that you receive in your email using Microsoft Excel.  Select all the cells (“Ctrl-a” or click the button at the top left of the worksheet).

3) Copy the data to the clipboard (“Ctrl-c” or click “Edit, Copy”).

4) Download the Season Certificate (Microsoft Word template) and the Club Report Template (Excel Template) to your computer from: http://assa.ca/database/template/. (Right click on file names and “save-target-as”).  Save both files in the same folder.

5) Open the Club_Report_Template.xls file in Excel.  Click “Enable Macros” if asked.  Paste in the data from the clipboard (“Ctrl-v” or click “Edit, Paste”).  Press “Ctrl-q” to run a macro that formats the times properly (makes Excel show hundredths of a second).  Save the file on your computer as an Excel (*.xls) document.

6) Open the Microsoft Word template (Year_End_Certificate.doc).  Click “Enable Macros” if asked.  Click "Find Data Source" when prompted.  If you are not prompted, it will probably mean that Word has found a source (Excel) file in the same directory.  The document initially looks for Club_Report_Template.xls.

a) Change the 'Files of type' selection (likely says MS Word documents) to MS Excel spreadsheets.

b) Go to location of the previously saved Excel spreadsheet and double-click it.

c) Choose Entire spreadsheet.

d) This opens Excel and the spreadsheet and also the merge document.

e) If you save the file it will remember this data source.

7) You can change the data source:

a) From the menu bar, select Tools, Mail merge, Get Data, Open Data Source.

b) Change the 'Files of type' selection (likely says MS Word documents) to MS Excel spreadsheets.

c) Go to location of a previously saved Excel spreadsheet and double-click it.

d) Choose Entire spreadsheet.

e) This opens Excel and the spreadsheet and also the merge document.

f) If you save the file it will remember this data source.

8) To create the certificates:

a) From the menu bar, select Tools, Mail merge, Merge.

b) Ensure "New Document" is selected.

c) Ensure "All" is highlighted beside "Records to be Merged".

d) Ensure "Don't print blank lines" is selected.

e) Click "Merge".

9) A new document will be created containing certificates for all your club's swimmers.

10) Make further adjustments as required.  See last page of this document for additional instructions.

Instructions for Office 2003 users:

1) Send yourself a club season report from the "Swimmer and Club Statistics" page on the ARDB.  Start here: http://assa.ca/database/.  Only send 1 year at a time.

2) Open the *.csv file that you receive in your email using Microsoft Excel.  Select all the cells (“Ctrl-a” or click the button at the top left of the worksheet).

3) Copy the data to the clipboard (“Ctrl-c” or click “Edit, Copy”).

4) Download the Season Certificate (Microsoft Word template) and the Club Report Template (Excel Template) to your computer from: http://assa.ca/database/template/. (Right click on file names and “save-target-as”).  Save both files in the same folder.

5) Open the Club_Report_Template.xls file in Excel.  Click “Enable Macros” if asked.  Paste in the data from the clipboard (“Ctrl-v” or click “Edit, Paste”).  Press “Ctrl-q” to run a macro that formats the times properly (makes Excel show hundredths of a second).  Save the file.  Do not re-name the file or errors may occur.

6) Open the Microsoft Word template (Year_End_Certificate.doc).  Click “Enable Macros” if asked.  

7) Click “Yes” to the warning about running a SQL database command.  Click “Enable Macros” if asked.  

8) Click “Tools > Letters and Mailings > Mail Merge”.

9) The Mail Merge Wizard will appear on the right side of the window.  Click the “Next” link at bottom right until you are at step number 6.

10) At step 6, click the “To New Document . . .” link.  

11) In the “Merge to new Document” pop-up window, ensure “all records” is checked off and then click OK.

12) MS Word will open a new document containing certificates for all you club's swimmers.

13) Make further adjustments as required.  See last page of this document for additional instructions.

Further adjustment of your certificates:

1) If you wish to add a team logo image to the newly created document, it can be done by adding it to the header.

a) From the menu bar, select View, Header and Footer.

b) Click Insert, Picture, From File.  

c) Browse for and double-click image file.

d) Adjust image file properties and header properties as needed.

2) While viewing the final document, you can alter the frame/border around each certificate by clicking “Format > Borders and Shading” and then selecting the “Page Border” tab.  Adjust as needed.

3) Known issues: 

a) Printing certificates.  If swimmers have attended more than 8 meets or if you have added a large header graphic, you will need to alter the Microsoft Word Template (Year_End_Certificate.doc) to fit more information on each certificate page.  Alter the font size of the top left blank line on page 1 of the blank template to make it less than the default 20 points.  Make this adjustment before performing the “Mail Merge” step (or “To New Document” step for Office 2003 users).  You may also adjust font sizes on the second page to help fit the data into the certificates.

b) Swim times greater than 1 minute get rounded off to tenths of a second in Excel.  Running the macro mentioned in step 5 will format the cells to get around this problem.
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