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PARENT / CARER CLAIM FORM

How to mail merge your family data to pre-populate the form

1. Download Excel Mail Merge List and save

2. Download Part 2 Word template, save and close
When using the mail merge for the first time, click No and Enable Content if this error message appears,

otherwise click Yes, then save and close

Microsoft Word b4

Opening this document will run the following SQL command:

| SELECT * FROM “Part 2%

Data from your database will be placed in the document. Do you want to continue?

Yes | Mo

| ) SECURITY WARNING Macros have been disabled. Enable Content

LN
e

3. Download Part 3 Word template, save and close
When using the mail merge for the first time, click No and Enable Content if this error message appears,

otherwise click Yes, then save and close

Microsoft Word x

Opening this document will run the following SQL command:

| SELECT * FROM “Part 3§

Data from your database will be placed in the document. Do you want to continue?

fes | No

|} SECURITY WARMING Macros have been disabled. Enable Content

L
g

4. Populate the Excel Mail Merge List with the family and funding data (yellow cells)

and save
e Column A = is the email address that you have consent to communicate with families. It

does not need to be populated if you distribute your forms by hand.
e Remove any blank rows (using the delete row function)

o IMPORTANT: Some sections on each form will not be populated because these need to be
completed/confirmed by the family

A B C D E F G H | ) K L M N o
Child's Legal Name | Name Child is Known DOB  |Documentation|Address Postcode  |Gender Ethnicity Parent / Carer Legal  [Parent / Carer Email |Entitlement |NEOCode  [HMRC Code [Parent/Carer NI
1 Name |Address or NASS Number
2 Test Record Test Record 01/04/22 | please choose please choose |any other Black please choose
. "
ke

U Uogal Won{Provides A booked [bosked boaked  aoked [booked | wasks | weokda [ veakds | weskis | weokds | ivfa | dsdy | duty | duty | duie | iy | toral | ot | o
won- | Tues” | "ea | |Fn | |G| "™ | " S| o | o | mows | mours | nows | nows | noes | noves
! I v v [ v v le e = lel® >l Tl l=]=]n]=
1

5. Open Part 2 (word document)
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How to mail merge your family data to pre-populate the form

Select Mailings and then Start Mail Merge — ensure letters is selected from the
drop down

File Home Insert Draw Design Layout References Mailings Review View SmartView Help Acrobat Table Design Layout

& E o

&~ vl - &
‘nvelopes Label Sefect Merge to
Merge ¥ Recighents v Adobe PDF

Finish Acrobat

Create #fart Mail Merge ‘Write & Insert Fields Preview Results

A | Click Select Recipients and Use an Existing e €D B -0 8- -
List B

it | Merge Fields

AZ Cnoose fram Outiook Contacts.

B | Locate your populated Mail Merge List in

Name Description Modified  Created  Type

your folders, select it, and click open s o
Select Part 2, and click ok twice ) i

s ow ofdta contaln ol hescers cance

C | Click Preview Results and use the arrows to

check each form <> | | 4 > D
ABC

NB: Some fields will not be populated breview| Q] Find Recipient

because these must be completed by the Results| [ Check for Errors

parent/carer Preview Results

Distribute Part 2 to your families (by either printing or emailing)

Layg

File Home Insert Draw Design Layout References Mailings Review View SmartView Help Acrobat Table Design

MBI B -

‘nvelopes Labels | Start Mail  Select
Merge v Recipients ¥

Merge to
Adobe PDF

PRINT
e Click Finish & Merge E
e Select Print Documents Finish &
e C(lick Ok Merge ~
Finish
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EMAIL (where Adobe Acrobat DC Standard is
installed in Microsoft Word)
1. Open Microsoft Outlook
-
2. Create a folder where your forms can be saved ﬁ
Merge to
3. Create your emails (ensure Outlook is open) Adobe PDF
e Click Merge to Adobe PDF Acrobat
e Amend PDFMailer to name the pdf attachment
e.g. Summer 2024 Claim Form
e Click Automatically send Adobe PDF files by Email
e To: - select Email Address Acrobat PDFMaker - Mail Merge x
e Add a subject line to your email o
e Add a generic message which will be sent to all S
families Fosflerome
e Locate the folder which was created in Step 2, and | ™7™
click ok ey ot v o ey
e Click ok, when message states Emails have been [EmaiLadires 9
sent successfully R ™ |
—
Yoo i o ot your s Fundig I atacha fryou to complete
Be patient! If you are emailing a lot of forms, Mo :

it will take a little while to collate and send
(watch your Outbox)

ok | comcd | hep

7. Repeat Steps 5 and 6 to distribute Part 3

Top Tips!

Retain the first record to produce a test record

Request a pre-populated mail merge list

Seek consent from families to send via email

Part 2 — to be completed by families when new to claiming the entitlement or their
details change

Part 3 - to be completed by families every claim period

Need Help!

Call the Advice Line on 01603 222300 Option 2 or email



mailto:earlyyearsfinance@norfolk.gov.uk

