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· Go to:

· Plant Systematics Resources

· Student / Teacher Resources

· Click on Excel link

· Pop-up dialogue box will appear

· Insure “Save to disk” is ticked

· Hit “Okay”

· Should either save the file to your desktop or ask you where you want to save it to (in which case, choose a folder)

· Click on MS Word link

· Pop-up dialogue box will appear

· Insure “Save to disk” is ticked

· Hit “Okay”

· Should either save the file to your desktop or ask you where you want to save it to (in which case, choose the same folder that you stored the Excel file in)

· Note that you can move the files if they are saved to your desktop automatically, but make sure you keep both the Excel and Word documents in the same folder

· Open the Excel document

· Enter your character states in the appropriate fields

· Save and close

· Open the Word document

· Pop-up dialogue box will probably appear

· Click on “Find data source”

· Navigate to folder where Excel file is stored, choose Excel file

· Click on “Open”

· Dialogue box may appear, showing 3 worksheets

· Make sure Sheet1$ is highlighted and click “Okay”

· Word document will open, and you will see a paragraph of field names – the names of the columns in the Excel document

· Go to Word Menu, look under “Tools”

· Go to “Letters and Mailings”

· Go to “Show Mail Merge Toolbar”

· If there is a check next to it, exit menu

· If there is NOT a check next to it, click on “Show Mail Merge Toolbar”

· Find button that looks like a table with a pencil, hover over it with your mouse and it should say “Mail Merge Recipients”

· Click on this button

· Dialogue box pops up

· Make sure your species is ticked, and the example species is not

· Click “Okay”

· Wait

· Find button that is “<<abc>>”

· Hover over with mouse, and it should say “View Merged Data”

· Dialogue box will pop-up showing you fields that did not merge properly (if no dialogue box appears, you should just see the description of your plant for editing)

· If any fields do not merge properly:

· You can choose to replace them (you will have to choose what field to replace them with), or remove them

· Once you choose, hit the button, and the next field will appear

· Once you’ve dealt with all 3, the dialogue boxes will disappear and you’ll see your plant description for editing

· Save your file!

