Keys for Life e-record system

The Keys for Life e-record system is a convenient tool that enables Keys for Life Certificates to be completed electronically. A self-tallying Excel spread sheet, Word template and mail-merge instructions are provided. 
The system has been developed on Windows 7 and Microsoft 2010.
· The Excel spread sheet has three tabs:
· Excel worksheet 1:  Enter student records that will be mail merged to appear on the Keys for Life Certificate. 

· Excel worksheet 2:  Use worksheet 2 for recording and summarising lesson attendance.

· Excel worksheet 3:  Use worksheet 3 for recording and summarising journal task completion.
· The Word template has been set up to ensure correct alignment with the A4 Keys for Life Certificate.

How to enter data onto the Excel worksheets
When entering data for the first time, follow these instructions:
1. Create a new folder and save both documents in that folder.
2. Enter student names on worksheet 1. These will automatically drop onto worksheets 2 and 3.
3. Enter lesson attendance on worksheet 2, and journal task completion on worksheet 3 and enter each record as a number ‘1’. These will self-tally on both worksheets.
4. Enter the Test results on worksheet 1 and this will automatically drop onto to worksheet 2.
5. Use worksheet 2 to see at a glance whether students have met all program requirements to sit the Test.
6. Use worksheet 1 to finalise records for students, prior to mail merging and printing the Certificates.
How to mail-merge and print data onto Keys for Life Certificates

To merge and print data onto Certificates, use the Word template and Worksheet 1, and follow these instructions:
1. Open the Word template, select the “Mailings” Tab and follow these prompts:
· Go to “Select Recipients”.
· Select “Use existing list”.
· Select the file pathway to the folder where the Excel spread sheet is saved.
· Select the Excel worksheet and select “open”.
· Select “Edit recipient list” and only tick the students that are eligible to receive a Certificate (eg remove students that have not completed all journal tasks or not attended at least 80% of the lessons). Alter the list if necessary then select “okay”.
· Select “Finish and merge”.
· Select “Edit individual documents”.
· Select “Merge records-ALL” and select “okay”.
2. Check the new Word document is correctly reflecting the merge data for each student. Insert (A4 size) Keys for Life Certificates into an A4 printer tray and set the printer to the correct tray. Do a test run with one Certificate to ensure the printing is correctly aligned and clear. 


3. If the new Word document does not correctly reflect the merged data for each student, re-establish the merge fields as follows:

· In the Word document (whilst still in the ‘mailings’ heading) place the curser at the first field.
· Go to “insert merge field”.
· Select the correct merge field, press “insert” then close.
· Delete the old merge field from the Word template.
· Repeat this for each merge field until all have been re-established, then select “Finish and merge”.
· Select “Edit individual documents”.
· Select “Merge records-ALL” and select “okay”
Check the new Word document is correctly reflecting the merge data for each student. Insert (A4 size) Keys for Life Certificates into an A4 printer tray and set the printer to the correct tray.
4. A successful mail merge will result in student data printing directly onto the Certificates (ie student name, school, teacher, pass mark, test date and date of birth). Teacher and student signatures must be hand written. 

5. If the mail merge is not working, complete Certificates manually.
