Page 1 of 2

“le’s Administration
A% SQL Mail Merge

v3 | Tools | System Administration | Users / Groups (to set up Users and Groups)
v4 Online | Administration | System Admin (to set up SQL Mail Merge)
v4 | Person / Student Details | SQL Mail Merge button (using SQL Mail Merge)

SQL Mail Merge

The primary function of this facility is to create a file of exported data on the basis of an SQL ‘Select’ Query, typically for use
in a Mail Merge Word document but this is not the exclusive use. The data may also be used for analysis in Excel for
example. Only SQL Statements that begin with the word ‘Select’ are allowed.; all other commands such as ‘Update’, ‘Insert’
or ‘Delete’ are prohibited and will fail validation. Statements separated by a semi-colon will also fail validation. Once the file
is created you can export the data to a nominated file folder on the system’s network or to a local machine.

The System Administrator can nominate which Users and which User Groups may initiate the Query.
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Users | Groupz | Pazswordz " DataSets Manager " Integration Setup . Users and Groups: These need to be set up in:

v3 | Tools | System Administration | Users and Groups.
They will be available for selection for the SQL in:

v4 Online | Administration | System Admin
System Admin

B SQL Mail Merge
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K Delete Edit @Wide WView
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Context: Student Details

—— - SQL Query: The SQL Statement is defined and can be
e £ -~ edited in v4 Online | Administration | System Admin.
MomQoions m SQL Statements can only begin with the word ‘Select’.

=k Add New Query SQL Statement .’ Edit Parameters
1 record found with search criteria "student Iv' i

The following parameter is available fo use within the clause of the
select * from student SQL Statement text:

where stud_id = -param1

‘Context parameter(_param1) : student stud_id
Student LV . =
Active: Yes Student Details

Parameter value

Export Preview

E Save @ T OMemo [IData Parels ¥ ek @Sql Mail Merge| UDF Manager H ContactPaint Retrieve %Delete

@ | 0E RS GER A | 02, School History | 03. Address Details | 04, Contact Details | 05, Student Profile

01. Student Idertifier - 57

1. Student Identifiers SQL Mail Merge: The @SQL Mail Merge button is found

in many areas of the system, e.g. Student Details. Click on
the button to open the 1ESQL Mail Merge dialog

Farmily Name |

Given Mame

IMPORTANT NOTE: © Capita Business Services Ltd. 2018. All rights reserved. No part of this publication may be reproduced,
photocopied, stored on a retrieval system, translated or transmitted without the express written consent of the publisher.

For more detailed instructions refer to the online help file. You can contact the Service Desk via My Account.
This guide is based on the version of the software (3.47) in use at the time of publication.
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e Administration

sQL Mail Merge

Menu: Student / Person Details | SQL Mail Merge button

SQL Mail Merge

SQL Mail Merge dialog: Opens, displaying the name of the

b | [SQL Mail Merge - SYSADMIN - Student Details] User and the area where the SQL Mail Merge is set up for

Mail Merge Details

01. 20U Mail Merge [ - ;:7

1. SQL Mail Merge Details

SQL Mail Merge Details: Use the Looking For
field to locate the SQL Mail Merge.

Loaking Far

Gery Matme Highlight a record and click [ Preview to

Stud open the ngQL Mail Merge Preview dialog.
Student LY | .

oL Mail Merge Previe =t

STUD_ID SURMAME .« UPPER_SURMAME CHSM_ShAME CHSM_SMAaME_LPPER FOREMNAME UPPER_FOREMAME CH

SQL Mail Merge Preview: Details of the record
are displayed in columns. Click on a column
heading to sort ascending or descending.

Use the scroll bar to view other columns.
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8 [SOL Mail Merge - SYSADMIN - Student Details] =1lE3

[5 Preview SQL Mail Merge dialog: Highlight a record and click
S X1 01, 501 Mail Merge Details EExport to open the Save Output As dialog.

tﬂ'l. S0L Mail Merge Details J I

Save Output As
Save i |65DLMM V| (¢ [j: 5 FF

=
@ Export: Select a location to save the file.

Enter a File Name
Save as Type: CSV files (*.csv)

File name: | hd | L Save J

bl M etiark, Save as lype: | 54 files [7 cay) W | [ Cancel ]

|§| Related Reference Guides:
B RG_OnlLine_Admin_SQL Mail Merge
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