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SASI Data Export to MS Office Applications

Data can very easily be exported out of SASI and entered into Microsoft Word, Excel, and
Access. You may want to do this in order to create mailing labels, letters, or special reports; add
information not kept in SASI; or manipulate data you have.

In this lesson, we will:

e Create mailing labels and form letters using Microsoft Word
e Export data into Excel and Access

SASI Procedures

1. The first step in SASI is to setup your query to export the data you need from SASI. In
this example, the query will be used to create mailing labels for all students and letters to
each student welcoming them to the school and informing them of their homeroom
teacher. Create the query as shown below. Notice in the example that we have chosen
DISPLAY rather than EXPORT. Display is chosen because the Export command will
not give you column headings, which are necessary for Word mail merge and Access

tables.
& guery x|
|DISF'L-E--“rr ASTU ATCH FirstMame Lasthame Mailsddr City State ZipCode Grade
2 Firsthlame 2 LastMame|
# | First Mame | Last Mame | Mailing Address | ity | =t
e I »
| |Advisu:ur | Conditions
IF [ ]
|=TU v 4 |ATCH vl v 3 | ~la - %
HomelngCor  |4#| [Telephone A AHD =
FosterHome TelExtn SET
Freeteals .y MotUsed =
U=Citizen — Capacity = <
Counselors MinPerLosd — :=
Advizare HarmeRioom 5 ﬁ
MextSchoals Track
MesxdGrade hlailkboos Wariables
Mesdt Track Dept 1'3 4
Retain Mot PerLosd 3 =
Credatmpt | | LunchPers e %3 I
[] Showe Inactive Records
[] Showe Empty Records I | I

2. Do the query and verify the data.



3. From the Menu bar, select Data, Export List.

Choose the folder in which to save the exported list and name the file. Save the file to the
Desktop and name it Welcome.doc. If the file is to be opened in Word, it should be given the
extension of .doc. If itis to be opened in Excel or Access, it should be given a .txt extension for
a text file. It is very important that you remember the location and name of your file. This is all
we need from SASI.

Microsoft Word Labels

The following process can be used for any data items that you want to print on a label or label
format.

1. Follow the above SASI procedures for creating a query in Display mode and exporting
the list.

2. Open Word. From the Tools menu, select Letters and Mailings, Mail Merge. The
Mail Merge wizard appears in the Mail Merge Task Pane.

3. Select Labels under Select document type and click on Next: Starting document.

4. Under Select starting document, choose Change document layout and click on Label
options. A dialog box appears from which you can select pre-defined label products.

Select the desired label type and product number and _

click OK. Select Avery 5160. Printe formation
" Dok matrix
v Eastar a;d ink jet Tray: m
5. Click on Next: Select recipients. Latelnformaton
Label products: IAvary standard j
Product number: .
6. Under Select recipients, choose Use an existing list. R
Click on Browse to locate your SASI exported file. Shos_ adrese e
This is where it is important that you remember where N R

ou saved the SASI export list.
y p Details... I Mew Label... I Delete ”TI

Cancel

7. Open the Welcome.doc file saved on your Desktop. The data exported from SASI
appears on the screen. Click OK to continue.

8. Click on Next: Arrange your labels to setup the document.
9. Click More Items to get a list of the available fields from your SASI export. Double-

click on each field to be included in your mail merge label. Your label should be similar
to the one below. Click on Close.

ghirst Mamew «Last Mames
ehfailing Addressy
#Cityn, abtater «Zip_ Coden




10.

11.

12.

13.

Insert spaces between words, line breaks, and additional characters to format the labels
the way you want them to print. Click on Next: Preview the labels. If they are correct,
click on Previous: Arrange your labels. Click Update all labels to replicate the setup
to all the labels on the page.

Click Next: Preview your labels. If the labels are correct, click Next: Complete the
merge. Click Previous if you need to go back and change any of the previous steps.

To complete the merge, click Print to merge the document directly to the printer, or click
Edit individual labels to merge to a new document. Merge to a new document will also
allow you to save the finished labels for printing at a later time.

If you want to merge all records, select All and click OK. To select a certain range of
records, enter the starting and ending line number for the record. You can also choose to
merge only the current record.



Microsoft Word Form Letters

1. Follow the SASI procedures for creating a query in Display mode and exporting the list.
(We will use the Welcome.doc file already created and exported from SASI.)

2. Open Word. From the Tools menu, select Letters and Mailings, Mail Merge. The
Mail Merge wizard appears in the Mail Merge Task Pane.

3. Select Document type Letters and click Next: Starting document.

4. Under Select starting document, select Use the current document. Click on Next:
Select recipients.

5. Select Use an existing list and click on Browse.

6. Find the file exported from SASI (Welcome.doc on the desktop) and Open it. The data
exported from SASI appears on the screen. Click OK to continue.

7. Click on Next: Write your letter.

8. Create the following letter. To enter fields from the exported SASI file, click on More
items to see a list of the available fields. Double-click on the field to add it to your letter.
Click Close. Continue typing the letter until you are ready for the next merged field.
Click on More items and select the desired field. Repeat until all desired fields have
been added to the letter.

gFirst Mames «Last Mames
ghfailing Addressp
aCitys, «itates «Zip Coder

Dear «First Mames:
Welcome to our high school. We are excited to hawve ywou as a member of our «Gradesth
grade clags this year. Your homeroom teacher will be «First Namels ¢last Mamels.

We look forward to sesing you on August 1%

Sincerely,

George Bush
Principal




9. Click Next: Preview your letters. If the setup is correct, click Next: Complete the
merge. Click Previous: Write your letter to go back and change any previous steps.

10. To complete the merge, click Print to merge the document directly to the printer, or click
Edit individual letters to merge to a new document. Merge to a new document will also
allow you to save the finished letters for printing at a later time.

11. If you want to merge all records, select All and OK. To select a certain range of records,

enter the starting and ending line number for the record. You can also choose to merge
only the current record.

Merged Letter

Andrew Acosta
312 Walnt Av
Pleazantwille, Ca 92653

Drear Andrew:
Welcomme to our high school. We are excited to have you as a member of our 111 orade
class thiz year. Your hotneroom teacher will be Alice Anton. We look forward to sesing

you on August 1,

sincerely,

George Bush
Principal




Microsoft Word Forms

Forms follow the same procedure as creating letters. The important item to note with forms is
that you should create them using Tables in Word instead of using the Tab key to line up

columns.

1. Export the desired data from SASI.

2. Open Word. If you have already created a form that you would like to use for the mail
merge, open it.

3. To create a form using tables, click on Table, Insert Table.

4. Indicate the number of columns and rows you want and click OK. The number of
columns should be twice the number of items you want on a line. For instance, if the first
line of the form has First Name, Last Name and Parent/Guardian, you need 6 columns -
one for each of the labels and one for each of the field names.

5. Use Merge Cells and Split Cells to create a different arrangement of data on the lines.

6. Once you have your form completed, follow the mail merge steps to add the mail merge
fields and complete the merge.

Student Information
Please fill in missing information or make corrections and return to your child's homeroom teacher|
= First IMame: Eenrick | Last Iame: | Arnez | Parent/Guardian: | I Joshua Arnez
Mailing Address: | 8827 E Buitt St Anytown, CA 92633
Home Phone: T14-777-2560
Contact Person 1: | Alice Arnez | Eelationship: | 13 | Contact Person 1 Phone: | 231-9321
Contact Person 1 Address: | 238 Lincoln Street Anytown, CA 21123
Contact Persan 2: || Joste Swmrth || Eelattonship: || g f Contact Person 2 Phone: | 321-8218
Contact Person 2 Address: | 3413 E Butt 3t Anvtown, CA 92653
DPhysician’s Mame: [ Dr. Ed Williams [ Physician’s Phone Mo, [ 431-0212




Microsoft Access

1. The first step in SASI is to setup your query to export the data you need from SASI. Choose
DISPLAY rather than EXPORT. Display is chosen because the Export command will not
give you column headings, which are necessary for Access tables. Create the following
query. Do the query and click on Data, Export list. Save the query to the Desktop and
name it Sasi Data.txt.

& gquery x|

|DISF'L-'-‘-‘1’ * | AT Permbum Firstilame Lasthlame Mailtddr City State ZipCode
Birthdste Grade Gender EthnicCodel

2. Open Access and select an existing database or create a new one. To create a new database,
click on the New icon on the toolbar or click on File, New and select Blank Database.
Select a folder in which to save the new database and name the database. Let’s name our
database Sasi demographics and save it to the Desktop. Click Create.

3. Click on File, Get External Data, Import. Change Files of Type to Text Files. Select your
SASI file (Sasi data.txt) and click on Import.
xl
4. On the Import ACCGSS leard Screen, SeleCt Zg:;rﬁja;::;guepgattoafje in & 'Delimited' format, If it isn't, choose the Format that more correctly
Delimited and click on Next.

% Delimited - Characters such as comma of tab separate each Field

€~ Fixed Width - Fields are aligned in columns with spaces between each field

Sample data from File: CHDOCUMENTS AND SETTINGSIADMINISTRATOR\DESKTOPIACC TH
1 f0First NaweOLast NaweOGradeOEthnic Code0Student IDO| &

TDDDDlEIRndremEIACDStaEI 110HO920990993 1900413 -73-2 123002

3 000203 tephendindersennd120W0990990993 107032 1-42-123

4 poO0O030S3tephendindrade00S0WO990990992 1930012/ 16/890

5 poo040Sean0inge 10110B099099099303 10009/ 2045870

6 [J000ES0ChristopherOArchuletsd090B09909909922320007/26 LI

: >

Advanced. . | Cancel < Back Mexk = | Einish |




5 " Se I eCt Tab and CheCk the FI rSt ROW Contal ns F I e I d What delimiter separates your Fields? Select the appropriate delimiter and see how your bext

N ames bOX. C I ick on N ext' is affected in the preview below,

Choose the delimiter that separates your fields:
’76’ Tah " Semicolon  Comma " Space ' Other: I_

6. Select store your data In a New Table and click on

NeXt i7First&owContainsFieIdNamas Text Qualifier: I{none}- 'I
- - . # First MName |Last Name |Grade [Ethnic Code |Student
7. In the Field Options step, you can rename a field, POOOT ndrew  [ficosta i1 | SEREEREE i|
. . pO00Z Etephen [Andersenn |12 10} B9099099
change the data type, or leave a particular field out of booos Brephen  fwdrade  ps [ boossnss
H H H H Qo004 Sean rnce 1 11 [E 29099099
the import. Click on each field column to change field 0005 Poristopher liromuteca ps b o ooonos
Options for that f|e|d pooos Pennifer lir chuna 10 B lbongsoag <
A 3}
8. A sequence number # field automatically exports with Cr— Concel conck | mews | pmeh |

SASI. In the example below, we tell Access not to
import this field.

ESl Import Text Wizard x|

ou can specify information about each of the fields vou are importing. Select figlds in the
area below, You can then modify Field information in the 'Field Options' area,

Field Options
Field Name:  [# Data Type: |Long Inkeger |
Indexed: |N0 ;I 7 ‘Do not import: Field {Skip)

First Name |Last Name |Grade [Ethnic Code |[3cudent
00001 Ebstsba=yog lhoosta 11 [ Fa09909s8 ﬂ
DO0002  SEt=halat=3t lhndersenn (12 10) po099099
OO0003  SEs=haat=dat lindrade nj=] [ pa09909s9

Fean lhingel 11 [E Fo099099
_____ hristopher [Archulets 09 I5] F2099099
T =nnifer lLrchunag 10 B Fa09909s8 LI
A i

F\dzanced...l Cancel | < Back | [ext = | Fimish |

If you are importing Perm Numbers, click in that column to select it and change the data type
to Text. Access thinks the Perm Number field is a numeric field and will not import this
field until it is changed to a text field. You may also need to change the Data type to Text on
fields such as Grade or SSN so Access does not drop leading zeros. Make the desired
changes and click on Next.

9. Select one of the fields to be your primary key (make sure it is something unique to each
record) or select No Primary Key and click on Next.

10. Name the new table and click on Finish.

11. The SASI files are imported into the Access table. If errors occurred during the import, an
Import Errors log is created from which you can determine the errors.

10



In Access you are able to add additional fields, run queries, and create professional looking
reports.

Sasi Data

Grale ander Ethnic Coda Tatal
9 F A
=] F B
g F H
? ] "
: F w
=] 0] H
: . "

10 F A

" ] "

10 F Q

" ] "
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Microsoft Excel

1. Create the query in SASI. When exporting to Excel, it doesn’t seem to matter if you
choose DISPLAY or EXPORT. Both work the same way.

2. DO the query to verify the data.

3. From the Menu bar, select Data, Export List.

4. Choose the save location and name of the exported file. Remember this location and file
name. The file can be given a text extension of .txt or an Excel extension of .xls.

5. Close SASI and open Excel.

6. Click on File, Open.

7. Change the Files of Type to All Files.

8. Open the file you saved from SASI.

9. A Text Import Wizard box opens. Select Delimited for the file type and click on Next.

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.
If this is carrect, choose Mext, or choose the data type that best describes your data.

riginal data tvpe
Cho bype that best describes your data:

2]

- Characters such as commas or kabs separate each field,
- Fields are aligned in columns with spaces between each field.

" Fixed uicfth

=

Preview of file C:\Documents and Settings\AdministratoriDeskoplexcel bxt,

Start import at row: File: origin: I 437 | OEM United States j

fOFirst NemeOLast NaweOCradeOEthnic Code0Ztudent IDOSccial Secuﬂ
0o0l0Andrewdicostalll0HOS303909331300413-73-2123002718/5870
000205t ephenlinder senn01Z0WO2302303331070321-42-1233012 /16 /360
000308tephenlindrad=0020W052032093921930012 /167820

000403 eanlingel0l10B03303303330310009 /20,870 v|

| Il
< Back | Mext = I Einish |

a [ ]efafm =

Cancel |

Text Import Wizard - Step 2 of 3

This screen lets you set the delimiters your daka contains, You can see
how your kext is affected in the preview below,

TRt [T Treat consecutive defimiters as one

v Tab ™ semicalon [ Comma

[T space [ Other: I Text qualifier: I 'l
aka previe
:3 First Name [Last Name [Frade Ethnic Code Ftudent ID Bocial 32
PO000L Bndrew foosta Ll H Fo0220223190 H13-73-
QO00E Etephen Prndersenn [IE fir [PI09309932107 EEZ1-4E-
00002 Etephen frndrade na fir [F909303992192
00004 Eean frgel L1 E [F90220993031
4] |

Cancel | < Back | Einish |

10. Select Tab as the Delimiter and click on Next.




11. If Student ID is one of your fields, select this field and change the Column data format
to Text.

Text Import Wizard - Step 3 of 3 x|

This screen ets you select each column and set alumn data farmat

the Data Farmat, o

‘zeneral’ conwerts numeric values to numbers, date o
values to dates, and all remaining values to text, € pate: MDY -

' Do nat import column (skip)
Advanced. ..

ata prewv

GoneraCeneral General snerabensral

3 [first Name [Last Name [Grade Ethnic Cod
00001 [@Andr e ficosta L1 H

0000z Btephen fndersenn [17

00003 Etephen findrade pa

0000d Eean fitngrel L E

| |
Cancel | < Back | Iext = | Finish I

12. Click on Finish.

13. Your spreadsheet is completed. You can add additional fields to the spreadsheet, perform
calculations, create graphs, etc.
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