
Preparation for FAN

How to generate files 
by email address

By Peter Nicholl



Feedback

Creating an Article to 
return to each student
Mail Merge!
!
Excel Data Source!
!
Graph of Distribution

"2



Attendance Statement:

Word 
& 
Excel
Mail Merge!

!Create a Form Letter and drag in the 
placeholders!

!
Data Source from the Portal!
! Create set of Criteria!
! Use formula to create Totals



https://webservices.ulster.ac.uk/modules/studentlists

Portal Data Download CSV



Column Headings

filename=(LEFT(C2,FIND("@",C2,1)-1)) !
Surname
 
 =(LEFT(B2,FIND(", ",B2,1)-1))
        
Firstname 
 =RIGHT(B2,LEN(B2)-FIND(" ",B2,1))      



Columns you create for recording your Marking 

Exploit Excel 
Features

Formulas!
Deal with new paragraphs in 
Comments:!
Windows: Alt + Enter 
Mac: Control + Option + Enter 
Do not be alarmed if you only see 
255 characters shown in the cell.



How the Excel will appear

Mail Merge



PDF generated for 
each student
Created from the Mail Merge as the set 
of separated Word and PDF files in a 
folder - ready for sending via FAN
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Select the full Distribution

!
{=FREQUENCY(data_range,B2:B11)}

!
Windows: Ctrl+Shift+Enter 
Mac - Cmd+Enter



– (5min)

“http://magic.scm.ulster.ac.uk/download/
Marking_in_Excel_and_Word/” 


