Updating Using CommunityPoint
Creating a Mail Merge to E-mail in Microsoft Office Word 2007
1. Open Word
2. Open the “Email Template” document and add any customization you would like, being especially careful to add your signature at the bottom.
3. Click on “Mailings” in top title bar
4. Click on the “Start Mail Merge”  icon to the left
a. Choose “ E-mail Messages” from the drop down
5. Click on “Select Recipients” icon
a. Choose “Use Existing List”
b. Navigate to the Excel Spreadsheet of your agencies – this is a report that the NC 2-1-1 director will create for you.
c. Choose the “No Codes” spreadsheet 
6. Click on “Edit Recipient List”
a. Uncheck any recipients you would like to remove from this mailing
7. Adding the mail merge fields:
a. Highlight the “Provider Name” words in the first line of the email template 
b. Click on “Insert Merge Fields” icon and choose the field labeled “Providers Name”
c. Repeat this process by highlighting “CommunityPoint URL”  in the document and then choosing the “CommunityPoint URL” field
8. Click on “Preview Results” to see how your email will appear, you can scroll through all of your records if you like
9. Click on “Finish and Merge”
a. Choose “Send Email Messages”
b. In the “To” field choose the field “ Providers Contact Person Email Address”
c. Write a subject line, e.g. “Updating with United Way 2-1-1”
d. Select “all” or another option for sending 
e. Click “OK” to send your messages.
Approving Updates In ServicePoint
1. Log into ServicePoint
2. Choose “Admin”
3. Click on “Provider Approval Bin” to the far right
4. Click on “Search “ to see all submitted updates
5. Click on the Magnifying Glass to see the details of any available agencies
6. Click on “Approve”,  “Approve with Email”,  “Deny” or “Deny with Email” dat the bottom of the page.
7. If the provider has simply verified their information, you will see this noted at the top and be able to approve the changes.  Once approved this updates the “Date of Formal Update” field.
8. If you wish to make edits you must approve the changes and then go to that providers profile to make those edits.  You will be provided this opportunity after you approve the message.
Thanks for updating your NC 2-1-1 database!  If you have any questions, or would like to see a demonstration of this process, just call Marti Morris at 704.996.0422.

