lowa Department of Public Health
Bureau of Emergency Medical Services
EMS Provider List Instructions
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The EMS Provider List is a comma-delimited text file that contains provider information including certification
status and mailing address details.

q

EMS Provider List File Layout

Position | Field Names
Last Name
First_ Name
Middle_Init
Gender
Cert_Number
Cert_Status
Addr_Linel
Addr_Line2
City

State (two character postal service abbreviation)
Zip

County
Region
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How to download the EMS Provider List

Step 1 Welcome to the Bureau of EMS
The Provider List Request page contains ' Ploass selecl 3 page.- Lo
three drop-down lists that can be used to EMS Provider List Request

set the criteria for the list file.

One or more of the following fields must be used to create
a comma-delimited list of EMS Providers.

At |eaS'[ one Of Criteria mUSt be Selected in 'I‘r:e Faturned ﬁ:ed-:agu _Elebz:ls:cll generate labels or other reports based on the
order to successfully create and download infermation includad in Se He. _
. . For rore information on the file definition and how to wse i, download and
the Pr0V|der List. read the EMS Provider List description deournent.
. . . . Caunky: . 'v
When the desired list criteria have been : =2
selected, click on the “Download” button Cartification Laval: ~]
to retrieve the list. Endorsamant: | ]
| Dovwniload | | Fasat |
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How to download the EMS Provider List (continued)

Step 2

A dialog will open that asks what should
be done with the generated file.

Depending on the operating system and
browser that is being used, the dialog
will be slightly different in appearance.

The options provided by the dialog are
to open the file, to save the file, or to
cancel the file request.

Save the file to a location where it can
be opened later.

[ Fite Download - Security Warning = |

Do you wanl to open or zave thiz le?

E:_'J Mame: ems_provider _kst_9282005. b
Typer Text Documnert, 14.4 KB
Fioer  devidph.state.iaus

I Dipen | [ Save ] E ----- o

“weitile Fless from the lrleenel can be usehl, this e ype can
Whmmm lf:..wd-:-ml trusst Ehee sounce, o mol
open o save this software, What's the sk ?

=

~ Windows XP and Internet Explorer example"

| Opening ems_provider_list_9262005.txt |

ol have chosen to open

[Z] ems_provider_list_9282005.kxt

whidhis & Text Doument
from: http:ffdev.idph.state.ia.us

1~ What shauld Firefax da with khis file?

@] Gpen withl | ttfile (defak) v
) Save bo Disk

[] oo this autamatically For fles ke this from now on.

[ ok | [ canca |

~ Windows XP and Firefox example
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How to use the EMS Provider List
The EMS Provider List can be used to create “mail merge” business letters, envelopes, or mailing labels.
The first method described here will use Microsoft Excel to open the text file for viewing or editing.
The second method will use Microsoft Word to add merge fields to a document using the list.

Depending on the versions of Excel and Word that are being used, the screens may differ, but the general
concepts described should be similar.

Open the EMS Provider List in Excel

Step 1 Open )&
Lockin: | () EMS ket ¥l @-@1@ X i @~ Tos-
Open Microsoft Excel ) 17 e peovacer ot 9242005,
My Recenit
Documaents
Select File | Open @
e

In the Open dialog, change the “Files of
type drop-down to “All Files**” or to “Text

. " My Documenis
Files”.
—
oL
Locate and open the file saved earlier. "”’:’("m
e B
Faces | Fiesof type: |l Fileg (%,4) [+] Cancel
Text Import Wizard - Step 1 of 3 E]
Step 2 The Text Wizsrd bas dsterrined that you dota i3 Deliited,
IF thisis correck, choose Mext, or choose the data bype thak best describes your data.
. . Oiginal data type
The first screen of the Text Import Wizard houss the fis type thek best dsscribes you deta:
. i | - Charachers such a3 commas or babs separste each fisld,
will open. - Ficlds are: abigned in colimes with spaces between cach fickl.
Jotinpertstrom |1 (8] Fegsgn: | 107 OBMUritedStates v

Make sure that the “Delimited” option is
Selected on '[hIS screen. FPreview of file CDocumants and Settings|warming), .. \ems_provider_lisk_SE2005 bxt,

FLast_Mame","Firsc_Hame" , "Hiddle_Init", " Gander”,"Cerc_Humber® "™
“BROWH® , “HARY" ,“A" “Female®, *I-00-LEE-££°, “hotive® "£E88/0)

L]

| N
The other settings should be OK. - BROVHIHG: . ~JOMN- . 5= “HaLe® ;~k-00-£5885-  ~Aativar =&

|5 |

<

S“ERYHE®, "ANH", "¥", "Female®, "I-00=LELL-LL9 SActiwve™ "EEL |l

.
: “ ” J '_)
Click on the “Next” button to proceed.
ea | [Lets
Text mport Wizard - Step 2 of 3 r}‘@
Step 3 e T
Creh !
The second screen of the Text Import Oee Dseoln W) | e orsosie St esons
Wizard will open. Clsesce [ ather Tot ualfer: | ~]
In the “Delimiters” section, choose the P
“Comma” option. Clear any other o
R Laze_Hame [Firse_Nase |[Hiddle Inie [Gender Care_Number Caex(™)
selected option. Awamn  bovenas Sl i O
ROUNING [JORN "3 Mal e Q0 -555-5% -
RYNE JANH Faemala I-00-555-55 atl( ]
H “ i1 b
Click on the “Next” button to proceed. < | E

concd [ <ock J(_pipe> [ posh ] |
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Open the EMS Provider List in Excel (continued)

Steg 3 Teot lport Wizard - Step 3 of 3
This sereen lets you celect each column and sat Colurn data Formak
the Data Format. ® General

The third screen of the Text Import Wizard SO —— -
Wl“ Open walues to detes, and all remaining values to bext, ) pater | MOY '.9J
2 Do ek impart celun (skip)

This screen can be used to change the
data format of any of the columns. The
“General” data format should be OK for
this purpose.

Caneral Canaral |Canaral ety

Middle_Init [Dender [Cert Number [Cer|
Famale [I-00-555-55 [Raocfl
ala B-00-EEE-EE [hoc]
> flale =00 =555=55 13-
o Famala [I-00-555-55 [Roof,,

Click on the “Finish” button to close the
Wizard and display the file contents.

Ste 4 [ A [ B [ ¢ D E F G
Firgt_Mame  Middle_lnit Gender Cert_Mumber Ceon_Status Addr Lined
. . MARY A Female F00-555-55  Active 555 West Main Street
Once the file is open, the data can be DOUGLAS M Male |B-00-55555 Actve G55 State Stract
. - . JOHM G tlale  A00-55555  Active 777 S First Street
viewed, filtered, or edited as necessary. BRYNE AN v Female |00855.85 Active 838 N Second Sireat

To use the edited file as the data source
for mail merge activities, save the file as a
“tab-delimited” text file.

Use the EMS Provider List in Word

The EMS Provider List can be used for mail merge in Microsoft Word without having to open and save it in
Excel, but if any data manipulation is necessary, follow the steps in the previous section.

Different versions of Microsoft Word will vary in how mail merge tasks are completed.

The following steps were completed using Word 2003. If these instructions do not match your version of
Word, consult the help file to assist you in using the mail merge features.

Step 1 I'!'l'l Document’ - Microsoft Word
Pl gdt [ew | nsert Fomat Tods Table Window Mel AdobeFOF  Acrobat
Open Microsoft Word to a new document L0 (55 o] Sl Hormel NN, Y N R e [ R M|
{44 ol | ) YebLayos 2 .| B 7 u|E|E=E=- )t
If it is not already visible, add the Mail ] ] oo T -
Merge toolbar to the screen. : o Etere Fi
: JI Outine
1. Select View | Toolbars - :::,:tm S [ st
2. Click on the_ Mail Merge item from H e ] Fommttiog
the fly-out list. - 1« [[E—— AubaTedt
N || Thumbnals Control Toobox
_ ]| Header and Footer Dakabase
" Foctnotes Diraunirg
: Markun E-mal
- 31 Ful Sareen Famms
- Zooi... Frafies
;1 l el Marge
i Outlring
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Use the EMS Provider List in Word (continued)

Step 2

The first button in the Mail Merge toolbar is
the Main document setup button.

Click on this button to open the Main
Document Type selection dialog.

In this case, we will select the “Labels”
option.

Click on the “OK” button to continue.

Step 3

The Label Options dialog will open.

This screen is used to define the type of
printer and label information that you are
using.

Browse the Label products drop-down list to
find and select the appropriate type or
manufacturer of your labels.

If appropriate, select the Product number or
your labels in the Product number list box.

Custom labels can be defined using the
“New Label” button.

Once you have identified the product to be
used, click on the “OK” button to return to
the main document.

Step 4

The second button on the Mail Merge
toolbar is the “Open data source” button.

Click on this button to open the Select Data
Source browser dialog to locate and open
the EMS Provider List or the edited tab-
delimited text file saved from Excel.

| Main Decument Type |

Document bype:
) Latkers
) E-mail messages

) Erweduopes
) pireckory
) Mermal Weed decumarit

[ o

| [ cenca ].

Label Options v
|

Frinter infoomation
() Dok matrix
(&) Laser and ink jet
Labee] information
Labe] producks:

?roeﬁ.w.t ru,_;rbew:
3613 - Iderification Card | A

Tray: Mooual Feed (Tray 1) _VJ

dvwery standard 1]

1 ~Label infonmation

361+.cd,u;d - Tope: Address
S056 - File: Folder | Height: 1.8
5095 - Name Badge i
5096, - Ciskette Width: 4

ST - Dishette . Letber (3 % x 11 in)
Sisg-addess V)

) (e ]|

Select Data Source E E

tockini | (3 e kets [v] @~ 8@ X &~ Toolsw

;_'3 2] et _pecsidr et bt
(2] eens_provider_list_S282005. bt
) eon_provicer_list_S282005.5

My Documenits
9
My Compuier
b

Iy Metweork
PFlaces

Fibe name:

] [Bewgoures... ) [__ggen ]

|

| Fiesof type: | Dats Sources (*.odc; * mdb; *.mdk v |
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Use the EMS Provider List in Word (continued)

Step 5

The document should now show the label
layout and after the first label, each label should
now include a “<<Next Record>>" Word Field.

Click to place the cursor in the first address
label.

Step 6

The third button on the Mail Merge toolbar is
the Mail Merge Recipients button.

Click this button to review and select the
recipients that will be included in the mail
merge.

Additional onscreen instructions detail how to
sort and select recipients from the data
columns.

When the selection is complete, click on the
“OK” button to continue.

Step 7

Microsoft Word 2003 has a helpful feature for
dealing with addresses in Mail Merge.

Click on the fourth button on the Mail Merge
toolbar to open the Insert Address Block dialog.

Select the desired recipient name format.

Decide whether to include the region in the
address.

Before clicking on the “OK” button, click the
“Match Fields” button.

(2] D et - Ml rnatt Ward

Gle (R Tow Jeot Fomet ok Thh ek bbb AddePDR Aodkel feerti

e Tl PR R P R e e W I e U L B e e
L e it et = 12 a0 (| D6 E PSR ) e A [ =
G o P O T T DA S Y R (R S P P |

. & f f . ¥ . ¥ . & . +

1 alMest Becordsg

arexi-Records Y abent Records
Mail Merge Recipients =
To sork the lisk, ehick the appropriste column heading. To narrow doven the recipients displayed by a
specific orkerla, such as by dty, dick the arrow e to the column heading. Use the check bowes or
bustbons bo add e remove redpients from the mall merge,
List of reciplents:
x| Lask_Mame x| First_Wams x| Cky = State = Z. = Reglon =5
bd  BRCWN MARY GREE... JA S0E49 oW &
M ercwnER DoGELAS GREE... Ia 20899 oW [l
B BRCWNING JCHN GREE.., 14 50899 SwW G
M ERYME ANM GREE... 1a S0sq9 SW W
[ ELENS MONTEHMERY GREE.., & S0999 oW L
B EUTLER MORRIS ADATR 1A So0DE  SW ]
B CARPENTER DuinalC ADSIR 1A 0002 5w H
M ChRTER Lrsa FIRT. Th 20546 W L
B CARSIN MELISSS FEMT, 14 ShEde 5w a
M CERTENTES JORGE ERLDG I 20837 Sw J
A ConmER MARK, Adair 14 so00e S M [
< 1 [
[Ceeea ) [(Gewat ] [ashon ]
(= e T
el
Insert Address Block Pk
Specify address elements
[¥] Insart recipient's name in this Format:
[ Jebrsa []
oshoa Randall i,
Josbara Q. Fardall Jr,
Mr. Jorsh Ranedsll .
Mr. Josh Q. Pandal I -
Mr. Joshua Randall X, r] |

[ Inisart coenpany name
[#] Insert postal address:

() Never inchude the countryfregion in the address|
(7 Abways inchade the countryfregion in the sddress
€ ganky inchade the countryregion if dferent than;

Format address according bo the destination country/region
Prendes

Jeskwa Randall Ir.
L Alrpoet Way
Kikby Hawii, MC 27700

] (o ]
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Use the EMS Provider List in Word (continued)

Step 8

The Match Fields dialog allows the user to
match typical address and mail merge fields
with the data source columns.

If a merge field that is to be used is not
matched, open the drop-down list for that field
and select the matching data source column
from the list.

When all are matched, click on the “OK” button
to return to the Insert Address Block dialog.

Click on the “OK” button again to save and
close the Address Block definition.

Step 9

The first address label should now contain an
“<<Address Block>>" field.

Steps 7 and 8 can be repeated to add Address
Block fields to the other labels after the Next
Record fields, but it easier to copy the first
Address Block field and paste it into the other
labels.

Step 10

You can test your layout by locating and
clicking on the “View Merged Data” button on
the Mail Merge toolbar.

If you are satisfied with the results, the
document layout can be saved or it can be
merged to a new document. The document can
also be merged directly to the printer using the
Mail Merge toolbar buttons located near the end
of the toolbar.
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| Match Fields =]

il Merge has special Festures For easly working with addresces. Lise the drep-down lisk
bo sedeck the proper dakabace field for each address field component,

Required information #
Last Mame Last_Mame =1 [l
Firsk Mlame First Plame -
Cowbasy Tide {rot mabdhed) =
Camparny (ot matched) - |
Adideess 1 Addr_Linel -

Ciby [ty -]
Stabe Zrate =
Pestsl Cads 3p =
Spause First Hame

Optional information
Meicklle Mame -
2o [Feremerwcayer cam—

Use the drop-down ksts bo choage the field from your database that corresponds to the
address infiormaton Mal Menge expeds (sbed on the left.)

P v - e aiah W d
Tith DN o broet sl Iek Tik e Bk bR Mrshel ety

Lo b el s O s LT S A IR O s B 108 S0 | (L RN e S |
| A Mo it o TroamtemaBoman o B | B2 M (LGRS A R R e A ] ] e
Lo ol d S et mmiiaide 20 0 20 A VH b e W Sy e o
i F ' F] 1 . 3 . '
P
wAddreszBlocka arestRecardon AdidreszBlocdng

aNest Recordi AddresBlocisg] et Redordon AdibessBlodsg

2] D S - ot Wi
Be Ll Bew bost Fesa Daw Rpl wedie oG AGGSRP  dosba (mesrs
ke a o g e in) B X D El -
Nl = 1o P Ve 13w
LL3g.at] 3 21 ) vasnnced i« (F25] 3 21 2
-'\- ] l
e

RIARY-BROWHNY
252 Weet-Main- Sreet]
GREENFIELD.-[A- 305497

JOHN-BROOWHNINGY
TIT B Firse Siredr]
2L, LA SO

DOUGL AS-BROWHNERY
GiG-Srate-Streer]
GREENFIELD.-1A- 88499

ANM-BRYMEY]
FED M Becoaul Blreer]
GREENFIELD.-1A- 808409



