lowa Department of Public Health
Bureau of Emergency Medical Services
EMS Service List Instructions
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The EMS Service List is a comma-delimited text file that contains service information including service level,
service type, and mailing address details.

q

EMS Service List File Layout

Position | Field Names
Service_Name
Program_Num
Service Level
Service_Type
Addr_Linel
Addr_Line2
City

State (two character postal service abbreviation)
Zip

County
Region
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How to download the EMS Service List

Step 1 Ei Welcome to the Bureau of EMS
The Service List Request page contains | Poast iekect 2 pags.. g
three drop-down lists that can be used to EMS Service List Request

set the criteria for the list file.

One ar more of the following fields can be used to create a
comma-delimited list of EMS Services.

When the deSil’ed I|St Criteria have been T:I:e returmed Fgudcag bn-u.ll.lsr;cll generabe labels or other reports based on the
selected, click on the “Download” button nrermatien infuded in e He: _

. . For rore information on the file definition and how to wse i, download and
to retrieve the ||St. raad tha EMS Sarviga Lizt [nghrustiang. }4

. . . c |45 | :'
If no criteria are selected, the entire ean L =
statewide service list will be returned. Sarvice Laval: Ed
Sarviga Typa: | E|
Drovwnload | | Fiaszet
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How to download the EMS Service List (continued)

Step 2 [ File Download - Security Warning |

A dialog will open that asks what should R R

be done with the generated file. 3 Mame: ems_service:ist_8292005. bt
] Type: Text Decurnert, $9.9EE

Depending on the operating system and e i Lo

browser that is being used, the dialog oo ) [ swe | [ G
will be slightly different in appearance.

The options provided by the dialog are ) e e R e e
to open the file, to save the file, or to ks

= open o save this softwane, What s
cancel the file request.

~ Windows XP and Internet Explorer exampi‘e

Save the file to a location where it can

be opened later | Opening ems_service_list_9292005.txt ]

‘Wioul have chosen bo open
[Z] ems_service_list_9292005, bt

whidhis & Text Doument
fFrom; hittp:fidey.idph. state.ja,us

1 Whak shauld Firefax da with this fils?

(%) Open with! | btfile (default) |
() Save bo Disk

[ Do 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 Service List

The EMS Service 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 Service List in Excel
Step 1

Open Microsoft Excel

Select File | Open

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

Locate and open the file saved earlier.

Step 2

The first screen of the Text Import Wizard
will open.

Make sure that the “Delimited” option is
selected on this screen.

The other settings should be OK.

Click on the “Next” button to proceed.

Step 3

The second screen of the Text Import
Wizard will open.

In the “Delimiters” section, choose the
“Comma” option. Clear any other
selected option.

Click on the “Next” button to proceed.

Open @E
Loskin: | [ EMS kst [l @~ 8| @ % 4 5 - Took~
fe)

By Pecent
Documents
Desktop
iy Documents
-
58
My Computer
e 9 e
My Retwork J
Faces | Flesoftyper |l Files (%) B Concel

Text Import Wizard - Step 1 of 3 3'('

The: Teut Wizard has determined that your data is Delimited.

If thisis correct, choose Hext, o choose the data bype that best describes your data.

Original data bype
Choose the Fils type that bast dasoribes your data:
- Charachers such 25 commas or Rabs separste each fisld,
= Fields are aligned in columns with spaces bebwesn each fiek.
matimportstrow: |1 (3] Flegigne | H7:OMMUMedStetes v
Prenview of file CiDocuments and Settings\Iwarmingl. .. \ems_pravider_lisk_SZ82008.bxt.
Ml

L *Sarvice_Naxe®, "Progras Hus®, "Service_Level®, "Service _Typa", "Adi ™)
|Z " Interstate EMS of PDC Tno®, "2000500°, "inbuloece®, "EMT - BY, "11f © |
|Z"Adaiy Fire Dapartment”,"Z0L01007, "Anbulance”  "EHT - P","505 St

|4 [*Fontanelle Fire knd Rescue® , “Z0L0Z00","Anbulance”,"ENT - Basic
|5 "Crasnfield Fire 4 Rescus”,"2010S007,"Asbulansse with Trandpors J|.|
i =

| | £
[mcede] e | T
Text Import Wizard - Step 2 of 3 |

This screen lets vou set the debmiters your dabs containg, You can ses
e your best i affected in the preview below.

D —— [C] Tet consecutive delimiers as one
Ozt Dseweobn  [ganmma) ;
Clpace [ Gther: Text gualifier: | ﬂ

Ciaba previos

Farvice _Nana vogran_Nus Bervics_Leval I
Interstace EME of PDC Inc ZO0LEOO Amtnal nrice
pdair Fire Daparcsent FOLO100 ebulanca
fontbanelle Fire And Bescue ZOLOZ00 fxbulonce

Freentield Fire & Rascus EOLOI0D pubulance wich Transport Afley|
£ 2

| T | M| | M-
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Open the EMS Service List in Excel (continued)

Step 3

The third screen of the Text Import Wizard
will open.

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.

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

Step 4

Once the file is open, the data can be
viewed, filtered, or edited as necessary.

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 Service List in Word

| Text Import Wizard - Step 3 of 3

B[]

This sereen lets you celect each column and st
ke Data Format.

Column data Formak
) General

“General converts rumesic valuss bo numbers, date () Tt

walues to dates, and all remaining values to bext,

Data preview

O pate: MY "'J
) Do ok impeart cohume (skip)

Gensral 1

Bervice_Laval I
Ambulanos
Al an Ca
Ambaalamoe
Pebulance wich Trangport Afly|

A

Service Mame

IProgram_Mum Serdce_Level

Interstate EMS of PDC Ine
Adair Fire Depariment
Fontanelle Fira And Rescus
Graenfield Fire & Rescus

2001500 Ambulance
2010100 Ambulance
2010200 Ambulance
2010300 Ambulance with Transport Agreement

The EMS Service 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

Open Microsoft Word to a new document

If it is not already visible, add the Mail
Merge toolbar to the screen.

1. Select View | Toolbars
2. Click on the Mail Merge item from
the fly-out list.

I-'!ii Documentd - Microsoft Word

! Fle  Edt Siew | Insert  Format
: = 8 2| Hormal

Tocks  Table ‘Mindow Help  Adobe FOF Acrobat

N N B ] g [Eo e A =& -1 [
{44 ol | ) YebLayos 1z -|B 7 uU|E|=EEE sk
— ni: Lyt
] Ll et eayo ,,g _______ R
| Reading Layout . .
N Outline H
- TadkPane  CrHF1
: Tockbars H|[] standera
. Fuuer 5 Foumatting
i Document Map BuknTest
B 4] Thurbnals Control Tookox
J Header and Footer Dakabase
- ]’ Drawireg
) markup E-mail
B N Ful Soreen Frmms
- ltlﬂ'l"l... Framas
- l Mail Mergs
-
- Opklning
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Use the EMS Service 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 Service 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
Look in: [v] @-31@ X i &~ Tosk~

‘;j .Fle name:

= | [Mowsource.. | [_omen |
Places | Fiecof type: [ Dats Sources (*.odc; * mdb; *.md v |

|
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Use the EMS Service 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.
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Ol R Pow Feod Fpmat ek Tk Wede  Hob e PDE Aok feeerti
et s Sk s LS n AR It e W0 N R e e

L, s it n e by x 02 x| W0 U e R R E) e e A e [ e B
G o P O T T DA S Y R (R S P P |
B Eo \ . f \ v g f !

1 alMest Becordsg

arexi-Records Y abent Records

- )

Mail Merge Recipients E
To sort the lisk, elick the sppropriste cobumn heading. To nanmows dewn the recpients displayed by 2
specific onberia, such as by city, dick the armow nectt bo the colurmn heading. Use the chack baes or
buttons to add or remove rediplents From the mall merge.
List of recipients:
» Gy x| Stabe v 2. x| Regon v Service_Mame x| Program_Hus &
N Frare ... W S3ERl 05 Interstate EMS of P, 2001500 §
M Adair A SO00Z 5w Adair Fire Departent 2010100
B Forka.. A S0846 B Forbarele Fire And ... 2010200
M Gresn.. A SOBHE  TW Greenfield Fire & Re.. 2010300
B Green,., IA SO oW Adair County Ambud,., 2010400
b4 Eridge... A SOE3F  SW Eridgewsater Fire De... 2010500
B Coming A SOg4l S Adams County Amb. . 2020200
M Coning @ SOBEL  SW Adams County Spe... 2020300
M Hepe.. A c2l46  HE Herpers Ferry Rese..., 2030100
M Hewad.. 52160 NE s Abia Vel Fire D... 2030200
B Postvile IR S2l62 HE Area Aerdance ... 2030200 e
ﬂ_ 1 mmsimm L] S e ME | mrsiss RS PR " L
S ¥
[(selctal | [ deargll | [ Refresh |
(e ) [ ) (oo ]
(o]
Insart Address Block e
Specify address slements
[] Ineart recipsent's name in this format:
[ J02hea [n]
Joshuea Randall Jr,
Joshia €. Rardal Jr,
Mr. Jorsh Randdsll I
Mr. Josh Q. Randsl 2, L
Mr. Joshua Randall . 2l
[l tnsert ceenpany name
EEInsert postal address:

(=) itever inchude the countryfregion in the address|
(1 Akways inchade the countryfregion in the sddress
€ anly inchade the countryregion i dferent than;

Format addsess according b the: destination countryregon
Prendew

Jesbua Randall Ir.
L Ainpoel Way
Kikby Haw, W 23700

Hakich Ficlds... [ oo ]| geced |




Use the EMS Service 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.

| Match Fields X

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 fnot matched) =] | |
Firsk hlame (rat matched) -
Cowbasy Tide {rot mabdhed) =
Comparny: Service Hame x|
Adideess 1 Addr_Linel -

City City =
Stabe Zrate =
Pestsl Cads 3ip =
Spause First Hame

Optional information
Meicklle Mame -
2o [Fremerwcayer o

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

LhEsiod il ox Ch e s S NI I T s e BT s | (SN ey |
L ormal e it o T o Boman o 51 o | B4 0 ([ RS EE ORI A ] e
Lda bl J o smednee |20 g 20 ALH L0 M 0k ol

o r 1 1 ; . T :

i ]

e

wAddreszBlocka arestRecardon AdidreszBlocdng

aNest Recordi AddresBlocisg] et Redordon AdibessBlodsg

[E Dacuments - Microsoft Viord
PEe Edt Yew [nset Fgmat ook Table Mindow Help  AdohePOF  Acrcbak Comments
HIRWE A = NEWE TR NN Y B9 0B 0 @ F G - )] etetDocunent... Jikesd [ 19T 1 &
P4 nomal+ Lo - Tsswewkons - 32 - | B 7y |[E|E = = j=-) FIEIO - A SlE]- =g
B0 cr)a @ A e wodred - I[EE]A 23 @ M Gtk T 2 353
OO S B

™

1 1
Interstate-EMS-of PDC-Incq Adair-Fire-Departmenty
1109-5.-13th-St.9q 503 5th-Street]

- Praire du-Clien.- WI-538217 Adair,- IA-50002

o

Fontanelle-Fire- And-Rescue|
224 3rd- Street--Box- 2031
Fontanelle, TA-508467

o

Greenfield-Five- & Rescue|
115-Southwest-Tackson-Box- 3467
Greenfield, TA 508497
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