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Generating Feedback Letters

Introduction

Who Should read this guidance?

This guidance is intended for individuals within Local Authority (LA) teams and associated
Provider organisations who are responsible for administering the National Child
Measurement Programme (NCMP) in their area.

For security and Information Governance considerations, access to the NCMP IT system is
restricted depending on your role within the programme. Therefore, you may not have user
permissions to access some areas referred to in this guidance.

How will this guidance help me?
This guidance will show you how to feedback pupil measurements to parents. It will show
you how to:

e Filter pupil data to export child data that meets specific criteria.

e Export pupil data in a CSV formatted file.

e Perform a mail-merge using Microsoft Word.

e Use advanced mail-merge features in Microsoft Word

Available NCMP IT System Guidance

1 Setting Up Schools List.

2 Setting Up User Accounts

3 Pupil Data Management

4 Generating Feedback Letters

5 Progress and Data Quality Monitoring
6 Data Submission

What is a Super User?
Each LA will typically have one user who is responsible for the administration of the NCMP
IT system. The super user can:

e Add and remove users.
e Assign user roles in accordance with Information Governance requirements.
e Assign schools to users in accordance with Information Governance requirements.
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Generating Feedback Letters

Log in to the NCMP IT system

Once you have a NHS Digital account, you can login to NCMP IT system.

1. Open your web browser.

2. Enter the following web address (URL) in the address bar at the top of the browser:

lg https://ncmp.hscic.gov.uk/ ™ l s ] X '

3. This URL will take you to the Sign In screen.

Sign in to NCMP
NHS Il
\

.. National Child Measurement Programme
Digital

Welcome to the National Child Measurement Programme
Welcome to the National Child Measurement Programme data collection system.
You can use this system to:

+ Record and validate your NCMP data
« Facilitate production of result letters for parents, and
+ Submit your completed dataset to the HSCIC.

Sign in to NCMP by clicking 'Sign In' link at the top of the page.

4. Click the Sign In link at the top right of the screen as shown above.

Enter your username & password and click the Sign In button.

4 Copyright © 2024, NHS England. All rights reserved.



Generating Feedback Letters

The parental feedback process

Parental feedback allows Local Authorities to produce individual letters to parents of every child
measured, advising parents of their child’s measurements and offering useful advice, including
information about local services and contact numbers.

The feedback process consists of four stages:

1. (Optional) Apply filters to the Pupil Grid, to show only the pupils that meet specific criteria
e.g. all pupils in Year 6 who have been measured.

2. ldentify and resolve warnings.

3. Generate and export a CSV file containing pupil data.

4. Use Microsoft Word to mail merge the exported NCMP child data with a letter template. The
templates could either be those recommended by Office for Health Improvement and
Disparities (OHID) or templates approved by your own LA.

Apply filters

You may want to send letters to parents whose children meet specific criteria e.g., all Year 6 pupils
who have been measured and categorised as healthy. To extract this data, you must apply a filter
to the Pupil Grid.

1. From the NCMP Public Home page, click the Schools tab at the top of the page.

m NCMP 20xx/xx

P Newcastie-Upon-Tyne City Counclil
Digital
Home | Schools | Pupil Data | Monitoring | Submission

Return to year selection

NCMP Public Home Page
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Generating Feedback Letters

2. Click the

Pupil
Grid

link for the school you want to extract data from.

Home | Schools | Pupil Data | Monitoring | Submission

Schools

Add a school
Edit Eligible Pupil Numbers

URN

108586

108584

108580

108587

108595

108604

School Name

Amberley Primary School

Appletree Gardens First School

Backworth Park Primary School

Bailey Green Primary School

Battle Hill Primary School

Benton Dene Primary School

School
Category

State

State

State

State

State

State

DfE Pupil LA Edited Measured Adjusted

Count Pupil Count Pupils Headcount

R 6 R 6 R 3 R 6

A T L e
S wom e o

o s a e o
7 s e o
v © s e o

3. You can select criteria to apply to the pupil data, on the fields shown below.

a. Year
b. Sex
c. Ethnicity

d. BMI Category

e. Measured

f. Feedback Generated

g. Non Measure Reason

Reception (R) or Year 6 (6).

Male or Female.

Select ethnicity code.

Underweight, healthy weight, overweight or very
overweight.

Measured or Not Measured

Generated or Not Generated

Absent, Child Opt Out, Parent Opt Out, Unable To
Stand On Scales, No Longer At School, Awaiting
Consent or Other

Copyright © 2024, NHS England. All rights reserved.
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4. Once you have selected your criteria, click the button.

Home | Schools | Pupil Data | Monitoring | Submission

< Back to school list Return to year selection
Export Records Measurement Form  Data Entry Aid
Letter generation | Data | Combined Blank | Populated Blank | Populated

Clear Al ) Add New Pupil )

Search the pupil grid for individual or groups of records:

Archbishop Runcie CofE First School - Pupils

First name Last name Date of Birth Pupil Ref NHS Number Postcode Telephone

Parent Email Measure Date Start Measure Date End Feedback Letter Start Feedback Letter End

Filter and sort the pupil grid or your search results:

Year Sex Ethnicity BMI Cat Measured Feedback Generated Non Measure Reason
All [v] Al [~ A M A M A0 [M @ An M | an E2lR Fiter ©

Items per page Sort Celumn Order

50 ] Last name v Asc [v]

Child Identifiers | Address Details Measurement Pupil Notes Feedback Details

Showing results 1 to 11 of 11 records

Date of School School
First name Last name Birth* Pupil Ref Sex* NHS Number Ethnicity Year URN
vl vl
A | Norwich Norfolk 01/05/2006 Female ﬂ 7089570096 ﬂ 6 108495
A | Ungarie Castleford 09/05/2006 Female ﬂ ﬂ 6 108495

Identify & resolve warnings

Data warnings are intended to bring missing data or abnormal measurement values that are not
within expected ranges to your attention. Warnings are highlighted with an amber coloured border
and a /A symbol is placed next to each record that requires attention.

Date of
First name Last name Birth™ Address Postcode
@re Adams 18/09/2008 56 Polygon Road, Palmersville, Newcastle-upon-Tyne n
Andrew Addison 19/10/2002 | | 17 Market Raod, Killingworth, Newcastle-upon-Tyne NE12 8TT n
@un Addy 19/09/2002 5 Matthew Lane, West Moor, Newcastle-upon-Tyne NE30 4PB n
Peter Adu 03/10/2008 20 Elmfield Grove, Killingworth, Newcastle-upon-Tyne MNE12 6TY n

Copyright © 2024, NHS England. All rights reserved. 7
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However, it may be the case that measured values are outside expected ranges, in which case you
are given the option to suppress a specific warning for a specific value. Once suppressed, the
warning will not appear again.

‘ The data that needs to be corrected or supressed could be on any of the five
@&@ data tabs.

»

Child Identifiers Address Details Measurement Pupil Notes Parent Contact Details

A record will be highlighted with a warning if:

o A child’s postcode is blank.
o A child’s postcode is the same as the School’s postcode.
o A child’s height, weight or BMI is outside the expected range.

Example of data warnings

NE25 8XS

Postcode is blank Po:tccl)de is the same as the
i schoo
Click here to suppress ]
thi . Click here to suppress
IS warning this warning
1200 | cm | 2500 kg He 21.20 | kg Healthy (65)
This height is outside the L This weight is outside the
normal range, please confirm. normal range, please confirm.
Click here to suppress 5 Click here to suppress
this warning this warning
Obese (99)

This BMI is outside the normal
range, please confirm.

Click here to suppress

this warning

8 Copyright © 2024, NHS England. All rights reserved.
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Generate and export a CSV file for letter generation

Once all warnings have been resolved, the required data is ready to be downloaded to your local
network:

Pupil
Grid

1. Inthe Schools page, click the link for the school you want to extract data from.

2. The pupil grid for the selected school is shown.

Home | Schools | Pupil Data | Monitoring | Submission b
Schools
Add a school
Edit Eligible Pupil Numbers
DfE Pupil LA Edited Measured Adjusted
School Count Pupil Count Pupils Headcount /
URN School Name Category R 6 R 6 R 6 R 6 /
) Rem Pupil
108586 Amberley Primary School State 59 47 60 46 8 3 60 46 )
frol Grid
. Remove #~ Pupll
108584 Appletree Gardens First School State 49 0 31 67 49 67 ) )
from list Grid
) Remaove Pupil
108580 Backworth Park Primary School State 14 11 14 11 ) )
from list Grid
108587 Bailey Green Primary School State 55 43 55 43 Remove  Pupl
y v from list Grid
R Remave Pupil
108595 Battle Hill Primary School State 47 34 47 34 ) )
from list Grid
) Remove Pupil
108604 Benton Dene Primary School State 60 56 60 56 _ )
from list Grid 3

3. After applying any filters (optional- see Apply filters on page 5 above), from the Pupil grid,
click the Letter generation link under the Export Records heading.

Home | Schools | Pupil Data | Monitoring | Submission

-
< Back to school list Return to year selection
i . . . Export Records Measurement Form  Data Entry Aid
Archbishop Runcie CofE First School - Pupils Letter generation | Data | Combined  Blank | Populated  Blank | Populated

Clear Al ) Add New Pupil €

Search the pupil grid for individual or groups of records:

Copyright © 2024, NHS England. All rights reserved. 9
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4. If there are warnings on any pupil records selected for letter generation, a list of pupils and
their associated data warnings will be displayed. Depending on the number of warnings, this
may only be a partial list.

Pupil Data is Incomplete

Export could not be generated due to the following issues:

= Shaun Addy has the following issue:

= Measurement fields are not complete
= Jo Wood has the following issue:

= Pupil has unsuppressed warnings

Please correct these issues and try again.

You will not be able to download any pupil data if any warnings are present
within the selected data.

5. Depending on your security settings, you may see a security warning at the top of the
browser. Click the link Click here for options then click Download file...

\
I@NCMP- Pupils .

_ﬂ, To help protectyour security, Internet Explorer blocked this site frorn downloading files to your computer, Click here for options,.,

Download File... II
m NCMP 20xx/xx WA e Risk?
Newcastle-Upon-Tyne City Council Infarmation Bar Help

Digital ,

10 Copyright © 2024, NHS England. All rights reserved.



Generating Feedback Letters

6. If there are no warnings, security or otherwise, the following dialog box is shown when the
Letter generation link is clicked.

File Download @

Do you want to open or gave this file?

X Mame: PupilFeedback.csv
) |

Type: Microsaft Excel Comma Separated “alues File, 1...

From:  ts-d-iis-514.dev.green.net

e
QOpen 1 Save 2 Cancel I

I | while files from the Intemet can be uzeful, some files can potentially
a harm your computer. If you do nat trust the source, do not open ar
= save this file. What's the risk?

7. Click

8. Navigate to the folder where you want to save download file to.

9. Itis recommended to change the filename to reflect the downloaded data set depending on
the filters you applied (if any).

For example, if you applied a filter of ‘Healthy’ on the BMI Category field for Appletree
Gardens First School, you may want to save the file with the name of
PupilDataHealthyAppletree.csv.

Save As &J
\J@ﬂ |« WINDOWS (T3 » Pupil Data « [ 42 |[ Search Pupit Data 2|
Organize ~ New folder G ‘:Q'
=l RecentPlaces m Marme Date mod‘lfled T

& Recycle Bin

SharePaint Sites

4 Libraries
d 3 Documents
> J rusic
» =] Pictures

> B videos

m

4 8 My Computer 144798-W7
> L, WINDOWS (C:)
> Ch (hdatadlds) (b

4 Natad ALTana (DA ]| LU ]
Filenama:l Pupil DataHealthy.csv =
Save as type: IM\crosoft Excel Comma Separated Values File -
“ Hide Folders ( Save ’ Cancel
S —

10.Click | save |

Copyright © 2024, NHS England. All rights reserved. 11
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11.The downloaded file will be saved in the specified folder and each record included within the
file will be flagged as having parental feedback generated with a & symbol.

o
‘ Date of School School
First name Last name Birth* Pupil Ref Sex* NHS Number Ethnicity Year URN

® | | Shaun Addy 19/09/2002 wale  [z] [~ s 108584 n
% | | Amanda Baldwin 11/10/2008 Female [] -] r 108584 n
= | | Jackie Blay 02/12/2002 Female [] -] e 108584 n
= | | Phil Brown 29/10/2008 wale  [z] -] r 108584 n
| | chris Buckley 19/10/2002 Male  [x] -] e 108584 n
| = | Helen Buckley 20/10/2002 Female [] [-] s 108584 n

12.To view the downloaded data, either:

a. Open Windows Explorer and navigate to the downloaded file. Double click the file

to open.
=NNE X
@@v| i (T » Pupil Data - | #" | Sezarch Pupil Data ol
File Edit ‘fiew Tools Help
Organize Include in library + Share with + MNew folder = o« 0 i:@}'
g Marne ’ Date modified Type Size

4750 Favorites
Bl Desktop Pupil DataHealthy.cav 10/08/2013 11:45 Microsoft Excel C.. 5KB
& Dowvnloads

5l Recent Places

mn

£ Recycle Bin

SharePoint Sites

4o Libraries
> 3 Docurnents
> J Music
* =] Pictures

> E Wideos

12 Copyright © 2024, NHS England. All rights reserved.



Generating Feedback Letters

b.  OR open Microsoft Excel. Click the File tab & select Open. Then, navigate and
change the File type to Text File.

Select the downloaded file and click | ©een  |+].

[&] Cpen e 3
@Uﬂ <« WINDOWS (C3 » Pupil Data « [ 42 ][ Search Pupil Data o
Organize v New folder =~ 0 @
& Downloads  # Mame Cate modified Type Size

=| Fecent Places X .
= . EL] Pupil DataHealthy.csv 19/08,/2013 11:45 Microsaft Excel C..,
£ Recycle Bin
SharePaint Sif
o Libraries
3 Documents | _
-, Music
| Pictures
B wideos
% My Computer [ \‘
£, WINDOWS (C
S CM Qddatadle = >
File name: Pupil Data v(TText Files (‘”m
Tools  « Open 1v Cancel |

The download file contains the following fields which will be used during the mail merge.

Field Name Description

FirstName Child’s First Name
LastName Child’s Second Name
NHSNumber Child’s NHS Number
DateOfBirth Child’s Date of Birth
DateOfMeasurement  Date when Measurement Occurred
Height Height Measurement (in cm)
Weight Weight Measurement in Kg
PScore Percentile Score
ClinicalBMICategory  BMI category

LA Local Authority

Address1 Child Address Line 1
Address?2 Child Address Line 2
Address3 Child Address Line 3
Address4 Child Address Line 4
Address5 Child Address Line 5
Postcode Child’s Postcode
ParentEmail Parent’s Email Address
ParentTelephone Parent / guardian phone number
SchoolUrn 6 digit unique school number
SchoolName School name

Sex Male or Female

Copyright © 2024, NHS England. All rights reserved. 13
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The file should also look similar to the following.

A B c D E F G H |
1 FirstMame LastName NHSNumber DateOfBirth DateOfMeasurement Height Weight PScore PScoreCategary
2 Amanda  Baldwin 11/10/2008 24/07/2013 114 22 81 Healthy
3 |Jackie Blay 02/12/2002 24072013 119 a3 93 Very Overweight
4 |Phil Brown 28/10/2008 240072013 148 36 74 Healthy
5 Chris Buckley 191042002 24/07/2013 141 45 98 Very Overweight
B Helen Buckley 20/10/2002 24072013 142 B9 99 Very Overweight
7 Julie Bullick 2441042002 24/07/2013 120 40 99 Very Overweight
8 Emma Butcher 06/10/2008 24/07/2013 137 27 78 Healthy
8 Sam Carter 05/11/2002 240772012 145 30 47 Healthy
10 Mo Chaudry 8853724439 0B/09/2008 24/07/2013 1158 34 99 Very Overweight
11 Matalie Cook 14/10/2008 24/07/2013 143 37 93 Owerweight
12 llan Dalbwy 31/01/2003 24/07/72013 146 43 92 Owerweight
13 llan Dalbry 05/09/2002 24/07/2013 1148 261 89 Healthy
14 Stuart Davies 20/09/2002 240772013 143 61 99 Very Overweight M
15 _Helena Dﬁn 12/11/2002 24/07/2013 140 21 UUﬂdwqht
il K L I I 9] P Q
ategory LA Address|1 Address?2 Address3 Addressd Addressd Postcode ParentEmail
Morth Tyneside Council 56 Polygon Road Palmersville Mewcastle-upon-Tyne ME 14 S8EE haldwin@btinternet.com
eight Morth Tyneside Council 17 Market Raod Killingworth Mewcastle-upon-Tyne MNE12 8TT blay@talktalk co.uk
Morth Tyneside Council & Matthew Lane West Moor Mewcastle-upon-Tyne ME 13 8GF brown@virginmedia.co.uk
frermieight MNorth Tyneside Council 20 Elmfield Grove Killingworth MNewcastle-upon-Tyne ME12 BTY buckley@Shky com
eight Marth Tyneside Council &7 Byker Road Palmersville MNewcastle-upon-Tyne ME 14 8EE buckley@pulsenet.co.uk
eight Marth Tyneside Council 18 Jesmond Raod  Killingwarth MNewcastle-upon-Tyne ME1Z2 8TT bullick@@htinternet.com
Morth Tyneside Council 6 Gosforth Lane West Moar Newcastle-upon-Tyne MNE13 8GF butcher@talktalk co.uk
Morth Tyneside Council 21 Forest Hall Grove  Killingworth Newcastle-upon-Tyne NE12 BTY carten@virginmedia co uk
eight Morth Tyneside Council 58 High Street Road Palmersville MNewcastle-upon-Tyne NE14 SEE chaudry@@Sky.com
Morth Tyneside Council 19 Furnville Raod Killingworth MNewcastle-upon-Tyne ME12 8TT cookg@pulsenet.co.uk
Morth Tyneside Council 7 Penny Lane West Moar MNewcastle-upon-Tyne ME13 8GF dalky@hbtinternet.com
Morth Tyneside Council 22 Elmfield Grove Killingworth MNewcastle-upon-Tyne ME12 BTY dalby@talktalk.co.uk
reieight MNorth Tyneside Council 59 Paolygon Road Palmersville MNewcastle-upon-Tyne ME 14 9EE davies@virginmedia.co.uk
orh Tvneside Council 20 Market Raod Killingworth Mewcgstle-upon-Tvne NE12 8T dean@Sky com

14
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Performing a mail merge with Microsoft Word.

The Mail Merge feature in Microsoft Word enables you to create parental feedback letters en-mass
by combining a standard template letter with the exported child data file. This means that each
parent receives the same basic letter but each letter is personalised with their child’s measurement
results.

The process of creating feedback letters to parents requires a mail merge between the downloaded
NCMP child data file and a letter template.

A B C D E F G H
1 FirstName LastName NHShumber DateOfBith DateOfeasurement Height  Weight  PScore
2 Paul 07/09/2002 2470742013 15 21
3 Julie Bulick 24/10/2002 24/0742013 148 23 "
4 sam Carter 05/11/2002 24/0742013 145 3 47 ! o
5 lan Dalby 05/09/2002 24072013 1148 26.1 89
6 Hary  Dobson 4983138431 03/01/2003 240742013 1101 212 55 prvats ana sonngentat s Mo 050
7 Tim Ellis 26/10/2002 2400712013 169 44 20 20 Fasurs Ve
8 Jonny  Fletcher 03/08/2002 /072013 1152 28 37 o
9 Martin  Gibbon 17/11/2002 2410742013 139 33 57 St
10 Jil Johnson 1884850234 04/01/2003 4072013 1151 214 30 varaEw
11 Margaret Jones 1950004425 02/01/2003 24/0742013 130 0 59
12 Kris Kave 7284820306 04/09/2002 24072013 1153 221 45 N
13 Gemma  Larkin 16/11/2002 2400712013 152 43 0 caar et Carer ot Ao
14 Stephanie Littlewood 29/05/2003 240712013 135 W 89 e ESent) Sant jou 3 R S0t MaSELG ATTES NI 20 WL szl 38 0a Of
15 Natale  McNamera 13/11/2002 2470742013 166 52 ] NatRal Cal et Progaine. The eSS 1R o Desn done
16 Chris  Pearon 1110715110 02/10/2002 4072013 1161 215 3 Seeg TS e e e rnge B g, g e
17 Erin Portsmouth 2211/2002 24/0742013 125 29 70
18 Steve  Royce 23/10/2002 24/0742013 123 29 85 [
19 James  Smith 5495874579 01/01/2003 24/0742013 155 45 82 p—— -
20 Kerry  Smith 26/10/2002 2400712013 151 El] 45 — -
31 Paul 07/09/2002 2470742013 15 21 29 il
22 Julie Bullick 24/10/2002 24/07/2013 148 33 11 See of memeurenet 16 Aogst 2013
23 Sam  Carter 05/11/2002 24/0742013 145 £ 47 T et SuggRRTS e SN PGEVEP T e SR, S8 3 g
24 lan Dalby 05/09/2002 24072013 1148 26.1 89 Wy upenvelet. snkien e percty hestil, i soms can devg s grORTS. 10U
25 |Harry Dobson 4983198431 03/01/2003 24/07/2013 110.1 212 85 HoutE 112 0 GRS 002 f 15 ot 198 SR pisse Sl o 08 2000 101
26 Tim Elis 2601012002 24/07/2013 168 44 20 e D TGH AT TESLR B S 390 CIASt oW Ao g o1 e O
27 Jonny  Fletcher 03/09/2002 2072013 1152 218 37 i T s ot o SR W AP eGSR or S ST LogRt, T
38 Martin  Gibbon 12/11/2002 2470742013 139 3 57 o 1Pk by your Kcalauborty il sl am = e ol
20 il Johnson 1884850294 04/01/2003 4072013 1151 214 30 Thank you fo seding trs etar s haps thisinormation b usetul toou. I ou need any
P of s0wics, pisass call S 0N the NUMBS! sbows
30 Margaret Jones 1960004425 02/01/2003 24/0742013 130 0 59 e
3l Kris Kaye 7284820306 04/09/2002 24072013 1153 221 45 i £6n
32 Gemma Larkin 18/11/2002 AMNTO01 1 £} 0
33 Stephanie Littlewood 208/08/2003 E N M P
4 bl atali hdchlamer: 19i11
xported NC
. Letter Template
Child Data

Personalised
Parental
Feedback Letters

Copyright © 2024, NHS England. All rights reserved. 15



Generating Feedback Letters.

Feedback letter generation methods
To generate feedback letters:

1. (Recommended). Generate and export a single CSV file from the NCMP IT system,
containing data of all pupils in all BMI cateqgories in the selected school(s).

You can then perform a single mail merge with a Microsoft Word template provided by NHS
Digital. This mail merge template automatically adapts the text in the body of the feedback
letter according to each child’s BMI Category. The four different letter templates
(underweight, healthy weight, overweight and very overweight) are to be found in Appendix
A.

‘ The benefits of using this method are:

@xﬁ ¢ A single mail merge covering all BMI categories to simplify the process.

o

¢ Minimises the risk of parents receiving inaccurate feedback letters.

2. Alternatively, your LA may have developed its own feedback templates or you may decide to
modify the template provided by NHS Digital.

When using this method, GREAT CARE must be exercised to ensure the
correct BMI category CSV file is merged with the correct Microsoft Word
template.

NHS England feedback letter templates

NHS England recommended feedback letter template is available on the main website (entitled
NCMP results letter template.doc)

Also available for download is a test pupil data CSV file (Example Pupil Feedback CSV File).
This file should be used to setup the feedback letter templates to reflect your local settings before
performing a mail merge.

Save both of these files to a folder on your network.

These templates can be downloaded to a folder on your network from:
https://digital.nhs.uk/services/national-child-measurement-programme/it-system

For details of the individual BMI category templates, please see OHID's Operational Guidance
homepage.

(
‘ If you are using an earlier version of MS word and are unable to open the feedback
‘;@@ letter templates, you need to install the Microsoft Office Compatibility Pack.

http://office.microsoft.com/en-gb/word-help/open-a-word-2010-document-in-an-
earlier-version-of-word-HA010370115.aspx
\ J

16 Copyright © 2024, NHS England. All rights reserved.
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Setting up the feedback letter template
Before the template can be used in a live mail merge it must be set up for use within your LA.

Open the feedback template (e.g. NCMP results letter template.docx) in Microsoft Word.

Header Area

Static LA Specific Text

Private and confidential [Sender Name] /
Parent / Carer of gFirsthames cLasthNames [Organisation Mame]
«iddressls LS [Organisation Address Line 1]
ebddressls N, / [Organisation Address Line 2]
eAddress3s N [Organisation Address Line 3]
widdressds . [Organisation Postcode]
edddresssy 4| Merge Fields Tel: [Sender phone number]
«Postcodes 23 Septermnber 2014 ail]

/ \ 23 August 2013
‘ MHS number; eMHSMumbers
Dear Parent f Carer of «FirstMames «LastMames,

‘We recently sent you a letter about measuring «Firsthames’'s height and weight in schaol as part of
the Mational Child Measurement Programme. The measurements have now been done.

Seeing if your child's weight is within the healthy range for their age, sex and height can help you
make informed choices about their lifestyle.

«FirstMames's results ‘\

Height {crm) «Heights Static Text
Weight (ki) «MWieights
Date of measurement ¢DateOfMeasurements

These results suggest that your child is gClinicalBMICategorys for their age, sex and height.

Many underweight children are perdectly healthily, but some can develop health problems. If you
would like to speak to ane of us about your child's result, please call us on [phone number].

You can find out hcm ¢FirstMames's result was calculated, and check how «Firstila

aver time, by going tohwwe. . ukdbrmi.

This information has nu}\been shared with gFirstMames, other children or school Staff. Locally, this
information is held by youk [local MHS/local authority public health team] and isfdreated confidentially.

Thank you for reading this\]etter - we hope this information is useful tojou. If you need any
help or advice, please call on the number above,

B IS growing

Yours sincerely, \

[Sender name] \

Conditional Text LA Specific Text embedded
in Conditional Text

Some medical conditions or treatment that your child is receiving may mean that BMI centile is not the
best way to measure your child. ¥ our GF or other health professional caring for your child will be able
to discuss this with you.

Copyright © 2024, NHS England. All rights reserved. 17



Generating Feedback Letters.

The letter consists of:
e Static text — This text does not change

e Mail merge fields — Microsoft Word replaces these merge fields with the data from the
child data CSV file. These fields (First Name, Last Name etc.) are shown encapsulated
within chevrons (<< >>) usually with a grey highlight.

e Conditional text — Specific paragraphs are designed to be included in the feedback letter
depending on the child’s BMI category. For example, the text included in a letter for a
child in the Very overweight category to provide sources of helpful information, is not
included in a feedback letter for a child in the Healthy weight category. Also, usually
shown with a grey highlight.

e LA specific text — This text has been formatted with a yellow highlight and is specific to
each LA so requires modifying. It includes your LA’s contact details (address, telephone
No.,) and other LA specific information.

’ Some LA specific text is embedded within paragraphs of conditional text. This LA
specific text cannot be edited directly. The conditional text code will required to be

@
@Q& edited. Refer to Editing LA specific text embedded within conditional text on page
25

Link the template with the test pupil data CSV file.

The test pupil data CSV file (PupilFeedback.csv) contains 4 records, one for each BMI category.
You will need to temporarily link this file to the template in order to complete the template’s setup
for your LA. This is a one-off process and does not require repeating for each mail merge.

A B C D E F E] H | d
1 Firsthame LastMame MHSMNumber DateQfBirth DateCfMeasurement Height Weight PScare ClinicalEMICategory LA Addre
2 Anna Barlow 4983198431 12/08/2008 16/08/2013 83 13 5 underweight fork City Council 20 F
3 |lan Dally 4953198432 03/01/2003 16/08/2013 120 25 83 healthy weight York City Council 16 Highb
4 Moel Smith 4983198433 17/08/2008 16/08/2013 120 a0 89 ovenweight York City Council 7 Elm
5 Sarah Samuels 4983198434 13/09/2008 16/08/2013 98 13 5 wery ovenweight York City Council 2 Co
k. L i I @] F Q
Address1 Address? Address3d Address4 Addresss Postcode  ParentEmail
ity Council 20 Pasture View Cliftan Yark Marth Yorkshire England  YO1 BEVW  sarah@parent!.com
ouncil 16 Highbury Avenue Earswick York Morth Yorkshire Y032 80Y dave@parent?.com
Council 7 Elm Close Holgate  “ork Morth Yorkshire England  YO18 BEW paul@parents.com
ity Council 2 Cottage Foad Acomb York Maorth Yorkshire Y78 2EF rub@parentél.cum
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Generating Feedback Letters

To link the data file to the Microsoft Word template:

1. Open the letter template.
In the letter template, click the Mailings tab on the Microsoft Word ribbon.

M= AN L MNCMP results letter termplate.docx - Microsoft Word | | B
Hame Insert FPage Layout References Mailings Reeniewy e Developer 4] e
oy . - ) &4 Find -
) . - - - Loz ;
= Arial A A Aar D = 2aBbCeDe | saBhccDe AaBbCi % 8h Replace
) ~ac
Paste ) 2 L2, A== i i — Change
> f B I U abe X, X = == THoarmal | THo Spaci. Headingl - siyes- | Ly Select -
Clipboard Fant Faragfaph Styles Editing

3. Most of the commands on the Mailings tab will appeared greyed-out (unavailable) until a

data file has been linked to the template.

Click the Select Recipients command on the Mailings ribbon then select Use Existing
List... from the dropdown menu.

@' = R = MCMP results letter temnplate.docx - Microsoft Word | SAAEN X
Home Insert Page Layout References \Mailings Fewi e e Developer ) e
= B B ' -
Ervelopes Labels | Start Mail Lo
Merge = |Recipients = |
Create E Type Mew List.., Wirite & Insert Fields Preview Results Finish
E _UngxistingList... RN NN TN TS RS R - E RIS T RS IRy S s v - @
- 85 Selectfrom Outlook Contacts.., -

4.

In the Select Data Source dialog box.

a. Navigate to the downloaded test pupil data file. (PupilFeedback.csv).
b. Click the file to select it.

c. Click

-
@ Select Data Source

%4 |« WINDDWS (C) » Pupil Data ~ | 49 || Search Pupit Data o
Organize « Mew folder 4=z = E] i@'
3 Documents i Marre Date modified Type
Y . I
rJ- husic LI ;
) ”% PupilFeedback.csv 2440852013 07:56 Micros
| Pictures
E Wideos

18 by Computer 044798-'¢7
£ WINDOWS (C)

m

- |4 |

MNew Source...

File narne: PupilFeedback.csv

Copyright © 2024, NHS England. All rights reserved.
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Generating Feedback Letters.

When the data file is attached, the previously greyed-out commands on the Mailings tab are
now available.

lICrosoft WWor
File Hame Insert Fage Layout References kailings R ey e Developer i~ P
— = j'- - = =h =P Rules - <__>| H 4 1 [ i_’
J J = & j j 3 j 2 & Match Fields f‘f{ 7 Find Recipient g
Ervelopes Labels | Start Mail Seledt Edit Highlight &ddress Greeting Insert Merge Preview Finish &
Merge = Recipients ~ Recipient List | Merge Fields Block line Field = 4] Update Labels | pesyits S Auto Check far Errars Merge ~
Create Start Mail Merge Wirite & Insert Fields Prewiew: Results Finish
5. To View the data in the letter template, on the Mailings tab:
a. Click the Preview Results command. This will substitute the field names in *%‘
the template, with the actual data. Previews
Results
b. Use the navigation buttons on the Ribbon to scroll through the records.
When scrolling, notice the conditional text changing for each BMI category. An
example of each letter can be found here: Specimen results letters to parents.
c. To show merge fields and conditional text with or without the grey 2
background, click Highlight Merge Fields. aman
Merge Fields
r@' H9-4|- MCMP results letter template.docx - Microsoft Word | = | = &‘
Home Thsert Page Layout References Mailings Feview Wiews Developer & e
= = LA R b =N B 2 Rules - <'3“|H 4 b Hll y
J j = j 3 3 j 2 Match Fields &E{ ¢ Find Recipigat i
Ervelopes Labels | Start Mail Select Edit Highlight |address Greeting Insert Merge Prewiews Finish &
Merge = Recipients = Recipient List | [Merge Fields | Black  Line Field~ 2] Undate Labels |pesuits | S Suto Check fy Errors | perge +
Create Start Mail Merge Wirite & Insert Fields Previews Results Finizh
’E‘ ||-2-|-1-|-E-|-1-||-2-||-3-|-|4-|-sl-|-5-||-?-||-s-|-I9-|-1ul-|-11-ll-12-|I-13-|-1|4-|-15:|-J\-|\\1?-|-13-|
m Private and confidential [Sender i i
N Parent / Carer of lan Dalby [Organis NaV|gat|on Buttons
o 16 Highbury Avenue [Organisation Address Line 1]
T Earswick [Organisation Address Line 2]
- Yark [Organigation Address Line 3] =
1 Marth *Yarkshire [Organigation Postcode]
- Tel: [Sender phone number]
L Y32 20y Email: [Sender ermail]
z 23 September 2014
~ MHS number: 4983198432 B
; Dear Parent f Carer of lan Dalby,
- We recently sent you a letter about measuring lan's height and weight in school as part of the
- Mational Child Measurement Frogramme. The measurements have now been done.
N Seeing if your child's weight is within the healthy range for their age, sex and height can help you
= make inforrmed choices about their lifestyle.
:: lan's results
g Height (crm) 120 >
= S
5 Weight (ko) 25 J
= R . 15 Aliiiat 013 ¥
Sectioni1 Page:lofl | Wordsi 711 | 8 | B3 | ([Elepm = = 0% (=) . {+)

6. The link is complete.
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Generating Feedback Letters

Editing LA specific information in static text

There are 3 sections of static text in the template that require customising for your LA.

1. Sender name, organisation address, postcode, sender phone number & email address.
Modify these items, highlighted in yellow, so that they provide the relevant information for

your LA.
The yellow highlight should be removed: MY W R
a. Select the text to remove highlight from T A - .i'
b. Select the Home tab on the ribbon, click BEEEEE
Text Highlight Colour. 1 1 B |
c. Click No Colour Ry

Private and confidential
Parent / Carer of Anna Barlow
20 Pasture View

Clifton

York

North Yorkshire

England

YO1 8EW

W

Care should be taken not to change the layout or the position of the Parent/ Carer address

on the left.

[Sender Name]

[Organisation Name]
[Organisation Address Line 1]
[Organisation Address Line 2]
[Organisation Address Line 3]
[Organisation Postcode]

Tel: [Sender phone number]
Email: [Sender email]

23 Septemnber 20714

Private and confidential
Farent / Carer of Moel Black
7 Elm Cloge

Holgate

York

Morth Y orkshire

England

Y016 8EW

WW

Copyright © 2024, NHS England. All rights reserved.

Mrs Miranda D'Souza

Morth Tyneside Council

Cluadrant, The Silverlink Morth,
Cobalt Business Park,

Morth Tyneside

MEZY 0BY

Tel: 0345 2000 101

Ernail: mirandadsouza@northity neside gow uk]

23 September 2014
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Generating Feedback Letters.

2. In the paragraph beginning ‘This information has not been shared with’, modify the text to
reflect which organisation holds the measurement information (local NHS or local authority
public health team), removing the yellow highlight.

3. Modify the Sender Name.

This information has not been shared with Anna, other children or school staff. Locally, this
information is held by your [local NHS/local authority public health team] and is treated confidentially.

Thank you for reading this letter - we hope this information is useful to you. If you need any
help or advice, please call us on the number above.

Yours sincerely,

[Sender name]

e Tt~

This information has not been shared with Anna, other children or school staff. Locally, this
information is held by your local authority public health team and is treated confidentially.

Thank you for reading this letter - we hope this information is useful to you. If you need any
help or advice, please call us on the number above.

Yours sincerely,

Miranda D’Souza

e e e e el ™

Add your LA’s emblem or logo. L
To add your LA’s emblem or logo in the Header area of the feedback letter template: -

Header
1. Open the template’s Header. From the Insert tab on the Ribbon, click the Header
command.
Ug)  More Headers from Office.com
2. From the bottom of the drop down menu, select Edit S| Edit Header
Header. The header area opens and the rest of the template |=l Remove Header %
is temporarily greyed-out.

3. From the Design tab (Header & Footer tools) on the Ribbon, Click the Picture command.

f |
Home Insert Page Layout References Mailings Rewiewy e Creveloper Design ] @
j j j = ElE j‘ j Previous [ itferent First Page 3& Header from Top: 125cm 5
= = . LT = Gl N
— = 2 9 = I—I - _-l_-ly Mext |:| Different Odd & Ewen Pages ::t Footer from Bottorm: 1.25cm 5 -
Header Footer  Page Date  Quick | Picture | Clip o to Close Header
- *  Mumber+  STime Parts At Header Shioiw Document Text =] Insert Alignment Tab and Footer
Header & Footer Insert Mavigation Cptions Position Close

O W R S AU SN SR - SR S N AT N S RO IR S A I A Y, S s A
|

il

Header -Section 1-

w
=
u
B
o+
1

4. Inthe Insert Picture dialog box, navigate to the emblem or logo image to be inserted.
Select the required image and click
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Generating Feedback Letters

d T . S — 4 i 5 A
@ Insert Picture M
OU J. > leranes > Plctures > Myl Plctures 2 NorthTyneSIde v 4’” Search North Tyneside ,Ol

s 3 —_— — = -_—
Organize ¥ New folder |33|v| 0 @

(W] Microsoft—  Pictures library

i Arrange by: Folder v
o Worksp: North Tyneside

= [&North-Tyneside-Counciljpg |
' W Favorites = |

P Desktop
& Downlo il

5
]

Recent
£ Recycle
;I SharePo
- Libraries

= -
&l Darume

File name: v | All Pictures (*.emf*wmf*jpg;” »

Cancel

5. To make the image more ‘maneuverable’, click the image to select it.

From the Picture Tools, Format tab, click Wrap Text and select Square.

Picture Tools H Header & Footer Tools

Horme Insert Page Layout References Mailings Rewview e Drevelaper ‘H’ Dresign
u -
i Corrections - 7 Picture Border - Eting F d- |&- oy
i Corrections ﬁ e icture Border |41 Bring Forwars L—:-. % ‘E‘IJ 3.05 am
% Color = % -‘ ‘ + =) Picture Effects ~ |3 Send Backward @
Remo\te — Pasitio Crop =l 358cm X
Background |8 Artistic Effects - g - = 5B Picture Layout ~ S £, Selection Pan: 2" i -

i I i
Adjust Picture Styles ] Line with Text 9

Through

IE Top and Bottom

= Behind Text
7@ InFront of Text

1] | Editwirap Points

] More Layout Options..
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6. Drag the image to its required position ensuring that the layout or the position of the Parent/
Carer address information is not affected.

The image can overlap the Header / Document body border.

7. Click the Close Header and Footer command.

r M
@| H9-0|+ I'*.IlCl\anE results letter termplate.docx - Microsoft Word Header & Footer Tools | = | = &J
Haome Insert Fage Layout References Mailings Rewiew Wigw Developer Design 7 ]

ElL L L = = ElE ; 5 Previous [T Different First Page 5+ Header from Top: 1.25cm &
= = # <0 = |[&a= HE 5 ) 1 ) . B
T Mext D Different Odd & Even Pages | =5+ Footer from Bottom: 1.25cm
Header Footer  Page Date  Quick PFicture  Clip Goto Goto EEY Close Header
- - MumberT | &Time Parts= A Header Footer Link to Previous Show Document Text ﬂ Insert Alignment Tab and Footer
Header & Footer Insert Mavigation Options Position Close
||-2-|-1-|-)Q‘ S S N - S-S N SO R AT S - IER N I TSC N F IO O IO T SR AP SO ;o o |
[}
e
- Header -Section 1-
2 North Tyneside Council
- . )
- Private and confidential [Sender Mame]
N Parent / Carer of Anng Sarlo [Organisation Mame]
= 20 Pasture Wiew [Organisation Address Ling 1]
= Clifton [Organisation Address Line 2]
- Yok [Organisation Address Ling 3]
- Marth Yorkshire [Organisation Postcode]
England Tel: [Sender phone number]
i YO BEW Email: [Sender email] M
+
: 23 September 2014 )
= 3
4 | [ 3
Section: 1 Page:1of2 | ‘Words: 710 | Q‘)’ | == | |@Eﬁ E == 10% 'Z_E.:' L +)
w 4

Editing LA specific text embedded within conditional text

Additional LA specific text is embedded within the conditional text in the letter template. There are 2
important considerations when editing this text:

e You cannot edit conditional text directly without first toggling to view the field code that
generates this text.

¢ As different conditional text is displayed for each BMI category, you will need to perform this
process for each BMI category. This is done by viewing each of the 4 records within the
linked test pupil data file, one for each BMI category.
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Generating Feedback Letters

To edit LA specific text within conditional text.

1. Ensure that all mail merge fields and conditional text are easily identifiable by showing with a

grey highlighted background: On the Mailings tab on the Ribbon,click Highlight Merge
Fields.

2. Ensure that Preview Results is on (data is viewed instead of mail merge field names)

3. Ensure you are viewing the first record in the test child data CSV file (PupilFeedback.csv).

File Haome Insert Page Layout References Mailings Review R Developer

=1 -ﬂ“ ___j:l E;D ?ﬁ j j j j =P Rules - @;—%}11 “f d|1 |p M b;:

-_'_I katch Fields @i Find Redipient
Enwelopes Labels | Start Mail Select Edit Highlight jiddress Greeting Insert Merge Prewiew: B Finish &
rerge * Recipients = Recipient List | [Merge Fields | Block Line Field = Results || S Auto Check for Errors | perge «

Create Start Mail Merge Wirite & Insert Fields Preview Results Finish

4. The first record is for an underweight pupil (Anna Barlow). Locate the paragraph beginning

‘Many underweight children....” We can identify this as being conditional text because of the
grey highlight.

5. Within this paragraph, the yellow highlighted text [phone number] should be replaced with
the contact number for NCMP within your LA.

6. To edit this text, you must toggle the conditional text to show the text’s field codes. Position
the cursor anywhere within the conditional text and right click.

7. From the shortcut menu, select Toggle Field Codes.

These results sugoest that your child is underweight for their age, sex and height.

hany underweight children are perfectly healthily — ealth problems. If you
would like to speak to one of us about your child' [phone number].
;’;;gcfg mnnugghamsrgina s result was calculate & Paste Options: s growing over time, by
.nhs. . B
This information has not been shared with Anna, taff. Locally, this
infarmation is held by your [local NHS/lacal authg] = Update Field nd is treated confidentially.
Thank you for reading this letter - we hope thi "Td__ p— you. If you need any
help or advice, please call us on the number 4 ] ——
. A Font.,

Yours sincerely, -

g Paragraph..
[Sender name] = Bullets

i=  Mumbering

Ay shdes

8. Notice that the paragraph is encapsulated between curly brackets { } with additional codes
that ensure that this text is displayed only when the child is in a specific BMI category.
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Mail Merge Code
\

|

[

@ underweight = "underweight" "Many underweight children are perfectly healthily, but some can
develop health problems. [fyou would like to speak to one of us about your child's result, please call
us on [phone number]." @

;7_1
Mail Merge Code

9. Now that the merge codes are on show for this conditional text, the LA specific information
can be modified. In this case, replace the text [phone number] with the contact number for
NCMP in your LA. Delete the unrequired text including brackets [ ] and the yellow highlight.

{ IF underweight = "underweight" "Many underweight children are perfectly healthily, but some can

develop health problems. Ifyou would like to speak to one of us about your child's result, please call
us on 0345 2000 101." ™}

r

o If the LA specific text is modified without toggling the field codes, the
newly entered text will not be saved.

e Care must be taken not to modify any of the mail merge codes at the
\ beginning or the end of the toggled conditional text

J

10.To close and update the conditional text, right click anywhere within the conditional text and
from the shortcut menu, select Update Field.

These-results-suggest-that-your-child-is-underweight- for their-age,-s Rl

{'IF-underweight- =-"underweight"- "Many-underweight- children- are-py : but-some-can-
develop- health- problems. - Ifyou-would-liketo-speak-to-one- of-us-ab @ Pasteoptions: sult,-please- call

il
You-can-find-out-how-Anna's- result-was-calculated, -and-check-how- I

ver-time,-by-
going-to-www.nhs.uk/bmi g Toggle Field Codes
A Font.
This-information- has-not-been-shared-with-Anna,- other-children- or-s{=  c.agmpn. ,-this-
information-is-held- by-your-local-authority-public- health- team-and-is-{:=  guiets [ v Ny
= = — . . i= pumberin | »
Thank-you-forreading-this-letter---we-hope-this-information-is-y » .,,.. ’ . pu-need-any-

healn:aradvicea 'nleaca-call-nieantha:niimhear:ahave 1
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11.The conditional text is updated and is displayed normally without the mail merge codes

These-results-suggest-that-your-child-is-underweight- for their-age,-sex-and-height.q

Many-underweight- children- are-perfectly-healthily,- but-some-can-develop- health- problems.--If-you-
would-like-to-speak-to-one-of-us-about-your- child's-result,-please-call-us-on-0345-2000-101.9]

You-can-find-out-how-Anna's- result-was-calculated,-and- check-how-Anna- is-growing- over-time -by-
going-to-www.nhs.uk/bmi.q|

This-information- has-not-been-shared-with-Anna,- other-children- or-school- staff.-Locally, -this-
information- is-held- by-your-local-authority- public- health-team-and-is-treated-confidentially.- 9]

12.This process needs to be repeated for each of the remaining 3 records in the linked test
pupil data file. To move to the next record in the data file, click Next Record on the Mailings
tab on the Ribbon.

Hame Insert Page Layout References Mailings Review e Developer
S Yy R B2 j j j j 2 Rules - Q’ H 41 @ 3
LER Lg® o 9% Match Fields 5 || &9 Find Recipient el
Ervelopes Llabels | Ztart Mail Select Edit Highlight A&ddress Greeting Insert Merge Preview 2 Finish &
Merge = Recipients = Recipient List | herge Fields Block Lline Field = Results| = Auto Check for Errors | perge »
Create Start Mail Merge Wirite & Insert Fields Previews Results Finish

13.The next record (#2) is for a healthy weight pupil (lan Dalby). Locate the paragraph
beginning ‘To help your child remain healthy....’

These results suggest that your child is a healthy weight for their age, sex and height.

To help your child remain healthy, you can:

[ Take a look at the tips [on the next page fin the enclosed leaflet]

m Go online for practical advice at: www—— ““fe and www.nhs.uk/ncmp2

You can find out. how lan’s result was callculam:11 e v lan is growing over time, by going to
www. nhhs.ukfbmi. 5 EE

This information has not been shared with [an|=r update Fiel school staff. Locally, this information

is held by your local authority public health tea confidentially.

Toggle Field Code Q

Thank you for reading this letter - we hope| , is useful to you. If you need any
help or advice, please call us on the numbg=  ragrph.. is letter.
i = Bullets 3
Yours sincerely, S=  Mumbering
Ay styles

Mrs Miranda D'Souza

14.To edit this text, you must toggle the conditional text to show the text’s field codes. Position
the cursor anywhere within the conditional text and right click.

15.From the shortcut menu, select Toggle Field Codes.

16.Again, the paragraph is encapsulated between curly brackets { } with additional codes.
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Mail Merge Code

|
I 1

{ IF healthy weight = "healthy weight" “To help your child remain healthy, you can:

= Take a look at the tips [on the next page /in the enclosed leaflet]

m Go online for practical advice at: www.nhs.ukf/changedlife and www.nhs.uk/ncmp2" "™ }

\_'_l
Mail Merge Code

17.Now that the merge codes are on show for this conditional text, the LA specific information
can be modified. In this case, select the location for additional health information, on the

next page OR in an enclosed leaflet. Delete the obsolete text, including brackets and the
yellow highlight.

Care must be taken not to modify any of the mail merge codes

18.To close and update the conditional text, right click anywhere within the conditional text and
from the shortcut menu, select Update Field.

These results suggest that your child is a healthy weight for their age, sex and height.

{ IF healthy weight = "healthy weight" “To help your sbild ram=in haslthy you can:

(] Take a look at the tips on the next page
& Paste Options:
] Go online for practical advice at: www.nhs.y www.nhs.uk/necmp2" " }
You can find out how lan’s result was calculated, an St _Zedjte fied 5 growing over time, by going to

www.nhs.uk/bmi. _
Toggle Field Codes

This information has not been shared with lan, other A Font.. | staff. Locally, this information
is held by your local authority public health team ang=" fereomen | sntially.

:= EBullets 4
Thank you for reading this letter - we hope this il:= numbering | » pful to you. If you need any
help or advice, please call us on the number at t[ £ st ¢ rer.

Yours sincerely,

Mrs Miranda D'Souza

19.To move to the next record in the data file, click Next Record on the Mailings tab on the
Ribbon.

Haome Insert Page Layout References Mailings Review ey Deweloper

S @DB @ BB B, B

J_J Match Fields 4 Find Recipient e
Envelopes Labels | Start Mail Select Edit Highlight Address Greeting Insert Merge Prewiew £ Finish &
Merge * Recipients ~ Recipient List | Merge Fields Block  Line Field = Results| =S Auto Check for Erors | pgerge -

Create Start Mail Merge Wirite St Insert Fields Prewiew Results Finizh
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20.The next record (#3) is for an overweight pupil (Noel Smith). Locate the paragraph beginning
‘If your child is overweight now....’

21.Toggle the conditional text to show the text’s field codes by a Right Click within the
paragraph.

22.From the shortcut menu, select Toggle Field Codes.

These results suggest that your child is overweight fortheir age, sex and height.

If your child is overweight now they are more likely to grow up to be overweight as an adult. This can

lead to health problems. You and your child can make simple cha active and eat
more healthily. As a first step, please call us on [phone number] t¢ _ can benefit from
free local support. You can also: B [Easteptions:
& 3 &

[ Take a look at the tips [on the next page /in the enclosed| 2 pate Fiein
] Go online for practical advice at: www.nhs.uk/changedlife @ ncmp3
You can find out how Noel's result was calculated, and check how A fort. bver time, by going
to www.nhs.uk/bmi. =Y | Beragraph..

:= Bullets 4
This information has not been shared with Noel, other children or|i= numbering - !Iy, this information
is held by your local authority public health team and is treated co| & St/ i

Thank you for reading this letter - we hope this information is useful to you. Please do call us
and take advantage of the free support we offer.

Yours sincerely,

Mrs Miranda D’'Souza

23.Make the changes to the LA specific text;

a. Replace the text [phone number] with the contact number for NCMP in your LA.

b. Select the location for additional health information, on the next page OR in an
enclosed leaflet.

c. Delete the obsolete text including brackets and the yellow highlight.
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24.To close and update the conditional text, right click anywhere within the conditional text and
from the shortcut menu, select Update Field.

{ IF overweight = "overweight" "If your child is overweight now they are more likely to grow up to be
overweight as an adult. This can lead to health problems. You and your child can make simple
changes to be more active and eat more healthily. As a first sten nlease eall ys on 0345 2000 101 to
find out how you can benefit from free local support. You cg

(] Take a look at the tips on the next page i |[Basteloptions3

=
] Go online for practical advice at: www.nhs.uk/chang @@ hs.uk/ncmp3" "}
You can find out how Noel's result was calculated, and cheq _ wing over time, by going
to www.nhs.uk/bmi. . foaale Fled Cade:

Font..
This information has not been shared with Noel, other childr|s  Eeragraph.. . Locally, this information
is held by your local authority public health team and is trea|:= &= '

i= Mumbering

Thank you for reading this letter - we hope this informat 2, v - you. Please do call us

and take advantage of the free support we offer.
Yours sincerely,

Mrs Miranda D'Souza

25.The conditional text is updated and is displayed normally without the mail merge codes.

26.To move to the next record in the data file, click Next Record on the Mailings tab on the
Ribbon.

27.The last record (#4) is for a very overweight pupil (Sarah Samuels). Locate the paragraph
beginning ‘Being very overweight....’

28.Toggle the conditional text to show the text’s field codes by a Right Click within the
paragraph.
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29.From the shortcut menu, select Toggle Field Codes.

These results suggest that your child is very overweight for their age, sex and height.

Being very overweight can lead to health problems for your child, such as high blood pressure, early
signs of type 2 diabetes and low self-confidence. But you and your child can make simp
be more active and eat more healthily. As a first step, please call us on [phone number]
how you can benefit from free local support. You can also: iR | Paste Options:

(] Take a look at the tips [on the next page /in the enclosed leaflet] &

= Update Field
(] Go online for practical advice at: www.nhs.uk/changedlife and www.nhs.uk/ncmy

You can find out how Sarah’s result was calculated, and check how Sarah is growing ov| o ront., K
going to www.nhs.uk/bmi. =

=T Paragraph..

Eullets
This information has not been shared with Sarah, other children or school staff. Locally, |:

information is held by your local authority public health team and is treated confidentially| A,

Mumbering

Shyles

Thank you for reading this letter - we hope this information is useful to you. Please do call us
and take advantage of the free support we offer.

Yours sincerely,

Mrs Miranda D'Souza

30. Make the changes to the LA specific text;

a. Replace the text [phone number] with the contact number for NCMP in your LA.

b. Select the location for additional health information, on the next page OR in an
enclosed leaflet.

c. Delete the obsolete text including brackets and the yellow highlight.

31.To close and update the conditional text, right click anywhere within the conditional text and
from the shortcut menu, select Update Field.

These results suggest that your child is very overweight for their age, sex and height.
{ IF very overweight = "very overweight" "Being very overweight can lead to health problems for your

child, such as high blood pressure, early signs of type 2 diabetes a tnce. But you
and your child can make simple changes to be more active and eaf a first step,

please call us on [phone number] to find out how you can benefit frj = Pt ort. Youcan
also: Sl

¥ Update Field
[ Take a look at the tips [on the next page /in the enclosed |
= Go online for practical advice at: www.nhs.uk/change4life g A iigllfwd e cmp4” "}
You can find out how Sarah’'s result was calculated, and check how _f Paragraph.. over time, by
going to vww.nhs.uk/bmi. = i:l::aring
This information has not been shared with Sarah, other children or & sties " ly, this

information is held by your local authority public health team and is treated confidentially.

Thank you for reading this letter - we hope this information is useful to you. Please do call us
and take advantage of the free support we offer.

Yours sincerely,

Mrs Miranda D’Souza

32.  The conditional text is updated and is displayed normally without the mail merge codes
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33.Now that the conditional text for each BMI category have been set up, save the template as
normal.

Once saved, the template is fully set up and can be used as required in the future without
further modifications to the conditional text.

Link your downloaded child data CSV file to the template

To link your child data CSV data file (generated by the NCMP IT system) to the set up letter
template instead of the test child data file:

1. Inthe letter template, click the Mailings tab on the Microsoft Word ribbon

@' H9-0|s MCMP results letker template.docx - Microsoft Word | | B .
Haome Insert Page Layout References Mailings Reeniewy e Developer [ e
= . . o ] &4 Find -
J i - - - - | [l 3 = EE A b
E Atel WA A A [ = FE 2T | seebcene| asbcede AaBbCo % 8}, Replace
4 “ac
Paste - 2 - 3 . - - I i i Change
s ¥ B 7 U ~ahe X, X o é Lo R THormal | T Mo Spaci.,  Heading1 = Stylesgv Iy select -
Clipboard = Fant Styles i Editing

2. Click the Select Recipients command on the Mailings ribbon then select Use Existing
List... from the dropdown menu.

| TTI™ s |5 MCMP results letter ternplate.docx - Microsoft Word |':'|—E||ﬂ—hj

Home Insert Page Layout H railings Fewi ey Wiewe Developer & e

) Iy \ y e
J; _1 EJ" \ .
Ervelopes Labels | Start Mail i
Merge = |Recipients =
Create ist... Wirite & Insert Fields Preview Results Finish
E R A S I I T K Y W v KIS RIS v SRS NI, S s - s | Ea
- 8 selecttrom Outlook Contacts.. -
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3. Inthe Select Data Source dialog box,

a. Navigate to the downloaded pupil data file,

b. Click the file to select it

c. Click| open |

BE videos

1M My Computer 044793-W7
£ WNDOWS (G5

New Source...

File narme: PupilFeedback.csv

Ny —
j P.um |EL) PupilFeedback.csv
k= Pictures

W/

[E Select Data Source &J
@Evl <« WINDOWS (C) + Pupil Dats ~ [ 44 ][ 5earch Pupit Data ol
Organize New folder = - L&'

5 Documents ~ Name Date moddified Type

24/08/2013 07256 hdicros

»

~ |8l Data Sources ¢ ade:%mdb;* |

Tools + (] Open )I Concel |

4. To View the data in the template, on the Mailings tab:

a. Click the Preview Results command. This will substitute the field names in
the template, with the actual data.

b. Use the navigation buttons on the Ribbon to scroll through the records.

Print parental feedback letters

There are two approaches to printing a mail merged document

1. Send the mail merge output directly to the printer with no further editing.

«@%g

Prewview:
Results

2. Send the mail merge output to a new Word document, each letter is on a separate page.
This approach will offer you the flexibility to edit feedback letters for specific parents, for

example, adding a note.
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To mail merge directly to a printer

1. From the Mailings tab of the Ribbon, click the Finish & Merge command.
2. Select Print Documents... from the drop down menu.

Insert Page Layout

References Mailings Review View
Y N p— L= -  Rules ~ e >
=B b @ [EN2E @ 3 e AP
o @ - 22 Match Fields 2 M
Envelopes Labels = Start Mail Select Edit Highlight |Address Greeting Insert Merge Preview a Finish &
Merge ~ Recipients v Recipient List  |Merge Fields| Block  Line Field ~ Results| < Auto Check for Errors Jimerge ~
Create Start Mail Merge Write & Insert Fields Previ 3 ments...
E LI'Z'g:l'I'I\'I<l-.l'2'1l'3'l'.4‘I'S.'I'6'Il'7'l.'3 11 1 By

rint Documents...

B
= N

£y Send E-mail Messages...

3. Select which letters to print:

Merge to Printer ? x
a. All feedback letters. Print records
Ca
b. Just the Current record displayed on the screen. Aot Ree
@ From: |1 To: (10
c. Arange of records by entering start & end record ID. o] [ conce

¥

Before sending any letters, please reassure yourself that all letters are correct.
‘g@’@ You may want to manually check a sample of letters produced to ensure no
issues have occurred during the mail merge process.

4. Click .

5. Select the required printer if different from your default printer.

Current page Selection

(7) Pages:

Type page numbers andfor page
ranges separated by commas counting
from the start of the document or the
section, For example, type 1, 3, 5-12
ar plsl, pls2, pls3—p8s3

Print what: | Document:

Print: &l pages in range

Print lil&]

Printer

Name: @0 \|PRINTILDSILDSPRI [~]
Status:  Prinking: 1 documents waiting Find Frinter. .
Type: RICOH Aficio MP C5501 PCL &

Where:  Leeds [l print ko File
Comment:  Leeds Equitrac Yirtual Print Queus
Page range Copigs

@ 4l 3

|z| Pages per sheet:

Nurber of copies: |1

1 1 [¥] Collate
7] cole

Zoom
1 page

Scale ko paper size: | Mo Scaling |Z|

‘

6. Click [ o .

Letters will begin printing.

34
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‘ Please note that if you attempt to print the document using normal methods, such as the
) print icon on the Quick Access Toolbar, Print from the File (Backstage View) or Ctrl+P,
@9 only the current record on view will be sent to the printer.

To mail merge to a new word document

1. From the Mailings tab of the Ribbon, click the Finish & Merge command.
2. Select Edit Individual documents... from the drop down menu.

Home Insert Page Layout References Mailings Review View
K “

EEIEE A EEN

22 Match Fields

¢]Find Recipifnt

Envelopes Labels = Start Mail  Select Edit Highlight |Address Greeting Insert Merge Preview
Merge ¥ Recipients v Recipient List = |Merge Fields| Block Line Field ~ ] Results JJ Auto Checkd
= Create Start Mail Merge Write & Insert Fields Edit Individual DocumentsD
£\| mﬁ:l"'j"‘l'l"z‘['3'".4'"SI"""I"7"_‘3"' 111 1 3¢ Print Documents...
i 2y Send E-mail Messages...
3. Select to print: Merge to Printer 7| %
a. All feedback letters. Print records
:]
b. Just the Current record displayed. L (AT BT
@) From: |1 Ta: |10
c. Arange of records by entering start & end record ID. o ][ conce

4. Click .

5. Select the required printer if different from your default printer.

rint ===
rinter
Mame: (& |{PRINTILDSILDSPRI [=]
Status:  Printing: 1 documents waiting ==
Type:  RICOH Afico MP C5501 PCL 6 =

Where:  Lesds [ print to file
Comment: Leeds Equitrac Virual Print Queue

Page range
© al
Current pags Selection

) g
7] Colte

[o] Pesesperstecti (1o [~
Stale: o paper size Mo Sealing E
=

6. Click [ o .

7. A new multi-page document opens containing all the parent feedback letters.

8. If any specific comments are required to be added to individual letters, located the letter and
type in comments.
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Inserting text based on multiple conditions

The IF...THEN...ELSE rule is used in mail merge to choose text depending on two defined
conditions.

To choose text based on more than two conditions this rule needs to be nested.

The guidance below shows how to choose text based on four conditions (i.e. four different
paragraphs based on the four different BMI classifications).

1. Create the first IF...THEN...ELSE rule

AutoSave @ o) (B3 D~ () §~ = Hello.docx ~ £ Search (A=

File Home Insert Draw Design Layout References Mailings Beyjey ey Help
- - _— = (T ]
& E ’_“La =l = D ﬁ |55 Rutes ~ I ' 40 P
] = [: 3R 74| = = 5 —I

SN Ack } al Find Recipient
welopes Labels | Start Mail  Select Edit Highlight 'Address Greeting Insert Merge S E P
Merge v Recipients v Recipient List | |Merge Fields| Block Line Field ~ Fill-in ["\ Check for Errors
Create Start Mail Merge Write & Insert Fields Preview Results
If..Then..Else..,
Merge Record =
Merge Seguence =
Next Record
Next Record if.. :
AELD FirstName }
Set Boockmark..
Skip Record If... {FIELD Industry } = "Re
v we peuCiNg lots of candidates'
B T R I e e
1 Insert Word Field: IF ? X
.1 IF
Field narme: Comparison: Compare fo:
1 ClinicalBMICategory ~ | Equalto w | underweight
Insert this text:
UNDERWEIGHT TEXT ~

Otherwise insert this text:

oK Cancel

Select OK and field coding will be displayed ([Alt]+F9 if not displayed);

{ IF { MERGEFIELD ClinicalBMICategory } = "underweight" "UNDERWEIGHT TEXT" "" }{

This means that if ClinicalBMICategory=underweight then UNDERWEIGHT TEXT will be
displayed, otherwise nothing will be displayed as shown by the “” at the end of the expression. So,
currently, the rule only has two conditions: underweight or not underweight.

wy,

To nest this rule, put the cursor between the “:

{ IF { MERGEFIELD ClinicalBMICategory } = "underweight" "UNDERWEIGHT TEXT" "r' }

Then repeat the above steps: Rules > If...Then...Else...
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| Insert Word Field: IF ? *
IF
Field name: Comparison: Compare jo:
| ClinicalBMICategory ~  Equal to ~ | |healthy weight
Insert this text:
HEALTHY WEIGHT TEXT ~
v

Otherwise insert this text:

oK Cancel

{ IF { MERGEFIELD ClinicalBMICategory } = "underweight" "UNDERWEIGHT TEXT" "{ IF { MERGEFIELD
ClinicalBMICategory } = "healthy weight" "HEALTHY WEIGHT TEXT" ""' '}

Nest again:

T R P TR LY e TR T P PR P R R P TR TS R T
|
IF
Field name: Comparison Compare 1o
l ClinicalBMICategory ~  Equalto ~ | overweight
Insert this text:
’{ OVERWEIGHT TEXT A
v
* Otherwise insert this text:
A
v

o

{ IF { MERGEFIELD ClinicalBMICategory } = "underweight" "UNDERWEIGHT TEXT" "{ IF { MERGEFIELD
ClinicalBMICategory } = "healthy weight" "HEALTHY WEIGHT TEXT" "{ IF { MERGEFIELD
ClinicalBMICategory } = "overweight" "OVERWEIGHT TEXT" "" }" }" }

And again:
I Insert Word Field: IF ? *
IF
Field name: Comparison: Compare fo:
! ClinicalBMICategory ~  Equal to w | |very overweight
Insert this text:
VERY OVERWEIGHT TEXT A
v
Otherwise insert this text:
I ~
v

oK Cancel

Copyright © 2024, NHS England. All rights reserved.



Generating Feedback Letters.

This rule should now display the four different paragraphs based on the four different BMI
classifications
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Appendix A — Supplementary information for feedback letter

how many ways change
are you changing? 4 [iﬁf

Eat well Move more

] sugar SWoPS 3l #ime

bing sugary drinks for

, 'm eati
I'm swap Ng 3 meals 3 4.
| ; fened - ) aday -
<\ water, milk or unswee including 5 healthy schoo|
@ fruit juice_ llmch.

S me size meals

l.m eating meals thyt are the
right size for my age - not

as big as a grown uP,s
-‘_-_-_-_-—-—-_

_—‘_‘_-_‘_‘_‘_‘_-_‘_-_'_‘—‘———_

5 5 2 day Cﬂ’ back fa4

g are *U“ Of {'at’

f snack .
Lofs © 'm eating

sugar and salt; s
healthy snacks!

I

My family are chan
we cook to make o
more healthy,

9ing how

PR AN .
{b/ ) < I'm trying to eat 5 portions
{ ur meals

Ji
of fruit and veg every day.

©

60 active minues & YP and about

After I've been sitting still
for a while, I'm jumping

60 minutes walkin
. o d i som&'thing
G playing sport, running ‘ < e ::a;l::zg
around or playing outside " |
every day.

Want more tips to help you stay healthy and happy?

@ Search ‘Change4Life’

I'm spending at least
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Information and technology

NCMP IT System guidance
0300 303 5678
enquiries@nhsdigital.nhs.uk
@NHSEnNgland
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