
Mail Merge
Updating Drainage Application using ISC data from ADAM
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Outline

• What is mail merge and why use it?
• When to use mail merge
• How to use ADAM to pull ISC data for a network
• How to ensure ISC data from ADAM has all the necessary info
• Using Mail Merge to update Sections 3 and 6 of the Application
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• Mail merge lets you create a batch of documents that are 
personalized for each recipient. For example, 
landowner/applicant information can be imported into 
placeholders in the application for each location and/or 
signature. 
• The data source, will be the xlsx spreadsheet 

information that we are going to export from ADAM.
• Placeholders--called merge fields--tell Word where in 

the document to include information from the data 
source.

What is Mail Merge and Why use it?
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When to use Mail Merge
SECTION 3 – APPLICANTS AND LOCATION OF WORKS

 

Block 1. 
Names on title:  
LSD:  Qtr:  Sec: 

 
 Twp:  Rge:  Mer:  Ext:  

or other land description:  and Surface Parcel #:  
For example, provide the river lot # or lot, block and plan.   The number assigned by the ISC as appears on the 

legal title. 

Road Allowance:   

SECTION 3.1 - APPLICANTS AND LAND WHERE WORKS ARE LOCATED
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When to use Mail Merge
SECTION 3 – APPLICANTS AND LOCATION OF WORKS

SECTION 3.2 - LAND THAT ARE IMPACTED BY THE DRAINAGE WORKS
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When to use Mail Merge
SECTION 6 – SIGNATURES

Individual Signature Page
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When to use Mail Merge
SECTION 6 – SIGNATURES

Corporate Signature Page and Local Government Signature Page
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Prior to pulling any ISC information from ADAM be 
sure to send an email 

to: adam.app@wsask.ca
asking for them to update the ISC data for 

all lands in 
Provincial Drainage Number E5-xxxxxxxx
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How to pull Landowner info using QS List 
– Parcel Owner CSV

Step 1 – Select all Quarter Sections in the Network
• Using the Polygon Select Tool in Basic Tools Toolbar – Select the Network 

o In the Identify Results Panel click on the “>” sign beside Network Watershed
o Click on the three dots “…” and click on “Copy to Drawing Layer”

• Click on Query in Basic Tools Toolbar
o In Data Source scroll down and select “Quarter-Section”
o In Map Area scroll down and select “All Polygon Drawings” - Click the Search Button 
o The results will appear in the Surface Parcels Panel with a bracket around the number of 

surface parcels within the network – check to make sure that is a number that seems 
reasonable

Step 2 - Click on the “QS List” button in the Basic Tools Toolbar
Step 3 - Click on the Parcel Owner CSV button 

• Click the Continue button
o ADAM will start processing CSV – you may need to wait a long time depending on the 

number of quarter sections in the network.
o Once it is done the Download File Panel will appear

 Click on the text that reads Download CSV File
 Click the OK button
 Go to your Downloads folder on your C:/ drive
 Rename CSV file as ProvDrainageNumber_QS, e.g., E5-200003_QS and save it as an 

xlsx file extension Slide #9



How to combine all 10 landowner (aka “Title Holder”) 
fields into one Owner Name field

Before you can combine the Excel spreadsheet created by the QS List - Parcel Owner CSV data with the 
Survey Parcel data you will need to combine all 10 landowner (aka “Title Holder”) fields into one Owner 
Name field

Step 1 – Download the “ADAM Mail Merge_Template” Excel spreadsheet – Add internet link
Ensure you click the “Enable Content” button in the yellow Security Warning on the Excel 
spreadsheet. See image below:

Step 2 – Open the Excel spreadsheet that you created and named in the previous slide (Slide 10), 
ProvDrainageNumber_QS, e.g., E5-200003_QS.xlsx.
Step 3 - Copy all the data from the “QS List - Parcel Owner spreadsheet” and paste it into the 
“ADAM_ORIGINAL” worksheet of the “ADAM Mail Merge_Template” Excel Spreadsheet
Step 4 – Click on the green button called “Click to Sort” at the top right hand of the “ADAM_ORIGINAL” 
worksheet

• A new worksheet should appear titled “ADAM_SORTED”. The info from “ADAM_SORTED” 
worksheet is what you will use to combine with the results of the Surface Parcel query

Step 5 – Create a new Excel spreadsheet and copy the info from the “ADAM_SORTED” worksheet into it
• Save this file as ProvDrainageNumber_ADAM_Sorted, e.g., E5-200003_ADAM_Sorted.Slide #10



How to pull Survey Parcel info
Step 1 – Ensure Survey Parcels Layer is selected

• Go to Layers Panel
• Click on “+” sign beside Cadastre
• Select Surface Parcels

Step 2 – Select all Survey Parcels in the network
• Using the Polygon Select Tool in Basic Tools Toolbar – Select the Network 

o In the Identify Results Panel click on the “>” sign beside Network Watershed
o Click on the three dots “…” and click on “Copy to Drawing Layer” 

• Click on Query in Basic Tools Toolbar
o In Data Source scroll down and select “Surface Parcels”
o In Map Area scroll down and select “All Polygon Drawings”
o Click the Search Button 
o The results will appear in the Surface Parcels Panel with a bracket around the number of 

surface parcels within the network – check to make sure that is a number that seems 
reasonable

Step 3 – Export Surface Parcel info to xlsx
• Select the four lines at the top right of the Surface Parcels Panel “ ”
• Click on Export to xlsx
• A pop up box will appear that reads “The “.xlsx” file is about to be downloaded. Confirm?
• Click the OK button
• Go to your Downloads folder on your C:/ drive
• Rename xlsx file as ProvDrainageNumber_SP, e.g., E5-200003_SP Slide #11



How to combine the QS Parcel Owner Info with 
Survey Parcel info

Step 1 – Open up the Survey Parcel Excel file created in slide #11 (ProvDrainageNumber_SP, e.g., E5-
200003_SP)
Step 2 – Open up ADAM_SORTED Excel file created in slide #10 (ProvDrainageNumber_ADAM_Sorted, 
e.g., E5-200003_ADAM_Sorted)
Step 3 – Copy all data from the ADAM_SORTED Excel file into the Survey Parcel Excel file, below the 
data already in the worksheet
Step 4 – Insert 12 columns between OWNDPRCLNO (column G) and PRCLCLSSCD (column H) in the 
Surface Parcel Excel file
Note: The field OWNPRCLNO in the Survey Parcel Excel file is the same as Parcel_Number in the 
ADAM_SORTED Excel file
Step 5 – Copy names of fields from ADAM_SORTED Excel field to new, empty, columns H to S 
Step 6 – Move all fields from ADAM_SORTED Excel (green records) so that the Parcel Number field is 
lined up under the Parcel Number field – see image below……
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How to combine the QS Parcel Owner Info with 
Survey Parcel info  (cont’d.)

Step 6 – Select entire worksheet and sort by the field OWNPRCLNO. Note: you will likely have to expand 
the width of the OWNPRCLNO field to see all of Parcel Number records from ADAM_SORTED Excel 
spreadsheet. See image below for the result of the sort:

Step 7 – Combine rows with same OWNPRCLNO together
e.g., move ADAM_SORTED Excel (green records) records (columns G to R) with same 
OWNPRCLNO into columns H to S of Survey Parcel info (yellow rows). 
See image below for result of moving records:

Step 8 – Select and delete columns I to Q (which are the legal land location, including: Qua, Sec, Twp, 
Rge, Mer, Ext, Other) from the ADAM_Sort. As this data is duplicated in the Surface Parcel data, and you 
want to use the legal land location from the Surface Parcel for the mail merge. So, you will be using the: 
QSECT, SECT, TWP, RGE, MER, Extension fields for the mail merge.

Step 9 – Save Excel spreadsheet as 3.1Merge.xlsx Slide #13



How to Use Mail Merge in MS Word to populate Section 3
Step 1 – Download most recent version of the Drainage Application from the Qualified 
Persons Resources Webpage and save it to your Drainage Network Folder E5-xxxxxxx

Step 2 – click on the mail merge icon in the section you will be filling in with the mail 
merge info, e.g., 3.1, 3.2, or the signature pages in Section 6.

For example, if you are using a mail merge to fill in Section 3.1, you will want to click 
on the Word icon in the table at the bottom of the page that has the following text 
“Section 3.1 Mail merge – Locked.docx” (see below)

When the Section 3.1 Mail merge – Locked.doc document is open it looks the image 
below:
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How to Use Mail Merge in MS Word to populate Section 3 
(cont’d.)

Step 3 – Click on the Mailings in the Word document pull down menu

This will open the Mailings ribbon

Step 4 – Click on the Start Mail Merge in the Mailings ribbon and choose Directory
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How to Use Mail Merge in MS Word to populate Section 3 
(cont’d.)

Step 5 – Click on the Select Recipients and choose “Use an Existing List…”

This will open a Select Data Source Pop-up Window

Step 6 – Browse to 3.1Merge Excel file, select it, and click Open



Step 6 will bring up a Select Table Pop-up window

Step 7 – Click on the Surface Parcels Table and click OK. Note: There should only be one 
table/worksheet in this spreadsheet

Now you’re ready to start Inserting Merge fields into Block 3.1. See Step 8 on the next 
slide…
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How to Use Mail Merge in MS Word to populate Section 3 
(cont’d.)
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How to Use Mail Merge in MS Word to populate Section 3 
(cont’d.)

Step 8 – Click in the cell beside “Name on Title” field in Block 1 and then click on the 
Insert Merge Field and choose . Note: There should only be one table/worksheet in this 
spreadsheet

• This will insert a placeholder for the <<Owner_Name>> in the cell, see image below. 



Step 9 – Continue to Insert Merge Fields in the corresponding fields
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How to Use Mail Merge in MS Word to populate Section 3 
(cont’d.)
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Note: Field 9 – or other land description can be 
filled by the Plan Field, or the Lot Field or the 
Block Field – So, you will need to go back to the 
3.1Merge Excel spreadsheet to see if which of 
these fields has any data. If more than one field 
does, you will want to include both merge fields 
in this cell.



Step 10 – Once all field are inserted into the corresponding fields then click on “Finish 
and Merge” and select “Edit Individual Documents”.

A Merge to new Document pop-up window will appear, be sure that the All 
radio button is selected and click OK.
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How to Use Mail Merge in MS Word to populate Section 3 
(cont’d.)



Result – Word creates a new Word document (Word give this merged document a default 
name of “Directory1”, see below) which has is populated with all the merged blocks that 
correspond to the number of rows in the 3.1Merge Excel spreadsheet. Note: It’s always to 
confirm that this is the case. For this example, there were 13 rows in the 3.1Merge Excel 
spreadsheet and there were 13 blocks in the Section 3.1 Merged document.
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How to Use Mail Merge in MS Word to populate Section 3 
(cont’d.)



Step 11 - Click Save and save the “Directory1” Word document as 
3.1MailMerge_Provincialdrainage number, e.g., 3.1MailMerge_E5200003
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How to Use Mail Merge in MS Word to populate Section 3 
(cont’d.)



Step 12 – Before you can paste info from the Directory/3.1MailMerged Word document 
below Section 3.1 of the drainage application you need to close the document where 
you pasted the merge fields

Step 13 - Copy all of the rows from the 3.1MailMerge_E5200003 Word document and 
paste them below Section 3.1 in the drainage application

• Click in Block 1. and then Scroll down to the end of the merged blocks, hold 
down the shift and click on the last cell and click copy.
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How to Use Mail Merge in MS Word to populate Section 3 
(cont’d.)



Step 14 – Save revised drainage application with Provincial drainage number in the 
name. 

Once you have copied the merged data after Section 3.1 it should like the 
image below. 
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How Mail Merged info should be populated in Section 3.1
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