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1/ Preambule 
and Prerequisite

International Relations Officers often have packed schedules, leaving them with limited
time for in-depth tasks. Our Fact Sheet Maker offers a convenient and time-efficient

solution, enabling IROs to streamline information centralization. Moreover, it promotes
seamless information sharing and collaboration, simplifies data management, and

minimizes the risk of data loss

TIME-SAVING CENTRALISATIONDATA MANAGEMENT

Prerequisite

Please note that is it required to be familiar with the two following tool/function to create a
ready-to-use fact sheet following the steps mentioned in the guide.

Excel Mailings feature/Merge fields

Composition of the tool:

Short user guide 
Fact sheet template 
Limesurvey Questionnaire 



2/ How to create a 
fact sheet?

Required documents 

Add the academic year concerned in an additionnal column after exporting the Excel file
results from the survey. Name the column “Academic Year” and fill in the cell with the data. 

Using the provided fact sheet template : 
You can always add more items from the excel file but you will need to copy paste the

mergefield (don’t forget to paste using the source format) and format at your convenience

Using your own fact sheet template : 
If you use your own fact sheet template, you will need to copy paste the mergefields (don’t

forget to paste using the source format) and formate the police and colors at your
convenience before starting the mail merge process.

Open the Word template 
Go to the “Mailings” tab
 Click on “select recipients” 
 select the Excel file exported from LimeSurvey (do not forget to add the academic year
concerned on it before). 
Have your fact sheet ready to use!

You can now work efficiently, share information seamlessly and view data effortlessly!

LSS file to be imported
in Limesurvey

List of the 
merge fields

Fact sheet 
template

Answers exported from the 
Limesurvey file



3/ Appendix : 
Merge fields
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