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1. Selecting file from database. 

1.1. Within database -Option 1.  
 Filter sites based on a criteria e.g county or size or as instructed.  

 You will then be left with a cohort of files to work on. For subsequent processing and 

outputting of documents it is more convenient to sort the database so the files you are 

working on appear at the top.  

 Attribute a value to these files so that when you sort them they will be order in front 

of all other files.  

Example – selecting files within County Carlow. 

1. Select the full table. This can be done using by holding “CTRL” and “A” or by 

clicking the object highlighted at object A in figure 1.  

2. Navigate to the data tab (object B). the click the filter button (object C). Drop down 

arrows will in each of the column headings.  

 

Figure 1. Filtering 1. 

 

3. After you click the drop-down arrow (object A Figure 2). Untick select all and select 

the common attribute you wish to select for. 

 



 

Figure 2: Filter for County. 

 Figure 2 will return all files within County Carlow.  

 

Figure 3: Selecting individual files. 



4. Click the drop down arrow and type in the relevant information in the text box at 

object A. 

Note: to output most efficiently the applications should be sorted within the database. This 

can be done in the mail merge process but can be quite slow Option 2 will show you how to 

select and order files.  

1.2. Within database – Option 2. 
 If you are given a list of files that do not all fall into one specific category you can 

select them as follow.  

Example: five files have been assigned by your line manger in a table / email.  

 

Figure 4: List of files to be processed. 

1.  Use the find tool to locate each file. Press “CTRL” and “F”.  

 

Figure 5: Find tool within excel. 

Note: this can also be accessed from the home table. 

 

Figure 6: Opening find tool manually. 



2. Ensure that you can working within the Find tab (object A, figure 5), type the TFL 

number into the text bar (Object B, figure 5).  

3. You will then be brought to the cell corresponding to the value you have searched.  

 

Figure 7:Result from Find Tool. 

4. The cell will be highlighted as per object A. Enter a code in column “Form Complete” 

which will result in this application being sorted in front of all other. Eg. AA A. 

5. Repeat this step for each file assigned.  

 

Figure 8: Sorting Criteria. 

6. Open the “Data” tab (object A.), click “Sort” (object B), then click “Add level” 

(Object C), Specify the sorting order as per object D. Click “OK”. 

7. Your files will now be ordered first in the database and you can filter to only show the 

files you are working on by using the drop down arrow in the “Form Complete” 

column.  

  



2. Screening within Database.  
Some Screening decision are already provided within the screening column following 

analysis using GIS based on the screening tables.  

They are as follows: 

 Screen out due to the separation distance of XXm between this European site and the 

project – This will be included where a Natura site can be screened out based on 

distance alone and no hydrological analysis is required as per the tables.  

 Screen out due to the location of the project in a different WFD catchment and a 

separation distance of XXm between the project and the European site – this will be 

included where a Natura sits is outside of a designated distance and in a separate 

WFD catchment to that of the project.  

 Hydrological screening is required due to the location of the project within the same 

catchment as the European site. The project is 8,640.58m from this European site – 

this will be included where a Natura is within the same catchment as that of the 

project.  

 Possible effect due to the location of the project XXm from this European site. 

Hydrological screening is required due to the location of the project within the same 

catchment as the European site – this will be included where a project is less than the 

designated screening distance and there is a hydrological element required for 

screening.  

 Possible effect due to the location of the project within XXm of this European site – 

this will be included where the site is less than the designated distance from the site 

but there is not hydrological element highlighted in the tables.  

 Possible effect due to the location of the project XXm from this European site. 

Hydrological screening is required – This will be included where a project is less than 

the designated distance from a natura site but still lies in a different catchment.  

2.1. Review / Amend Screening decisions.  
To screen in a site the screening phrase should start with “Possible effect”. To screen 

out a site the phrase must not contain “Possible effect”.  

 

1. Use “Ctrl” and “F” to locate the Natura Screening Column.  

 

Figure 9. Finding Screening Column. 



The bar at the bottoms on the screen can be used to move left and right too view the other 

details of the natura site. This can also be done with the arrows on the Keyboard.  

2. Using various data course ifors, EPA etc, the project’s interaction with each natura 

site can be evaluated. The centroid coordinates of the project are included in database.  

 

Figure 10: Location of Coordinates. 

3. Populating Conclusion Fields.  
Once each of the screening decisions has been reviewed for the selection of files you are 

working on you will need to fill the fields required for the conclusions. The top line of the 

database will contain the formulas which read the screening decision and then populate the 

fields accordingly.  

3.1. Natura 1.  
1. Using the filter ensure that you are only working on the files currently assigned / that 

you want to output.  



 

Figure 11: Selection of working files. 

2. Scroll or navigate (using find) to Natura X Type column. Click into the cell on the last 

line of your selection. Highlight the cells by Holding “Ctrl”, “Shift” and pressing the 

“up arrow”. Release “Ctrl” but remain holding “Shift” and press “up arrow” again. 

This will highlight all of the necessary (the working applications and row 2 which 

contains the formulas), cells in this column. See figure 12. 

 

Figure 12: Filling Conclusions, part 1. 



 

 

3. To Highlight all other columns: Hold “Ctrl”, “Shift” and press “right arrow”. This 

will bring to the next column with text in it which will relate to the next natura site. 

Release “Ctrl” but remain holding “shift” and press “left arrow”. 

4. All Cells in your rows between column “Natura X Type” and “Natura X Conclusion 

H2” will be highlighted.  

5. Holding “Ctrl” press “D”  

 

Figure 13: Highlighted Conclusion columns. 

 

Figure 14: Filled Conclusion columns. 



3.2. Natura 2 and subsequent Naturas. 
1. Prior to filling the conclusion columns for the remaining Natura sites the blank lines 

should be filtered out.   

 

Figure 15: Filtering of rows without Naturas. 

2. Repeat the steps for the first natura site.  

3.3. Save File.  
1. Save the file.  

2. Use the save as feature to save the file as a CSV file type.  



 

Figure 16: Saving in CSV format. 



4. Outputting.  
AA Screening Form Mail Merge v05June20v3, AA Report Template v08June20v3 and 

AA determination Template v08June20v3. (Note: Use the most up-to-date version of this 

document and the process evolves). 

4.1. Connecting to Spreadsheet.  
1. Open the word document the below notification will display – If the spreadsheet you 

are to work on is correct click yes, if not click “No”.  

 

Figure 17: Opening Mail merge notification. 

 

2. To Connect to the Mail merge spreadsheet, navigate to the mailings tab, click “Select 

Recipients” and “Use existing list”, as below.  

 

Figure 18: Connecting to Spreadsheet. 

3. Navigate through the browser window to where the spreadsheet is stored and click 

open.  



 

Figure 19: Selecting CSV. 

4.2. Output Documents.  
1. Navigate to the “Mailings” tab, click “Finish & Merge”, then Edit Individual 

Documents.  

2. Here there is an option to output all of the documents that you worked on using the 

“From – To” function.  

 

3. Save this master document in “Draft Forms” using the date completed.  



4.3. Select Outputting files based on Attribute.  
1. Filter for the most recently completed applications, navigate to “Mailings”, Click 

“Edit Recipient List”, then in the “Mail merge Recipients” window, click “Filter”, use 

the filter function to select the most recently completed screenings (this can be done 

using any of the fields e.g. date. For this example, “Form complete” will be used). 

 
 

 

4.4. Formatting output documents.  
1. Blank rows and tables should be removed from the document.  

4.5. Spilt Documents.  
1. Click on the “developer” tab, and then click visual basic.  



 

2. Click “insert” and then “Module”. 

 

3. Paste the “Split to Document” macro into the white box.  

4. Replace the destination of the output to the folder the documents should be stored in.  

 

(Ensure the document name “letters” is check in the tab on the left of the module box, to 

ensure the macro splits that document. It is often easier to close all other Word documents to 

do this step.  

5. Press F5 to run the macro and the documents will be saved to the folder.  

4.6. AA Reports and AA Determinations.  
The same process can be used for AArs and AAds. Table, conditions and where they are 

saved to the designated location, in-combination statements will be imported into the Reports, 

they will however have to be split manually. The Spilt macro will work on the AAds.   


