This file is provided for creating the item name list at the beginning of the card data file (the input file to SynCaps). Make sure it is connected to your item data source by using the Select Recipients / Use Existing List item on the Mailings ribbon.

Once connected, show the item list by clicking the View Merged Data button. (The separate instructions document has a screen shot of the Mail Merge toolbar to help identify the buttons, but they do have popup help text if you allow the mouse pointer to rest over the buttons.) Once the list below looks right for your data, copy and paste it into your data file. It must not include any empty item lines (just “I” with no words following) and must appear before the first participant (“P”) card. (It does not matter if the item names appear before or after any list of group names. Note that group name lists are not used for open card sorts.)
INote!
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