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Course objectives

. To explore the mail merging with Microsoft Word.
. To develop computer and basic database literacy.
. To address the class' questions.

Course description

Suppose an institution needs to send each employee a letter containing personal tax
withholding and salary information; or perhaps a personalized form letter or email needs
to be sent to a list of donors. Creating each letter individually would take hours, but when
using the mail merge function, all that has to be done is create one document, add some
placeholders, and Microsoft Word will combine the main document with unique
information to create a set of complete documents.

Students will learn to use Word’s mail merge function - importing mailing information
from other sources such as Excel or Access.

Learn how to effectively use the mail merge function in this class and save hours of
menial work.

Schedule
9:00 Registration
9:30 Morning session
10:45 approximate break
12:30 Dismissal

Handouts available in PDF format at www.crowleycomputers.com/handout.htm.
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Mail Merge with Microsoft Office 2007
Quiz

Process

1. Inthe bad old days...

A. You had your letter with a
blank address block and
salutation

B. You had your list of recipients

C. You made 200 copies of the
letter

D. You hand wrote or typed in
each address block and salutation

E. And the next time, realized that was a waste of
time and you sent a generic letter

2. Today, you do the same thing, but better and smarter!
You write your letter

Create your list of recipients

Insert fields where recipient’s information go
Preview

Merge and print

moow»

The Basics

Mailings ribbon
-

Home Insert Page Layout References Mailings

Review Wi

Developer

W
S 3
=1=]

] _% L j 3 - =P Rules ~ g@%i |u_<i 4|1 |+ M| =3
E'J' — — — 2 Match Fields 1 Find Recipient g
Envelopes Labels Start Mail Select Edit Highlight Address Greeting Insert Merge Preview Finish &
Merge = Recipients = Recipient List || Merge Fields Block  Line Field= ] Update Labels || pesuits | S Auto Check for Errors || perge -
Create Start Mail Merge Write & Insert Fields Preview Results Finish
Basic concepts
1. Mail merges require two pieces of information
A. Document Sl Letters
i. Might be a letter, email, fax, envelope, label, directory (list) ... =1 E-Mail Messages
ii. Contains the content or message =1 Envelopes..
B. Recipient’s list or database or data source from =l Labels..
i. New list —] Directory
ii. Existing list
iii. Outlook Contacts
Document
BarbaraDavenport =P ] J
434 Belmont Crts =
Ogdensburg, NY 13669 —1l |
202 e Database
1
Dear Barbara,

The Mystical Library has always had a warm place in its heart for donors
which havehelped us in past years. As a “Magical Patron” your past
donations have helped us increase our spell collection, expand our young
magicians program andbuild the Merlin Wing — of which we are all so
proud.

It is time once again for our appeal. This year brings the Mystical Library

C3 — Crowley Computer Consulting
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2. Usually a document repeats for each record in the database, directories repeat records in a single document.

Basic mail merge via the wizard

1. Open Word to a blank new
document

2. Select Mailings ribbon

3. Start Mail Merge command

4. Step by Step Mail Merge Wizard

Edit Higl
Merge = |Recipients = Recipient List || Merg

Letters

E-Mail Messages
Envelopes...
Labels...
Directory

AIDL Do

5

Mormal Word Document

=y Step by Step Mail Merge Wizard... |

Mail Merge hd

Select document type

What type of document are you
working on?

@) Letters

() E-mail messages
(71 Envelopes
(™) Directory

Letters

Send letters to a group of people.

You can personalize the letter
that each person receives.

Click Mext to continue.

Step 1 of 6

% Mext: Starting document

Mail Merge v X

Select starting document

How do you want to set up your
letters?

(7) Use the current document
() Start from a template

i@ Start from existing document

Start from existing

Start from an existing mail merge
document and make changes to
the content or redpients,

(More files..) _________[I8

Step 2of 6

& Mext: Select recipients
«A Previous: Select document type

5. Select “Mystic Library 1 (no
fields).docx”

C3 — Crowley Computer Consulting
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Mail Merge -

select recipients

@ Use an existing list

() Select from Outlook contacts

(") Type a new list

Use an existing list

Use names and addresses from a
file or a database.

Browse,..

7 Editredpient list...

Step 3 of 6

& Mext: Write your letter

4@ Previous: Starting document

| 6] Select Data Source

Organize = : 0l @&
Searches might be slow in nen-indexed locations: C:\Users\jim\AppData\Roaming'Microsoft\Queries, Clickt..
J‘ Music o
+Connect to New Data Source.odc
[ Pictures . . .
Type: Microsoft Office Data Connection Size: 190 bytes
B Videos
B +NewSQLServerConnection.odc
1% Computer Type: Microsoft Office Data Connection Size: 196 bytes
&, Local Disk ()
a Data (D)

a Local Disk (E)

58 jim (Vnithrande
5# shared (\\mithrai
5 media (\\mithrar
S crowley (Wmithri
5 smda (\wmithran =

File name: - [Ah Data Sources (*.odc;*.mdb;* ']

Tools - l Open I l Cancel ]

6. Navigate to Northwind customers.xIsx.

Mame Description  Modified Created Type
12:00:00 AM  12:00:00 AM  TABLE

< I | »

First row of data contains column headers I oK I [ Cancel l

Mail Merge Recipients

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove redpients from the merge. When your list is ready, didk OK.
Data Source |7 Last Name | First Name | Address + | City w | ZIP/P = 1
Northwind custeo... Andersen | Elizabeth ‘ 123 Bth Street | Portland
Northwind custo...  [¥  Autier Miconi Catherine 456 18th Street Boston 99999
Northwind custo...  [¥  Axen Thomas 123 3rd Street Los Angelas 99999
Northwind custo.. [¥  Bagel Jean Philippe 456 17th Street Seattle 93999
Morthwind custo... |7 Bedecs Anna 123 1st Street Seattle 99999
Northwind custo.. [ Edwards John 123 12th Street Las Vegas 99999
Northwind custe... [¥  Eggerer Alexander 783 19th Street Los Angelas 99994
MNorthwind custe...  [¥  Entin Michael 789 23th Street Portland 99999 _
-4.| . — - . _‘ - 2anes
Data Source Refine redpient list
Northwind customers, xdsx «| 8| sort...
¥ Filter...
@ Find duplicates...
i +4 Find recipient...
— Validate addresses...
| | Refresh |

C3 — Crowley Computer Consulting
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Mail Merge -

Write your letter

If you have not already done so,
write your letter now.

To add redpient information to
your letter, dick a location in the
document, and then dick one of
the items below.

2] Address block...

2 Greeting line...

|£:+]| Electronic postage. ..
E’E More items...

When you have finished writing
your letter, dick Mext. Then you
can preview and personalize each
recipient's letter,

Stepd of 6

% Mext: Preview your letters

@ Previous: Select recipients

C3 — Crowley Computer Consulting
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Specify address elements Preview I

Insert recipient's name in this format: Here is & preview from your redpient list:

Kd ] ol

»

Josh
Josh Randall Ir.
Josh Q. Randall Jr.

Toch Elizabeth Andersen
(LT 123 8th Street
Joshua Randall Jr. Portiand 0809
Joshua Q. Randall Jr. & ortan

[¥] insert company name
Insert postal address:

MNever indude the country/region in the address

Always indude the countryfregion in the address

. Correct Problems
@ Only indude the country/region if different than:

If items in your address block are missing or out of order, use
|Unibed States |ZI Match Fields to identify the correct address elements from your
mailing list.

Format address according to the destination countryfregion Match Fields. .
Cw ) [a=

Date and Time

Available formats: Language:

6/3/2003 English (United States) : |

6/3/09
2009-06-09
9-Jun-09
6,9.2009

Jun. 9,09

9 June 2009

June 09

Jun-09

6/9/2009 4:27 AM
6/9/2009 4:27:44 AM
4:27 AM

42744 AM
04:27

04:27:44

»

1

ate aummaﬁa\l;é

o) [ema ]

Greeting line format:

Dear : I | Joshua

Greeting line for invalid redpient names:
|Dear Sir or Madam, |ZI

Preview

Here is a preview from your redpient list:

Kd [+ | PH

«AddressBloclk
‘ Dear Elizabeth,
June 9, 2009
Correct Problems
If items in your greeting line are missing or out of order, use Match Fields to . .
identify the correct address elements from your mailing list. ((GTBBT]I[gL‘]IIB})
The Mystical Library has:

ok || canal |

which have helped us in p:
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Mail Merge ¥ X Mail Merge ¥ X

Preview your letters Complete the merge
One of the merged letters is Mail Merge iz ready to produce
previewed here. To preview your letters,
another letter, dids one of the
ﬁ:lluwing: To personalize your letters, dick
T "Edit Individual Letters, _Thls will
open a new document with your
merged letters. To make changes
o M& to all the letters, switch back to
Make changes the ariginal document.
You o Find in recipient IistJ Merge
recipient IsT: ) )
7 Edit recipient list... i2g Print...

. 3 Edit individual letters. ..
[ Exdude this recipient ] ] Edit individua letters

When you have finished
previewing your letters, dick
Mext, Then you can print the
merged letters or edit individual
letters to add personal comments.,

Step Sof 6
% Mext: Complete the merge Step 6 of 6
A Previous: Write your letter 4@ Previous: Preview your letters
Preview
Off ‘nvelopes 1 ;'51. =3 2] Address Block [=p~ @j [H 4|1 [ b M|
abels — |5 Greeting Line f:] | 427 Find Recipient
Start Mail Select Edit Highlight = Preview |
Merge ~ Recipients ~ Recipient List || Merge Fields @@ Insert Merge Field - k| Results Qr Auto Check for Errors
Create Start Mail Merge Write & Insert Fields Preview Results

Ly Mail Merge

3---|---1---|---1---|---3---|-

Complete the

Mail Merge is re
your letters,

To personalize

“Edit Individual
open a new do
merged letters,
to all the letter:
the original doc

«AddressBlock»

June 9. 2009

Merge
«QGreetingLine» iy Print...

&Y Editine

The Mystical Library has always had a warm place in its heart for donors
which have helped us in past vears. As a “Magical Patron” vourpast II

C3 — Crowley Computer Consulting Page 7
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On

Envelopes —\1. S =t

Labels = 8 =
Start Mail Select Edit Highlight
Merge = Recipients = Recipient List

Create Start Mail Merge

T T T e T T T R
' ' ' ' ' '

Merge Fields w1 Insert Merge Field = 2]

) Address Block =~ i&%ﬁ [H 4|1 [ B M
|2 Greeting Line o || 424 Find Recipient

Preview

Results -—:l/ Auto Check for Errors

Write & Insert Fields Preview Results

s Mail Merge

Y Complete the
Mail Merge is n
your letters,
Elizabeth Andersen To personalize
"Edit Individua
123 8th Street open a new d
Portland 99999 merged |etters
to all the letter
|| the original do
June 9, 2009 Mesae
. L Print..
Dear Elizabeth, N
: ] Editin
The Mystical Library has always had a warm place in its heart for donors
fwhich have helped us in past years. As a “Magical Patron” your past
Document vs. Individual Letters
1. Accessible via B. Step 6 of wizard
A. Finish & Merge Mail Merge * X
Complete the merge
Mail Merge is ready to produce
your letters,
To personalize your letters, dick
i ) "Edit Individual Letters, " This will
5 Print Documents.., apen a new document with your
% cend E-mail M merged letters. To make changes
g s | 2°nd E-malt Messages... to all the letters, switch back to
the ariginal document.
Merge
3 Print...
&y Editindividual letters. ..
Step6of 6
4@ Previous: Preview your letters
C3 — Crowley Computer Consulting Page 8
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2. Notice most
merge ribbon
commands are not
available.
Commands that
are available will
start a new merge.

3. Eachletterisa
single page of the
document and can
be altered or

printed separately.

}1
;'I ;
irt Mail Select Edit
erge = Recipients = Recipient List
Start Mail Merge

§'1'

Elizabeth Andersen
123 8th Street
Portland 99999
June 9, 2009

Dear Elizabeth,

=] Address Block
=] Greeting Line
Highlight A
Merge Fields @z Insert Merge Field

Write & Insert Fields

= P
i

Aseck] ([ || [ H
. “zi Find Recipient
—T‘ Auto Check for Errors

Preview Results

The Mystical Library has always had a warm place in its heart for donors
which have helped us in past vears. As a “Magical Patron™ vour past

What to save...

1. Original document — save for recycling

2. Data source —you’ve gone through all this effort, don’t you think you’re going to reuse it?

A. If your data is from an application other than Word, you will have to save from that application. IE. Excel.
3. Possibly the individual letters — if you need to double check who got a document or if you need to edit individual

letters because your data source isn’t perfect.

A. Can be much larger than original document and data source!

Focus on Data

1. You must be able to “find” or “define” your data source.
2. The better the data source, the easier and more possibilities for the merge.

Write & Insert Fields

1. Highlight Merge Fields puts shading behind the fields so

=RERE:

=P Rules ~
55 I -
» g Match Fields

Highlight Address Greeting Insert Merge

you can see what is merged easier. Shading does not Merge Fields Block  Line .

#] Update Labels

print. Write & Insert Fields
2. Address Block inserts an address block 3. Greetingline
A. Does more than just addresses! A. Salutation options
i. Recipient’s name, adjusting format B. Name format options
ii. Company name C. Notice how you can handle invalid names!
iii. Postal address
iv. Format address according to destination
B. Great for just throwing in names!
C3 — Crowley Computer Consulting Page 9

Copyright 2007

D:\Users\Jim\Documents\1Training\Office 2007\Mail merge outline.docx Printed 9/11/2009




= il
Insert Address Block

Spedfy address elements
Insert recipient's name in this format:

Josh -

Josh Q. Randall Ir.
Joshua
Joshua Q. Randall Ir, 2

Josh Randall Ir. a3

Insert company name
Insert postal address:
Mever indude the country/region in the address
Always indude the country/region in the address
(@ Only incdude the country/region if different than:

|united states -

Format address according to the destination country region

Preview

Here is @ preview from your recipient list:

K< | pH

Elizabeth Andersen
123 8th Street
Portland 93399

Correct Problems

If items in your address block are missing or out of order, use

Match Fields to identify the correct address elements from your

[ o [ o

mailing list.

4. Insert Merge Fields L =P Rules ~
a3
2% Match Fi

%] Update L

Insert Merge
Field =

Last_Mame
First_Mame
Address

City
StateProvince

ZIPPostal_Code

C3 — Crowley Computer Consulting
Copyright 2007

Bl
Insert Greeting Line l u

Greeting line format:

per Ielfoma ][ [l

Greeting line for invalid recipient names:

Dear Sir or Madam, ﬂ

Preview

Here is a preview from your recipient list:
K4 b b

Dear Elizabeth, |

Correct Problems

If items in your greeting line are missing or out of order, use Match Fields to

identify the correct address elements from your mailing list.

5. Match Fields

In order to use spedal features, Mail Merge needs to know
which fields in your redpient list match to the required fields.
Use the drop-down list to select the appropriate recipient list
field for each address field component

Unigue Identifier (not matched) | =
Courtesy Title (not matched) =
First Name First Name -
Middle Mame
Last Name Last Name -
Suffix (not matched) =
Nickname (not matched) -
2ob Tt
Company (not matched) -
Address 1 Address -
Address 2 (not matched) -

cty

Shaba [era————— 1L~
Use the drop-down lists to choose the field from your
database that corresponds to the address information Mail
Merge expects {isted on the left.)

|| remember this matching for this set of data sources on
this computer

Il Cancel

D:\Users\Jim\Documents\1Training\Office 2007\Mail merge outline.docx
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6. Remerge with Northwind Employees.xIsx - no header

row!

A. Process
i. Select recipients
ii. Use existing list
iii. My Documents
iv. Northwind Employees.xlsx

B. Address block —notice no preview. Since the
spreadsheet doesn’t have headers Excel can
recognize, we have to Match Fields manually.

C. Word will convert the first record into a header!
You will lose this merged record! You may need to
go to the data source and add headers!

7. Remerge with Northwind Employees bad header.xlsx -

header row that Word doesn’t recognize!

A. Process
i. Select recipients
ii. Use existing list
iii. My Documents
iv. Northwind Employees.xlsx

B. Address block — notice lots of data missing in the
preview. Since the spreadsheet doesn’t have
headers Excel can recognize, we have to Match
Fields manually.

C3 — Crowley Computer Consulting
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In order to use spedal features, Mail Merge needs to know
which fields in your recipient list match to the required fields,
IIse the drop-down list to select the appropriate recipient list
field for each address field component

Unigue Identifier (not matched) E| -
Courtesy Title (notmatched)  [«] |
First Name Andrew [=] |
Middle Mame {not matched) E| r
Last Mame Cendni E|
Suffix (notmatched)  [=]
Mickname (notmatched) [«
Job Title {not matched) E|
Company (not matched) E|
Address 1 (not matched) [P
Address 2 Cendini [~ ]
City Andrew -_g
CHata 123 2nd Averue 1 7

Use the drop-down lists to choose Bellevue

database that corresponds to the | WA M il

Merge expects (isted on the left.) ggggg

[ Remember this matching for th USA an
this computer {not matched)

OK

In order to use spedal features, Mail Merge needs to know
which fields in your redpient list match to the reguired
fields. Use the drop-down list to select the appropriate
recipient list field for each address field companent

Unigue Identifier (not matched) E| -

Courtesy Title {not matched) E|
First Mame {not matched) E| A
Middle Mame (not matched) E| 3
Last Mame (not matched) [«
Suffix {not matched) E| o
Mickname {not matched) E|
Job Title (not matched) E|
Company (not matched) [«
Address 1 Address1 =
Address 2 Address2 =
City  (not matched) |4
Chata frot matrhadt 11

Ise the drop-down lists to choose the field from your
database that corresponds to the address information Mail
Merge expects (isted on the left.)

[] Remember thie matching for thiz set of data sources on
this computer

Page 11
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Data sources

1. See possibilities —>

2. You do NOT want to recreate the data if it

already exists!

A. Typical sources
i. Excellists
ii. Access tables or queries
iii. Lists typed in Word

B. Less typical, but powerful data
sources are ODBC or database

queries to SQL database on company

servers.

i. Usually require some expertise to

make the connection the first

time.

Office Database Connections (*.odc)

Access Databases (*.mdb;*.mde)

Microsoft Office Access 2007 Database (*.accdb:®.accde)
Microsoft Office Address Lists (".mdhb)

Microsoft Office List Shortcuts (%.ols)

Access Projects (".ade™.adp)

Microsoft Data links (*.udl)

ODBC File D5Ms (*.dsn)

Excel Files (*xlsx* xlsm;* xlsh; *xls)

Web Pages (*.htm;*.html;*.asp;*.mht;*.mhtml}

Rich Text Format (*.rtf)

Waoard Documents (F.doce™ doc®.docm)

Al Ward Documents (*.dooe® doc™ docme ™. dote™. dot:*. dotme ™ it bt = hitml)
Text Files (*.tet ™. pro; ™. cov ™ tab; " asc)

Microsoft Works Databases (*.wdhb)

Lotus 1-2-3 Files "ok owj?)

Paradox Files (*.db)

dBASE Files (*.dbf)

Database Queries (*.dqy;*.rqy)

ii. Once the connection is created, Windows remembers it and you can re-access it easily.

3. Outlook Contacts — if you have an extensive list of names in Outlook, you probably will want to use it. Outlook

Contact lists are great little databases! Demonstration will not work in class, Outlook is not configured.

L
wecons M S

Select a contact folder to import:

MName Count Location
3232 Mailbox - Jim Crowley|

OK

] [ Cancel

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove recipients from the merge. When your list is ready, dick OK.

Data Source |7 Last | First - | Title | Company w | Address

Contacts Abi-Sarkis | Genevieve

Contacts ¥ Abel Debbie Ogdensburg Bridge & ...

Contacts [7 Abt Ann 3650 Dutch Ho

Contacts [¥  Feingold Bob Acoustic Magic 35 Peakham R

Contacts |7 Action Front Data Reco...

Contacts [¥  Adams Chris Upstate Xerographics

Contacts [¥  Adams Gary 149 Keyes Rd

Contacts [¥  Adams Kim Lisbon Fire District Board of Comr

<[m ] - B T v
Data Source Refine redpient list

Contacts «| %) sort..

7 Filter...

2;] Find duplicates. ..

4. Be patient when working with large lists!

Edit Recipient List
1. See screen shot above and right

_| 4% Find recipient...

[# Validate addresses...

A. Sortrecords

B. Filter records
i. Manual filtering via check marks on listing
ii. Powerful automated filters

C3 — Crowley Computer Consulting
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Filter and Sort Filter and Sort
Eilter Records | SortRecords Filter Records | Sort Records
Sortby: =| @ Ascending Descending Field: Comparison: Compare to:
- Ci Equal to Canton =
Then by: F @ Ascending Descending ty E g |Z|
_ Cr Ci
Then by: @ Ascending Descending E v
And E
Department =
Less than or equal
Greater than or equal _~
G o (o | | || o

Focus on documents

Letters
1. Basically, if you can write your letter...

Envelopes
1. Can be started from
A. Create group, Envelopes

B. Start Mail Merge group, Start Mail Merge, Envelopes.

C. Step by Step Mail Merge Wizard

2. If used before a merge process is started, you get the ability to

L
Envelopes Labels Start Mail Select Hig
Merge ~ Recipients =~ Recipient List | ||Merg

Mormal Word Document

Create ﬁ Letters
|I| T 1| i=1 | E-Mail Messages
,_. =1| Envelopes...
: n__-:l Labels...
E Directory
fiw,
5
=3

Step by Step Mail Merge Wizard...

print a single envelope. | suggest using this rather than your typewriter!

3. Select envelope options — specific to the size envelope!
A. You can adjust fonts and margins, defaults are
“standard.”

L il
Envelope Cptions - &u

Envelope size;
Size 10 (41/8 %9 1/2in) E
Delivery address

From left: |Auto

From top:  |Auto

4 r

L1

Return address

From top:

Preview

4.

Select printing options — specific to the printer you are

using!

A. Check printer or manual for recommended
direction of feed. Windows will get good
information from good printer drivers.

B. Feed from may require attention, especially with
more sophisticated printers.

C3 — Crowley Computer Consulting
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Envelope Dpticns- @u

Envelope Options |

Printer: HP LaserJet 3330
Feed method

@ Faceup () Face down

[T Clockwise rotation

Feed from:
Automatically Select
Waord recommends feeding envelopes as shown above,

If this method does not work for your printer, select the
correct feed method.

5. Use Wizard
A. Create envelopes from a new document using OFA 83 Simple.accdb
i. Enter return address and reduce spacing
ii. Click around to find the address block area
iii. Address block will require match field for Town, watch preview!

Labels
1. Process is pretty much identical to envelopes... “Label Options . i
A. Continuous (dot matrix) vs page printers e |

() Continuous-feed printers

B- SeleCt Vendor (@ Page printers Tray: |Default tray { Automatically Select) IZ|

C. Select label size. You can type in this list to get there Label information
fa Ster | Label vendors: | Avery US Letter IZ|
. ) . . Product number: Label information
D. Details show you exact dimensions of a label. 8066 =] Type:  MailngLabels
. . 8126 Height: 2"
2. Label buying suggestions g1s0 o e«
. . . . . Page size: 8.57X 117
A. Laser labels for laser printers, inkjet labels for inkjet
pr‘mters' [ Details... ] [Mew Label... ] Delete [ QK ] [ Cancel ]
B. Crappy labels gum up your printer. cevenl: | L
Preview
Check to see if a manufacturer is listed in the vendor list, or do they give an Ermp—
Top margin J-'-—r—mnzuma\ D1td’\—‘1
“Avery equivalent.” IT_l !
. . . . . . ertical umber down
D. Creating your own label sizes is possible, but time consuming and wastes a el ich ENl
lot...
Number across—————————+
. Label name: 5163
Directory Tomagn 05 (5] Ledbee |2
1. Directories allow you to create lists with multiple records on a single page of the ~ |Zo7°r  ** = =" *
resulting document. Think telephone directory, phone list or alumni directory. :g"“’”""”"“ ‘L‘i - ;n :“"’ : o
age size: etter (8 V2 x 11in)
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2. Create directory from a new document using OFA 83 Simple.accdb
A.
B.
C.

Set up three columns
Enter name fields
Preview only shows one name on a page! Useless! You must merge to a

new document to see the results!

I ARENERRE SERNER?. (i

«First_names «Last_names Rita Crowley

Rita Crowley Rita Tulip

Lori Montroy Tom Sharlow

D. Optional
i. Sort
ii. Add additional information

Email messages

1. Email mergers send a single message to each record in your data source. Recipients will not see one another’s email
addresses.
2. Create an email from a new document and Soccer Coaches.xlsx
A. Notice a poor data source
i. Incomplete records
ii. Names not separated, first and last name in a single field.
iii. Improperly used fields, phone number in Greg Guimond’s email field.
Miscellanous
Data on the fly...
1. Data sources can be created in Word.

A. Start the Mail Merge wizard
B. Use Toilets R Us complaint merge doc.docx
C. Create a data source...

Mew Address List &lﬂ First Name w Last MNam
—— = i :
Type redpient information in the table. To add more entries, didk New Entry. E\'r Sort Asc Endmg
Title w | First Name - | Last Mame w | Company Name - | Address Line 1w | Address Line 2 - il Sort Descending
E (Al
- Rita Crowley 0148 State High... -
i - Thomas Crapper 123 Main 5t James
I - Porcelain Fixture 45 Jones Ay Rita
Uncle Sam American Fixture 7830 M Drainag...
I - Thomas
i Porcelain
Uncle
1
(Blanks)
< i P (Monblanks)
[ Mew Entry l l Find... ] (Advanced...)
[ Delete Entry l [ Customize Columns... ] 0K l [ Cancel
LS B __________________ 1IN
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- Il

Field Names

-
First Mame

Last Mame
Company Mame
Address Line 1
Address Line 2
City

State

ZIP Code

Country or Region
Home Phone
Wark Phone

E-mail Address

Mowe Down

ok || Cancal |

D. Listis saved in a.mdb file — the old Microsoft Access format. It can be stored anywhere, but Windows looks in
the My Data Sources folder by default.

Greeting line oddity insert Greeting Line T

Formal greeting lines will list first names if you aren’t Greeting line format:
careful to give titles. See the example on the right, where Mr. Randal =L [=
Greeting line for invalid recpient names:
you would expect “Dear Mr. Crowley,” you get “Dear James y——— =
|Dear Sir or Madam, |Z|
Crowley,” because there is no “Mr.” in the title field or no Preview
title field. This is often overlooked when setting up data Here is a preview from your redpient list:
sources. K4 b1

Dear James Crowley,

Correct Problems

If items in your greeting line are missing or out of order, use Match Fields to

identify the correct address elements from your mailing list.
Match Fields. ..

[ Cancel

More stuff and directories

Heading must be in headers....

Top Sales

wSalesperson» awCountry» wOrder_Amount»

Results in...

C3 — Crowley Computer Consulting Page 16
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Buchanan UK 5 440.00
Top Sales
Suyama UK 51,863.40
Top Sales
Peacock Usa $1,552.60
Top Sales
But...
: Title|
| Header | «Salesperson» wCountry» «Order_Amount»
Results in...
Top Sales
Dodsworth UK 5275.71
Peacock usa 4578.43
Davolio usa 2398.72
Rules can be used to perform complex decisions. For example, using rInsert Waord Field: Skip Record If &u
skip record if Order Amount is less than 4000 resulted in the
previous list. Field name:
Order_Amount IEI
This should go at the beginning of the record’s line. Comparison:
«Skip Record If...»e5alespersons Less than IEI
Compare to:
4000
Wait a minute... How did you line up the decimals? Using tabs...
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Top Sales

«Skip Record If...»aSalesperson» wCountry» wOrder_Amount»

Select the tab type in the upper left corner of the ruler. Click on the Ruler where you want it.

[-]

A Left Tab stop sets the start position of text that will then run to the right as you type.

[+]

A Center Tab stop sets the position of the middle of the text. The text centers on this position as you type.

-]

A Right Tab stop sets the right end of the text. As you type, the text moves to the left.

]

A Decimal Tab stop aligns numbers around a decimal point. Independent of the number of digits, the decimal point will be in the same position.
(You can align numbers around a decimal character only; you cannot use the decimal tab to align numbers around a different character, such as
a hyphen or an ampersand symbol.)

[1]

A Bar Tab stop doesn't position text. It inserts a vertical bar at the tab position.

And the dollar signs came from Edit Field...
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Please choose a field

Categories:

Field properties

Field name;

(@)

Field names;

Fill-in
GoToButton
Grestingline
Hyperlink

If
IncludePicture
IndudeText
Index

Info
Keywords
LastSavedBy
Link

Listhum
MacroButton
MergeRec
MergeSeq
Mext

Description:
Insert a mail merge field

Field Codes

nd the truly fancy numeric formatting by toggling field codes and editing.
«Skip Record If...»«Salesperson:

|Drder_.ﬁ.muur1t |

Format:

(one) [}

Uppercase
Lowercase
First capital
Title case

Order_Amount \# S## #5##.00}

| was unable to find a nice concise listing of field code formatting. | googled “word merge format currency” to get the “\#

SH# #H##.00”

Cheating is good.

a«Country» { MERGEFIELD

Field options
Text to be inserted before: E

Text to be inserted after:

Vertical formatting

Preserye formatting during updates

Lo JL
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