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Using Microsoft Word Mail Merge with
CONNX Data Sources to Create a Form Letter

1. Create a form letter in Microsoft Word. Merge fields are defined

and inserted later.
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Use this checklist to set up a mail merge. Begin by chaosing the Create
button.

=3
-I EE Main document

reate v

2 Data source
| GerDatav

3
Merge the data with the document

Merge...

| . Cancel

4. The Microsoft Query window is displayed
with the Choose Data Source dialog box.
Select a data source, and then click the
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3. Select Create under Main Document in the Mail Merge Helper
dialog box. Select Form Letters, and then click the Active
Window button.

Click the Get Data button under Data Source, and then click the
Open Data Source button.

5. Click the MSQuery button in the Open Data Source dialog box.
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Find files that match these search criteria:
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™ Use the Query wizard to create/edit queries
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11. When complete, return to the Mail Merge Helper, and click the Merge button. In the Merge dialog box, under Records To Be
Merged, enter the number of records to merge. Click the Merge button.

Merge ﬂ E

TR~ | setup.. |

Cancel I
~Records to be merged
Coal & From: |1 Ta Iw Check Errars... |

Cuery Options. .. I

—'hen merging record:
& Don't print blank lines when data fields are empky,
£ Prink blank lines when data Fields are empty,
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12. The final document should resemble the following example:

@E\Ie Edit Wiew Insert Format Tools Table Window Help ;IEILI
Dﬁ-"n|§|ﬁ"\'}°|g,ﬁ$@|nvmv %@|@ .lﬁ|mmss-;eferance.” Qaption.‘.l?lﬂﬂ“‘z’o S El| ”ﬁ
Mormal + Arial iz x| B I O |(|==E=EE = vA?vAv” il O] ] #E@%!|'ﬁ|

|2 <] - wrL|E- - mmE|EE D] E A
&l o s =

Algust 120019

Customer name and address
merged into a Microsoft Word form
letter from a CONNX data source
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