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Using Mail Merge in Microsoft Word XP
with CONNX data sources

If you’'ve been wondering how to merge data from CONNX data sources using the Mail Merge function in

Microsoft Word XP, here’s how:
1.

Open both Microsoft Word XP and CONNX. In
CONNYX, select the samples. cdd in the File/
Open dialog box. Under Tools/Options, select
the Quoted Delimiter and Enable CONNX
Database Catalog Support check boxes. Click
the OK button, and be sure to save the CDD
you created.

2.

3.

ICOMNNX Data Dictionary Global Configuration Options

¥ Use Quoted Delimiters

¥ Enable CONM D atabase Catalog Support
I~ Brevert this COD from being linked as a child
I Enable NT Integrated Security

I~ &low Pure Passthrough Queries

I~ Allow On the fiy COD Metadata Updates

[~ &llow O the fiy COD Metadata Inserts for objects that have not been imported

Lancel

Connect to ODBC Data Source

C

In Microsoft Word XP, under Tools, select Letters and Mailings/
Mail Merge Wizard. Click Next: Starting Document at the
bottom of the Mail Merge pane on the right.

Next, you'll be choosing a source for the address block of a

mass mailing from a CONNX RMS data source, but you can
use any available data source. In the next pane, click Next:
Select Recipients. When the pane changes, click the Browse
button and then click New Source.

You can now locate an ODBC Data Source Name (DSN). In
this case, we are using the CONNX8Samples32 CDD. Click
ODBC DSN, and then click the Next button. Click
CONNX8Samples 32, and click Next.

Data Connection Wizard

hoose the ODBC data source wou want bo connect o,

ODE

Z data sources:

Log on using your integrated CONNX logon,
select an ODBC DSN database type in the
Application list box, and then click the OK
button. Select the database that contains the
data you intend to use, and then click the
Next button.

Data Connection Wizard - Choose Data

Select Database and Table
Select the Database and TablefCube which contains the data you want,

[

Select the database that contains the data you want:

IRMS !

Iv Connect to a specific table:

Fimish

= Back I Mexk = I

Cancel |

Mame | Schema| Descripti0n| MUdiFied| Created| Tvpe -
customers_rms dbo TAELE

equipmnt_rms dbo TAELE

orders_tms dho TAELE -
product_groups_tms dho TAELE

products_rms dbo TAELE
syscnxiColumnPriviieges  dbo TAELE
syscrCalurnns dbo TABLE -
< ) | LIJ

Cancel

@ = Back I Mext = I
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6. Select a database table, one at a time. At this point, you can
rename the file or add a description. Click the Finish button.

Data Connection Wizard - Finish

Save Data Connection File and Finish

Enter a name and description For your new Data Connection file, and press Finish to
save,

File Marme:

RMS customers_rms,odc

Browse. .. |

[ Save passward in file
Descripkion:

* data connection po

Select Data Source

Search Kewwords:

|
)

Cancel < Back [ext = Einisl

8. The Data Link Properties dialog box opens. On
the Connection tab, enter your CONNX user

Look in:

History

My Docurments

Favarites

My Nekwark,
Places

7. Choose the data source you created (it will

have the extension .odc), and then click the
Open button.

=ty Data 5 -8 & X i B - Tk~

File name: IRMS custamers_rms

j Newgﬂurca...l Open

Files of bype: IAII Data Sources (*.odc;* mdb; *.mde)j Cancel

name and password. Make sure the checkbox for
Allow Saving Password is selected. Click the OK

button.

Frovider - Cannection |Advanced| Al I

Specify the following to connect to ODBC data:
1. Specify the source of data:
" Use data source name

I j Eefresh |

' |lse connection sting

9. Back in Word XP, select Mail Merge Recipients. Click the

Select All button or another selection of recipients of your
letter. Click the OK button.

LConnection string:
|DSN=EDNNXBSAMPLE832;UID=infonautuse Bgild...l

2. Enter information to log on ta the server

Uzer name: prworduser

Password: I""""

[ Blark password W Allow zaving password

3. Enter the initial catalog to uze:

|FibS |
Test Connection |

ak. I Cancel | Help |

Mail Merge Recipients EHE

To sork the list, click the appropriate column heading.  To narrow down the recipients displayved by a
specific criceria, such as by city, click the arrow next o the column heading. Use the check boxes or
buttons ko add or remove recipients from the mail merge.

List of recipients:

| > customerid | > custometname | > customeraddress | ¥| custometcity «
ALWAD 7 55 A
AMDRC &ndre's Continental...  P.O. E EBellingham —
AMTHE anthony's Beer and... 33 Neptune Circle Clifton Forge
BARIL] Babu Ji's Exports . Box 29938 London
BERIGS Bergstad's Scandina... 41 5. Marlon St Seattle
BLLEL Blue Lake Deli & Gro.,, 210 Main 5t Port Townsend
BLUIMG Blurn's Goods . 143 Blum Rd. Landan
BOTTM Bottom-Dollar Mark,., 23 Tsawassen Blvd, Tsawassen
BSEEY B's Beverages Fauntleroy Circus London
Bubba
CONSH Consolidated Holdin... 12 Berkeley Gardens Londaon
|7|I FASTC Fastrrn f'nnnF!annl .. A8 Kinn Genrne | nndnn ﬁ
4 3
Select Al | Clear all | Refresh |
Bnd.. | ed | validate |
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10. Click Next:Write Your Letter. Compose your letter and click File/Save.

11. Once your letter is complete, click Address Block in the Mail Merge pane and select the Match Fields button. Select the
fields from the list boxes that you want to appear in the address block, and then click the OK button.

Match Fields EHE3 |

Mail Merge has special Features For easily warking with addresses. Please specify address
figld components to simplify address insertion,

Required information =
Lask Mame -
Firsk Marne cuskomerid -
Courtesy Title Cuskomernane 3
Company customeraddress 3
Address 1 cuskormercity 3 b

: customerskate
ity ’ 3
cuskomerzip
State =
cuskormercounkry
Postal Code customerphone -]
Spouse First Mame (ot available) 3

Optional information
Middle Mame [(rot available) =]
L [rock menilablay

Ilse the drop-down lisks ko choose the field From wour database that corresponds to the
address information Mail Merge expects (listed on the left.)

Ik I Cancel

12. Click Complete the Merge and preview your letters under the Preview pane. Click Find a
Recipient and move through the merged mail by using the arrow keys. You can edit the text
of each address by selecting the label in each letter typing the corrections. Click File/Save
once you've reviewed your labels.

Preview your letters

One of the merged letters is
previewed here, To preview
another letter, click one of the
Following:

Recipient: 1
B Find a recipient...
Make changes

‘fou can also change your recipient
list:

Edit recipient list...

Exclude this recipient

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

Step 5 of 6
g Mext: Complete the merge

< Previous: Write wour letber

il Docurmnent1 - Microsoft Word = [=]x]

File Edit “iew Insert Format  Tools  Table  Window  Help Type 3 question For help =]/

0= > 4 Mormal - TimesMewRoman + 12 - B 7 O E == [=- O-#-A-. 13. Click Print to open the Word XP
[clME - - a2 30405 o€ MailMerge > £ Print pane and select a printer. You
n Complete the merge can also choose Edit Individual

: R DLy Eo Tt Letters which opens a file contain-
e 29,7007 o ing the letter you select in the

" EEE—— srens e dment bt s Merge in New Document dialog

- 37 Overpass Ave, t afthe s, wich backto e box. To retL_Jrn to_the Mail Merge

© Prove,UT 54604 — function, click Microsoft Word on
r:“ Dear Sir or Madame: — 2 Prirt... the task bar.

- . . % Edit individual letters. ..

Thank you very much for your interest in our product. We will be looking forward [T — [71=]

hearing from you in the near future

Sincerely,

3P Werdington
COMNIMX Solutions, Inc

Merge records

" Current record

To: I

Ok I Cancel |

” (=l
F
- @ Step 6 of b
N ¥ <8 Previous: Preview your letters
=n[E= 4 | |
Page 1 Sec 1 11 At 23" Lnd  Cola REC TRK ExT ovr (B3

A start JI@Dncumentl - Microsof... [Ebsamples.cdd - CONNE Dat... B 119
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