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Using Microsoft Word Mail Merge

SOIUtiOﬂSW with CONNX Data Sources

to Create a Form Letter

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

Tools
" speling and Grammar. .. F?
B e ot B s e I _ T 2. Leave the document open,
Ll e L A e wiord Count... and select Mail Merge on
e LIEES - A autosummarize. . the Tools menu in
: ' AETCE Microsoft Word.
Track Changes

Merge Documents. ..

Protect Docurment. ..

Mail Eboo
=] Envelopes and Labels, ..
Letber Wizard.,..
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Templates and Add-Ins. ..

Customize, ..

Options. ..

Tools Customize Add Menu Shortcut  Ale+Cirk=

Mail Merge Helper [ 2] <]

Use this checklist ta sek up a mail merge. Begin by choosing the Create

buttan, 3. Select Create under Main Document in the Mail Merge Helper
dialog box. Select Form Letters, and then click the Active
Window button.

=
] EE Main document

Create T

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

| etData v

3
Merge the data with the document

Merge. ..

| Cancel

4. The Microsoft Query window is displayed 5. Click the MSQuery button in the Open Data Source dialog box.
with the Choose Data Source dialog box.
Select a data source, and then click the OpEnDEtals buice [2]]
OK button Look in: I[:l QuickReferenceCards j QI B LE_ & EI
|1 craphics T QuickRef _template doc Open I
S Yo et g o Bt

@Qu\ckRef Dan.doc

— ;i . M3 Query...

atabases | Queries | -EIK ) QuickRief _Installation.dac
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CONKb2" 7 QuickRef_MsEscel.do I select method

b Browse: Y QuickRef_MSExcelPT table.dor

dBASE Fi ] QuickReef_MSQuigy . doc
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CONMNX Integrated Logon [ x|

User 1D IJiIlJaques Add Tables BE
Password: [ Change | Cancel | Table: 7. Select a data source table in

""""""""""""""""""""""""""""""""" — the Add Tables dialog box,
Close | and then click the Add

equiprnt_rms

Connect Options

o cl o ,
Application: I j Custarn... | :ozﬁ&gsmups_lms button. When flnlShed, click
Data Dictionay: [EACONNAGZUTILS SAMPLES COD products_fms the Close button.

. . Optiohs...

6. Log on to CONNX, using a valid user name and —I

password for the selected data source. Oprer | =
A &

I Microsoft Query
File Edit “iew Format Table Criteia Records 'wWindow Help

EEER V=] EUE]

x2| )

%y Query 1 from CONNXBSAMPLES 32
Customers_ms
customercaunt] &
custonenne 8. Double-click field names in the field list of the
customerphone .
customerstate || selected table or tables to create merge field
A .
e names and view the table results for your
customername | customeraddress | customercity customerstate | customercountry | customerzip «
| Always Open Quick Mar| 77 Dverpass Ave, Prowo ut Usa 84604 dOCU ment
[ |Andie's Continental Food P.O. Box 209 Bellingham A MMl 98228
L |Anthony's Beer and Ale | 33 Neptune Circle Clifton Forge: Ry LISA 24422
| BabuJi's Exports Box 29338 Londan LK W1 BLT
| |Bergstad's Scandinaviar 41 5. Marlon St Seattle WA usa 9e104
| Blue Lake Deli & Grocen 210 Main St Port Townzend WA Usa 98368
L[| Blum's Goods 143 Blum Rd. London UK MW 2BP
_|Bottorn-Drollar Markets | 23 Tsawassen Blvd. Teawassen BC Canada TZF Bh4
__|B'sBeverages Fauntleroy Circus Londat UK EC2 BNT
| Consolidated Holdings | 12 Berkeley Gardens | London UK Wil BLT
| Eastem Connection 35 King Gearge Landan 1] W3 BPW
| Empire Trading 7 Baster Hill London Uk w2 1H)
[ |Fitzgerald's Dreli and Yide 14 E. Eastway Dr. Bellevue A LISA 98008
__|Foodmongers, Ine. 418 - Bth Ave Wialla el Wil LS4 99362
| Fraser Distributars North Kingsgate Londan UK WwC1BLP
| Frugal Purse Shings 418 Datablitz Ave. Pocatella D usa 83201
| Fujiwara Asian Specialtie 72 Dovlin Ply, Phoenix v usa 85306
| |Garcia's All-Dray Food M. 401 Rodeo D, Aubun A LISA 98002
| |Great Lakes Food Marke 2732 Baker Bled. Eugene OR LISA 97403
| Hanaver Poultry 400 Hanover Square | London UK wal1DP
| Highbridge Gourmet She 361 Pitt St Jamaica NY LSa 11451
| Hungry Owl AllMight Gre 1007 West Pender ancouwer BC Canada W3F 2K2
L |lsland Trading 454 Crovither 'Way Hedge End Lancashiie LE LAT P8
. [Kingsgate Goods 88 Gray's Inn Rd. Londan (1] WwC2 BLR
| La Playa Mini Mart 2044 Seahorse Bay Rd. | Port Townsend WA, Lsa 98368
aunhinn Bacehus Wi 11|ﬂa St Manenwer RL. Canards WAF 2K 5 hd

File 9. S(-:‘Iect Return Data to Becmsns  moca.a-wemm=umanew 10. Place the cursorin the
Hew... Microsoft Word on the e N e correct location within
. . . Tt e Pt + e Wi i+ el (AL | s R e
Oper... File menu in Microsoft et

the form letter, and then
click the Insert Merge

pe———

Cloge Query. m—

Save ety

Save s . . . S Fields button. Select a
— Click the Edit Main merge field from the list

T able Definition... Document button in the box.

Execute SOL... Mail Merge Helper dialog

box. You may now add
merge fields to your
Microsoft Word form letter.
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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

~ Setup...
LI Cancel I

~Records to be merged
Coal % From: |1 To: IID 4|Check§rrors...

Query Opkions, ., I

~When merging record:
& Don't print blank lines when data fields are empky,
" Prink blank lines when data fislds are empty,

Query options have been set

12. The final document should resemble the following example:

W Microsoft Word - Form Letters1 = E
iﬁﬁle Edit Yiew Insert Format Tools Table Window Help _Iﬁ'lil

g@@|n.m.
B 7 U

|E .,7| m Cross-reference... Caption.. ,7 100% =

@I J[Exe1
L/|*w|

Al2|

Maormal ~  Arial 12 =

Algust 120019

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

. il

~ This-isthe firstin-a series of-in Tl e sent to-you-during the: next-
three-months -Please confin ce-at-allevents-as-soon-as possible
We'rerlooking forward-to-

1
Sincerely g
il

T
: Wl
B flary k- Elwidge-JonesT
- Wice President]]
- AlBrant MutEmporium.

=eSeckion Break (Mext Page) .




