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Defining the Data Source

The first step in creating a mail merge is defining the data source. In these examples, we will create a
simple query using Microsoft Excel and the MS Query tool to mine the data for the Mail Merge.

1. Open Excel and access the “Data” tab. Select Get Data > From Other Sources > From Microsoft

Query.

& = *

QLN ZeE&l-

ert Page Layout Formulas Data Review

Bookl - Mlicrosoft Excel

View Developer Add-Ins
[{a] From Access & X @ I_@ Connections 4] K Clea = E = = pata validation |
Zv |z|a | -
5 From Weh =1 S = & Properties Gy Reapply [F Consolidate
o From Other Existing Refresh Z) sort Filter Y Textto  Remove ., .
(-3 From Text Sources ™ | Connections All~ == Editlin i Advanced | Columns Duplicates EP What-If Analysis
| Get 3 From SQL Server hort & Filter Data Tools
Al =z Create a connection to a SQL Server table, Import data
- into Excel as a Table or PivotTable repart,
A ﬁ From Analysis Services H | ] K L
1 |‘ Create a connection to a SQL Server Analysis Services cube,
- Impart data into Excel as a Table or PivatTable repaort.
2 b From XML Data Import
3 ﬁ Open or map a XML file into Excel.
4 by From Data Connection Wizard
S5 j Import data for an unlisted format by using the Data
5 — Connection Wizard and GLEDE.
7 _\1 From Microsoft Query
= Impaort data for an unlisted format by using the Microsoft
8 = Query Wizard and ODBC.
9
10

2. Select the database from the available data connections. (If the Use Query Wizard option is

checked, uncheck it now)
Choose Data Source

Databases l Queries ] OLAP Cubes ]

CAS_FBG®
Cas_bain®
CAS_PACH
Caz_Phaze*
Cas_PMGT®
CaS RUST®

Ca5_SEMCO*
Cas_SGCCH

—h I"'_I"'I.I AW N

R

(£

ok
Cancel
Browse...

Dptions...

o)

[ Use the Query Wizard to create/edit quenes
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Log in with the appropriate user ID and Password for the selected Database.

3.
SOL Server Login
Data Source: Cas_Scott
[™ Use Truzsted Connection Cancel |
Login 1D |dba Help |
Pazzword: I""“""“"“ﬂ Options > |
4. Select the appropriate table from the “Add Tables” list. In this example, we are going the choose

the Customers table.

== Microsoft Query

File  Edit Table Criteria

View  Format

Records  ‘Window  Help

EEER =] [v=]=] 2474 [

“m Query from Cas_5cott

cLztamers

Add Tahles

3

addrezs_1
address_2

Table:

b!ll!ng_c:ycle_ld accruals_d
b!ll!ng_c_l,lcle_nl accrualz_h
billing_rate g adjust_tc

X

>

Cloze |

Add

adjust_tc_eamings
adjuzt_tz_mizc
adjust_tc_sui
ardiniet b wnta

L4 1]

[

Options... |

Owner:

f <>

D atabasze:

II:as_S cott

[]
[~
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5. Once the table has been selected, we will choose the appropriate fields from the table. Double click
on the following fields within the table selection screen.
e Customer_id

e Name

e Address_1
e Address_2
e C(City

e State

e Zip_Code
e Contact

®w Query from Cas_Scott

customers

billing_rate ~
bypazz_service_charge
certified_license
city
client_since
company_id

w o
country
credit_limit
customer_id
customer_no
custamer_type
default_tax_type
email_address
enable_service_charge

force_job
foreign_flag
gen_area_id 3
customer_id | name [ address_1 [ address_2 [ city [ state zip_code [ contact [ -
|10 TiM Client CUSTOMER| 123 Rockwood Drive Cleveland OH 44444 tdr Contact on TéM Clier ]
|1 westfield Insurance 1945 Root Road Larain OH 44052 Erian Cancian by
|10 Advanced Communicatil 3221 Mary Lane Shipstown [ul5} 89872 Joe Freeber
|07 Document Control Custa Make Changes Focky River OH 4421 Jacob Harvey
| |108 Lier Job Customner Lien Job Custorner Addre Leintowmn Ca 99532 Lein Customner Contact
|19 CM Customer 4221 Riverwood Lane Rocky River OH 4424 Jacob Harvey
|10 Hacker Owner Purchasze 543 Breezewood Court | P.O. Box 1154 Focky River OH 4421 Jacob Harvey
111 TEMS 8789 Morthwest Avenue Rocky River OH 44221 Erian Cancian
L nz2 Engert T&m 9098 Samsz Lane Rocky River 0OH 4424 Faul Reed Smith
|13 2 Engert 33211 GW Expressway Bath OH 44221 Eill Schultz
114 ICON 1105 FM 107 Toledo OH 44221 BErian Cancian
|15 Century Fire Protection | Pinemeadow Duiluth GA 33333 tike B asil
| |116 Test Custamer 115 Test Road Testville T 90389 Customner Contact
117 Syztems Paving 20002 ' almar Santa Ana CA, 959339 Erian Cancian -

]| 4| Record: *H
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6. Once the fields have been selected, click the Return Data to Excel button on the toolbar.

== Microsoft Query

File Edit hrmak

Table Criteria Records

Window Help

=

soL| [,

o) %) [¥=

=] |2

£l

cuztomers
billing_rate -
Fir—nn amniee ala-oene
7. Place the data in Cell Al in the Excel Spreadsheet.
(] & D EaEl+ Bookl - Mlicre
Insert Page Layout Farmulas Data Review View
1= A
Paste Sort Filte
s EELCLRCSINE Import Data
Clipbog ] —
GELEer calact how you want bo view this data in your workbook, sart & Fi
E Al j (%) Table
R i PivotTable Report
A { Ok F G
) g T ‘: il () PivotChart and PivotTable Report
........ - y
i \Where do you want ta put the daka?
3 () Existing worksheet:
- 4
| =sheet1 15441
5
) Mew workshest
) 6
™
. 7 [ Properties. .. ] [ o] ] [ Cancel ]
Kl —
]
- 9
Your resulting data should look like the example below:
Al - fr| customer_id v
A E C D £ £ G HE
1 customer_idﬂ name ﬂaddress_z ﬂcity ﬂstateﬂzip_codeﬂcontact
2 (10 T&M Client CUSTOMER REC 123 Rockwood Drive Cleveland OH 44444 Mr Cantact on
3 (101 Westfield Insurance 1345 Root Road Lorain OH 44052 Brian Cancian
4 106 Advanced Communications 3221 Mary Lane Shipstown OR 89872 Joe Freeber
5 107 Document Control Customer Make Changes Rocky River OH 44221 Jacob Harvey |=
6 (108 Lien Job Customer Lien Job Customer Address Leintown CA 99932 Lein Custome
7 (109 CM Customer 4221 Riverwood Lane Rocky River OH 44221 Jacob Harvey
8 110 Hacker Owner Purchases 543 Breezewood Court P.O. Box 1154 Rocky River OH 44221 Jacob Harvey
9 111 TKNS 8789 Northwest Avenue Rocky River OH 44221 Brian Cancian
10 112 Engert T&M 9098 Sams Lane Rocky River OH 44221 Paul Reed Smi
Y
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8. From the “Data” tab on the ribbon, select Connections.

(3] | F= CCrRALMER&E: Eookl - Microsoft Excel ‘ b ‘ o B &
“ Home Insert Page Lyout Formulas Data jeview View Developer Add-Ins Design &5 o = @p 2
—3 |4 From Access |'_j 5] connections 4 W | K Clea == | & Data validation = @ Group »  #Z
Past =g From Web B propart 4’, eapply B [l Consolidate % Unagroup = ==
aste - From Othe Existing - W Sort Filter | o Textto  Remove . _ —
T 5] From Text Sources Connect Allr B2 Edit Links J# Advanced | Columns Duplicates &P What-If Analysis ~ :u; ubtota
el Get External Data Connections Sort & Filter Data Tools Outline
Al h f"| custo| Connections v
A B Display all data connections far the D H F G HiL
i8 customer_id [l name ST city B state B zip_code B contact
2 |10 T&M Client CUSTOMER RE{ Data connections are links to data Cleveland OH 44444 Mr Contact on
3 |101 Westfield Insurance S:r:séieu%fdtaqlé‘ﬂfomzUE%E::QI‘;;B Lorain OH 44052 Brian Cancian
4 106 Advanced Communication changes. Shipstown OR 89872 Joe Freeber

9. Select the [Properties] button for the selected query.

Workbook Connections

Cescription Last Refreshed

10. On the “Usage” tab of the Connections Properties box, select “Refresh Data When Opening File.”

Connection Properties

Conneckion narme: |Quer~;.-' From Cas_Scotk |

Descripkion:

|Jsage | Definition

Refresh conkral

Last Refreshed:
Enable background refresh

- b range before saving the
wiorkboak,
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11. On the “Definition” tab, selecet the option to Save the Password with the query.
12. You will receive a friendly warning from Microsoft about saving the password. Click Yes to save the
password along with the query.

] Add-

Name Description: add... =

| | Query from ply S==
Past —_— Demove Text tg
= Usage | Definition | need | Columd

Connection bype:  Database Query perties. .. ]

Connection File: | |[ Browse... ] Refresh -

Locations whe | Conneckion skrind: | peqy=Cas Scobt;Description=Cas_Scott
{Foundation); UID=dba; ; APP=Microsoft Cffice

Z2010;WaID=5TKOZ; DATABASE=Cas_Scott; AnsifPW=N

Click. here td

Microsoft Excel

' The password is saved without encryption in the Excel file, making vour data less secure, Are you sure wou wank ko
. save the password?
Yes ] [ Mo ]
Wias this information helpful?
L J
14 116
’— 15 1117 I Ok ] [ Cancel
B —1 1 =2 | VLR LA =TY L T g AT I AL L

You may now save the Excel spreadsheet. This will become our data source for the Mail Merge
Document in Word.

Make a note where the file is saved, as we will require this location in a step in the future.
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Creating Merge Fields

In the following steps we will create the merge fields within an existing document. Once the Mail Merge
is complete, the process will replace the merge fields with the appropriate fields from FOUNDATION's
database.

Note: When creating the document, leave space for the customer name and address information, along
with the customer contact information.

(W = DS als MAIL MERGE RAW DOCUMENT - Microsoft Word = =2 2
Home

Insert Page Layout References Mailings Review View Developer Add-Ins [~ e

= . i . - d — N (e | ' Find -

= Times NewRom v 12 | AT o7 | Aa” |9 i R 20 T 4aBbCcl AaBbC( | AaBbCcl | AaBhCcl . ak . Replace
: +ac

a:te B / U -ahe x, X s A t=

v =4 B :

i

i ina T Mar Selals Change
Emphasis Heading 1 Maormal Strong = St}-‘lesg' g Select -

Clipboard Font Paragraph . Styles . Editing

(2]

e

=l
o

I - Y O

» (&

Leave space for the
: Customer information
N (name and address)

Dear . =

[would like to cordially invite vou and vour family to the First Annual Foundation
Software User Conference. Details Below:

Where : Cleveland, OH
When : March 15 -23_ 2006

Please F.SV.P.toJim Smith 1-800-246-0800 X 554 or email
= 1smith/@ foundationsoft.com

Thank vou,

ow 4

_ Foundation Software
Page:1ofl | Words: 47 | g8 | |E|¥| =

100% (—) !

Once the document is created, we will initiate the Mail Merge Genie to step through the process of
inserting the fields and attaching the data source (the Excel Spreadsheet created in the first step).
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1. Open Microsoft Word and create a new document. You may also use an existing form or document.

2. From the “Mailings” tab on the ribbon, select “Step by Step Mail Merge Wizard.”

You will notice a sidebar will appear on the right hand side of the document. We are on “Step 3"
because we are adding merged fields to an already existing document.

| ENE = i T 0 e o
(W] | & NEE&Q s MAIL MERGE RAW DOCUMENT - Microsoft Word = @ =
Home Insert Page Layout References Mailings Review View Developer Add-Ins o @
] Iy
==
Envelopes Labels | |Start Mail Select
Merge ~ |Recipients =
Create j Letters Write & Insert Fields Preview Results Finish
[ ~d E-mail Messages ! 290 volces ! 2Boeoof0cne A Ry Mail Merge - X
F . -
e =1 Envelopes.. —| Select recipients
i el Labels.. (%) Use an existing list
_ = Directory (O select from Outlook contacts
- O Type a new list
L Step by Step Mail M Use an existing list
) =[  Use names and addressss from a
file or a database,
a Browse. .,
~
. Dear .
m
i I would like to cordiallv invite vou and vour familv to the First Annual Foundation
Software User Conference. Details Below:
Where : Cleveland. OH Y| step3
When : March 15 - 23, 2006 8
+ : o > b Write your letker
-I Pleasa B S W P ta fim Smith 1.80N-24A.N800 X 354 ar_amail ! #| % Fggvious: Starting document
4 il 3
. = PR — T
Page:1of1 | Words: 47 | <88 | |EEE = = 108k (- U +)

3. Click on “Browse” under the Use an Existing List option on the right-hand sidebar.
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4. Browse to the Excel document that was created to pull in the customer information.

=
Select Data Source

a5

vl @-@ XoidE-

Lookin: | () 2011 CLEVELAND
B Ty Recent U re$11 Mail Merge
Dacuments “U g 11 1C Handout Template
@ Deskhop 2 ebiCuskomers Query
1| refIL MERGE Ry DOCUMENT
i #2011 INTRODUCTION TO MS QUER'Y
Dacuments

2011 Mail Merge

#2011 1C Handaut Template
#2011 1USER DEFINED FIELDS
','—;‘.51 Customers Query
@ MATL MERGE RAW DOCUMENT
[ SESSTON OVERWIEW

& SESSTOM OVERVIEW

Cormputer

‘:ﬂ Tl Metwork,
Flaces

5. When you select the Excel file, Microsoft Word will prompt you to select which worksheet contains

the data for the Mail Merge.

In this example, we will select the data table on Sheetl. Make sure the option “First Row of Data

contains column headers” is checked.

Select Table

2

rame Description  Modified Created Tvpe
1Z:00:00 AM  12:00:00 AM  TAEBLE
Sheetz$ 1Z:00:00 AM  12:00:00 AM  TAEBLE
Sheet3$ 1Z:00:00 4M  12:00:00 AM - TABLE
< | &
Firsk pow of data contains colurmn headers L8 l [ Cancel
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Microsoft Word will show you a preview of the data selected from the data source.

There are options here to Sort and Filter the list.

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 lisk, Use the
checkboxes ko add or remove recipients from the merge, When wvour lisk is ready, click Ok,

[Data Source [w w | addreszz 1 w | addresz_2 w | city ~
Customers 0 [ Cleveland
Custamers Query....  [¥  Westfield Insurance 1945 Rook Rioad Lo ain
Custamers Query.... [ | &dvanced Communications 3221 Mary Lane Shipstown
Customers Query,,., | |v  Document Conteol Custo,.,  Make Changes Focky River
Customers Query,... | [v  Lien Job Customer Lien Job Customer Address Leinkown
Custarmers Query.... [ M Customer 4221 Riverwood Lane Focky River
Custamers Query.... [  Hacker Owner Purchases 543 Breezewood Court P.Q, Box 1154 Ruocky River
Customers Query,,.. | [v  TENS a789 Morthwest Avenue Focky River
Customers Query,,.. | [v  Engert T&M 9093 Sams Lane Rocky River
Custormers Query.... | [v | 2 Engert 332-11 QW Expressway Bath
Custamers Query.... | [v ICON 1105 FM 107 Toledo
T nickarmare Tiars [t ~arnb s Fiva Drabkacki;nn Diraraa zdon Fualokk
£ >
Drata Source Refine recipient list
Custamers Query . xlsx ‘El Sork...

i Filker. ..

‘.3 Find duplicates. ..

-cJ'" :3

Find recipient. .,

2l Yalidate addresses. ..

6. Click [OK] to return to the merge document.
7. Inthe lower right-hand corner, select “Next: Write Your Letter.”

oftware User Uonference. Details BEelow:

Where : Cleveland. OH
When : March 13 —-23, 2006

Step 3 of 6

= & Mext: Write your letker

PTEVIOUS: ArAFTIDN (0L mer
Mext wizard step

-I Please B SV P ta lim Smith 1-800-24A08200 X 554 ar amail
4 I}

»
Page:1ofl | Words: 47 | ¢ | |fél|3§| B =
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8. Select the spot on the document where you would like to insert the first merge field. When ready,
click on the the “Insert Merge Field” option from the “Mailings” tab on the ribbon.
9. Click “name” to insert the Customer Name field into the merge document.

WH9-00DE5@E&4 - MAIL MERGE RAW DOCUMENT - Microsoft Word o B R
Home Insert Page Layout References Mailings Review View Developer Add-Ins [ e
il - < - E 2
ek B 2 8 E | o | 2
3 @ | |23 Match Fields ] =
Envelopes Llabels | Start Mail Select Edit Address Greeting |Insert Merge B A Finish &
Merge ~ Recipients = Recipient List Elock Line Field - v Auto Check for Errors | pjerge ~
Create Start Mail Merge Write & In| customer id review Results Finish
l'l"""‘é'""'1"""'2"""'3" name 5 B e Mail Merge * X
- -
address 1 Write your letter
address_2 If wou hawve not already done o,
ity wirite your letker now,
fat Ta add recipient information ko
state wour letter, click a location in the
zip_code document, and then dick one of
the items below.
contact ,
=] Address black...
= areeting line...

The result should look like the example below.

“11aImes

I Dear .

Software User Conference. Details Below:

I would like to cordiallv invite vou and vour family to the First Annual Foundation

can preview and personalize each
recipient's letker,

10. Continue adding the rest of the fields. Remember, cursor placement is important for inserting the
correct fields. You may add any required punctuation between the merge fields. (l.e., city, state,

and zip code.)

«name

«address_1»

~ «address_2»

. «citvy, «staten «zip_code»

Dear «contacts,
I would like to cordially invite vou and vour familv to the First Annual Foundation
- Software User Conference. Details Below:

T T TR Ty
can preview and personalize each
recipient's letker,

| Step4of6
E

o % Mext: Preview your letters

Now thet the appropriate fields have been selected, we may now complete the merge.
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11. In the lower right-hand corner, select “Step 4 : Preview your Letters.”

4

Dear_«contacts,
- I would like to cordially invite vou and vour familv to the First Annual Foundartion 7| Step 4 of 6
) Software User Conference. Details Below: 8
=+ o % Mext: Preview your letters
\'\"‘h ara - r‘] F\'F]:H’H" np’ revious; Jelect recipients
4 1] 3
Page:1ofl | Words: 53 | <& | [El@Eg = = 0% = Iy 7)

You can preview the merged document and cycle through the recipients on the list using the buttons

on the right-hand sidebar.

W EHY-0OQE5E&30 -

MAIL MERGE RAW DOCUMENT - Microsoft Word = B 2

Home Insert Page Layout References Mailings Review View Developer Add-Ins [~ e
= 2 28 8o "
= = = = = ==l B2 Match Fields o
Envelopes Labels | Start Mail Select Edit Highlight Address Greeting Insert Merge ) Finish &
Merge * Recipients * Recipient List  Merge Fields Block  Line Field = Up e w Auto Check far Ermors | pepge =
Create Start Mail Merge Write & Insert Fields Preview Results Finish

E- ! 1 - N - I B S N S B A R Mail Merge v X

@....‘

Hacker Owner Purchases
. 543 Breezewood Court
~ P.O.Box 11534

. Rocky River, OH 44221

6% I

Dear Jacob Harvev,

Whera - Clesvaland OH

Iwould like to cordially invite vou and vour family to the First Annual Foundation
Software User Conference. Details Below:

| » [&5

Preview your letters
One of the merged letkers is
previewed here. Ta preview

ollowing:

- Recipient: 7 -

Make changes

‘fou can also change your
recipient lisk:

T 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

& Mext: Complete the merge

W ow 4

4 Previous: Write vour letker

4

Page:1ofl | Words:i6l | o8 |
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At this point, you can select individual recipients, or a number of recipients from the original data source

by clicking “Edit Recipient List” on the sidebar to the right.

WEY-00EE&08- VIAIL MERGE RAW DOCUMENT = B &
Home Insert Page Layout References Mailings Review View Developer Add-Ins @ e
— =
r J &y s j j j P Rules + «{s_a{ﬁ W 47 [ =
= = = f@ = = = . { =
(B . @ — % Match Fields ind Recipient =
Envelopes Llabels | Start Mail Select Edit Highlight Address Greeting Insert Merge Preview B, A Finish &
Merge ~ Recipients ~ Recipient List | Merge Fields Block Line Field = Results| S Auto CheckforErrors | perge ~
Create Start I Finish
= Mail Merge Recipients
@'é N Mail Merge > X
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 vour list is ready, dick OK. Preview your letters
[rata Source | v ‘ name - | address_1 - | address_2 - | city ~ One of the merged letkers is
Customers Query.... | [¥  TaM Client CUSTOMER REC 123 Rockwood Drive Cleveland previewed here, To preview
- Customers Query.... | [¥  ‘Westfield Insurance 1945 Raot Road Lorain anather Ifetter, click ane of the
Customers Query.... | [¥  Advanced Communications 3221 Mary Lane Shipstawn Following:
Customers Query.... | [¥  Document Cortrol Custo...  Make Changes Rocky River Recipient: 7
Customers Query.... | [¥  Lien Job Customer Lien Job Customer Address Leintawn
Custamers QUery... |7___ M Customer 4221 Riverwood Lane Rockey Rivet 4] Find a recipient...
 Custom erv.... MEM 5 wood Court E
Custamers Query [v  TENS 5739 Morthwest Avenue Rocky River Make changes
- Customers Query.... | [¥  Engert T&M 093 Sams Lane
) Customers Query.... [V ZEngert 332-11 GW Expressinay recipient list:
- g ICON 1105 A 107 & Edit recipient list...
Data Source Refine recipient lisk
= ‘when vou have finished
- Cuskomers Query. xdsx ﬁl Sark... previewing your letters, click
- Hacker Owner P Mezxt, Then you can print the
- 543 Breezewood merged letters or edi individual
- o ) letters to add | ks,
o PO Box 1154 %3 Find duplicates... etters ko add personal comments
. Rocky River, OH Find recipient...
- Yalidate addresses. .,
m

The mail merge will create a document for any and all records that are selected with a checkbox in

the Mail Merge Recipients window.

12. If you are satisfied with the layout of the merge document and the selected recipients, select step 5

of 6, “Next: Complete the merge.”

Dear Jacob Harvey,

I would like to cordially invite vou and vour family to the First Annual Foundation
Software User Conference. Details Below:

| Whers - (Clevaland OH
4 [

«lo w4

Step 5 of 6
% Mext: Complete the merge

Freviols: Wike your [etter

Page:1ofl | Words:i6l | & |

#~FOUNDATION

Foundation Software User Conference 2014



13. At this point, you can select the “Print” option. All of these merged documents will print.

WEd9-00EE&Q s
Home Insert

Envelopes Labels | Start Mai

Create

Merge = Recipients = Recipient List

Start Mail Merge

Merge Fields Block

MAIL MERGE RAW DOCUMENT - Microsoft Word o B R
Page Layout References Mailings Developer Add-Ins [~ e
= - = [Zp Rules ~ M 4 7 oM B
= = = . - R
% Match Fields 4] Find Recipient =
Edit Highlight Address Greeting Insert Merge Finish &

Q,- Auto Check for Errors Merge =

Preview Results Finish

uz|

50 o0o0ogooogooogoe

EEEENEERY Mail Merge v X

@....‘

| v [&5

Complete the merge

Mail Merge is ready to produce
wour letkers,

Ta persanalize yaur letters, click
"Edit Individual Letters." This will
open a new document with yaur
merged letters. To make changes
to all the letters, switch back to
the original document,

Merge

25 Print...

&9 Edit individual letters. .,

14. If you are still unsure about the number of letters that will be printed, you can select the option to
“Edit individual Letters.”
15. You will be prompted to choose which records to merge. Select “All” to review all of the merged
documents/recipients.

Merge to New Document |E| [Z|

Merge recards

) Current recar

d

{:} From: |

l

K
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This will create a new document titled Letters1 with separate pages for all of the documents.

(]| i IE" I= Lettersl - Microsoft Word = B 2
Home Insert Pag jout References Mailings Revigw View Developer Add-Ins [~ e
5 i -
] . v Bam - - AT . | Bl 1T L i . 4T. E A . 1 nd =
TmesNewRom =12~ AT A7 | Aav %) E-=-05E FE LT uuppcel AaBbCo | AaBbCel | AaBbCel % & Replace
1 Sac
Pavste 7 B 7 U - ahe x, X* A A E=== = & - Emphasis  Headingl | 7 Mormal Strong = gm:sgf s select -
Clipboard Font Paragraph Styles Editing
S S B R R R N B B S BN B, R N A Bl
| &
a T&M Client CUSTOMER REC
. 123 Rockwood Drive
~ Cleveland, OH 44444
) Dear Mr Contact on T&M Client,
n I would like to cordially invite vou and vour familv to the First Annual Foundation
- Software User Conference Details Below: -
: hd
. I
. Where : Cleveland, OH =
When ; March 15 — 23, 2006 °
¥
[EleER =z = 100% ) y; (+)

Page:1 of 63 | Words: 3,569 | £ |

Note that this example has created a new document with 63 individual pages based on the selected

recipients. At this point you can edit the individual letters without effecting the main merge

document.

You can also print certain pages from the merged document if you did not select the correct

recipients.

You can save this document. This is not the merge file, it is the result of the merged document.
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Data Source Option #1

If you save the original document, this file will be available to pull in the data from the linked Excel file at
a later date.

When you re-open the document you will be prompted with a message that notifies you that the Word
document is linked to an external source.

1. Click “Yes” to repopulate the Word document with the list of recipients shown on the original Excel
file. If new records have been added to FOUNDATION, you will need to open the Excel document to
refresh the query and pull in new records. Once the file has been opened, you may close the file and
save the changes.

Microsoft Word [‘5—(|

Cpening this docurment will run the Following SGL command:

! E SELECT * FROM “Sheetl$”

Daka from your database will be placed in the document, Do wou wank ko conkinue?

[ Show Help == ]

Yes oo ] [ bep |

2. Once you have opened and refreshed the query in Excel, select “Edit Recipient List” to open the
Recipient selection window.

WEH2- 00 EE&A s MAIL MERGE RAW DOCUMENT - Microsaft Word =]
Home Insert Page nces Mailings Review View Developer Add-Ins = @
= By . J = = Rules = <fiee M 4 7 [ =
=8 B B 2 238 B o, B
','_QI’-Jatch Fields aﬂ Find Recipient
Envelopes Llabels | Start Mail Select Highlight Address Greeting Insert Merge Preview B, A Finish &
Merge * Recipient Merge Fields Block  Line Field=  |£] Update Labels | [Results Auto Check for Errors | pjerge =

Write & Insert Fields Preview Results Finish

Create Start Mail Jllesas

Edit Recipient List I S P S B |

Make changes to the list of
recipients and decide which of
them should receive your letter,

You can also sort, filter, find and
remove duplicates, or validate
addresses from the list,

| o Press F1 for more help.
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3. Highlight the data source in the lower left-hand corner and click the refresh button to update the
recipient list.

Mail Merge Recipients -g

This is the list of recipients that will be used in your merge, Use the options below to add to or change your lisk, Use the
checkboxes ko add or remove recipients from the merge, When wvour lisk is ready, click Ok,
[Data Source [w w | addreszz 1 w | addresz_2 w | city ~
Zuskonmers O [+ 2 3 Rockwood Crive
Custamers Query....  [¥  Westfield Insurance 1945 Rook Rioad Lo ain
Custamers Query.... [ | &dvanced Communications 3221 Mary Lane Shipstown
Customers Query,,., | |v  Document Conteol Custo,.,  Make Changes Focky River
Customers Query,... | [v  Lien Job Customer Lien Job Customer Address Leinkown
Custarmers Query.... [ M Customer 4221 Riverwood Lane Focky River
Custamers Query.... [  Hacker Owner Purchases 543 Breezewood Court P.Q, Box 1154 Ruocky River
Customers Query,,.. | [v  TENS a789 Morthwest Avenue Focky River
Customers Query,,.. | [v  Engert T&M 9093 Sams Lane Rocky River
Custormers Query.... | [v | 2 Engert 332-11 QW Expressway Bath
Custamers Query.... | [v ICON 1105 FM 107 Toledo
T nickarmare Tiars [t ~arnb s Fiva Drabkacki;nn Diraraa zdon Fualokk
£ >

Diata Source Refine recipient list

CLstomers Query, xlsx ‘El Sork...

] Filker...
‘.3 Find duplicates. ..
7 Find recipient. ..

e Walidake addresses, .,
Edit... ] [ Refresh

4. You are now ready to complete the mail merge with the updated data. Click the Finish & Merge
button to access options to print or save the merged document as a new file.

WEH2- 00 EE&A s MAIL MERGE RAW DOCUMENT - Microsaft Word =]
Home Insert Page Layout References Mailings Review View Developer Add-Ins [~ e
=EE N o - A
— = = = = 3| B3 Match Fields 3 || £9Find Recipient
Envelopes Llabels | Start Mail Select Edit Highlight Address Greeting Insert Merge Preview B, A Finish &
Merge ~ Recipients = Recipient List | Merge Fields Block Line Field = Ei Results| 'S¢ Auto Check for Erre Merge =

Create Start Mail Merge Write & Insert Fields Preview Results Finish

(| Edit Recipient List '3'4'5'/\

Make changes to the list of
recipients and decide which of
them should receive your letter,

You can also sort, filter, find and
remove duplicates, or validate
addresses from the list,

| 0 Press F1 for more help.
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Data Source Option #2 — Saving and Accessing a Query

1. Open the Excel Document that was created for the customer list.

=
(] &9~ BOESR&I|- Customers Query2 - Micros
Home Insert Page Layout Formulas Data Review View
3] From Access = ia| Connections -
by @ Beemecens oy B NE
Past 2? Properties
Y | B Refresh o il Sort Filter
Clipbq| Sources Co All~
Get External Data Connections Sort & Filt
Calibri ~ 11 -~ A" A7 T Oy
A _ C
. BIES-A-EC ST e
) =0 81 clinnt cLieTALIED REC 123 Rockwood Drive
3 [101 cut 1345 Root Road
4 |106 5 3221 Mary Lane
= 5 |107 er Make Changes
i 6 108 Lien Job Customer Address
- 7 |109 Paste Spedial.. 4221 Riverwood Lane
8 110 543 Breezewood Court
4 Refresh
9 111 8789 Northwest Avenue
— |/ 10112 Insert g 9098 Sams Lane
11 (113 Delete r 332-11 GW Expressway
_ 12 |114 Select » 1105 FM 107
13 115 Clear Contents Pinemeadow
- 14 116 cort N 115 Test Road
1| 15 (117 - 90002 Walmar
Filter 3
16 |118 ARITANALE Band
- 17 119 Table b | & Iotals Row
R 18 |120 d Insert Comment Conyert to Range
r‘\‘ 19 (121 3? Format Cells... gf‘ External Data Properties...
) 20122 Pick From Drop-down List... &y Edit Query.
28 123 &, Hyperiink... 1
22 124 e — Unlink fram Dats Source
- 23 127 Scott Kern House
° Alternative Text...
- 24 134 EIS -
° 75 137 New Mail Merge Custnmer Mail Merge | ana

5 - _
s W (v FF F F=] EE D (@)

2. Right-click on a cell within the data
table. Choose Table > Edit Query to
access the Query mode.

A
address_1 — Save i |L’f} Queries ﬂ
addiess_2
billng_cycle_id \ R Adnnandale
billing_cycle_r i I
billing_rate v My Recent
Documents
| | customer_id —
¥ {70 TiM @ _
| (10 e Query from Cas_scotk
|| :Ilgg gd\f Desktop B8 Query from Cas_TAB
|| oct = "
108 Cien Query from fsi_dispatch
| 109 Ch
: :::IHU ?E; My Documents
| |11z Eng
113 2En b1J
1114 Tt | . j

3. Once in the MS Query tool, select
File > Save.

4. Name the query with an
appropriate title that you will be able
to remember later. Save it in the
default folder if the file is to be used
on a local workstation. If this
document is to be shared, the Query
file will need to be saved on a shared
network drive.

5. Once the file is saved, close out of the MS Query tool and close out of the Excel document.
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6. Open the mail merge document, and access the “Mailings” tab from the ribbon. Choose the Select
Recipients > Use Existing List option.

MAIL MERGE RAW DOCUMENT - Microsoft Waord =

WH9-0 0SS~

Insert Page Layout References Mailings Review View Developer Add-Ins

“ Home

start Mail
Merge = |Recipients = Recipient List

IE Type New List...

Envelopes Labels

Create

Edit Highlight
Merge Fields Block

Line

Address Greeting Insert Merge
Field =

Write & Insert Fields

Preview Results

2, auto Check for Errors

= 228 B, JL.
(= = G = — = B8 o . N FE
— ;r_'J w 3 Match Fields ¥ Find Recipient =

Finish &
Merge =
Finish

e =

Use Existing List...

3 oo e

[ -

[

oz o1

8 select from Outlook Contacts..,

1

L1y [

7. On the Select Data Source window, choose the query that was just saved from the MS Query tool.

Select Data Source

Look in: | My Data Sources
B My Recent +Connect ko Mew Daka Source
Documents +Mew SOL Server Connection
(&} Deskiop 2 Adnnandale
ay
Dacuments

Cornpuker

‘:ﬂ Tl Metwork,
Flaces

File name: |

v

Files of bype: |.C\II Data Sources

i~ | Mew Jource...

l[ Cancel ]

o

8. Click “Open” in the lower right to select the data source.
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9. You will be prompted to enter the user ID and password to access the query.

SQL Server Login

Data Source: Caz_Scott Ok

[ Usze Trusted Connection Cancel

Login |D: |dba Help

aai),

Pazzword: || Options >

10. Microsoft Word will then prompt you to reopen the query every time the Mail merge document is
opened. Click “Yes” and continue with your mail merge.

Microsoft Word ['5_(|

\_;':/ Do ywou wank to have Word reopen Customer_Query every time Word needs to open wour data source?

() (w ] (o

Was this information helpful?

The Data source is now connected to the Query as opposed to the Excel File. This removes the need to
open and update the Excel file before opening the mail merge File.

Currently, there is no way to save the password within the query, so every time the Word Document is
opened, you will need to enter the user ID and password to refresh the data within the query. You will
be greated with the following message upon opening the file. Select yes, and then enter the password
for the query to refresh the recipient list.

Which method is best ? It quite simply depends on which you are more comfortable with.

Microsoft Word [z|

Cpening this docurment will run the Following 5L command:

! SELECT cuskomers,cuskomer_jd, cuskomers.name, customers, address_1, customers,address_2, cuskamers, city,
- cuskomers.state, customers.zip_code, cuskomers.contact FROM Cas_Scott.dbo.customers customers

Data from your database will be placed in the document, Do vou want to continue?

[ Show Help == ]

Yes Mo | [ Help

Was this information helpful?
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Creating Mailing Labels through Mail Merge.

You may create mailing labels using the same mail merge functionality. Create a new Query, or use an

existing Data Query as the Data Source. For this example, we will use the Customer_Query created for
the previous lesson.

1. Start by accessing the “Mailings” tab on the ribbon and choosing Start Mail Merge > Labels.

(W = OCOER&Q- Documentl - Microsoft Word o B R

Home Insert Page Layout References Mailings Review View Developer Add-Ins = @

Envelopes Labels | |Start Mail Select Ed
Merge ~ |Recipients = Recipient List

Create 2R Letters Write & Insert Fields Finish
05y E-mail Messages O S - Y S T A

Envelopes..

Labels...
Diractaory

Normal Ward Document

PE LD

Step by Step Mail Merge Wizard...

2. Select the appropriate label number from the available options. The lower right-hand corner shows
you the size and dimension of the selected label. Click [OK] to continue.

Label Options

Printer information

) Continuous-feed printers

{f} Page printers Traw: |Manual b

Label infarmation

Label vendors: | &wery LS Letter L

Find updates on OFfice, com

Product number: Label information
5931 Removable CO Labels A Twpe: Easy Peel Address Labels
v Peel Address Labels 0 Height: 1"
5961 Easy Peel Address Labels - h'l N
5962 Easy Pesl Address Labels b Widt " 2'6? .
5953 Shipping Labels Page size: 8.5" x 11
5966 Filing Labels b
Details, . ] [ Mew Label, ., K l [ Cancel

#~FOUNDATION

Foundation Software User Conference 2014



Your document will now be formatted in the selected label format.

3. Choose Select Recipients > Use Existing List.

W =9~ DEER&a - Documentl - Microsoft Word = @ R
Home Insert Page Layout References Mailings Review View Developer Add-Ins Design Layout & 9

g L ‘:;—:e:-.:-:i [ Upd ts = 2 Auto Check for Errars g
Create E Type New List... Write & Insert Fields Preview Results Finish
©H  Use Existing List.. B3 - -0 .. 4.0 -5 FE. 67 -3 S
83 select from Outlook Contacts...

Envelopes Labels | Start Mail

I

4. Select the appropriate Data Source and click [Open] in the lower right-hand corner. Depending on

the Data Source, you may receive a prompt to log into the query and/or you may be asked to refresh
the query every time the file is opened.

[ [ED

r

Select Data Source

Laok in: | My Data Sources w | D -4 X E-
B My Recent +Connect to Mew Daka Source
Dacuments

+Mew S0 Server Connection
e adnnandale

Books Sheetl PivotTabled
CHAMGE ORDERS
Cusbomer_Query
_.'ﬁ EarningsActiveZ
=k Foundation Connection
2 0B BUDGET

ey From Cas TAR

[@ Deskiop
ay

Dacurments

he

Cormputer

":4 My Metwark,
Places

Your document will now look like the example below:

a . ] =) = . .

(]| @ \ Documentl - Microsoft Word | | o B R
File Home Insert Pagjjﬁa’yout References Mgs Revigw Vie Developer Ans Design Lavout [~ e
i i T T 8 . o —
— By oy » =) =4 =P Rules = B il 1 o
= = g o T

- Tl
9% Match Fields
Envelopes Labels | Start Mail Select Edit H

Recipient R
Address Greeting Insert Merge Finish &

Merge * Recipients = Recipient List s Block  Line Field~  [#] Update Labels esults S Aute Check for Errors | perge -
Create Start Mail Merge Write & Insert Fields Preview Results Finish
O R W R R ¥ N R R SN RN SRS | RN SO R S RN ¥
Y
L &
) I «Next Records «Next Records
H «Next Record» «Next Record» «Next Record»
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5. Now itis time to enter the Merge Fields. From the ribbon, select Insert Merge fields.

WEd9-00EE&Q s
Home Insert Page Layout

Documentl - Microsoft Word

References Mailings Review View Developer Add-Ins Design Layout [ e
i _% j. | '_j __j :-j 2 Rules ~ e} M 4 1 [ ;‘
= [ & — — == |93 Match Fields - Find Recipient e
Envelopes Llabels | Start Mail Select Edit Address Greeting|lnsert|\1erge| P wlE Finish &
Merge ™ Recipients = Recipient List 5 :  Line Field» | [£] Update Labels | 7 v Auto Check for Errors | pjarge +
Create Start Mail Merge Write & In customer_id Preview Results Finish
B 1 nEE name SN T I AN R RN RO El
address_1 -
address_2
52 city
| «Next Record state «Next Record»
zip_code
contact

= B 2

6. Select the required fields for your document.
Note: spacing and font size may need to be adjusted to fit all of the data on the same label.

WEd9-00EE&Q s Documentl - Microsoft Word | | = = B
Home Insert Page Layout References Mailings Review View Developer Add-Ins Design Layout & e
A n' I Orientation ~ >,§ Ereaks = A Watermark ~  Indent }t‘\ 4] Bring Forward = Align ~
= - Ij Size * £3 Line Mumbers ~ @Page Caolor = : It & Send Backward
Themes Margins " n ap
- ' - Columns - b# Hyphenation - g Page Borders - Text I?'ﬁ;Se\ecti:m Pane
Themes Page Setup % | Page Background Paragrjibh Arrange
WL1|2M§3|4| N A RS
-
“Nnames T -
«Next Record» «Next Record»
«address 1w
«address_2»
w«eitywastaten«zip_coden«contacts =
H “ ” HH .
7. Once the layout is created, select “Update Labels” from the Mailings ribbon.
WEd9-00EE&Q s Documentl - Microsoft Word | | = & =
Home Insert Page Layout References Mailings Review View Developer Add-Ins Design Layout [ e
Er E=] L1 - = =k - 2 Rules ~ e M4 1 bW :‘
= = = 8 = = = =B % D L L are|
i Match Frelds dj Find Recipient
Envelopes Labels | Start Mail Select Edit Highlight Address Greeting Insert Mer B, A Finish &
Merge ~ Recipients - Recipient List | Merge Fields Block Line Field = €] Update Labels v Auto Check for Errors | pjerge ~
Create Start Mail Merge Write & Insert Fields i Finish
| I S SR |$$s<-3 [ [ C 7o [ I
=) T T T T g

I1AITLE >y

: «address_1»
- «address_2»
«citvsustates«zip_codes

«“CONtacts

«Next Record»

«Next Records

«Next Records»

| » [55)

«Next Records

«Next Record»
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Admittedly, the document does not look like much.

8. Select the Finish & Merge > Edit Individual Documents.

WEd9-00EE&Q s
Home Insert Page Layout

Documentl - Microsoft Word |

References Mailings Review Wiew Developer Add-Ins Design Layout
il Iy = === . - = Rules = P M 41
EENE EEN SR
g Match Fields ¢:] Find Redpient
Envelopes Labels | Start Mail Select Edit Highlight Address Greeting Insert Merge Preview 3 Finish &
Merge ~ Recipients - Recipient List | Merge Fields Block Line Field - [£] Update Labels | Resyits 5 Aute Check foflErrars Merge ~
Create Start Mail Merge Write & Insert Fields View _'_1 Edit Individual Documents
] E
[FBL - -+ 1 -t -2+ pE& -3 1 4 5 BE & 17
i T T T T T

,‘.‘__J Send E-mail Messages...

«Next Recordw«name»
«address_1»

«address_2»

«citvy, «staten «zip_code»
«contacts

«Next Recordw»«name»
«address_1»

«address_2»

«cityw, «staten «zip_coden
«Contacts

“I1aIMeErr

«address_1»

«address_2»

«citve, «wstaten «zip_code»
«contact»

9. You will be prompted for what range you wish to view. Select “All” and click [OK].

Merge to New Document

Merge recards

Voila! A new document is created with the Merged Recipients that you may save and print.

(Wl = VODS@E&al- Labels2 - Microsoft Word | | = B 2
Home Insert Page Layout References Mailings Review View Developer Add-Ins Design Layout & e
A X r— Tas o R ) 2 Find -
B Times New Rom = |12 A A Aa |1 (S T daBrCeI AaBbCi | AaBbCcl | AaBbCcl % 3l Replacs
Ey ae
aste - al - i ina T Mar rana —| Change
" J B 7 U abe X, X Emphasis Heading 1 Mormal strong =| soyes~ | [y select=
Clipboard Font Styles Editing
1 T0ccoBo o - S O SN N . =
B . iz . . £ Bl
-

T&M Client CUSTOMER REC
: 123 Rockwood Drive
- Cleveland, OH 44444

Advanced Communications
3221 Marv Lane
Shipstown, OR 89§72

Westfield Insurance
1945 Root Road
Lorain, OH 44032

Mr Contact on T&M Client

Document Control Customer
Make Changes

Rocky River, OH 44221
Jacob Harvey

Hacker Owner Purchases
543 Breezewood Court
P.O. Box 1154

Rocky River, OH 44221
Jacob Harvev

Brian Cancian

Lien Job Customer

Lien Job Customer Address
Leintown, CA 99932
Lein Customer Contact

TENS

8789 Northwest Avenue
FRockv River, OH 44221
Brian Cancian

Joe Freeber

CM Customer

4221 Riverwood Lane
Rocky Fiver, OH 44221
Jacob Harvev

Engert T&M

9098 Sams Lane

Fockv River, OH 44221
Paul Reed Smith
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Remember to save the original document which is the template for the merge. This document will

always be in a pending state, waiting for you to select the recipients for the merge.

WEdY-0O0EE&Q s Label Merge - Microsoft Word | = B 2
Home Insert Page Layout References Mailings Review View Developer Add-Ins Design Layout @ e
S @D B @ 2 AR @S, KA D
- &° @ — — — - % Match Fields \ 4] Find Recipient Wi
Envelopes Llabels | Start Mail Select Edit Highlight Address Greeting Insert Merge Preview B, A Finish &
Merge ~ Recipients ~ Recipient List | Merge Fields Block Line Field = [£] Update Labels | Resuits 5 Aute Check for Errars Merge =
Create Start Mail Merge Write & Insert Fields Previ esults Finish
“BL - 112 N N - I Too@os N A R 30 o
. . ; . LR EE: g &
-
Mail Merge Recipients E]
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
L &2 checkboxes to add or remove recipients from the merge. When your list is ready, click OK.
- “names =
Data Source addiess_1 w | address_2 w | city ~
«address|| "
- «address| C:\Documents and [V westfield Insurance 1945 Root Road Lorain
«citvy, «f [C\Documentsand ... |¥  Advanced Communications | 3221 Mary Lane Shipstawn dew =
«CONTACT: C\Documents and ... [¥ | Document Control Custo...  Make Changes Rocky River
L . C:\Documents and ... [¥  Lien Job Customer Lien Job Customer Address Leintown
— «Next Bd [C\Documents and ... [v €M Customer 4221 Riverwaod Lane Rocky River
- «address | |C\Documents and ... | [V Hacker Owner Purchases | 543 Breezewood Court PO, Box 1154 Rocky Rivet
- «add 1 |C\Documentsand ... [¥  TENS 8759 Northwest Avenue Rocky River
- "ﬁl Te55 ) | Ci\Documents and ... ¥ Engert T&M Q098 Sams Lane Rocky River
«Cltve, «f | ChDocuments and ... [ 2 Engert 332-11 GW Expressway Eath dew
«contacty [CHDocumentsand .. [v ICON 1105 F 107 Toleda | 4
— CAPAmornanke and Iw#  rankiww Fiva Drakackion Dirmarns =, A Mok
= «Next Re [£ ¥
- «address | Data Source Refine recipient list
_ «address | [C:\Documents and Settingsistt 41 sort.
wcitys, den
«contacts -
A9 Fil i
— - Find duplicates. ..
— «Next Rd :IJ
. waddress Find recipient.. .
. «address|| il validate addresses...
. wcitye, « dew
. «contacts
B
= «Next R
. «address_1» «address_1» «address_1»

Again, depending on the data source, you may be prompted for the user ID and login for the query. The
alternate method explained in the original lesson would require you to open the Excel document to
refresh the list before you open the mail merge file.

So, What can be done with Mail Merges? Some examples that have been created for current

FOUNDATION clients:

e Inventory item labels with Item ID/Description/UPC Code/Bin Location

e Custom subcontract forms

e Employee/lob/Vendor file folder Labels

e Request for Certificates of Insurance from vendors

o Job folder contact information labels with full address information for the job and customer with
contact and order information.
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