PERFORMING DAaTA MERGE IN
WoRrD X

One of the most often-asked questions about advanced word processing centers
around the use of data merge, or as it is more commonly called, mail merge.
The question? How do you do it?

Data merge takes records from one file (another Word document, an Excel
document, or a database) and plugs these records into a form. This form could
be envelopes, a form letter, or labels.

Gather Your Data

The first step is to prepare your data set. I created mine in Microsoft Excel.
ene " names_list.xls [Read-Only]
< B C D E F =
1 FirstHame LastMName Steetl Street 2 City, State, Jip Interest O
2 il Stephens 45 Main St Richrmond, WA 223020 Hockey
3 Martin Short £523 Longwaoaod Dr. Richrmond, WA 23020 Baskethall
4 Heather Janes 56 Marningside Apt 2D Richrmond, WA 23020 Dance
5 | Zi Wwilliarm= £11Z Broad St Goochland, WA 23063 Music
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Ready DSCRL

Putting “titles” or field names at the top is important. You can also use Excel’s
List Manager, if you like. This information can be entered-in within Excel, or
can be imported from another program or data source. Limit one field per
column, as seen above.

Create Your Letter

Next, create your template document. I am choosing to write a form letter.
After putting in my address, I've chosen to insert the current date. This date
will always reflect the current date.

Date and Time

Available formats:

1/18/04

Sunday, January 18, 2004
January 18, 2004
1/18/2004

2004-01-18

18-Jan-04

1.18.04

Jan. 18, 04

18 January 2004
January, 04

Jan-04
1/18/04 11:23 AM .
1/18/04 11:23:09 AM -

E' Update automatically

| Default... ) | Cancel | f Ok )




Next, I need to grab the fields from my data set to ready for the letter. You do
this by going to Tools > Data Merge Manager. Make the settings appropriate
for the job you’re undertaking,.

[} Data Merge Manager
W Main Document

Main document: Documentl
Create ™
Merge type: Form Letters

W Data Source

|Get Data "|

New Data Source...
Open Data Source...
Office Address Book...
FileMaker Pro...

Header Source >

Notice above, I've chosen “Form Letters.” And I'm in the process of selecting
my Data Source. Notice, if you maintain an address book with Microsoft
Entourage (Mac) or Outlook (PC), you can merge addresses of your contacts.

Drag and Drop
Now that my data source has been selected, I simply drag the field names from
the Data Merge Manager into my letter.

O Data Merge Manager
¥ Main Document
Main document: Documentl

Create ™
Merge type: Form Letters

¥ Data Source
Get Data ™ %

Data: names_list.xls
» Word Field
¥ Merge Field

Drag and drop into document:

First_Name Last_Name Street_1

Street_2  City_State_Zip Interest

¥ Preview

“r M4 » M {a]
¥ Merge

e o Query Options...

All v

My letter takes on a new look, when fields have been inserted.

January 18, 2004

«First_Name» «Last_Name»
«Street_1»

«Street_2»

«City_State_Zip»

Dear «First_Name»,



Field names cannot be typed, but appear typed with <<angled brackets>>
around the field names. Finally, I can view my results (Merge to a new

document) or print them (Merge to Printer). My result:
®0O6 [7| Form Letters2
g 1 H E ] g % ?E

Any College
3250 River Road West
Washington, D. C. 9500

January 18, 2004

Heather Jones

56 Morningside

Apt 3D

Richmond, VA 23030

Dear Heather,

We have received word of your interest in Any College. We're a fine college steeped in
history and great experiences for our students, It is our pleasure to learn of your interest M
in Any College.

We have many opportunities in the area of Dance that I hope you will enjoy learning
about with the enclosed brochure. Here at our Admissions Office, we strive to serve you,
educating you about the why Any College may be the right place for your future.

Heather, should you have any questions for us, please let us know. We look forward to
possibly receiving your application for admission (enclosed) in the near future. Call us
today to arrange a campus Visit, "

Sincerely,

Rod Bugman,

Director of Admissions

Any College USA
.
v
s
-
— P 3
= = | y Sl i
=SE . =) Page 1 Sec 3 344 at Ln Cal 04593 O3 OREC | OTRE | -

©2004 John G. Hendron  hup://hendron.is-a-geek.net/



