Mail merge with Word 2007

Those who struggled to adapt from the relatively straightforward merge processin Word 2000 to the apparent complexity
of Word 2002/3 now have an al new set of dialogs to achieve the same ends. However the old Word 2000 Mail Merge
Helper is still buried in the application code and can be added to the QAT (Quick Access Toolbar) to provide the old
familiar dialog for those Luddites not yet ready to move on.

In fairness to Microsoft, the new ribbon commands do tend to make the merge process simpler, so while you can still use
old and familiar tools, you may aswell get used to learning the new methods of working so you can skip the next part and
move on to the mer ge process.
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Create the merge layout document

Although this pageis primarily concerned with label merges, there is no essential difference between the different types
of merge available from Word. Labels were chosen as an example simply because they are the most complex. Word aso
provides form letter, directory (called catalog in some earlier versions), e-mail and envelope merges.

Letters- anew pageis created for each record

E-Mail messages- merge to email?

Envelope - aform letter type of merge, that additionally allows envelope document selection. Y ou could instead use a
form letter merge with a document created from an envelope template (samples available from the downloads page)
L abels - the main topic of this page

Directory (Catalog) - anew lineis created for each record

Normal Word Document - removes any attached datafile.

On the Mailings tab of the ribbon select the Start Merge icon to choose the document type - here labels. From that same
function, you can select the Mail Merge Wizard from which the process is pretty much the same as it was when using the
wizard in Word 2002-3
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This labels selection provides the opportunity to pick the label type that matches your label stock, or even to create your
own layout for some obscure labdl variety that does not match one of the many pre-configured types. The dialog below

shows a custom label, but there are hundreds of standard |abels from which to choose.

Label Options

Printer information

) Continuous-Feed printers

{3_} Page prinkers Tray: |Manual A |
Label information
Label vendors: | CtherfCuskom W |

Product number; Label infarmation
Yiking L14-100 Zx7 A4 Type: Cuskom laser
yiking L24-100 3xa A Height:  3.5cm

Width: B4 cm

Page size: 21 cm x 29.69 cm

Details, . ] [ﬂew Label.., ] [ Delete [ Ik

] [ Cancel

Assenting to the label choice produces a page comprising an empty table ready to receive your layout.
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Note: If you wish to start instead from alabel template or a previously created table document that will represent
thefinished labels, click 'Cancel’ at the above dialog. Thiswill set the current document asthe label merge

document.

If that label template is one of the label template formats that you can download from the Microsoft web site eg
http://office.micr osoft.com/en-gb/templates/T C102450901033.aspx as shown in the next illustration, you will see that

the table cells are filled with text entries denoting Name, Address, City, State & Zip. These are NOT merge fields but
simple text entries. Replace the text in the first cell with the fields from your data source as described later on this page
and propagate the labels to replace the text in the other cells.
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Name

Address
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Choose the data source

Word can use awide variety of data sources. The 'Select Recipients icon offers the option to type anew list, to use an
existing list or to select from Outlook Contacts. (Outlook 2007 still provides the option to start the merge from Outlook
for even greater flexihility - the procedureis essentially the same asthat for Outlook 2003).

r

Documentl - Microsoft Word
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If you chose to use an existing data source, by default Word 2007 will try and connect to a data source in the 'My Data
Sources folder. Thiswill not help much if the data sourceis a Word or Excel document, for example, in some other
folder. Don't be thrown by the two default entries shown in the illustration below, simply move to the folder that contains

your datafile and select it.
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There is no mechanism included by which the My Data Sources folder can be set to a different location; however, you can
set the data source folder to a path on the same drive as the My Documents folder by means of aregistry hack. The folder
isdefined at:

HKEY_CURRENT_USER\Softwar e\Micr osoft\Office\12.00\Common\DataSer vices

Edit the 'MyData sub key to the required folder name (without quotes). The start point for the path is My Documents and
the entry in the data key would be a sub folder of My Documents, which by default is the My Data Sources sub folder. If
the DataServices key has no entry the default setting is used. To move up to My Documents enter . (a period/full stop). To
move up two folders enter .. (two periods/full stops). Although | have not tested it, the convention is one period/full stop
for each level, so if your My Documents folder is buried deeper, in theory at least you should be able to add extra
periods/full stops to take you back to the root level of the drive. | regret | have not found away to change drives within
this mechanism.

This method alow you to move the folder to a different path location. e.g., here | have My Documents as a sub folder of
the D: drivei.e. " D:\My Documents' thus the default setting for the data folder would be " D:\My Documents\My Data
Sources' . To move that data folder to " D:\My Documents" you would change the default My Data Sources entry for a
period/full stop to move up alevel.
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and to move to a different branch of the folder structure eg to "D:\Merge", add the period/full stop to the path as below:
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Word XP introduced further complications for those merging from Excel data, retained in Word 2007. In earlier versions
of Word connection to the data file was by DDE. Microsoft has replaced this default setting by anew OLEDB connection
method. This has benefits and drawback. The benefits are that Word can now connect to client/server databases such as
SQL or Oracle without resorting to an intervening interface such as MSQuery.

One downsideisthat OLEDB provides direct access to the data and thus Word is expected to provide the formatting. Y ou
can often work round this by applying formatting to thefieldsin Word. or you can revert to the earlier DDE connection
method.

In order to do this, you need to make a change to one of the Word Options settings.

‘Cln
Click the 'PizzaButton' " then select Word Options

&
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Word Options
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Display
Proafing

Save
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Add-Ins

Trust Center

Resources

||- Advanced 14

Save

Prompt befare saving Normal template G

Always create backup copy

|:| Capy remotely stored files onto your computer, and update the remote file when saving
Allow background saves

Preserve fidelity when sharing this document: |E'l_] Labels3 w

|:| Save smart tags as XML properties in Web pages

= file
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Canfirm file format conversion on open
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|:| Allow opening a document in Draft view
|:| Allow background open of web pages
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Mailing address:

[ File Locations.., ] [ Web Options... ] l_ Service Options.. ]

Compatibility options for: |CWI__] Labels3 w |

Lay out this document as if created in: | Micrasoft Office Word 2007 » |

This provides the opportunity, when connecting to an Excel datafile, to select the type of connection, from which you can
select DDE, whereupon the connection should behave as it had in Word 2000.

Outlook Contacts

Confirm Data Source

Dpen data source;

COLE DB Database Files

M5 Excel Worksheets via DDE (*.xls

Exicel Files via ODBC (*,xls, x5, xlsm, =lsh)

[ ] show all oK ] [ Cancel

The following assumes that an Outlook Contacts list is selected.
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Select Contacts

Select a contact Folder ko impaort:

2X
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Mail Merge Test 12
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|

Personal Folders|Conkacts
Personal Folders|Conkacts
Personal Folders|Contacks

|

Click OK and the next dialog provides options to filter the data etc.

Mail Merge

Recipients

O, ] [ Cancel

This is the lisk of recipients that will be used in your merge, Use the options below to add ko or change wour lisk, Use the
checkboxes to add or remove recipients From the merge. When vour list is ready, click QK.
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[v | Roberts Sue Ms.

[w
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[v | Bolkon Jackie Mrs.

[v | Bowden Jim Mr.
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Atkins & Barker
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.
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Y ou can return to the above dialog by clicking the 'Edit Recipient List' button.
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Document? - Microsoft Word
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Envelopes Labels Start Mail Select Edit Highlight Address Gré
Merge = Recipients = |Recipient List||| Merge Fields EBlock

Start Mail Merge
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Insert the fields

Having picked the address book or data file you wish to use, Word will verify the datafile, read the field names and insert
'Next Record' fields in al the cells except the first (if you start from an existing document, the next record fields are added
later).

3 Document? - Microsoft Ward
Home Insert Page Layout References Mailings | Review View Develop
= [ [ i
[E ) A &
LS| L

Envelopes Labels || Start Mail  Select Edit Highlight Address Greeting Insert Merge
Merge = Recipients = Recipient List || Merge Fields Block Line Field = @

Start Mail Merge Write & Insert Fields
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«MNext Record» «Mext Record»
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You can ignore all the cells, except the firgt, for that is where we are going to build our label. You can either insert an
address block field from the Address Block button on the ribbon, which produces the next dialog. This function is much
improved from Office 2002/3, and will probably provide the layout you require with no further effort; however if you
wish to include conditional fields or cannot achieve the layout you require then you will need to insert the individual
fields that make up the address separately, and thisis shown in the following illustrations:

Insert Address Block

Specify address elements Presview

Insert recipient's name in this Format: Here is a preview from your recipient list:

Josh and Cynthia Randall s Kl < > [

Josh 3, and Cynthia Randall
ﬂns: Ragda!ll:lﬁ.]and Cdygthltah_Sméth_th &, Tricomitis Lkd
psnla rancal v, and Lynhia aml raeneral Timayia Ave

Josh d Cynthia Randall (" B —
Ml:rl's. aunadar'-?rs. §Qshlaanadnalla I QUESS th E}’ icomitis Buildings
P fnaca
Insert company name: mean 'dlﬁe re nt B 459
L]
Insert postal address: from'?

() Mever include the countryregion in the address

() Always include the countryregion in the addres
{(®) Only include the country region if different than:

|Cyprus - | Correct Prablems

Format address accarding to the destination countrsyfreqgion If itemns in waour address block are missing ar ook of arder, use
Match Fields ta identify the correct address elements From wour

rnailing list.
Match Figlds. ..

[ oK ][ Cancel ]
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Don't worry too much about field placement initially. Y ou will probably produce something like something like that
shown in the left illustration below. Y ou can then move the fields around to give you the required spacing and position as
in theillustration on the right.

Note: Microsoft appearsto haveretained the default use of the 'normal’ paragraph style to format tables;
however, in Word 2007, the normal paragraph style has added spacing. Thiswill result in extra spacing between
thelines of text in tables. Word usestablesto create labels, however when those labels are created using the label
tool the processis supposed to remove that extra spacing. In practicel find that it isnot 100% reliable, but that is
what is supposed to happen.

The default style set also includes a standard 'No spacing' style which iswhat long standing Word userswould
have expected to have been the Normal style. Why Microsoft swapped these stylesaround | cannot say, but .....

You can edit the Normal paragraph styleto remove that spacing, just asyou can edit any other style, and this will
fix theissuefor labels you create from the label tool (I would also rename the No Spacing style to Normal Spaced
and add to it the spacing you have removed from the normal style); however ......

Even more complicating isthe fact that when mail merging labels, although the Normal styleis used, extra padding
isinserted asdirect formatting, by the merge process, befor e each paragraph. This conspiresto screw up the
spacing of the paragraphs on your merged labels (see the right hand illustration immediately below this note).

You must take thisinto consider ation when adding mer ge fields and apply whatever formatting you need to give
the presentation you require. One method would be to apply a non-spaced styleto thefirst label before updating
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thelabels. If you have modified the Normal style as mentioned above, you can ssmply re-apply that Normal style,
which hasthe effect of removing the padding.

Thebottom line hereisthat if your labels have unwanted space, correction isa question of applying the correct
formatting.

«First_Name»«last_Name»«Compary “First_MName» «Last_Name»
:->c<Ma|'Iing_.ﬂ.ddr955>>|

«Company»

a«Mailing_Address»

Note: If you want to add graphicsto the label, then see Graphics on L abels.
If you want serial numbers, then see Numbered L abels.

All that remains, is to reproduce the finished layout in the other cells. The highlighted icon in the toolbar below, will
'propagate’ the data into the remaining labels with the correct insertion of the 'Next Record' field at the start of the
subsequent labels.

went2 - Microsoft Word

s | Failings | Review View Developer Add-Ins

= - E E;}Rules -

— o = _ oo

oo

' 3 3 [=1=]
Highlight Address Greeting Insert Merge

» Merge Fields EBlock Line Field =
Write & Insert B

2% Match Fields

[ﬂ Update Labels |

24 T

Update labels is the
same as the earlier
‘propagate’ labels.
It copies (or re-
copies) the content
of label 1 to the rest

«Mext Reca
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aFirst_MName» «Last_Name» wMext Record=aFirst_ Mames
«Company» wlast Mame=»
a«Mailing_Address» «Company»

ahailing_Address»

«Mext Record»«First_Name» «MextRecord»«First_Namex»
#last_MNamex wlast_Mamex»

«Company» «Company»
wMailing_Addresss wMailing_Addresss

B ot Aamath i et o dBondl

Merge the data

Table Tools - B X
.d-Ins Design Layout @

&3 [N 4 p ) [
X _Qﬂl It | |J+%q

2] Find Recipient

Preview Finish &
0els || Rasylts I%,Autn Check for Errars Merge ~

Preview Result Edit Individual Documents...

Print Documents...

Send E-mail Messages...

..... As in versions 2002 & 3, this
dialog is ambiguous. Edit
individual documents means
merge to a new document!

Merge to a new document to check the results, or, if confident of those results, merge directly to the printer.
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I & V Kanaris Travel A.R. Stockton & Co. Ltd
Delta Travel 140 Great Ancoats Street
304-306 Oxford Road Manchester
Manchester (W ERTa ]
K13 9GNS
Adiwa UK Ltd Antiference Lid
Units Bicester Road
Heathrow Summit Centre Aylesbury
Skyport Drive Bucks.
West Drayton HP13 3B)
Middlesex

et i b, P e e ot . B et

If you print and produce only one page of labels, when you think you should have mor e, please go back and re-
read theinstructions, for you have not completed the merge, but have printed the merge layout document. Thisis
particularly relevant if you follow the merge wizard.

The merge layout document is now complete and can be saved for next time.

Note: When merging from Outlook, the Outlook datais converted to atemporary file. Thisfile will no longer be
available next time you come to use the merge document. There are two suggested solutions. One is to detach the data
source before finally saving, then re-attach it next time; the other is to begin the merge process from within Outlook itself,
as that not only provides access to all the fields, and enables you to be selective about which records to merge, but allows
you to save the data set as afile.

Note: Thedata shown in the examplesistaken from an old sample database and may not reflect the current
addresses of the companies shown.

Initial field when merging from Outlook Contacts

When merging from Outlook data, one field you will not find is afield that contains the initial letter of the contact's
forename, which can be very useful when addressing envelopes and more formal letters etc. Sadly it is not yet possible to
use only part of afield, however Outlook has four pre-configured user text fields. Y ou can use one of these fields to hold
theinitial for use in merges.

To make this function more convenient to use, the following Outlook macro will extract the initial from the FirstName
field and writeit to the User4 field and you can then use it in a merge from Outlook as shown in the illustrations below.

To:{ MERGEFIELD Title } { MERGEFIELD User_Field_4 }. { MERGEFIELD Last_MName }

Dear { MERGEFIELD First_ Name }
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To:Mr. G. Mayor

Dear Graham

Word 2007 also makes the four user fields available to a merge starting from Word, as opposed to starting the merge from
Outlook as above. This enables you not only to use an initial as shown above, but to create a merge using the Categories

field, which is not normally available from Word, by copying the content of the categories field to one of the other user
fields (here User3) and using that as an dias for the Categoriesfield.

Note: Some of the field names are changed when the merge is started from Word.

(="
L ’
- Home Insert Page Layout References Mailings

o |

{ [ o

Envelopes Labels Start Mail Sefect Edit Highlight Addre}
Merge = |Recipients ~iRecipient List || Merge Fields Blocf)

E Type Mew List...

|-§_1, Mo Spacing,Mal = Calibri [By | Use Existing List...

Create

|I| {83 Select from Outlook Contadts...

ol

Insert Merge Field

Insert:
"y address Fields {*) Database Fislds
Fields:

Other Address Postal Code s
Other Address Counkry/Region =
Other Address PO Box

Iser Field 1

Izer Field 2

Ilser Field 3

Anniversary

Billirg

Birthday

Businessz Phone
Company Main Phone
Custamer ID

Gender

Hobbies |

[match Fields...][ Insert ][ Cancel ]
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{ SKIPIF { MERGEFIELD User_Field_3 } == "Finance" }To { Mergefield Title } { Mergefield
User Field 4 }.{ MERGEFIELD Last}

Dear { MERGEFIELD First }

To:Mr. G. Mayor

Dear Graham

Thanksto http://www.slovaktech.com/code samples.htm for providing the germ of an idea to enable me to produce
this code.

Public Sub AddIntialToUser4 ()

'Create this macro in OUTLOOK!

Dim objOL As Outlook.Application

Dim objNS As Outlook.NameSpace

Dim objContactFolder As Outlook.MAPIFolder
Dim objContact As Outlook.ContactItem

Dim objItems As Outlook.Items

Dim obj As Object

Dim strInitial As String

On Error Resume Next

Set objOL = CreateObject ("Outlook.Application")

Set objNS = objOL.GetNamespace ("MAPI")

Set objContactFolder = objNS.GetDefaultFolder (olFolderContacts)
Set objItems = objContactFolder.Items

For Each obj In objItems
'Test for contact and not distribution list
If obj.Class = olContact Then

Set objContact = obj

With objContact
strInitial = Left(.FirstName, 1)
.User4 = strInitial 'Copy initial to User4
.User3 .Categories 'Copy the categories field content to User3
.Save
End With
End If

Err.Clear
Next

Set objOL = Nothing

Set objNS = Nothing

Set obj = Nothing

Set objContactFolder = Nothing
Set objContact = Nothing

End Sub
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