Word XP: Mail Merge Notes The University of Akron

The Word XP: Mail Merge Notes is intended for those users who are
familiar with the Mail Merge Process. You must have familiarity
with Word and the Mail Merge Wizard to fully understand these

Problems and Solutions. Itis NOT intended for a beginner. If you are
a beginner, please review the Mail Merge manual to get acquainted with
the process prior to using this guide.

Thank you.
Software Training Services
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Problem A

You experience problems with formatting when you are completing a mail merge. When
you preview the merge, you will notice that fields are not formatted correctly. This may
occur when you are using a pre-XP data source and mail merge file or when you are
starting a new mail merge with a new data source. Some of the formatting that may be
affected:

e Currency
Phone Numbers
Dates
Fields with Letters and Number combinations
Capitalized letters
Percentages
Zip Codes

Solution A

Word XP has introduced a new connection method for connecting to the data file. In
previous versions of Word, Dynamic Data Exchange (DDE) was used. Now, OLEDB is
used and this new type of connection expects Word to provide formatting. There are two
ways to fix most of these formatting issues.
1. Apply formatting by using a switch (see Problem/Solution B) to correct the fields
2. Revert to the DDE connection that was used in previous versions of Word.

This Solution outlines how to revert to the DDE connection that was used in
previous versions of Word.

1. From the menu, select Tools, Options. Advance to the General tab.
2lx|

Security I Spelling & Grammar I Track Changes
User Information I Compatibilicy I File Locations
Wigw General | Edit I Print I Save

General options
¥ Background repagination
™ Provide feedback with sound
¥ Provide feedback with animation
¥ Confirm conversion at Open
¥ Update automatic nks at Open
¥ Mail as attachment
¥ Recently used file lisk: |4 E‘ entries
™ Help for WordPerfect users
™ Mayigation keys For WordPerfact users
™ Allows background open of web pages
¥ Automatically create drawing canvas when inserting AutoShapes

Measurement units: IInches VI

I Show pixels for HTML Features

‘Web Cptions. .. | E-mail Options... |

Cancel_|

2. Turn on the option for Confirm conversion at Open (resulting in a checkmark in
the field). Select OK.
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3. When you are working through the mail merge, and after you select the data
source, the Confirm Data Source box returns:
Confirmn Data Source 21 x|

Open data source;

Microsaft Excel Worksheet via Converber (% x5, xhan
M3 Excel Waorksheets via DDE (*, xls)
Excel Files via QDBC (*,xls)

[~ show all QK I Cancel |

4. In most cases, you will select the option for MS Excel Worksheets via DDE
(*.xIs). Select OK.

5. Complete the mail merge and the fields should be formatted as they appear in the
Excel spreadsheet.

Note: See Problem/Solution B for instructions on changing the formatting for a field
using a switch. If you would prefer to use switches, then you do not need to follow
this Solution. Or when you get to the Confirm Data Source box, select OLE DB
Database.
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Problem B

Your data sheet has formatted currency, such as $2,345.00 and when you complete the
merge, your data appears as follows: 2345. See notes at the end for instruction on using
phone numbers and dates.

Solution B
This solution uses switches in Word to format the fields correctly. If you use formatted
fields from Excel, you may want to consider using Problem/Solution A. That is a more

permanent fix.

1. Follow the mail merge steps of choosing the document type, locating the data
source, select recipients and inserting the merge fields into the letter.

2. Select the merge field that contains currency from the main document. In my
example, my field name is “donation.”

L-g 1 1---|---2---|---3---1---4---|---5‘--Z|

wahddressBlocks»
- i GreetingLinesy

Thank you for the donation of gfslseusteg:. It is greatly appreciated. So on and so

2
“« o4

Kl | 2

3. After you select the merge field press Alt + F9 and the field will change and
reveal its code (as well as the other merge fields you have created.)

L'g"'l"‘l"'l---Z - L 4 S .
{ ADDRESSBLOCK \f "<<_TITLEQ_>><< FIRSTO >=<< LASTO »5<<

- _SUFFIX0_»>

- <= COMPANY _

=x<a STREET1_
. »»«<_STREETZ2_
. =ra CITY ==<<, STATE =><< POSTAL >>"\1033'% 0% ""}

{ GREETINGLINE \f"<<_BEFORE_Dear »><<_TITLEQ »><< LASTO =>
<< AFTER_,>>"\11033 e "Dear Sir or Madam," }

o Thank you for the donation of { MERGEFIELD "donation" }. It is greatly appreci
. o on and so forth.

1
“«om|e

Ver. 2003.10.29



Word XP: Mail Merge Notes The University of Akron

4. After the end quote of the merge field name (with no spaces before, after, or in

between) type:

\#$# ###.00

The main document will then appear similar to the following:

|.-g‘--w--‘1-‘-|‘--z--‘|---3--|---4---|---5---w--‘0-j
{ ADDRESSBLOCE \f "<<_TITLEQ »><< _FIRSTO »=<< LASTO ==<<

© _SUFFIN0_»=

I << COMPANY_

sr<< STREET1
© s»=< STREETZ
“ s3e< CTTY »»<<, STATE »»<< POSTAL >>"11033%: 0% "}

{ GREETDNGLINE \f "<<_BEFORE_Dear >><<_TITLE0_»>=< _LASTO »>
<2< AFTER. ,»="\11033\e "Dear Sir or Madam," }

" Thank you for the donation of { MERGEFIELD "donation” \#S#,#?'#.OO[]. It is greatly
. appreciated. So on and so forth

.
weonle

;E.Eﬂ ﬂ

Note: This must be typed inside the }
Press Alt + F9 again to remove the field codes.

Proceed with the next step of the mail merge

|.-g‘--w---1---|---2‘--w---3 [

sue miner
. 555 south ave
= akron, oh 44543

process and preview the letters.

| SHERCREN N

Dear sue miner,

Thank you for the donation of §1,234,543.00. It is greatly appreciated. So on and so
forth.

‘
EETE

;m.::—-ﬂ ﬂ

Notes:
For phone numbers, use the switch (step 4) of:

\# HEHE - B - HEHHE

or

\# “(000)’-°000’-0000
For dates, use the switch (step 4) of:

\@ “MMM d, yyyy”
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Problem C
You are using a mail merge document from Word 2000 and the labels or letter will not
merge correctly. The merge fields are not recognized.

Solution C

For Labels:

It will be easier and more time advantageous to recreate the labels using Word 2002
(XP). This means that you will be starting the mail merge process from the beginning.
When you add the Address Block in Step 4, be sure to go to the Match Fields box to
verify that the fields are mapped correctly.

For Letters:

You should be able to use the letter, but you will need to re-add the merge fields. When
you get to Step 4, delete the existing (OLD) merge fields and add new ones using the new
Mail Merge Wizard fields (Address Block, Greeting line, More Items). Be sure to go to
the Match Fields box to verify that the fields are mapped correctly.

Other:

If you have a mail merge document with special formatting, such as three items per page
(BUT NOT FOR LABELS). You should be able to use the same main document with
your previous setup. You will need to delete the existing (OLD) merge fields and add
new ones using the new Mail Merge Wizard fields (Address Block, Greeting line, More
Items). Be sure to go to the Match Fields box to verify that the fields are mapped
correctly. Also, you will need to add again, the <<Next Record>> field to the main
document. To do this, follow these steps:

1. Place the cursor in the main document where you want to insert the <<Next
Record>> field. In most cases, you will be deleting the old <<Next Record>>
field so you will know where to place it.

2. Display the Mail Merge Toolbar. Use the menu option of View, Toolbars, Mail
Merge.

(= |E']|T'] El | Insett Word Field = | %5 [%] E.;'“:é M 4 1 [ I AP %9@ @M%

3. From the Insert Word Field button, click on the down arrow.
Ask..,

| Fill-in... |

If...Then. . .Else...
Merge Record #
Merge Seguence &
Mext Record

Mext Record IF, ..
Set Bookmark, .
Skip Record IF...

Select the Next Record option to insert the <<Next Record>> merge field.
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Problem D

When you get to the Preview Step, and you advance through the labels or letters it
appears that there are too many labels or it appears that recipients are repeating.

Solution D

Using the Preview Step is not an accurate showing of what labels and how the labels will
print. If you want a true representation of what will print, advance to the next step
Complete the Merge and select the link to Edit individual labels. This will open a new
(and separate) file which is a true representation of what is going to print.

For Labels:

When you use the forward and backwards arrows in the Preview Step of the Mail Merge
Wizard, you are only advancing one label at a time and NOT one page at a time. When
you click on the forward button, it will advance the next label to the top left position on
the document. You can only advance through the labels by using the forward button and
you cannot advance from page to page when previewing labels.

For Letters:

When you use the forward and backwards arrows in the Preview Step of the Mail Merge
Wizard, you will advance from one sample letter to the next. This will show an accurate
representation of what is going to print. You can only go to the next letter by using the
forward arrow. You cannot advance through them all by using the scroll bar.

Other:

If you have a mail merge document with special formatting, such as three items per page
(BUT NOT FOR LABELS) the Preview Step is similar to that when you are working
with labels. It will appear that recipients are being repeated when using the forward and
backward arrows. When you use these buttons, you are only advancing one record at a
time. Use the explanation at the top of this Solution to get a true representation of what
will print. You can only advance through the records by using the forward button and
you cannot advance through them by using the scroll bar.
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