Mail merge with Office XP & 2003

The great Christmas card debacle of 2002 demonstrated to many people what a dog’ s breakfast Microsoft has made, of
what was arelatively simple procedure in Word 97/2000 .... the Word 2002/3 mail merge to mailing labels.

The interface has been completely redesigned, and simple functions have been replaced with unnecessary
complexity. For those struggling to make sense of the new ‘features’ Suzanne Barnhill has produced a document on
her web site that will help restore the old ways of doing things. Below, there follows a pictorial walk-through of
some of the more salient points.

Note: Thispageisalso availablein Adobe Acrobat pdf file format - for ease of printing

Note: If you are merging to labels from a Tablet PC (or in some instances with Office 2007 with other PCs) the |abels
may not be reproduced correctly, in which case see also this wor karound.

Mail merge toolbar
Struggle with the complexities of the mail merge wizard and its task panes by all means, but the following method means
constructing the labels from the mail merge toolbar, so start by adding the toolbar:

Mail Merge Wizard. ..

Shov Mail Merge Toolbar

If you merge regularly, you may find it worthwhile to use a small macro activated by atoolbar button to toggle the mall
merge toolbar on and off. The code for that would be as follows:

Sub MergeBar ()

With CommandBars ("Mail Merge")
.Visible = Not .Visible

End With

End Sub

If unfamiliar with the use of macro listings, follow this link for instructions.

The capability to merge from Outlook isn't available in the Mail Merge toolbar by default. To add this capability, drag the
MailMergeUseAddressBook command (from the All Commands category in Tools > Customize) to the toolbar as shown
below.

(= |mail Merge Use Address Eh:u:uk| [F1 =] Bl InsertMerge Field ~  Insert Word Field = @ T 3]

Note: In Word 2003, thiscommand often produces an error message.
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Microsoft Word @

@ & required file, "SCHDMAPIDLL" could not be loaded, Please check yaour email installation and re-install Microsaft Word if necessary.,

If thisoccurs, you can download thislinked file to restorethe function. View the readme file contained in the zip
for installation instructions.

You may aso, initiate the mer ge from within Outlook. As starting the merge from Outlook provides accessto al the
contacts list fields, it is more sensible to start the merge from Outlook in any Office version.

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 also
provides form letter, directory (called catalog in some earlier versions), e-mail, fax (in some circumstances) and envelope
merges.

Letters- anew pageis created for each record

E-Mail messages- merge to e-mail?

Faxes - merge to fax?

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.

Click the leftmost icon to choose the document type - here labels, then click OK.

rMain Document T... E|[E|

Daocument bype:
" Letkers
" E-mail messages
~

" Envelopes

" Directory
" Mormal Word document

| Ik | Cancel

This provides the opportunity to pick the label type that matches your label stock, or even to create your own layout for
some obscure |abel variety that does not match one of the many pre-configured types.
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Label Options |E|[z|

Printer information
" Dok matriz
* Laser and ink jet Traw: [Default tray (Sheet Feeder) j

Label infarmation

Label products: |.ﬁ.ver-;.-' A4 and AS sizes j

Product number:
140045 - Wideo Spine

Label infarmation
B

15159 - Address Twpe: fddress
Al Height: 3.81 cm
Arrri Width: £.55 cm

15162 - Address
15163 - Address
15164 - Address ﬂ

Details, . Mew Label, .. | | K | Zancel

Page size: A4 (21 2 29,7 cm)

Assenting to the label choice produces a page comprising an empty table ready to receive your layout.

faaln e e -t e ol N n L e A . g

VWY LT QPR o

Note: [If you wish to start instead from a label template or a previously created table document that will
represent the finished labels, click '‘Cancel’ at the above dialog. Thiswill set the current document asthe label

mer ge 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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Mame Mame Mame
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Chty, State Zip City, State Zip Chty, =t

Mame
Address
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Mame
Address
City, State Zip

Mame
LAddress

City, St

Mame
Address
City, State Zip

Mame
Address
City, State Zip

Choose the data source

Word can use awide variety of data sources. By default Word 2002/3 will try and connect to a data source in the 'My
Data Sources folder. Thiswill not help much if the data source is an Outlook Contacts list or aWord or Excel document,
for example, in some other folder. Don't be thrown by the two default entries shown in theillustration below, simply
move to the folder that contains your data file and select it.
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Select Data Source @
Lock in: | My Data Sources ﬂ @ X o ~ Tools =

'_
4] History +Cn:nnnect ko Mew Data Source. odc
¥@+New S0L Server Connection, odo

-*’_f\.aM'?’

Documents

:_-_fj Desktop

_*| Favarites

@% Py Tebwork
* Places

“4 Templates

S STARTLP

2y Outlook on
BE

: *’_\-.3 emoticons

: *’_\-.3 Z:Temp

"_'\-qD:Temp

File name: || | Mew source... | Dpen

Files of bype: |.ﬁ.II Daka Sources (*,0dc*. mdb; *.mde;ﬂ Cancel

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\Software\M icr osoft\Office\11.0\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 datafolder 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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%' Registry Editor

- [B]x]

Fle Edit Wiew Favortes Help

----- a DiakaServices | Mame

(aB](Default)
M}.-'Data

{11 DateTime
{1 Desktopalerts

I_EI Dravwilerts
DspadapterMRL
General

{1 HelpWiewer
I_EI InstallRgo
ERESBUAL Fdit String
{7 Langus

Walue name:

Type
REG_3Z
REG_57

~E Maised (40 atg

(] Migrati
OI'IO':I]E ".'."a|ue data: //_

- OpenF | o

m Reseal

]S

J[ Cancel ]

[ Scan

{value nok set)
My Data Sources

m Search
{7 gecurity

m Toolbars

[ TwainDevices

LT 1 ereTofn | il'

My ComputeriHEEY CURRENT _LISERYSoffbware)Microsoft OFfice) 1 1.0 Common)DataSeryices

To move to another sub folder of My Documents eg " D:\My Documents\M erge" simply change the default "My Data

Sources' to " Merge"

% " Registry Editor

File  Edit Wiew Faworites Help
AR @ DataServices A | Mame

--[27 DateTime (Default]l

(21 Deskropalerts [ab]ryData
-] Drawdlerts

[ DspAdapterMRU
[ General

[ Helpviewer
- Instalrga
ERSBUSEL Edit String

Tvpe
REG_SZ
REG_SZ

[E| Langus
[ Licensif W alue name: __'_'____.--"""
m Mail5en | M_IrID ata __,.'-'""'-"‘.—’_ |

-2 Migrati

[ onobid Malue data:

_/

(walug not set)
My Data Sources

EEI--P_Tl Resea

-2 search

& OpenF |Merge

‘t.,.l-l'"_

[zl Revie
P_FI Scan

[l?l Security

=23 Toolbars

[ TwainDevices
{57 1 serTrFn

|

|
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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:

- [BIx]

-] InstallRga
RSB Fdit String

- @0 Migrati

&[] Resea

-] Search

E DataServices
[ DateTime
[ Desktophlerts

-2 Drawdlerts

[ DspadapterMRU
[ =eneral
[ Help¥igwer

[:I Langus

|20 Licensi  Walue name:

[

Tipe Data
REG_SZ {walue not set)
REG_52 My Data Sources

(2 Mailseq MyData

[0 onobid Walus data:

; [ Open A |.'\Merge

:

[:I Fevie
[ scan

0k, ,][ Cancel ]

[:I Security

-] Tookbars

[:I TwainDevices
53 | lserTofn

Sl

|

Excel data

My ComputeriHKEY CURREMNT _LISER\Software! MicrosoftiOfficel 1 1.0\ Common)DakasServices

Word XP has introduced further complications for those merging from Excel data. 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 M SQuery.

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 for matting 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 settingsi.e. Tools > Options > General >
Confirm conversion on open.
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Options

Security l Spelling & Grammar l Track Changes l
I=er Infarmation ] Cormpatibility l File Locakions l
vew [ Geners | Ewe | et | sae |

General options
[
[ Blue background, white kewxt
v Provide Feedback with sound
v Provide feedback with apimation
[+ Confirm corversion ak Cpen
v Updat&autnmatic links at Open
v Mail as attachment
[v Recently used file list: |9 El: entries
| Help For WordPerfect users
[ Mawigation kevs For WordPerfect users
[ Allow background open of web pages
[ Automatically create drawing canvas when inserting AukaShapes

Measurement units: Centimeters ﬂ

| Show pixels For HTML features

wWeb Qptions. .. | E-mail Dptions. .. |

(04 | Zancel |

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 earlier versions of Word.

Other data sources

Confirm Data Source

Qpen data source;

OLE DE Database Files J
Microsaft Excel Warksheet via Convverter (%, xls ;™ xlhw

M3 Excel Worksheets via DDE {*,xls)
Excel Files via ODBC (*,xls)

If you are not creating a new data source then simply steer to the folder that contains the data file you wish to use or refer
back to the mail merge toolbar and click the option to use the Address Book. The available address books, including
Outlook will belisted. Note that as this function is closely tied to the e-mail function, address books must be from MAPI

compliant applications to be available here. Outlook Expressisnot aMAPI compliant address book.
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Use Address Book

Choose address boak
Lokus 1-2-3

‘Outlook Address Book
Personal Address Book,
Schedule+ Contacks

i
04 | Cancel |

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' fieldsin all the cells except the first.

1
3
Next Recordy Next Rec¥
L. | oNext Recorck .. Next Records wNext Re-::jr)
Tl @t

Al - L
."._ e “"’ — .'\-_.\,.\_.L-’N ---~--~\Ih.L __f“ At e, il =4, . j -,

You can ignore all the cells, except the first, for that is where we are going to build our label. On the toolbar, click the
icon to the left of 'Insert Word Fields. Thiswill produce a drop-down menu listing all the available datafieldsin the

chosen datafile. Select the fields that you want to use and insert them. Don't worry about placement at this stage, just pick
the required fields.
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aNext Records

Insert:
" Addr

Title
Company

City

Counkry

Match Fields. .. |

First_Name
Last_Mame
Gener ation

Department

Postal_fddress
Office_Location
Street_Address

Skate_or_Province
Postal_Code

Business_Phone
Business_Phone_Z
Business_Fax
Assistant_MName

ess Fields {+ Database Fields

=\

Cancel |

Insert |

The result will be that in the left illustration below. Y ou can then move the fields around to give you the required spacing

and position asin the illustration on the right.

L |
!
aFirg_Namesd ag NameswCom pan?
Pogal Addresss
{

(

pre—

Firg Names fagd Names
oompanys:
Pogal Address:

1
S
¢
<

-h."h-m_‘_.-_’x.._ uL.I\--!«_h...-w__\\ h.“)-x "'-../

Earlier versions of Word allowed you to pick the fields individually. This option is still available, although by default
Microsoft has not added the appropriate tool to the toolbar. If you click the tiny down-arrow ™ at the extreme right hand
end of the merge toolbar and select 'add or remove buttons', the missing command is unchecked at the bottom of the list.
Check it, select ‘customize', then drag it to a position of your choice. Here | have placed it to the right of the new

command:

Fk] D El |Insert Merge Field = [ Insert Word Field =

Page 10 of 18

© www.gmayor.com



This provides the familiar insertion tool below. Whichever you use, the object isto produce the layout shown in the right

hand image above.

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

Courbesy_Title

First_Mame

Last_Mame
Generation

Title

Cormparny
Deparkrent
Paostal_address
Office_Location
Street_Address
ity
State_or_Province
Postal_Code
Counkry
Business_Phone
Business_Phone_Z
Business_Fax
Assistant_Mame
Assistant_Phone
Spause
Home_Phone
Home_Phone_2

Horne_Fax

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.

[y Mail Merge Use Address Book Fj D El  Insert Merge Figld ~  Insert Word Field =
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¢

‘I

#Next Records {Ney
dFirg Names «as Names dFirg Names «as Names dhirg™
W ompanys W ompanys wlompg
#Podal Addresss #Podal Addresss {{POEtEd/

.i_.

>

.h-.

iNext Recorch iNext Recorch {iNex‘(._'
dFirg Names «as Names dFirg Names «as Names wFirs
W ompanys W ompanys HoOmPa,
WPotal Address: . WPotal Address: {{F‘jsfj
" - ,._‘l ) il ;"ﬂ"‘.‘ ’ R b ™ _L_f_\ L ‘f" . PR
Merge the data

B M 41 b M E&/@?@E‘M .
'11'I'12'I'12'I'14'I'15'I'15'I'1?'I'la'm‘“ T
Merge ta New Document

or

||
B ® Wt o R DRl
"
UL gz e A B B 7 8 18 e b Py

Mergeto a new document to check the results, or, if confident of those results, merge directly to the printer.

If you print and produce only one page of labels, when you think you should have mor e, please go back and re-
read the instructions, for you have not completed the merge, but have printed the mer ge layout document..

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

Problems using the mail merge wizard - only one page of labels is printed

All of the foregoing replaces the merge wizard, but if you choose to follow the wizard instead, you may, when merging
labels, encounter what appears to be an inability to print al the records. This is because when you arrive at the following
task pane, instead of choosing the print option, you print from the Word file menu, resulting in only a single page of
labels.
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It isessentia to continue the wizard's steps to the end.

Mail Merge

Complete the merge

Mail Merge is ready ko produce
wour mailing labels.

To personalize vour labels, click
"Edit Individual Labels." This will
open a new document with wour

merged labels. To make changes to

all the labels, switch back ko the
original docurent,

Merge

S Pr'?t...
'-.'_1 Ed_andividnal lahels,
Merge ko printer

Step 6 of &6

W@ Previous: Preview your labels

Mail Merge *

Complete the merge

Mail Merge is ready ko produce
wour mailing labels.

To personalize wour labels, click
"Edit Individual Labels." This will
open a new document wikh your
merged labels, To make changes to
all the labels, swikch back ko the
ariginal document,

Merge

L Prin..

L 3 Edit '?dividual labels. ..

Merge ko new u:Iu:u:ument|

Step b of 6

W@ Previous: Preview wour labels

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

Initial field when merging from Outlook Contacts

When merging from Outlook, one field you will not find isafield that contains the initial letter of the contact's forename,
which can be very useful when addressing envel opes 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 the initial
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 write it to the User4 field. Thus:

Tor { MERCEFIELD Title } { MERCEFIELD User Field 4}, { MERCEFIELD Last Name }

Crear { MERCEFIELD Firg MName }

To: Mr. G Mayor

Cear Sraham

Word 2002/3 also make 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 categoriesfield to one of the
other user fields (here User3) and using that as an alias for the Categoriesfield.

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

Note: Tomakethe user fieldsavailableto Word, it is necessary to usethe Mail Merge Wizard in Word to select
the contactslist rather than the Toolbar command referred to earlier on thispage, or theold Mail Merge Helper
mentioned later. Both of these functionsuse an earlier method of connection to the Contactslist - aremnant from
Word 97/2000 code that remainsin the application.
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o= o
# | i Mail Merge > |

Select recipients

3 Use an existing list
%) Select From Outlook contacts
i Tvpe a new list

Select from Outlook contacts

Currenthy, your recipients are selected from:

[Contacts] in "Personal Folders|"

& Choose Contacks Folder

o Edit recipient list... “Select contacts folder|

Step 3of 6
& Mexk: Write waur letter

@ Previous: Starking document

Home_fddress
Business_Address
Cther_Address

Journal

Wb Page
Business_address_Street
Business_Address_City
Business_Address_State
Business_address_Postal_Code
Business_Address_Counkry
Business_address_PO_Box
ser_Field_1

ser_Field_z

Idser_Field_3

37

ser_Field_4
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{ SKIPIF { Mergefield User Field 3} <> "Finance" }To { Mergefield Title } { Mergefield
User Field 4%}. { Mergefield Lag }

Dear { Mergefield Firs }

To Mr. G, Mayor

Ciear Craham

Thanks to http://www.slovaktech.com/code samples.htm for providing the germ of an ideato 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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You can still use the old Mail Merge Helper from Word 97/2000
Although you get a new mail merge interface, using task panes, with Word 2002/3, and the previous sections show how to
avoid using it, Microsoft has kindly |eft the old mail merge helper from Word 97/2000 in the application. Y ou will,
however, have to add it's command to the toolbar and/or tools menu. Y ou'll find the command in Tools > customize >
commands > all commands and it's called MailMergeHel per

Customize

Toolbars  Commands l Options l

To add a command ko a toolbar: select a cakegory and drag the
command ouk of this dialog box to a toolbar,

Caktegories: Commands:

""""'"-'d'_:"""" and Help ﬂ M MailMergeFirstRecord ﬂ

Drawing

AutoShapes MailMergeGaToRecord

Borders ] o

Mail Merge D MailMergeGreetingLine =

Forms * :

Control Toolbosx Mailtergetielper %J
MailMergeInsertAsk j

Macros

Fanks j

Selected command:

Descripkion | |

@ Save in: |N|:|rma|.|:||:|t j Eeyl:u:uard...| Close |

Drag the command to a suitable place on the toolbar:

@ File Edit Wiew Insert Format  Tools  Table  Work
NEEHSf & éGra =2 % 4 BB
£Y Body Text ~ ZapfHumnst BT ~11 ~ B F 0O 4

€ Update ‘b Sig.  Boiler

Field Codes  Re
[,

5

Click the icon and you have the old familiar mail merge helper:
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Mail Menge Helper

The next skep in setting up the mail merge is ko specify a data source,
Choose the Get Data button,

=
1 Main docurment

Create - Edit -

Merge bype: Catalog
Main docurment: Documentz

-
2 Data source

Get Data -

3
Merge the data with the document

Cancel

© www.gmayor.com last updated 27 December 2007
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