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Introduction

This tutorial shows how to use Word’s Mail Merge feature to generate output in the form of a list of data that is sorted and separated by category. Included with the tutorial is a sample Excel data file and mailmerge main document you can use to create such a list.

For advice on how you can limit the number of records per page, see:
http://support.microsoft.com/?kbid=212375
Viewing The Fields

To view the tutorial’s fields, I recommend that you toggle field shading on. You can do this via Tools|Options|View (Word 97-2003) or Word Options|Advanced>Show Document Content (Word 2007) and, under ‘Field Shading’, selecting the ‘Always’ or ‘When selected’ options. You’ll probably find the ‘Always’ option works best. Doing this has no effect on the printed output but makes the fields easier to work with on-screen.

For ease of identification, the fields used in the various examples are encompassed by square brackets (ie ‘[ ]’). To see the inner workings of any field, select both of the square brackets encompassing it and press Shift-F9. When you’re done, pressing Shift-F9 again will toggle the display back to showing the field’s results. Alternatively, you can toggle the field code display for all fields via Alt-F9 (Option-F9 on a Mac).
The ‘Key’ Fields
Before using this type of mailmerge, you’ll need to determine which of the data fields you want to use as the one to trigger the separation of the lists. This is your ‘key’ field. The accompanying Excel data file is sorted by the ‘State’ field, then the ‘City’ field and, finally, the ‘Representative’ field. The more sophisticated examples in the tutorial use two key fields – a main key and a sub key.
How the Categorisation Mailmerge Process Works

The first IF field in each example initializes an empty 'Key' bookmark, via a field coded as '{SET Key = ""}'.

The second IF field in each example compares the contents of the 'Key' bookmark against the nominated 'Key' field for the current record (eg the State abbreviation or City name) and, if they’re:

· the same, inserts a new line for all except the first record; or

· different, outputs the new details (and, possibly, a variety of other text), then updates the 'Key' bookmark to the new value.

For all records, Word inserts the data for the current record after the second IF test has done its work.

Note: The sample data file includes a 'dummy' last record and a ‘State_Total’ field. These are only needed to implement solutions such as the ‘Using a Dummy Last Record to Generate the Trailing Content Per Group’ and ‘Calculating Group and Sub-Group Totals’ examples on pages 12 and 14, respectively; if you’re not using those approaches, you don’t need the 'dummy' last record or the ‘State_Total’ field.
Using the Sample Data File & Mailmerge Main Document

For the purposes of testing the fields in the examples given in this document, you can simply copy the fields to the accompanying ‘Mailmerge Main Document’ file, without going through the steps in the section titled ‘Set Up the Main Mailmerge Document’ (page 3). You may, however, need to re-attach the data source – Word will prompt you if this is required. 
Formatting the Output

Although the merged output generated by the fields in this document is generally formatted as a single paragraph, you can instead replace the line-feeds in the field coding with paragraph marks. This gives you full access to the formatting capabilities of any Paragraph Styles and Character Styles defined in your main mailmerge document.

Also, some of the examples given in this tutorial, such as ‘Inserting Content Before the Repeated Data’ (page 8) use Word’s '\* Charformat' switch and other ‘picture switches’ to modify the output formats. See Word’s Help file for more details on how to apply these to your own mailmerges.

Viewing the Mailmerge Output - Completing the Merge

Word’s mailmerge tools include a facility (titled ‘Preview Results’ in Word 2007 & later) for previewing mailmerge output. Do not rely on the merge preview for either confirmation of a correct output content & formatting or mailmerge generation. Mailmerge previews are not a reliable indicator of the finalised mailmerge output; indeed, with the fields used in this tutorial you are unlikely to see a preview that is even close to the finalised mailmerge output. For example, a preview will never show any groupings – all it will display is one record at a time.
To see what you will get using the fields in this tutorial (and in many other merges also), you must complete the merge, by: pressing Alt-Shift-N; choosing ‘Finish and Merge > Edit Individual Documents’ (in Word 2007 & later); or choosing ‘Merge to new Document’ (in Word 2003 & earlier). Even if your ultimate intention is to send the final output direct to a printer, it’s preferable to use the ‘Edit Individual Documents’ or ‘Merge to new Document’ option until you’ve confirmed that you’re getting both the desired content and the desired format.

Set Up the Main Mailmerge Document

For this procedure to work, you must select the 'Catalog' or 'Directory' document type when you set up your main document. To set up your main document as a 'Catalog' or 'Directory' type, follow these steps:

1. In a new blank document, start the mail merge. To do this, use one of the following procedures, as appropriate for the version of Word you are using:

Word 97

On the Tools Menu, click Mail Merge > Create > Catalog > Active Document. In the Mail Merge Helper, click Get Data > Open Data Source to attach the data file. Then go to step 8.

Word 2000

On the Tools Menu, click Mail Merge > Create > Catalog > Active Document. In the Mail Merge Helper, click Get Data > Open Data Source to attach the data file. Then go to step 8.

Word 2002

On the Tools Menu, click Letters and Mailings > Mail Merge Wizard > Directory. Then go to step 2.

Word 2003

On the Tools Menu, click Letters and Mailings > Mail Merge > Directory. Then go to step 2.

Word 2007

On the Mailings Tab, click Start Mail Merge, > Step by Step Mail Merge Wizard > Directory. Then go to step 2.

Word 2010

On the Mailings Tab, click Start Mail Merge, > Step by Step Mail Merge Wizard > Directory. Then go to step 2.

Word 2013

On the Mailings Tab, click Start Mail Merge, > Step by Step Mail Merge Wizard > Directory. Then go to step 2.

2. Click Next: Select Starting document.

3. Under Select starting document, click Use the current document > Next: Select recipients.

4. Under Use an existing list, click Browse.

5. In the Select Data Source dialog box, browse to and select the data file.

6. If the Confirm Data Source dialog box appears, select a data type that is appropriate for the type of file that you are using. For example, for an Excel data file, select either MS Excel Worksheets via DDE (*.xls) or Excel Files via ODBC (*.xls).

7. In the Mail Merge Recipients dialog box, click OK.

8. Using the following field code examples as a guide, insert fields to compare the key field against, so as to vary the output.

Grouping the Records

When preparing for a 'Catalog' or 'Directory' mailmerge in which you want to group records according to a 'Key' field, it is important that you ensure that the records get sorted according to that field. You have two options:

1.
Sort your data file so that all records with the same 'Key' field value are grouped together.

2.
After setting up your main document:

a) in Word 2007 & later, use the mailmerge helper’s 'Query Options' to order the records by the 'Key' field during the merge process; or
b) in Word 2003 & earlier, click on the 'Mail Merge Recipients' button, then sort the data by whatever you're using for the 'Key' field

With this approach, your data remain in their original order and the mailmerge process does the sorting internally.

Merge Records By Category

This example uses the ‘City’ field sample data from the accompanying Excel workbook as the key field.

[«Merge Sequence #»QUOTE= 1 «City» 

"<> «State» "«Merge Sequence #»IF> 1 "
"

MERGEFIELD State
«State»

«City»

«City»«City»

SET Key 

" 
«State»
«City»



«Representative»
«Sales»
"
«State»
«City»


«Representative»
«Sales»

]
The fields laid out in this example produce a sorted list as follows:

ACT
Canberra


Yang
$2,100

NSW
Coffs Harbour


Roulston
$4,000

NSW
Dubbo


Kristiansen
$6,700

NSW
Newcastle


Avard
$3,400

James
$8,600

NSW
Sydney


Brown
$5,300

Driver
$8,700

Gadzic
$7,400

Williams
$700

NSW
Wollongong


Day
$6,200

McFarlane
$8,100

NT
Darwin


Couchman
$1,800

… etc.

For a multi-column format, you could re-code the above field and re-format the paragraph(s) used for the merge fields as shown in the next example.

[«Merge Sequence #»QUOTE= 1 «City» 

"<> «City» "«Merge Sequence #»IF> 1 "

"

MERGEFIELD State
«State»

«City»

«City»«City»

SET Key 
" 

«Representative»
«Sales»
"

«Representative»
«Sales»

]
The fields laid out in this example produce a two-column sorted list as follows:

ACT
Canberra

Yang
$2,100


NSW
Coffs Harbour

Roulston
$4,000


NSW
Dubbo

Kristiansen
$6,700


NSW
Newcastle

Avard
$3,400

James
$8,600


NSW
Sydney

Brown
$5,300

Driver
$8,700

Gadzic
$7,400

Williams
$700


NSW
Wollongong

Day
$6,200

McFarlane
$8,100


NT
Darwin

Couchman
$1,800


… etc.

This next example uses the same sample data, but with the ‘State’ field as the key field.

[«Merge Sequence #»QUOTE= 1 «State» 

"<> «City» "«Merge Sequence #»IF> 1 "
"

MERGEFIELD State
«State»

SET Key «State»

«State»

" 
«State»



MERGEFIELD City
«City»

«Representative»
«Sales»
"
«State»

«City»
«Representative»
«Sales»

]
The fields laid out in this example produce a sorted list as follows:

ACT

Canberra
Yang
$2,100

NSW

Coffs Harbour
Roulston
$4,000
Dubbo
Kristiansen
$6,700
Newcastle
Avard
$3,400
Newcastle
James
$8,600
Sydney
Brown
$5,300
Sydney
Driver
$8,700
Sydney
Gadzic
$7,400
Sydney
Williams
$700
Wollongong
Day
$6,200
Wollongong
McFarlane
$8,100

NT

Darwin
Couchman
$1,800

… etc.

Merge Records by Category Using Two Keys

You’ll note from the previous examples that the city names are repeated. For the second example, especially, you might prefer to use ditto marks (ie '' '') instead. This example uses both the ‘State’ and ‘City’ fields in the sample data to achieve this:

[«Merge Sequence #»QUOTE= 1 " 

SET Key2 "" "
"«City»IF= «City» 1 0
1
*«State»IF= «State» 1 0
1

1
= 0 "«Merge Sequence #»IF> 1 "
"

MERGEFIELD State
«State»

SET Key1 «State»

«State»
" 

IF«City»<> «City» "
«City»

«City»«City»

SET Key2 " "    '' ''"
    '' ''

«Representative»
«Sales»
"
    '' ''
«Representative»
«Sales»

]
The fields laid out in this example produce a sorted list as follows:

ACT

Canberra
Yang
$2,100

NSW

Coffs Harbour
Roulston
$4,000

Dubbo
Kristiansen
$6,700

Newcastle
Avard
$3,400
    '' ''
James
$8,600

Sydney
Brown
$5,300
    '' ''
Driver
$8,700
    '' ''
Gadzic
$7,400
    '' ''
Williams
$700

Wollongong
Day
$6,200
    '' ''
McFarlane
$8,100

NT

Darwin
Couchman
$1,800

… etc.

Send Each Category to a New Page

A minor change to the field coding from the previous examples inserts a page break whenever the key field changes. The following field codings show how you might go about this:

· with the ‘City’ field as the key field –

[«Merge Sequence #»QUOTE= 1 «City» 

"<> «State» "«Merge Sequence #»IF> 1 




MERGEFIELD State
«State»

«City»

«City»«City»

SET Key 

" 
«State»
«City»



«Representative»
«Sales»
"
«State»
«City»


«Representative»
«Sales»

]
· or, with the ‘State’ field as the key field –

[«Merge Sequence #»QUOTE= 1 «State» 

"<> «City» "«Merge Sequence #»IF> 1 




MERGEFIELD State
«State»

SET Key «State»

«State»

" 
«State»



MERGEFIELD City
«City»

«Representative»
«Sales»
"
«State»

«City»
«Representative»
«Sales»

]
Note: The 'QUOTE 12' field creates the page break. If that seems confusing, you could replace that field with a manual page break, by pressing Ctrl-Enter, or you could replace it with a ‘Next Page’ Section break.

The fields in the above examples produce the same listings as previously, but with page breaks separating them at the 'Key' changes, as simulated below:

ACT
Canberra


Yang
$2,100
............................................................................................Page Break............................................................................................. NSW
Coffs Harbour


Roulston
$4,000
............................................................................................Page Break............................................................................................. NSW
Dubbo


Kristiansen
$6,700
............................................................................................Page Break............................................................................................. NSW
Newcastle


Avard
$3,400

James
$8,600
............................................................................................Page Break............................................................................................. NSW
Sydney


Brown
$5,300

Driver
$8,700

Gadzic
$7,400

Williams
$700
............................................................................................Page Break............................................................................................. NSW
Wollongong


Day
$6,200

McFarlane
$8,100
............................................................................................Page Break............................................................................................. NT
Darwin


Couchman
$1,800
............................................................................................Page Break............................................................................................. … etc.

and:

ACT

Canberra
Yang
$2,100
............................................................................................Page Break............................................................................................. NSW

Coffs Harbour
Roulston
$4,000
Dubbo
Kristiansen
$6,700
Newcastle
Avard
$3,400
Newcastle
James
$8,600
Sydney
Brown
$5,300
Sydney
Driver
$8,700
Sydney
Gadzic
$7,400
Sydney
Williams
$700
Wollongong
Day
$6,200
Wollongong
McFarlane
$8,100
............................................................................................Page Break............................................................................................. NT

Darwin
Couchman
$1,800
............................................................................................Page Break............................................................................................. … etc.

Inserting Content Before the Repeated Data

If you want additional text to appear in the merge document before the repeated data, you can include it as shown below. This way, the text appears only if the information in the data source meets the conditions that you define in the IF fields (eg, when the City changes).

If you place text outside the IF fields in your main document, this text appears in the merge document for each new row in the data source.

The following example prefaces each City in the list with some introductory text, adds some headings and changes the format of the sales field.

[«Merge Sequence #»QUOTE= 1 «State» 

"<> «State» "«Merge Sequence #»IF> 1 "
"
These are the sales totals for «State»

«State»«State»

SET Key 
City
Representative
Sales
" 

MERGEFIELD City
«City»

«Representative»
«Sales»
"
«City»
«Representative»
«Sales»

]
The fields laid out in this example produce the following output, using the ‘State’ field as the key field:

These are the sales totals for ACT
City
Representative
Sales
Canberra
Yang
$2,100.00

These are the sales totals for NSW
City
Representative
Sales
Coffs Harbour
Roulston
$4,000.00
Dubbo
Kristiansen
$6,700.00
Newcastle
Avard
$3,400.00
Newcastle
James
$8,600.00
Sydney
Brown
$5,300.00
Sydney
Driver
$8,700.00
Sydney
Gadzic
$7,400.00
Sydney
Williams
$700.00
Wollongong
Day
$6,200.00
Wollongong
McFarlane
$8,100.00

These are the sales totals for NT
City
Representative
Sales
Darwin
Couchman
$1,800

… etc.

Inserting Content After the Repeated Data

If you want additional text to appear in the merge document after the repeated data, there are two approaches you can take:

· add a dummy record to the source data to indicate that there are no more records to process; or

· add a field to the data source to indicate the last record for each group.

If neither of these is possible, the first approach can still be used for all except the last record, for which you’ll have to add the ‘after’ content manually.

With the first approach, the text that follows the repeated data appears in the field ahead of the text that precedes the repeated data. That’s because this text is actually part of the preceding record.

Using a Dummy Last Record to Generate the Trailing Content Per Group
The following examples addresses each letter to a ‘State’ representative, inserts some introductory text and headings, changes the format of the sales field, then adds some concluding text, signature and date after the repeated data.
The field coding incorporates two extra IF tests: one to suppress the superfluous page that would be output for the dummy record (indicated by the '0' for the last ‘State’ field); and one to suppress the ‘trailing’ text before the first record.

Using One Key

[«Merge Sequence #»QUOTE= 1   «State»«State»

«State»


IFSET LastKey <> «State» "IF> 1 "

If you require more details about the above sales figures, please contact your WA Sales Manager.

Sincerely,


Customer Service Manager (National)
Friday, 7 February 2014
0IF<> 0 



"

IFACT<> 0 "Director,
Retail Sales ACT

ACTACT

SET Key 

These are the sales totals for ACT

City
Representative
Sales
"
Director,
Retail Sales ACT

These are the sales totals for ACT

City
Representative
Sales

"
"«State»IF<> 0 "«City»
«Representative»
«Sales»
"
«City»
«Representative»
«Sales»

"
«City»
«Representative»
«Sales»

]
The fields laid out in this example produce the following (simulated) output, using the ‘State’ field as the key field:

Director,
Retail Sales ACT

These are the sales totals for ACT

City
Representative
Sales
Canberra
Yang
$2,100.00


If you require more details about the above sales figures, please contact your ACT Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012
............................................................................................Page Break............................................................................................. Director,
Retail Sales NSW

These are the sales totals for NSW

City
Representative
Sales
Coffs Harbour
Roulston
$4,000.00
Dubbo
Kristiansen
$6,700.00
Newcastle
Avard
$3,400.00
Newcastle
James
$8,600.00
Sydney
Brown
$5,300.00
Sydney
Driver
$8,700.00
Sydney
Gadzic
$7,400.00
Sydney
Williams
$700.00
Wollongong
Day
$6,200.00
Wollongong
McFarlane
$8,100.00


If you require more details about the above sales figures, please contact your NSW Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012
............................................................................................Page Break............................................................................................. Director,
Retail Sales NT

These are the sales totals for NT
City
Representative
Sales
Darwin
Couchman
$1,800.00


If you require more details about the above sales figures, please contact your NT Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012
............................................................................................Page Break............................................................................................. … etc.

Note: If you don’t need to repeat the ‘Key’ field’s value in the trailing text, you can delete the {SET LastKey { Key }} and { LastKey } fields from the code.

Using Two Keys
A two-key application of the field code, using the ‘State’ and ‘City’ fields in the sample data, is:

[«Merge Sequence #»QUOTE= 1 "

  

SET Key2 "" 

SET LastKey " «State»«State»

«State»


IFSET LastKey <> «State» "IF> 1 "

If you require more details about the above sales figures, please contact your WA Sales Manager.

Sincerely,


Customer Service Manager (National)
Friday, 7 February 2014
0IF<> 0 



"

IF== 1 1 0
0
+ACTIF<> 0 1 0
1

1
>= 1 "Director,
Retail Sales ACT

ACTACT

SET Key1 

These are the sales totals for ACT

City
Representative
Sales
"
Director,
Retail Sales ACT

These are the sales totals for ACT

City
Representative
Sales

"
"«State»IF<> 0 "«City»IF<> «City» "Canberra

CanberraCanberra

SET Key2 " "    '' ''"
    '' ''

«Representative»
«Sales»
"
    '' ''
«Representative»
«Sales»

"
    '' ''
«Representative»
«Sales»

]
The fields laid out in this example produce the following (simulated) output:

Director,
Retail Sales ACT

These are the sales totals for ACT

City
Representative
Sales
Canberra
Yang
$2,100.00


If you require more details about the above sales figures, please contact your ACT Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012
............................................................................................Page Break............................................................................................. Director,
Retail Sales NSW

These are the sales totals for NSW

City
Representative
Sales
Coffs Harbour
Roulston
$4,000.00
Dubbo
Kristiansen
$6,700.00
Newcastle
Avard
$3,400.00
    '' ''
James
$8,600.00
Sydney
Brown
$5,300.00
    '' ''
Driver
$8,700.00
    '' ''
Gadzic
$7,400.00
    '' ''
Williams
$700.00
Wollongong
Day
$6,200.00
    '' ''
McFarlane
$8,100.00


If you require more details about the above sales figures, please contact your NSW Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012
............................................................................................Page Break............................................................................................. Director,
Retail Sales NT

These are the sales totals for NT
City
Representative
Sales
Darwin
Couchman
$1,800.00


If you require more details about the above sales figures, please contact your NT Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012
............................................................................................Page Break............................................................................................. … etc.
Using an Extra Field to Generate the Trailing Content Per Group

Using One Key

If you’re able to have a field that indicates the last record in each group, you can take the following approach, which also has the advantage of allowing you to insert one or more mergefields after the repeated data:

[«Merge Sequence #»QUOTE= 1 «State» 

"<> «State» "«Merge Sequence #»IF> 1 "


"
Director,
Retail Sales «State»

These are the sales figure for «State»

«State»«State»

SET Key 
City
Representative
Sales
"

MERGEFIELD City
«City»

«Representative»
«Sales»
«State_Total»IF<> "" "

The «State» total is:
«State_Total».

If you require more details about the above sales figures, please contact the «State» Sales Manager.


Sincerely,


Customer Service Manager (National)
Friday, 7 February 2014
"


The «State» total is:
«State_Total».

If you require more details about the above sales figures, please contact the «State» Sales Manager.


Sincerely,


Customer Service Manager (National)
Friday, 7 February 2014

"
«City»
«Representative»
«Sales»


The «State» total is:
«State_Total».

If you require more details about the above sales figures, please contact the «State» Sales Manager.


Sincerely,


Customer Service Manager (National)
Friday, 7 February 2014

]
The fields laid out in this example produce the following (simulated) output, using the ‘State’ field as the key field, and the ‘State_Total’ field as the last-record indicator for each group:

Director,
Retail Sales ACT

These are the sales figure for ACT
City
Representative
Sales
Canberra
Yang
$2,100


The ACT total is:
$2,100.

If you require more details about the above sales figures, please contact the ACT Sales Manager.


Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012
............................................................................................Page Break............................................................................................. Director,
Retail Sales NSW

These are the sales figure for NSW
City
Representative
Sales
Coffs Harbour
Roulston
$4,000
Dubbo
Kristiansen
$6,700
Newcastle
Avard
$3,400
Newcastle
James
$8,600
Sydney
Brown
$5,300
Sydney
Driver
$8,700
Sydney
Gadzic
$7,400
Sydney
Williams
$700
Wollongong
Day
$6,200
Wollongong
McFarlane
$8,100


The NSW total is:
$59,100.

If you require more details about the above sales figures, please contact the NSW Sales Manager.


Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012
............................................................................................Page Break............................................................................................. 
Director,
Retail Sales NT

These are the sales figure for NT
City
Representative
Sales
Darwin
Couchman
$1,800


The NT total is:
$1,800.

If you require more details about the above sales figures, please contact the NT Sales Manager.


Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012
............................................................................................Page Break............................................................................................. … etc.

Using Two Keys
A two-key application of the field code, using the ‘State’ and ‘City’ fields in the sample data, is:

[«Merge Sequence #»QUOTE= 1 " 

SET Key2 "" " 
"«State»IF<> «State» "«Merge Sequence #»IF> 1 "


"
Director,
Retail Sales «State»

These are the sales figure for «State»

«State»«State»

SET Key1 
City
Representative
Sales
"

IF«City»<> «City» "«City»

«City»«City»

SET Key2 " "    '' ''"
    '' ''

«Representative»
«Sales»
«State_Total»IF<> "" "

The «State» total is:
«State_Total».

If you require more details about the above sales figures, please contact the «State» Sales Manager.


Sincerely,


Customer Service Manager (National)
Friday, 7 February 2014
"


The «State» total is:
«State_Total».

If you require more details about the above sales figures, please contact the «State» Sales Manager.


Sincerely,


Customer Service Manager (National)
Friday, 7 February 2014

"
    '' ''
«Representative»
«Sales»


The «State» total is:
«State_Total».

If you require more details about the above sales figures, please contact the «State» Sales Manager.


Sincerely,


Customer Service Manager (National)
Friday, 7 February 2014

]

The fields laid out in this example produce the following (simulated) output:

Director,
Retail Sales ACT

These are the sales totals for ACT

City
Representative
Sales
Canberra
Yang
$2,100.00


If you require more details about the above sales figures, please contact your ACT Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012
............................................................................................Page Break............................................................................................. Director,
Retail Sales NSW

These are the sales totals for NSW

City
Representative
Sales
Coffs Harbour
Roulston
$4,000.00
Dubbo
Kristiansen
$6,700.00
Newcastle
Avard
$3,400.00
    '' ''
James
$8,600.00
Sydney
Brown
$5,300.00
    '' ''
Driver
$8,700.00
    '' ''
Gadzic
$7,400.00
    '' ''
Williams
$700.00
Wollongong
Day
$6,200.00
    '' ''
McFarlane
$8,100.00


If you require more details about the above sales figures, please contact your NSW Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012
............................................................................................Page Break............................................................................................. Director,
Retail Sales NT

These are the sales totals for NT
City
Representative
Sales
Darwin
Couchman
$1,800.00


If you require more details about the above sales figures, please contact your NT Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012
............................................................................................Page Break............................................................................................. … etc.

Calculating Group and Sub-Group Totals

Although the ‘Using an Extra Field to Generate the Trailing Content Per Group’ example (page 12) generates group totals, that is only possible because those totals exist in the source data. With the following field code construction, you can extend the ability of the ‘Using a Dummy Last Record to Generate the Trailing Content Per Group’ example (page 9) to calculate the group and sub-group totals (the additional field coding is highlighted in red), even though they don’t exist in the source data. This example uses tables for the output, though that isn’t necessary – it’s just to show what’s possible:

[«Merge Sequence #»QUOTE= 1 " 

SET Key2 "" 0

SET Tot2 00" «City»«State»

«State»

"SET LastKey = «City» 1 0
1
*«State»IF= «State» 1 0
1

1
= 0 "IF> 1 "
	
	Perth Total:
	$15,700


0"

IFACT<> WA "IF> 1 "
	WA Total:
	
	$15,700


0
If you require more details about the above sales figures, please contact your WA Sales Manager.

Sincerely,


Customer Service Manager (National)
Friday, 11 May 2012
"

IFACT<> 0 "IF> 1 



ACT

ACTSET Key1 Director,
Retail Sales ACT

These are the sales totals for ACT
	City
	Representative
	Sales


"
Director,
Retail Sales ACT

These are the sales totals for ACT
	City
	Representative
	Sales



"
Director,
Retail Sales ACT

These are the sales totals for ACT
	City
	Representative
	Sales




SET Key2 Canberra

Canberra"

IF«State»<> 0 "
	«City»
	«Representative»
	«Sales»


«Sales»

!Syntax Error, «

!Syntax Error, ««Sales»

!Syntax Error, «

!Syntax Error, «

SET Tot2 SET Tot1 "

	«City»
	«Representative»
	«Sales»



"

	«City»
	«Representative»
	«Sales»



]
The fields laid out in this example produce the following (simulated) output, using the ‘State’ field for the groups and the ‘City’ field for the sub-groups:

Director,
Retail Sales ACT

These are the sales totals for ACT
	City
	Representative
	Sales


	Canberra
	Yang
	$2,100


	
	Canberra Total:
	$2,100


	ACT Total:
	
	$2,100



If you require more details about the above sales figures, please contact your ACT Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012

............................................................................................Page Break............................................................................................. 
Director,
Retail Sales NSW

These are the sales totals for NSW
	City
	Representative
	Sales


	Coffs Harbour
	Roulston
	$4,000


	
	Coffs Harbour Total:
	$4,000


	Dubbo
	Kristiansen
	$6,700


	
	Dubbo Total:
	$6,700


	Newcastle
	Avard
	$3,400


	Newcastle
	James
	$8,600


	
	Newcastle Total:
	$12,000


	Sydney
	Brown
	$5,300


	Sydney
	Driver
	$8,700


	Sydney
	Gadzic
	$7,400


	Sydney
	Williams
	$700


	
	Sydney Total:
	$22,100


	Wollongong
	Day
	$6,200


	Wollongong
	McFarlane
	$8,100


	
	Wollongong Total:
	$14,300


	NSW Total:
	
	$59,100



If you require more details about the above sales figures, please contact your NSW Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012

............................................................................................Page Break............................................................................................. 
Director,
Retail Sales NT

These are the sales totals for NT
	City
	Representative
	Sales


	Darwin
	Couchman
	$1,800


	
	Darwin Total:
	$1,800


	NT Total:
	
	$1,800



If you require more details about the above sales figures, please contact your NT Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012
etc. 
Note: If you don’t need the sub-group totals, you can delete the table:

	
	«City» Total:
	$0


from the field code. Conversely, if you don’t need the group totals, you can delete the table:
	«State» Total:
	
	$0


from the field code. Of course, if you’re not using tables, simply omit the corresponding fields from the code (eg delete the unwanted table, then convert the others to text).
Shading Alternate Report Rows

A variation on the previous field construction, to shade the alternate rows in the output, is:

[«Merge Sequence #»QUOTE= 1 " 

SET Key2 "" 0

SET Tot2 00" «City»«State»

«State»

"SET LastKey = «City» 1 0
1
*«State»IF= «State» 1 0
1

1
= 0 "0IF> 1 "
	
	Perth Total:
	$15,700


0"

IFACT<> WA "0IF> 1 "
	WA Total:
	
	$15,700



If you require more details about the above sales figures, please contact your WA Sales Manager.

Sincerely,


Customer Service Manager (National)
Friday, 11 May 2012
0"

IFACT<> 0 "IF> 1 



ACT

ACTSET Key1 Director,
Retail Sales ACT

These are the sales totals for ACT
	City
	Representative
	Sales


"
Director,
Retail Sales ACT

These are the sales totals for ACT
	City
	Representative
	Sales



"
Director,
Retail Sales ACT

These are the sales totals for ACT
	City
	Representative
	Sales




SET Key2 Canberra

Canberra"

IF«State»<> 0 "5IF,2)
1
= 0 "
	«City»
	«Representative»
	«Sales»


" "
	«City»
	«Representative»
	«Sales»


"

	«City»
	«Representative»
	«Sales»




SET Record 6

6«Sales»

!Syntax Error, «

!Syntax Error, ««Sales»

!Syntax Error, «

!Syntax Error, «

SET Tot2 SET Tot1 "

	«City»
	«Representative»
	«Sales»



"

	«City»
	«Representative»
	«Sales»



]
The same approach can be extended to the other examples. Within the above field are two fields coded as '{SET Record 0}'. Only one of these is needed, depending on whether you want the aternate shading to be done at the sub-group or group level. Leaving both in does no harm, though, if you want the alternate shading to be done at the sub-group level.

The fields laid out in this example produce the following (simulated) output, using the ‘State’ field for the groups and the ‘City’ field for the sub-groups:

Director,
Retail Sales ACT

These are the sales totals for ACT
	City
	Representative
	Sales


	Canberra
	Yang
	$2,100


	
	Canberra Total:
	$2,100


	ACT Total:
	
	$2,100



If you require more details about the above sales figures, please contact your ACT Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012

............................................................................................Page Break............................................................................................. 
Director,
Retail Sales NSW

These are the sales totals for NSW
	City
	Representative
	Sales


	Coffs Harbour
	Roulston
	$4,000


	
	Coffs Harbour Total:
	$4,000


	Dubbo
	Kristiansen
	$6,700


	
	Dubbo Total:
	$6,700


	Newcastle
	Avard
	$3,400


	Newcastle
	James
	$8,600


	
	Newcastle Total:
	$12,000


	Sydney
	Brown
	$5,300


	Sydney
	Driver
	$8,700


	Sydney
	Gadzic
	$7,400


	Sydney
	Williams
	$700


	
	Sydney Total:
	$22,100


	Wollongong
	Day
	$6,200


	Wollongong
	McFarlane
	$8,100


	
	Wollongong Total:
	$14,300


	NSW Total:
	
	$59,100



If you require more details about the above sales figures, please contact your NSW Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012

............................................................................................Page Break............................................................................................. 
Director,
Retail Sales NT

These are the sales totals for NT
	City
	Representative
	Sales


	Darwin
	Couchman
	$1,800


	
	Darwin Total:
	$1,800


	NT Total:
	
	$1,800



If you require more details about the above sales figures, please contact your NT Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012
etc.
Counting Group and Sub-Group Records

A variation on the ‘Calculating Group and Sub-Group Totals’ example (page 14), that can be extended to the other examples , is to add a count group and sub-group records as well (or instead of) as their values:

[«Merge Sequence #»QUOTE= 1 " 

SET Key2 "" 0

SET Tot2 000

SET GCount 00" «City»«State»

«State»

"SET LastKey = «City» 1 0
1
*«State»IF= «State» 1 0
1

1
= 0 "IF> 1 "
	Perth Item Count: 4
	Perth Total:
	$15,700


00"

IFACT<> WA "IF> 1 "
	WA Item Count: 4
	WA Total:
	$15,700



If you require more details about the above sales figures, please contact your WA Sales Manager.

Sincerely,


Customer Service Manager (National)
Friday, 11 May 2012
00"

IFACT<> 0 "IF> 1 



ACT

ACTSET Key1 Director,
Retail Sales ACT

These are the sales totals for ACT
	City
	Representative
	Sales


"
Director,
Retail Sales ACT

These are the sales totals for ACT
	City
	Representative
	Sales



"
Director,
Retail Sales ACT

These are the sales totals for ACT
	City
	Representative
	Sales




SET Key2 Canberra

Canberra"

IF«State»<> 0 "
	«City»
	«Representative»
	«Sales»


«Sales»

!Syntax Error, «

!Syntax Error, ««Sales»

!Syntax Error, «

!Syntax Error, «

SET Tot2 SET Tot1 6

66

6

SET GCount SET SGCount "

	«City»
	«Representative»
	«Sales»



"

	«City»
	«Representative»
	«Sales»



]

The fields laid out in this example produce the following (simulated) output, using the ‘State’ field for the groups and the ‘City’ field for the sub-groups:

Director,
Retail Sales ACT

These are the sales totals for ACT
	City
	Representative
	Sales


	Canberra
	Yang
	$2,100


	Canberra Item Count: 1
	Canberra Total:
	$2,100


	ACT Item Count: 1
	ACT Total:
	$2,100



If you require more details about the above sales figures, please contact your ACT Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012

............................................................................................Page Break............................................................................................. 
Director,
Retail Sales NSW

These are the sales totals for NSW
	City
	Representative
	Sales


	Coffs Harbour
	Roulston
	$4,000


	Coffs Harbour Item Count: 1
	Coffs Harbour Total:
	$4,000


	Dubbo
	Kristiansen
	$6,700


	Dubbo Item Count: 1
	Dubbo Total:
	$6,700


	Newcastle
	Avard
	$3,400


	Newcastle
	James
	$8,600


	Newcastle Item Count: 2
	Newcastle Total:
	$12,000


	Sydney
	Brown
	$5,300


	Sydney
	Driver
	$8,700


	Sydney
	Gadzic
	$7,400


	Sydney
	Williams
	$700


	Sydney Item Count: 4
	Sydney Total:
	$22,100


	Wollongong
	Day
	$6,200


	Wollongong
	McFarlane
	$8,100


	Wollongong Item Count: 2
	Wollongong Total:
	$14,300


	NSW Item Count: 10
	NSW Total:
	$59,100



If you require more details about the above sales figures, please contact your NSW Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012

............................................................................................Page Break............................................................................................. 
Director,
Retail Sales NT

These are the sales totals for NT
	City
	Representative
	Sales


	Darwin
	Couchman
	$1,800


	Darwin Item Count: 1
	Darwin Total:
	$1,800


	NT Item Count: 1
	NT Total:
	$1,800



If you require more details about the above sales figures, please contact your NT Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012
etc.
Merging to Tables

Any of the previous examples can produce their output in a table format. All you need to do is to replace the heading & data lines in the field code with an equivalent table. When you do so, however, each record becomes a one-row table, as per the ‘Calculating Group and Sub-Group Totals’ example (page 14). To turn that output into one table per group you can run the following ‘TableJoiner’ macro after completing the merge.

Sub TableJoiner()
Application.ScreenUpdating = False
Dim oPara As Paragraph
For Each oPara In ActiveDocument.Paragraphs
  With oPara.Range
    If .Information(wdWithInTable) = True Then
      With .Next
        If .Information(wdWithInTable) = False Then
          If .Text = vbCr Then .Delete
        End If
      End With
    End If
  End With
Next
Application.ScreenUpdating = True
End Sub
Note: To use the macro, you could add it to your ‘Normal.dot’ template (‘Normal.dotm’ template for Word 2007 & later) or, after executing the merge, to the document containing the merged output.

When creating the tables, it is advisable to disable automatic re-sizing (Choose Table|Table Properties (Word 2003 & earlier) or Table Tools|Layout|Properties (Word 2007 & later), then Table > Options and uncheck the ‘Automatically resize to fit contents’ option). If you need the final table to use ‘text wrapping - around’, you cannot do so until after the merge and table-joining processes have been completed (you also could add the required code to the macro).

When the macro is applied to the output from the ‘Calculating Group and Sub-Group Totals’ example (page 14), it gets reformatted as:
Director,
Retail Sales ACT

These are the sales totals for ACT
	City
	Representative
	Sales

	Canberra
	Yang
	$2,100

	
	Canberra Total:
	$2,100

	ACT Total:
	
	$2,100



If you require more details about the above sales figures, please contact your ACT Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012

............................................................................................Page Break............................................................................................. 
Director,
Retail Sales NSW

These are the sales totals for NSW
	City
	Representative
	Sales

	Coffs Harbour
	Roulston
	$4,000

	
	Coffs Harbour Total:
	$4,000

	Dubbo
	Kristiansen
	$6,700

	
	Dubbo Total:
	$6,700

	Newcastle
	Avard
	$3,400

	Newcastle
	James
	$8,600

	
	Newcastle Total:
	$12,000

	Sydney
	Brown
	$5,300

	Sydney
	Driver
	$8,700

	Sydney
	Gadzic
	$7,400

	Sydney
	Williams
	$700

	
	Sydney Total:
	$22,100

	Wollongong
	Day
	$6,200

	Wollongong
	McFarlane
	$8,100

	
	Wollongong Total:
	$14,300

	NSW Total:
	
	$59,100



If you require more details about the above sales figures, please contact your NSW Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012

............................................................................................Page Break.............................................................................................
Director,
Retail Sales NT

These are the sales totals for NT
	City
	Representative
	Sales

	Darwin
	Couchman
	$1,800

	
	Darwin Total:
	$1,800

	NT Total:
	
	$1,800



If you require more details about the above sales figures, please contact your NT Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012
etc.
Calculating Table Totals

The ‘Calculating Group and Sub-Group Totals’ example (page 14) shows one way of calculating group totals even though the totals don’t exist in the source data. If the output is going to be in tabular form, though, you might prefer to use a simpler form of the field code and do the calculations post-merge. After all, you’ll be running a macro anyway, so why not have the macro do that side of things as well?
Compared to the ‘Calculating Group and Sub-Group Totals’ example (page 14), the field coding is much simpler:

[«Merge Sequence #»QUOTE= 1 " 

SET Key2 "" " «City»«State»

«State»

"SET LastKey = «City» 1 0
1
*«State»IF= «State» 1 0
1

1
= 0 "IF> 1 ""

IFACT<> WA "IF> 1 "
If you require more details about the above sales figures, please contact your WA Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012
"

IFACT<> 0 "IF> 1 



ACT

ACTSET Key1 Director,
Retail Sales ACT

These are the sales totals for ACT
	City
	Representative
	Sales


"
Director,
Retail Sales ACT

These are the sales totals for ACT
	City
	Representative
	Sales



"
Director,
Retail Sales ACT

These are the sales totals for ACT
	City
	Representative
	Sales




SET Key2 Canberra

Canberra"

IF«State»<> 0 "
	«City»
	«Representative»
	«Sales»


"

	«City»
	«Representative»
	«Sales»



"

	«City»
	«Representative»
	«Sales»



]
The fields laid out in this example produce the following (simulated) output, using the ‘State’ field for the groups and the ‘City’ field for the sub-groups:

Director,
Retail Sales ACT

These are the sales totals for ACT
	City
	Representative
	Sales


	Canberra
	Yang
	$2,100



If you require more details about the above sales figures, please contact your ACT Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012

............................................................................................Page Break............................................................................................. 
Director,
Retail Sales NSW

These are the sales totals for NSW
	City
	Representative
	Sales


	Coffs Harbour
	Roulston
	$4,000


	Dubbo
	Kristiansen
	$6,700


	Newcastle
	Avard
	$3,400


	Newcastle
	James
	$8,600


	Sydney
	Brown
	$5,300


	Sydney
	Driver
	$8,700


	Sydney
	Gadzic
	$7,400


	Sydney
	Williams
	$700


	Wollongong
	Day
	$6,200


	Wollongong
	McFarlane
	$8,100



If you require more details about the above sales figures, please contact your NSW Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012

............................................................................................Page Break............................................................................................. 
Director,
Retail Sales NT

These are the sales totals for NT
	City
	Representative
	Sales


	Darwin
	Couchman
	$1,800



If you require more details about the above sales figures, please contact your NT Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012
etc.

After completing the merge you can run the following ‘TableSummarize’ macro to join the tables from each group and add the group totals:

Sub TableSummarize()
Application.ScreenUpdating = False
Dim i As Integer, FldPos As Range
With ActiveDocument
  For Each oPara In .Paragraphs
    With oPara.Range
      If .Information(wdWithInTable) = True Then
        With .Next
          If .Information(wdWithInTable) = False Then
            If .Text = vbCr Then .Delete
          End If
        End With
      End If
    End With
  Next
  For i = 1 To .Tables.Count
    With .Tables(i)
      .Rows.Add
      Set FldPos = .Cell(.Rows.Count, .Columns.Count).Range.Characters.Last
      With FldPos
        .Move wdCharacter, -1
        .Fields.Add FldPos, Text:="=SUM(ABOVE) \# ""'Total: '$,0""", PreserveFormatting:=False
        .Fields.Unlink
      End With
    End With
  Next
End With
Application.ScreenUpdating = True
End Sub

Note: To use the macro, you could add it to your ‘Normal.dot’ template (‘Normal.dotm’ template for Word 2007 & later) or, after executing the merge, to the document containing the merged output.

The macro uses the ‘.Columns.Count’ parameter to insert a field calculation into the table’s last column without having to know in advance how many columns the table might have. To use the second-last column, you could change ‘.Columns.Count’ to ‘.Columns.Count - 1’. To use a specific column, simply replace ‘.Columns.Count’ with the column number. And, although it should be possible to create a version of the macro that does sub-group calculations as well, I haven’t done so.
After running the ‘TableSummarize’ macro, the (simulated) output becomes:
Director,
Retail Sales ACT

These are the sales totals for ACT
	City
	Representative
	Sales

	Canberra
	Yang
	$2,100

	
	
	Total: $2,100



If you require more details about the above sales figures, please contact your ACT Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012

............................................................................................Page Break............................................................................................. 
Director,
Retail Sales NSW

These are the sales totals for NSW
	City
	Representative
	Sales

	Coffs Harbour
	Roulston
	$4,000

	Dubbo
	Kristiansen
	$6,700

	Newcastle
	Avard
	$3,400

	Newcastle
	James
	$8,600

	Sydney
	Brown
	$5,300

	Sydney
	Driver
	$8,700

	Sydney
	Gadzic
	$7,400

	Sydney
	Williams
	$700

	Wollongong
	Day
	$6,200

	Wollongong
	McFarlane
	$8,100

	
	
	Total: $59,100



If you require more details about the above sales figures, please contact your NSW Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012

............................................................................................Page Break............................................................................................. 
Director,
Retail Sales NT

These are the sales totals for NT
	City
	Representative
	Sales

	Darwin
	Couchman
	$1,800

	
	
	Total: $1,800



If you require more details about the above sales figures, please contact your NT Sales Manager.

Sincerely,


Customer Service Manager (National)
Saturday, 5 May 2012
etc.
Merging by Catalog/Directory to E-Mail

Microsoft hasn’t provided a means for using a Catalog/Directory merge to generate a series of e‑mails based on grouped data. Merging to e‑mail produces one email message per record, which doesn’t look especially professional when you have multiple records for the same client. Here’s a workaround that can be used on any system that has Microsoft Outlook (not Outlook Express) installed. Outlook need not be your email program, but it must be installed on the system.
First, create your e‑mail mailmerge main document, setting it up for a normal e‑mail merge with whatever text you need and a field for the data («Data»). You’ll need to format the paragraph containing the Data field(s) with as many tabs as needed to keep the results of the data fields in your primary data source separate, so as to layout the results correctly. You can also add a recipient field («Recipient») if you want that information to appear in body of the email. Save this document in an appropriate folder with the name ‘Email Merge Main Document.doc’. I’ve included a basic version of this document in the tutorial’s zip file.
Next, set up a separate Catalog/Directory mailmerge main document, with a single paragraph containing field coding like:

[«Merge Sequence #»QUOTE= 1 «State» 

"<> «State» "«State»

«State»SET Key 
	«Email»
	City
	Representative
	Sales


"

	
	«City»
	«Representative»
	«Sales»


"

	
	«City»
	«Representative»
	«Sales»



]
Note: Your Catalog/Directory mailmerge main document shouldn’t have anything else – not even an extra empty paragraph; otherwise you may not get the expected results. Also, insofar as the final output is concerned, the paragraph tab formatting in this document is of no consequence – it only matters if you want to use the ‘EmailDataSource.doc’ file that is produced as a by-product of the process for some other purpose.
Instead of executing the mailmerge from either document in the normal manner, insert the following code into a normal vba code module in the above Catalog/Directory mailmerge main document, then save it in the same folder as your ‘Email Merge Main Document’. Once you’ve done that, run the ‘RunMerge’ macro below. The ‘RunMerge’ macro takes care of the whole process, executing a Catalog/Directory merge on the raw data to consolidate the groups, then taking the consolidated data and executing an e‑mail merge to generate the e‑mails. For testing purposes, you might prefer to use the ‘.Destination = wdSendToNewDocument’ statement in the ‘RunMerge’ macro instead of the ‘.Destination = wdSendToEmail’ statement.

Sub RunMerge()
Application.ScreenUpdating = False
Dim Doc1 As Document, Doc2 As Document, Doc3 As Document, StrDoc As String
Set Doc1 = ThisDocument
StrDoc = ThisDocument.Path & "\EmailDataSource.doc"
If Dir(StrDoc) <> "" Then Kill StrDoc
With Doc1.MailMerge
  If .State = wdMainAndDataSource Then
    .Destination = wdSendToNewDocument
    .Execute
    Set Doc2 = ActiveDocument
  End If
End With
Call EmailMergeTableMaker(Doc2)
With Doc2
  .SaveAs FileName:=StrDoc, AddToRecentFiles:=False, FileFormat:=wdFormatDocument
  StrDoc = .FullName
  .Close
End With
Set Doc2 = Nothing
Set Doc3 = Documents.Open(FileName:=Doc1.Path & "\Email Merge Main Document.doc", _
  AddToRecentFiles:=False)
With Doc3.MailMerge
  .MainDocumentType = wdEMail
  .OpenDataSource Name:=StrDoc, ConfirmConversions:=False, ReadOnly:=False, _
    LinkToSource:=True, AddToRecentFiles:=False, Connection:="", SQLStatement:="", _
    SQLStatement1:="", SubType:=wdMergeSubTypeOther
  If .State = wdMainAndDataSource Then
    '.Destination = wdSendToNewDocument
    .Destination = wdSendToEmail
    .MailAddressFieldName = "Recipient"
    .MailSubject = "Monthly Sales Stats"
    .MailFormat = wdMailFormatPlainText
    .Execute
  End If
End With
Doc3.Close SaveChanges:=False
Set Doc3 = Nothing
Application.ScreenUpdating = True
End Sub

Sub EmailMergeTableMaker(DocName As Document)
Dim oTbl As Table, i As Integer, j As Integer, oRow As Row, oRng As Range, strTxt As String
With DocName
  .Paragraphs(1).Range.Delete
  Call TableJoiner
  For Each oTbl In .Tables
  j = 2
    With oTbl
      i = .Columns.Count - j
      For Each oRow In .Rows
        Set oRng = oRow.Cells(j).Range
        With oRng
          .MoveEnd Unit:=wdCell, Count:=i
          .Cells.Merge
          strTxt = Replace(.Text, vbCr, vbTab)
          On Error Resume Next
          If Len(strTxt) > 1 Then .Text = Left(strTxt, Len(strTxt) - 2)
        End With
      Next
    End With
  Next
  For Each oTbl In .Tables
    For i = 1 to j
      oTbl.Columns(i).Cells.Merge
    Next
  Next
  With .Tables(1)
    .Rows.Add BeforeRow:=.Rows(1)
    .Cell(1, 1).Range.Text = "Recipient"
    .Cell(1, 2).Range.Text = "Data"
  End With
  .Paragraphs(1).Range.Delete
  Call TableJoiner
End With
Set oRng = Nothing
End Sub

Private Sub TableJoiner()
Dim oTbl As Table
For Each oTbl In ActiveDocument.Tables
  With oTbl.Range.Next
    If .Information(wdWithInTable) = False Then .Delete
  End With
Next
End Sub

Note: The ‘RunMerge’ macro that drives this process (see below) assumes your e‑mail mailmerge main document will be named ‘Email Merge Main Document’. If that’s not what you name your document, you’ll need to change the corresponding name in the ‘RunMerge’ macro (but do not give your e‑mail mailmerge main document the name ‘EmailDataSource.doc’, as the macro deletes any such document it finds, before creating one of its own. The ‘RunMerge’ macro also contains a subject line for the email, in the form of:
.MailSubject = "Monthly Sales Stats"
You’ll need to change the subject string to suit your needs.
Note: Unless you send the emails in HTML format (which requires Outlook to be your default email program ‑ not an email program like Outlook Express or Windows Live Mail) the ‘RunMerge’ macro, which sends emails as plain text (but that can be changed for Outlook), may cause an Outlook warning message to be displayed, saying that a program is trying to send an email, for each email the macro sends. You can avoid this by downloading the free ‘Express ClickYes’ utility from: http://www.contextmagic.com/express-clickyes/. The ‘Express ClickYes’ utility is a program that sits in the Windows taskbar and programmatically clicks the Outlook's Security Guard ‘Yes’ button for you. You can suspend/resume it by double-clicking its taskbar icon. The ‘Express ClickYes’ utility is not required if Outlook is your default email program and you send the emails in HTML format.
If you want to have a ‘totals’ line for each group, you could add the ‘TableSummarize’ macro from page 23, to the mailmerge main document’s vba module, inserting ‘Call TableSummarize’ after the first ‘Call TableJoiner’ line in the ‘EmailMergeTableMaker’ macro – you might also want to add ‘.InsertBefore (vbTab & vbTab)’ after ‘.Fields.Unlink’ in the ‘TableSummarize’ macro, so as to force the totals to align under the values they summarize. Alternatively, if your data file has a ‘totals’ field, you could code the Word field for the Catalog/Directory merge like:

[«Merge Sequence #»QUOTE= 1 «State» 

"<> «State» "ACT

ACTSET Key 
	ACTmanager@nowhere.com
	City
	Representative
	Sales


"

	
	«City»
	«Representative»
	«Sales»


«State_Total»IF<> "" "

	
	State Total:
	 
	«State_Total»


"

	
	State Total:
	 
	«State_Total»



"

	
	«City»
	«Representative»
	«Sales»


	
	State Total:
	 
	«State_Total»



]
The ‘RunMerge’ macro saves a document named ‘EmailDataSource.doc’ in the same folder as your ‘Email Merge Main Document’, containing the e‑mail mailmerge data in a table like:

	Recipient
	Data

	ACTmanager@nowhere.com
	City
Representative
Sales

Canberra
Yang
$2,100

	NSWmanager@nowhere.com
	City
Representative
Sales

Coffs Harbour
Roulston
$4,000
Dubbo
Kristiansen
$6,700
Newcastle
Avard
$3,400
Newcastle
James
$8,600
Sydney
Brown
$5,300
Sydney
Driver
$8,700
Sydney
Gadzic
$7,400
Sydney
Williams
$700
Wollongong
Day
$6,200
Wollongong
McFarlane
$8,100

	NTmanager@nowhere.com
	City
Representative
Sales

Darwin
Couchman
$1,800


… etc.

There’s a sample ‘Email Merge Main Document’ document in the tutorial’s zip file.

While it’s perhaps less convoluted to use macros in Excel and Access to generate e‑mail Catalog/Directory merges directly, you may find the above approach easier to use if:
· your data source isn’t in an Excel workbook or Access database;

· you don’t have permission to modify the source files; or
· you want to add lots of formatted text before/after the merge data.

14QUOTE 42 11 169 160 109 97 99 114 111 112 111 100 160 50 48 48 56 45  11 167
*
© macropod 2008-14
§

� In the more sophisticated examples using two keys, two such bookmarks as set, via fields coded as "{SET Key1 = ""}{SET Key2 = ""}"'.
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