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MERGING DATA FROM EXCEL TO WORD (ver. 97)
Database file name:    MM_INFO.XLS
Merge File Header Definitions:

HJ
High School or Junior High School

HR1
1st Hour Class

HR2
2nd Hour Class

HR3
3rd Hour Class

HR5
5th Hour Class

HR6
6th Hour Class

HR7
7th Hour Class

GR
Grade - 7-12

LAST
Student Last Name

FIRST
Student First Name

GENDER
Student Gender

INSTRUMENT
Instrument Played

TITLE
Parent Title  (Mr. & Mrs. - Mrs. - Mr. - Ms.)

PARENT
Parent Name

ADDRESS
Parent Address

THE MAIN DOCUMENT: A “Form” Letter

Dear Mr. & Mrs. Mike Adams,

I am pleased to inform you Jennifer has been selected for 7th Grade Honor Society.

Sincerely,

Carrie Ward

Honor Society Sponsor

USING THE MAIL MERGE HELPER

The WORD Mail Merge helper or wizard in Microsoft Office XP or Office 97
and other versions, each appear differently but function essentially the same.
The images and procedures below are from earlier versions of WORD like Ms. Office 97.  The version suitable for XP is in a different file.  For XP - Quit this file and begin again and select the other version.  Use the built-in HELP feature if necessary.

As this exercise is setup… it is always advisable to have a database (even if spreadsheet) already saved on disk.  Likewise, it is advisable to have a document (letter) already started and saved before beginning the following procedure.

1. In a new blank Word document … select the Tools menu

2. Select Mail Merge 
STEP 1 of 3
1. Select Create…. Select Form Letters
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2. Select Active Window
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STEP 2 of 3
1. Select Get Data

2. Select Open Data Source

FINDING THE DATA SOURCE
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1. Notice the   choices:

2. Look in FILES folder on your Textbook CD
3. Select method should be checked.

4. MS Excel Worksheets must be selected or the file will not be found.

5. Select the MM_INFO.XLS file.

6. Double click the file name.

Step 2 continued… CONFIRM DATA SOURCE

Select the top option.
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Select OK.

Select OK again.

The procedures now recognize that your main document (letter) do not yet have the actual database “field” names entered as codes in the body of the letter.
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Select Edit Main Document

The lower half of page one of this instructions file already has some field “merge” codes entered.  However, the following procedures will direct you in writing your own sample letter and to insert such fields…
SETTING UP (Editing) THE MAIN DOCUMENT

Turn on the Mail Merge Toolbar in the View menu,  if it is not already showing…
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1. TYPE Dear

2. Press the Space Bar

3. Select the Insert Merge Field Dropdown Arrow

4. Left Click to select the TITLE field

5. Press the Space Bar

6. Select the Insert Merge Field Arrow 

7. Select PARENT from the fields indicated

8. TYPE a comma

9. Press the Enter key twice

[image: image18.png]o ette 0s0 ord O
File Edit View Insert Format Tools Table Window Help
a8 8Rrv ®<
Normal v TimesNewRoman 12 v B 7 U

D&

BB 5% ~@.

5 R 4 a a5 g

L[]

Dear M &M, Ricardo A,
We are pleased to inform o Melisa hs been selected or 7% Grads Honor Saciety.

“elo]- Lo

Draw~ b & | AutoShapes -\ N OO E 4@ &-£-A

Page 1 Sec 1 i3 (A1’ Ini Coli




Creating the body text.

1. TYPE:  We are pleased to inform you 

2. Press the Space Bar.

3. Select the Insert Merge Field Dropdown Arrow

4. Select the FIRST name field

5. Press the Space Bar

6. TYPE: has been selected for 7th Grade Honor Society.

7. Press ENTER

8. Press ENTER

9. Add the salutation, included on the first page of this tutorial, to the document.

STARTING THE MERGE
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1. Select the Start Mail Merge Button from the Mail Merge toolbar.


Select Query Options


SORTING FOR 7TH GRADE ALPHABETICAL ORDER

1. Select the Sort Records Tab.

2. Select Sort by:  HJ

3. In the first Then by selection box, Select: GR

4. In the second selection box, Select: LAST

5. DO NOT SELECT OK…  yet.
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FILTERING FOR 7TH GRADE ONLY

1. Select the Filter Records tab.

2. Set up the Filter as indicated.

3. When finished, Select OK
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COMPLETING THE MERGE
Select the Merge button.
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You will see the status in the lower left hand corner of the Word screen.

Once the merge is complete, your documents will be ready for printing and saving as a group.

If you have 31 letters, you did the lab correctly.


MAIL MERGE
Keep letters to one page in length.

1.
Create a letter to all high school parents informing them their student will be involved in a candy sale.


____________ number of letters created

2.
Create a letter to 9th Grade males inviting them to rifle core tryouts.


____________ number of letters created

3.
Create a letter to 7th grade parents informing them their child has been selected to be a percussionist (INSTRUMENT 13).


____________ number of letters created

4.
Create a letter to the parents of 10th grade female students stating their daughter is invited to flag core tryouts.


____________ number of letters created
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