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Chapter 18
Use Mail Merge
18-1. General.

a. Within ARISS you will be able to create letters and envelopes directly from your database informa-
tion. Besides understanding this function, you need to know how to Create a List and use MS Word. If you
need to know how to Create a List, review chapter 10, before attempting this function. This chapter will show
you how to use MS Word with the Mail Merge function. Knowing how to utilize Mail Merge will help you with
your direct marketing projects.

b. The following steps will show you how to use mail merge:
(1) Create text file.
(2) Open MS Word.
(3) Create main document.
(4) Get source data.
(5) Identify merge fields.
(6) Merge data from text file.

(7) Print merged documents.
18-2. Create text file.
a. You must have created a list and saved the list before you can use the Mail Merge function. So we

will assume that you have created a list and are now ready to use Mail Merge. For example, you want to
send a congratulation letter to your high school seniors, so you create a list and save it as “Senior List.”

b. You will find the Mail Merge
function on the Find screen. Once the
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c. Selectthe list that you saved as Senior List . Click on
Find Now to see the individuals that meet the criteria estab-  List il Herge
lished in your list. Now click on Mail Merge in order to com- : .
; e . : ; R
pile the senior listinformation and create a text file that will be ﬂl

used later with MS Word. FE I Unassigned Eind Mo |
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Confimation d. A message screen will appear asking you to con-
firm that you want to create a text file. Click on Yes. The
application will automatically create your Text File and save
it in your Mail Merge directory folder. Don't worry about
the file yet, we will get it once MS Word is openeds.

@ Do pou want ko create Test File for Mail kMerge, for the listed people

Info <] e. Click on OK. Now that your senior list is ready, you need to open MS Word to

access Mail Merge.
@ Test File created

f. You will need to exit the Find screen, but you do not want to exit the ARISS-
RWS Leads-Reports application. Click on Cancel to exit the Find screen.| gancel |

18-3. Open MS Word.

a. You will now find yourself at the beginning of the ARISS-RWS Leads-Reports application. Since
you are going to open MS Word, you will need to minimize the ARISS-RWS Leads-Report application.

Click on the Minimize icon & in the upper right-hand corner of the application.
b. Now, we need to open MS Word. If =), g Sk 710 v E:ﬁmw

you have hidden your bottom menu bar, move ol Rt e P L A
your mouse to where the bar is hidden. When [l — “*=™ : ’:::;':"' " G Mok B
the menu bar appears, click on the Start but- |[fg & == g s st v 2 e
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18-4. Create main document.

a. Once MS Word opens you are now ready to create the document you want
to send out to your seniors. Start by clicking on Tools on the menu bar and then
click on Mail Merge .

E Table Window Help
& speling and Grammar... F7
Language
Word Court, ..
@ AutoSummarize. ..

AutoCorreck, .,

-

Look Up Reference. ..

Track Changes 3
Merge Documents. ..
Praotect Docurment, ..

T Ty T ]
=] Envelopes and Labels. . Uk by b vt g ol e B e B Creale
Letter Wizard.., bt
b. The Mail Merge Helper will appear to assist you in set- -

ting up your document. The first thing you need to do is choose

what format you want your main document to be in. You're go- 280 vuusesis

ing to do a direct mailing to the individuals on the senior list you =oearra
created. Since you need to create a new document for this mail- —

ing, you will click on the Create button. You'll be creating one 3T P st st o cl s
letter, which will be addressed to everyone on the senior list. _ hem |
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\/Notice that you can use Mail Merge to create the Mailing Labels and Envelopes for a mailing.

-II?H"“‘"‘ c. Click on Form o |
Py Letters and then click _*;'I_; TR e Fr MM, S A T $0-8 hhan ide DitrardLo §
on Active Window .
E [y m [ greewmdim | e s i
LA

-./You can click on New Main Document to retrieve an MS Word document that you have already created.

18-5. Get source data.

B
2 Data source ————————
] et Daka ™

Create Data Source. .

a. Now that you have selected your Main Document, you need to get
your source data. Click Get Data. Remember we created our source data in
the ARISS-RWS Leads-Report application, so now click on Open Data
Source . This will start us on a journey to find the text file that we created
earlier. In order to find the text file you created, you need to access C:\Program
Files\ARISS\ARWO020\Mail Merge. So let's do that now.

Open Data Source, ..
Use Address Book. .,
Header Cpkions. ..

3%

) b. Start by clicking the drop-down arrow in the Look in window.
oeleips g ;e“‘ki“a' T Clickonthe Drive_c(C:) sowe can find the folder called Program Files .
25RO = .
B L —1 Now double click on the Pro-
2 3% Floppy () gram Files folder to display ad-
Sl ditional folders and files. You teskim: [(1 Program Fies [
(3 Profiles will see a folder called Ariss . tdobe 1 Jobidvie
C'-W'temal-_mz Double click on the Ariss folder American Systems OlLogichay
‘ersonal 3 . . o .
<8 Trairina cd (E:) to display its folders and files. Qvticrosaft ¢
ARISSZ000CET [:I MetMeetin
asapfw 3 Metscape

| Open Data Source
| tookin: [ Arwo20 =]

Epsq
error log
Forms

d. You will not see the Senior List file at this point.
The Senior List file you created was not saved as a Word 20"
document (.doc) file, but as a text (.txt) file. You'll need to
see all the files contained in the Mail Merge folder.

c. Once Ariss appears in the Look in window, you will need to
double click on the Arw020 folder to view its folders and files. This is
where the Mail Merge folder is located. Double click on the Mail Merge
folder to access the text file that you created in ARISS-RWS Leads-
Reports application.
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e. Click the Files of type drop- [ |

down arrow. Click on All Files (*.*) . s [ ssisioe =1l ol = miselen] 2
You will now see your Senior List file. s — Ce= ]
Highlight the file and click on Open. i]_ ===

f. Are you confused yet? It may
seem like this is a difficult process, but R
you are almost finished.

Far Files Tt ruadtch Pairia s th driliria
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g. Click on OK to Confirm Data Source and keep it as a

Confirm Data Source 2 ] x| Word document file

YWord Documen ]
Rich Text Format (*.rtf)
Text Files (*.bxt)
M3-Dn25 Text
MS-DOS Text with Layaut via Converter (*,asc)

Personal Address Book via Converter (*.pab)

Qutlook Address Book via Corveerber (*,olk) LI

I shiaw all 0K I Cancel |

h. Now click on Edit Main Document .
This task requires you to format the letter you
will be mallmg To format this letter you will @ wiord Found no merge Fields in your main docurment. Choose the Edit Main Document
be |mk|ng your Senior List text file informa- button ta insert merge Fields inko your main document,
tion into your letter. Using Mail Merge will
save you hours of addressing letters and en-
velopes.

Microzoft Word

Edit Main Document o

../Remember to use a business format style for your letter. Also, you may need to have your Rctg Bn
advertising and public affairs personnel review the letter before you send it.

18-6. Identify merge fields.

a. Allthat s leftis to create the letter to your seniors and to format the
letter to insert the information from your Senior List . You will need to |®]Eile Edi uiew | Insert Format Too

locate the Insert Merge Field drop-down arrow to format the letter. ” D= | & [ ‘ 7 g
” Mormal = Times New Roman -

Insert Word Fisld =

” Insert Merge Field -

Insert Merge Field = | In

r_id

:jas_t_nm b. The opening information you include on your letter is the name and address of the
first_nm individual you will be sending the letter to. The first line should include fields for the person’s
Stheet first name and then his or her last name. Start by clicking on the Insert Merge Field drop-
:'t:te_c ) down arrow.

counkry

zip
cntry_prefix_cd
area_cd

phone_nmbr
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c. Take a moment to review the list of merge fields you can choose to link to
your letter. You can even include a telephone number field when necessary. Click
onfirst_ nm field. You have just created the field that will link the first name informa- Eﬁ e
tion from your original Senior List to this letter format. Now before you put in a last
name field, you're going to need to put a space after the first nm field. If you do not
insert the space your last name field and first name field will be attached. To putin

a space to separate the first and last name, use your computer keyboard and press
the space bar once.

” Insert Merge Field =

Inserk Y

wfirst nmesy]

Insert Merge Field ~ | In

d. Now the letter format is ready to have you create the field for the last name. Click
TE on Insert Merge Field and then click on last_nm to insert the last name. You've com-
street pleted addressing the first line of your letter. Now press the Enter key on your keyboard to
city start the next line and enter the address. You will continue this process to format the letter
“"‘tet—“ with the information from the Senior List .
counkry
zZip
cntry_prefix_cd
area_cd
phone_nmbr

‘ Insert Merge Field = | Insert Word Field = | %7

e. Here is an example of what a completed address format looks like.
In business letter format, we’ve added four line spaces after the end of the Ll
address to begin the text portion of the letter. Remember, each time you
need to add a field you click on Insert Merge Field , select the field re-
quired, and then use your keyboard for line and space formatting.

afirst nmp-glast nm»y
: wstreetyy
- wcitys,«statecdw-wzipsf
1
1

L

“ Inserk Merge Field = | Insert Wword Field = | %2
e

I

2 f. Next you will fill in the salutation information and begin the letter.
For example, begin your letter with the “Dear” salutation. After you've
entered a salutation, add a space by using your keyboard. Then click
on Insert Merge Field and now click the field for entering the first._ nm .
Just as before click on the Insert Merge Field to format the information
you want on the letter. After you've entered the first and last names, to
keep within letter format, you'll enter a comma . Double-space before
beginning your letter. Now you need to type the body of the letter and

afirst_nmy-ulast_nmyq
: wstreetsy
- wcitys -ustate_cdw-azipsy

1 finally end the letter with your signature. It is important to remember to
- 1 use your keyboard to insert punctuation, spaces, and line formatting
- 1 when needed. If you make any errors when inserting the data just high-
- Dear-afirst_nmy-alast_nms - . . . .
. q light the information and press the Delete key, then reenter the informa-
1 tion in the correct location.
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g. Now that you have formatted your letter with the data | —
from your Senior List , you are now ready to finish the Mail e e o et

Merge. Click on Tools on the menu bar and then click on Mail =~ s s s Pl LA
Merge. |I

18-7. Merge data from text file.
a. The Mail Merge Helper will appear. Click Merge to insert

e i S S v L the Senior List data into the document.
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b. Notice in the Merge to window you're merging to a New  EEr=————— 1]

document . Click on Merge. Your letter will now reflect the infor- fﬁ | £|
mation from your Senior List and show a complete letter. NO- | ssisisbmme L)
tice at the bottom of the screen, the page numbers will increase of S o e TT:,; |
to the number of names that are on your list. ol e ey SRR T I
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18-8. Print merged documents.

a. Now you're ready to print and save your files. If you are familiar with MS Word then print and save
your files. If you are not, follow the remaining steps.

b. Click on File on the menu bar and then click on Print. Now that you've printed your list, you need to
save it for future mailings. Click on File again from the menu bar. Since this

is a new list, you need to click on Save As. The program should default to
Fie Edt vew Inset Famat Toos Tabe  your Personal folder, but you can save the document in any folder that you
O b, .. Chrl+h wish. Once you have opened the folder, enter the file name and click on the
& open... Ciri+O Save button. You are now finished with Mail Merge . To quit MS Word, click
Close on File on the menu bar and then click on Exit.
& save Ctr+S
Save ds... c. If you want to use the letter again, instead of creating a new docu-
:a""j B[N ment, use the file you just saved with the Senior List.
ersions...
Page Setup. . 'b/?emember that every time you bring up the Senior List from the ARISS-
(& print Preview RWS Leads-Reports application and click Find Now that it will bring up a new
ctie list of the records in your database. Follow the above steps and you will
Send To » always have your letters ready to send out.

Properties
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