Mail Merge ASCII file

Youth Enrollvent Help SHeet

Use an ASCII fileto CreateaWord M ail M erge Document:

This process has less to do with Blue Ribbon than with Word, in truth. If you have not yet
created an ASCII file to use in the mail merge, you can use the instructions in the Help Sheet
entitled “Creating an ASCII file”. The directions and screen prints below are the ones that you
would use if you are using Microsoft Office 2000. Other versions may look dightly different, but

the process is basically the same.

Fi rSt, it's Important to Change FA Microsoft Excel - mghighschool 10| x|
your ASCII file so that it has File Edit View Insert Format  Tools  Daka  Window  Help -8 X
headers. You can do that in Arial -0 - B Z|E S, % DA
either WordPad or Excel, but DEeEYy ERV iR - -2 @7
| find Excel to be the easiest. G3 - A
d A B C D E F e
In EXCGI., Fllelopen your 1 |Firstdame LastName Address  City State Zip =
ASCII file. Be sureto choose |2 |Lisa Brown 1003 Made\Webster C 1A 50595
Ddimited and COMMA as 3 |Ann Walker  BO3 VWalnuWehster C 1A A0535
k th h th . d 4 |Young Les 2825 KantiWWebster C 1A 50595-73%8
you work through the wizard. | 5 | amy Olson 1609 Whit Woolstock A 50599
b |[Kar Entriken 2640 Tunn Wehster|C IlA ED|595 | |L
. . 4 4 » H[ymghighschool / 1 3
Highlight Row 1, then — —

Insert|Rows. In the new

(blank) Row 1, type in column headers as shown. (If you don’t do this step, the first

record in your file will not merge.)

Save. You will get awarning screen, because Excel WANTS to convert your “. TXT” file
to “.XLS”. Don't let it do that—choose Y es on the warning screen. Y ou may have to do
that twice... once when you save, and once when you close. Exit Excel when done.

Microsoft Excel x|

mahighschoaol, TXT may contain Features that are not compatible with Text {Tab
delimited). Do you want to keep the workbook in this fFormat?

-
1
\\I) + Tao keep this Format, which leaves out any incompatible Features, click Yes.
» To preserve the Features, click Mo, Then save a copy in the latest Excel Format.,
» To see what might be lost, click Help,

Mo | Help |

Mail Merge * X
Open a new Microsoft Word document. Choose
Tools|Letters & Mailings|Mail Merge Wizard. Y our screen
K . Wwhat type of document are vou
will “split” into two panes—your document on the left and working on?
the wizard steps on the right. ® Letters

i) E-mail messages

Select document type

On the Step 1 screen, choose “Letters’ as shown at right. 8 E”;’El'ms
(Unless you wish to create another type of document.) Then 5 tf' =
. . « . irectory
click on the bottom link “Next: Starting document.
Letters

Send letters o a group of people.
‘fou can personalize the letker that
each person receives,

Click Mext to continue,
Step 1 of 6

g Mext: Starking document
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The Step 2 option allows you to decide whether you are @
going to use the new document that you are creating, a
template, or an existing document for the mail merge.
Unless you have a document or template aready created
for this, choose the top option, then “Next: Select

recipierns’.
& Mail Merge v X

Select recipients

# Use an existing list
. Select from Cutlook contacks

i Type a new list

Use an existing list

Use names and addresses from a
file or a database,

Browse. ..

o
I Select recipient list file

Step 3 of B

g Mext: Wiike wour letker

43 Previous: Starting document

Y ou can omit records by
removing the check mark
in the left column. When
the correct records are
marked, click OK.

Youth Enrollvent Help SHeet

Mail Merge * X

Select starting document

Howe do wou want ko set up wour
lekters?

® lse the current document
{+ Skart From a bemplate

"+ Start From existing document

On Step 3, you will choose Use the current document
the document that contains
the data. Select “Use an
existing list” and then click
on the Browse... link to
locate the ASCII file that
you created and saved
earlier. When you locate
and open it, you'll seeit
displayed as below.

Skart From the document shown
here and use the Mail Merge wizard
ko add recipient informatian.

Step 2 of 6

g Mext: Select recipients

3 Previous: Select docurment bype

Mail Merge Recipients

2]

To sort the list, click the appropriske column heading. To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next bo the column heading, Use the check boxes or
buttons ko add or remove recipients From the mail merge,

List of recipients:

Step 4 alows you to use pre-formatted field forms in your

document. Click the “More items...” link. &

Highlight the fields
from your ASCII file
(one a atime), and
press Insert for each
one that you want to
use. Close the box
when finished.

Insert Merge Field

Inserk:
" address Fields

LastName
Address

Match Fields. .. |

*| LastMame | *| Firsthame *| address | *| City | *| State | *| 7. -
B o
Walker ann 609 Walnuk Webst,,,  IA 50595 e
Les foung 2525 Kanto.,,  Webst,.. 1A 059,
COlson Amy 1609 White,.. Wools... IA 50599
Enkriken Kari 2640 Tunn...  Webst... IA 50595
Ahrens Lexie 3005 Bels ...  Stratford  IA 50249
Burtnetk Brad 2605 Inkpa...  Webst... IA 50595
Select All | Clear All | Refresh |
Find... | Edit... | Yalidate |
e
Mail Merge * X

Write your letter

2%

If vou have not already done so,
write your letter now,

To add recipient infarmation ko
wour letter, click a location in the
dacurnent, and then click one of
the items below,

|Ej Address block, ..
|T'] Greeting line. ..

* Electronic poskage. ..

{* Database Fields

[|

Cancel

Il Postal bar code...

Insert |

| El More items...

Wwhen vou have finished writing
waur letker, click Mext, Then vau
can preview and personalize each
recipient's letter,

Step 4 of b

g Mext: Preview your lekbers
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Now you will see the beginning of your mail merge document. The text enclosed in
<<TheseSymbols>> represent the fields that will be merged from your file. Y ou need to
insert spaces, line returns, punctuation, etc. Then complete the letter or document as you
wish it to read.

Firsthames: «Lasthame:
wAddresss
wCibye, aStates ol

Dear «Firsthlames,

['want you to be aware of an exciting opportunity that's
available for our high school 4-H members]

When you' ve completed typing your letter, click on the “Preview your letters’ link as
shown on the wizard screen on the previous page.

Now the letter appears with a name in place of the field names. Y ou can use the forward
and back buttons (<< and >>) or the “Find arecipient” link to view specific letters. If you
wish to make changes to the text of the letter, use the “Previous’ link. When you're
finished, use the “Next: Complete the merge” link.

4 & Mail Merge r X

Preview your letters

One of the merged letters is
previewed here, To preview
another letter, click one of the
Ashley Nelson Following:

255 210Th St

Blairshurg, 14 50004 Recipient: 1

DL Rl 5% f% Find a recipient. ..
: |'want you to be aware of an exciting opportunity that's Make changes
o available for our high school 4-H members.

‘ou can also change wour recipient
lists

Edit recipient list. ..

| Exclude this recipient

WWhen you have finished
previewing your letters, dick Mext,
Then you can print the merged
letters or edit individual letters ko
add personal comments,

Step 5o0f 6

g Mext: Complete the merge
g Previous: wite vour letter
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, , , @ & MailM v X
From the final Mail Merge wizard screen, you can afHerae
choose to print your letters. One document will be Complete the merge
printed for each name in your ASCII file. Mail Merge is ready to produce
wour letters,

Another option is “.Edit individuql I.etters”. If you wish To personalize your letters, dlick
to change the wording on one recipient’s letter, but not "Edit Individtcllal LettertS-"_tTlf?is wil

H . apen 4 new dacument WICh Your
all of them, you can choose that option. If you wish to merged letters. To make changes
change the wording on ALL letters, you would use the to all the letters, switch back to the
“Previous” link to take you back to the original merge et el sDEUmEE,
document. Merge

B Print...

When you have completed the merge, there are actualy By Edit individuslIetters. .

two documents that have been created. If you have not
named them something else previoudly, they are now
named “Document2” and “Lettersl” (or something

very similar).
M Step 6 of 6

Document2” isthe original ew Windaw

merge document—if you were to b Previous: Preview wour lethers
re-open it, it would automatically Arrange Al
open with the Mail Merge Spli

wizard. You can open thisfileto
edit the text of ALL letters, or to
merge the same |etter to another
ASCII file.

1 Docurnent2

2 Lettersl

“Lettersl” is the final product—a multiple-page document, one letter per recipient.
Opening this file will alow you to edit individual |etters, but changes to one page will not
be reflected on other pages.

Each time you open the original merge document, then go through the wizard to
“Complete the merge”’, a new final document will be created. Y ou should probably name
these something very descriptive if you are going to save the files and try to re-use them.
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