Mail Merge for Word XP

Mark Kelly 2005
1.  Sit down comfortably and start Word XP.

2.  Tuck your shirt in.

3.  Go to the TOOLS menu and select LETTERS AND MAILINGS > SHOW MAIL MERGE TOOLBAR.

You’ll see this toolbar appear.
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4.  Click the second button, OPEN DATA SOURCE.
5. Select R:\IT\MAILMERGE\MERGE.XLS
6.  Select SHEET1 as the data source
7. Type in the following letter, replacing the text in BOLD with appropriate fields from the data file using the field list button. [image: image7.bmp]  
E.g. the first line uses the fields GNAME and SNAME.  Make sure you type spaces and <ENTER> where necessary between text and codes.   Save the form file as U:\FORM.DOC.
TYPE THIS IN
GNAME SNAME

ADDRESS

SUBURB POSTCODE
Dear GNAME
As you may realise, your account is overdrawn by $DEBT.  You will need to make the necessary payment by or further action may be taken against you.  
We have branches in every suburb, including SUBURB so you may make the payment conveniently.  If payment is not received, we will send our bruisers around to ADDRESS and ruffle a few feathers in the SNAME family.

Yours sincerely,

U.O. Mee
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8.  To see what the letters will look like with data inserted, use the preview button 
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9.  To see the hidden field codes, press ALT+F9.
This makes codes appear in curly brackets like this… {MERGEFIELD sname}.  Press ALT+F9 again to return to normal.
10.   To actually carry out the merge and produce the letters, click the MERGE TO NEW DOCUMENT button  [image: image2.bmp]
You should have a multi-page document with a different letter on each page.  That’s your “letters” file.

11.  Save the form file and data file and merge file.  Print TWO sample letters.

12.  To print the form file with the merge codes visible, go to TOOLS > OPTIONS > PRINT and make sure FIELD CODES is ticked.   After printing, be sure to return to TOOLS > OPTIONS > PRINT and turn off FIELD CODES!
ADVANCED MERGE STUFF

When inserting numbers from an Excel data source, even if Excel shows (say) 2 decimal places, the merged document may show (say) 8 decimal places (e.g. $8.5677887678).  How can you format the number properly?

Formatting numbers in Word XP merge

Since Word XP arrived, formatting done in a data source (such as Excel) is not carried over to a Word form letter during mail merge, as was normal previously.  With Word XP, you have to format the mergefields in the form letter.

The reason is that Word XP changed the way it connected to the Excel data source, changing from DDE to OLEDB.  There are two fixes – one easy and the other painful.

FIX 1 – revert to DDE

1.  Go to Tools > Options > General and tick the “Confirm Conversion at Open” box.

2.  When Word opens the Excel data source to do a merge, it asks how to connect:
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3.  Select the option that says “DDE”.  Voila!  Word will now honour formatting done in Excel!

FIX 2 – format fields yourself in Word XP

After entering the AGE merge field, you get this code:  {MERGEFIELD “age”}

To format it to 1 decimal place, for example, add this…  {MERGEFIELD “age” \# “0.0” }

The added bits are called a numeric picture switch, and it dictates the formatting of the field.  Note that the slash is a backslash.  The \# indicates that a numeric picture switch will follow. 

Numeric Picture (\#) field switches

A "picture" switch uses symbols to represent the format of the number.  E.g. in {MERGEFIELD “wage” \# $#,##0.00 } the \# $#,##0.00  switch displays a result such as $4,455.70. 

Note : Quotation marks are not required around simple numeric pictures that do not include spaces, but it’s easier to always use the quotation marks.  Combine the following picture items to build a numeric picture switch.

0 (zero) 
Specifies the requisite numeric places to display in the result. If the result does  not include a digit in that place, Word displays a 0 (zero). For example, { = 4 + 5 \# 00.00 } displays "09.00". 

# 
Specifies the requisite numeric places to display in the result. If the result does not include a digit in that place, Word displays a space. For example, { = 9 + 6 \# $### } displays "$ 15". 

x 
Drops digits to the left of the "x" placeholder. If the placeholder is to the right of the decimal point, Word rounds the result to that place. For example:
{ = 111053 + 111439 \# x## }

displays "492".
{ = 1/8 \# 0.00x } 


displays "0.125".
{ = 3/4 \# .x } 



displays ".8". 

. (full stop)
Determines the decimal point position. For example, { = SUM(ABOVE) \# $###.00} might display "$495.47". 

, (comma)
The comma is a digit grouping symbol which separates a series of three digits. For example, {MERGEFIELD “NetProfit” \# $#,###,###} displays "$2,456,800". 

- (minus)
Adds a minus sign to a negative result, or adds a space if the result is positive or 0 (zero). For example, { = 10 - 90 \# -## } displays "-80". 

+ (plus sign) 
Adds a plus sign to a positive result, a minus sign to a negative result, or a space if the result is 0 (zero). For example, { = 100 - 90 \# +## } displays "+10", and { = 90 - 100 \# +## } displays "-10". 

%, $, * etc
Includes the specified character in the result. For example, {MERGEFIELD “netprofit” \# "##%" } displays "33%". 

“+ve ; -ve” 
Specifies different number formats for positive and negative results.  For example, if Sales is a positive value, the field {MERGEFIELD Sales \# "0.00;-0.00" } displays the value with regular formatting.  E.g." 1245.65".   Note that the semicolon separates the positive and negative number pictures, and that in this case the negative picture is in bold. This means that if Sales were negative, the value is displayed with bold formatting and a minus sign, e.g. -345.56. 

“+ve ; -ve ; 0”
Specifies different number formats for a positive result, a negative result, and a zero result. For example, depending on the value of Sales95, { MERGEFIELD “Sales95”  \# "$#,##0.00;($#,##0.00);$0" } displays positive, negative, and 0 (zero) values as follows: $1,245.65, ($ 345.56), $0 

'text' 
Adds text to the result. Enclose the text in single quotation marks. For example, { MERGEFIELD “Price” \# "$##0.00 'is sales tax' " } displays "$347.44 is sales tax".  Note the single quotes around the text within the double quotes surrounding the number picture.

Other merge tips

· If the formatting of merged data is different to the form letter it is poked into, try this:   { MERGEFIELD FieldName \* CharFormat }

· You can use an expression field  (=) to perform calculations on the values represented by bookmarks or print merge fields. For example, to multiply the value in the Term field by 2, insert the following field:  {=Term * 2}  Note that such calculations are usually always easier to do in the Excel data source.

· To make a calculation using a MERGEFIELD field such as sales, try the following formula format  {= sales + 100} and you can format it as described above…  {= sales + 100 \# “$##0.00”}

· The keyboard shortcut to show the field list is ALT+SHIFT+F
· Apparently, in a MERGEFIELD code, you don’t need the double quotes around the field name.  It’s odd: inserting a field with the Insert Merge Field button adds the double quotes, but the IF..THEN..ELSE button does not use quotes!
· Date formatting, e.g. { MERGEFIELD “dob”  \@ "MMM dd, yyyy" }

 Picture
 Displayed Date
 \@MMMM d, yyyy
 August 1, 2000
 \@MMM dd, yyyy
 Aug 01, 2000
 \@MM/dd/yy
 08/01/00
\@dddd, MMMM d
 Tuesday, August 1
 \@ddd, MMM. d, yyyy
Tue., Aug. 1, 2000
 \@MM/dd/yy hh:mm:ss am/pm
 08/01/00 10:36:12 PM
IF…THEN…ELSE

You can make the merge behave differently depending on each person’s data.  Go to INSERT WORD FIELD (in the Mail Merge tool bar) and make your merge insert an extra warning if the person’s debt is over $100.  Carry out the merge and see if it has worked out properly.

EDITING IF..THEN..ELSE STRUCTURES LATER

Once you create an IF..THEN..ELSE structure with the handy dialog box, you cannot use the same box to edit the structure later.  You have to edit it manually.  Press ALT+F9 and search for the distinctive text you put into the structure.  It will look something like this:

{ IF { MERGEFIELD name } = “Fred”  “The name is Fred” “The name is NOT Fred” }

The text in italics above is the text inserted into a letter if the condition (name=Fred) is true.  The text in bold is the text that appears if the test is false.  The “false” text does not have to be present, in which case nothing is inserted if the test if false.  If there is no “false” text, the double quotes must still remain, e.g.

{ IF { MERGEFIELD newsletter } = “Y”  “Thanks for subscribing to our newsletter” “ ” }

You can change the true/false text manually.  Just be careful not to delete the { or } marks!

INSERTING FIELD CODES INTO IF..THEN..ELSE STRUCTURES

Using IF..THEN..ELSE only lets you insert plain text.  You cannot put merge fields into the true or false text.  You have to do it manually…

1.  Display the merge codes with ALT+F9

2.  Create the IF..THEN..ELSE text with Insert Word Field > IF..THEN..ELSE on the mail merge toolbar.

3.  Insert the desired field (from the field list) inside the double quotes containing the TRUE or FALSE text.

e.g. {IF {MERGEFIELD sex} = “M”


“This male is {MERGEFIELD age} years old”


“This female is aged {MERGEFIELD age}”}
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