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Where to Find Help when you Need It

Help from your Division/College’s Computer Consultant

Some divisions and colleges have computer consultants assigned to them. You can contact these
consultants when you need help. To determine if you have a consultant assigned to your division or
college, look to: http://rohan.sdsu.edu/~facstaff

Help from the BATS Web Page

BATS (Baseline Access, Training and Support) is a California State University initiative to provide all
students, faculty, and staff with "baseline" access to information resources via networks, training in the
uses of baseline hardware and software systems, and ongoing professional and technical support for
utilization of computer resources at San Diego State University. You can access the BATS Web Page
by pointing your browser tdittp://rohan.sdsu.edu/~bats/

Help in the San Diego State University, Faculty Room
The Faculty Room is staffed Monday through Friday with computing consultants who will try to answer
your guestions.

Location: Adams Humanities, 1109
Phone Number: x45727
Semester Hours: 7:30am — 6:00pm Monday -Thursday

7:30am — 4:30pm Friday
Semester Intersession: 7:30am — 4:30pm Monday — Friday

Help from the Faculty Computing Help Line

Phone Number:x41348  E-mail: helpline@mail.sdsu.edu

Semester Hours: 7:30am — 6:00pm Monday — Thursday
7:30am — 4:30pm Friday

Semester Intersession: 7:30am — 4:30pm Monday — Friday

Help from the Staff Computing Help Line

Phone Number:x40824  E-mail: staffhelp@sdsu.edu

Semester Hours: 7:30am — 6:00pm Monday — Thursday
7:30am — 4:30pm Friday

Semester Intersession: 7:30am — 4:30pm Monday — Friday
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Onscreen Help

To view onscreen help, click dtelp. The Help menu will pull down.
Once the menu is displayed, select one of the following tabs:

Show the Office Assistant

An icon will appear. Click on icon and a menu will appear. Click on
subject that you are interested in or type in your question in the blank
box at the bottom of the menu. Then press the enter key. Hide the Office
Assistant by clicking on the Assistant icon, the click on the right side of
the mouse and select hide.

What's This?

Select this option and your cursor will include a Question Mark next to
it. Click on anything on the screen and Word will provide an
explanation of the item.

Help in the User’'s Manual

You can also use the User’'s manual that came with your software to
help you answer questions and find solutions to problems.

Help on the Web

Additionally, Microsoft offers Help for “frequently asked questions” at
their support website located at:

http://www.microsoft.com/support/
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Mail Merge: Creating any type of mail merge document, a form letter or mailing
Understanding the labels involves merging a main document With. a data source. A main
Big Picture _document contains the text and other mf_ormathn that remain the same

g in each document. A data source contains the information that changes
in each document, such a name or address. Merge fields, which you
insert in the main document, instructs Word where to print information
from the data source.

ﬂ Septemnber 258, 1998

FLApS eContact_First_names «Contact_Last naimes
SO OmpanTy

eAddresas

Dear eContact_First_names, |

H¥Z Department is pleased 10 announece plans 1o expand our facilites. We are requesting
proposals from your company to provide eResources services or products for our new
facility.

Enclosed is a description of our planmed fal o 2, 253

and services. Should your comparcy choo;

specified on the sample proposal attached . UEVCE |2k

Treco Svstems
372 Bunset Blwd.
Ban Diego, CA 92101

Diear James,

HY¥Z Department i3 pleased 10 announce plans 1 expand our facilities. We aie requesting
proposals from wone compainy 1o provide formitiee services or products for onr new
facility.

Enclozed is a description of o September 25, 1995
and services. Should your co
specified on the sample propody  Susan Robers

Hilti Inc.

6540 Lusk Dudse

Ban Diego, CA 92126

Dear Susan,

X¥Z Department is pleased to announce plans to expand our faciliies. We are requesting
propozals from your company 10 provide office supplies services or produets for our new
facility.

Enclosed is a description of our planned facility and owr new requirements for equipment
and services. Should vour company choose 1o subimit & propogal, plesse follow the fonmat
specified on the sample proposal attached.

The Mail There are three basic steps to the mail merge process:
Merge Process
Creating the Main Document.
Creating the Data Source.

Combining the main document with the data source.
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The Mail When you open a main document, Word displays the Mail Merge
Merge Toolbar toolbar. You can use the buttons on this toolbar to control the way the
main document is displayed and the way it is merged with the data
source.

Displays merged data or merge field nam  Previews mered data records
. Insert Merge Field ~| Insert Word Field ~ |52 o« |5 > MBS R % % 2|

Displays Mail Merge Helpe‘%
Checks for errors
nt

Merges data into one docume

Displays Merge

Merges directly to printer options
STEP1 The first step in creating a form letter is to open the document you will
Creating a Main use as thenain document The main document contains the text,

punctuation, spaces, graphics, and other information you want to be the

Document Form same in each form letter.

Letter

You can use any of the following as a main document:

1. An existing document

2. A new document

3. A main document created in an earlier version of Word or a
WordPerfect primary file

You do not have to insert all of the text or graphics in the document at

this point. You simply indicate the main document you intend to use.

Setting up a Form 1. Open the document you want to use as the main document.
Letter Main If you are creating a new document, open a new file.
Document

2. From thdools menu, seled¥lail Merge.

3. Under the section titletl Main Document select theCreate
button.

4. SelecfForm Letters.

5. Selecthe Active Window button.

Working with MS-Word MailMerge — Windows & Macintosh 3
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STEP 2 To indicate which information you want to merge with the main

Specifying the Data document for the f_orm Iet;er, you must specifydlam_source The_

Source data source contains the information that can vary in each version pf a
form letter, such as names and addresses. You can open an existing data

source created in Word or create a new data source and fill in the

information.

Opening an Existing  If the data records in an existing data source are not in a Word table or
Data Source Excel file, they must be organized in separate paragraphs with tab
characters or commas separating the data fields.

1. Open theMail Merge Helper dialog box by selectinilail
5 Merge from theTools menu or clicking théail Merge Helper
button on the toolbar.

2. In theMail Merge Helper dialog box, select th&et Data button

Cot Dats = under the section titled. Data Source
Create Data Source...

3. SelecOpen Data Source
Use Address Book...

Header Options...

4. In theFile Namebox, select the data source you want to use, and
then click theOK button.

L o e At o

T e . Word will display a message indicating that there are no merge

-'Ikl.—'\. I

fields in the main document. Click tBmlit Main Document
button.

Creating a New When you create a data source, Word organizes the information in a
Data Source table. The table contains a column for each category of information or
data field The first row of cells in the table is called theader row
and lists the field names to be merged. Each subsequent row of cells is
called adata recordand contains all the unique information for each
letter.

To create a new data source:

Working with MS-Word MailMerge — Windows & Macintosh 4



Get Data v

Create Data Source... I

Open Data Source...
Use Address Book...

Header Options...
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Adding Information to a
Data Source

In theMail Merge Helper dialog box, select th&et Data button
in the section title@. Data Source

SelecCreate Data Source

In theField Names In Header Rowbox, Word lists names for
categories of commonly used data.

To delete a category from the data source:
a. Select the field name.
b. Select th&kemove Field Namebutton.

To add a category to the data source:
a. Type the new field name in theeld Namebox.
b. Select thddd Field Name button.

When you finish creating the field names, click@i€ button.
Word displays th&ave Data Sourcealialog box so you can save
the new data source file.

In theFile Namebox, type a name for the new document.

6. Click theSAVE button.

7. In the message box that appears, seledditeData Source
button to add records.

Information can easily be entered into a data source via a Data Form.
Records are created one at a time with only information about a specific
record displayed.

If the Data Form dialog box is not already displayed, click talil
Merge Helper button on the toolbar.

To add information to a data source:

1. In the section title@. Data Source select thé=dit button.

2. Select the data source filename.

3. In theData Form dialog box, type the information for each data
field.

4. Press th&ab key to move to the next field.

5. Click theAdd New button to start a new record.
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Inserting Merge Fields
into the Main
Document

Insert Merge Field ™
Title
FirstMame
LastName
JobTitle
Company
Addressi
Address2
City
State
PostalCode
Country
HomePhone
WorkPhone
Code

Step 3
Merging Data with
the Main Document

Previewing Merged
Records

Lo
AEC

When you are finished adding information, click @ button

Be sure to save the data source after adding new records.

Once you have opened an existing data source or specified the data
source, you can complete the main document by inserting the merge
fields into the document.

To complete a form letter main document:

1.

In the main document, type or edit the text and graphics you want
to appear in each version of the form letter.

Each time you come to a place where you want to insert
information from the data source, click timsert Merge Field
button on theMail Merge toolbar.

Select the appropriate merge field from the list. Make sure that
you type any spaces or punctuation you want between two merge
fields or after a merge field.

When you finish editing the document be sure to save the file.

Begiwmla 2 1P
wolop i P i aTnied] Le e

-.:ﬂu.u.

D icaraac_ Firer,_pda v

e B s
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Evcicasd @ & s s of o [lacdd TN b oFa (8 Sl w0 100 H] D E
mil raders Plpel vrm rongens omee by 1fwd s popsal please b B foo

You can use the Mail Merge toolbar to merge individual data records
and view each resulting form letter on the screen. You can print any
individually merged letter while it is displayed.

To merge the data with the main document:

1.

2.

Open the main document or make the main document the active
window.

Verify that merged data is appearing in the appropriate places in
the document. Click th€iew Merged databutton on théviail

Merge toolbar. Word displays information from the first data
record in place of the merge fields in the main document text. The
merge field codes are still part of the main document even
though actual data is being viewed.

Working with MS-Word MailMerge — Windows & Macintosh 6



Checking for Errors ~ To check the entire data source for merging errors,

click theCheck for Errors button.

3. Merge the entire data source in one of the following ways:
Merging into One

Document . . :
To place the resulting form letters in a single new
document, click thiMerge to New Documentoutton.
By . . .
~+[E Word places all of the resulting form letters into a single

document, separating the letters with section breaks. Each
section starts a new page.

. . . To send the resulting form letters directly to the printer,
Merging to the Printer click theMerge to Printer button.
th
Word prints resulting form letters with the formatting set

in the main document. You will not be able to change or
preview individual form letters with this option.

Selecting Merge . To display theMerge dialog box to specify a range of
Options data records or other options, click teail Merge
button.
§ Merge

Select the desired options then click kherge button.

P 5 T
Biis i b b = ,r_'?!".'.'__l

#a1 v | N —

‘Tl AP TarE |
ol s e e i i Hamd i WpTmimi |
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Printing Addresses on  You can use mail merge to print names and addresses on many kinds of
Mailing Labels commonly used mailing labels, nametags, and other labels. You can use
address information from an exitisting data source or create a new data
source.
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To setup and print mailing labels:

1.

2.

10.

Open a new document.
From theTools menu, seledvlail Merge.

In theMail Merge Helper section titledlL. Main Document
selectCreate.

Select théMailing Labels option.

A message appears asking if you want to use the current window
or a new window for the labels. Click tAetive Window
button.

In theMail Merge Helper section titled?2. Data Source select
the Get Data button.

If you are using an existing data source, s&gan Data
Source

Select the data source filename. Click @€ button. When
Word displays a message, select$le¢ Up Main Document
button.

If you are going to create a new data source, s€lezte Data
Source

. In theCreate Data Sourcedialog box, make sure that all
of the
field names you want to include are listed inFinedd
Names In Header Rowbox.

. Click theOK button

. Save the new data source.

. When Word displays a message, click Hugt Data
Sourcebutton.

. Fill in the address information in timata Form dialog
box.

. Click theOK button when finished adding records.

. Click theMail Merge Helper button on théMail Merge
toolbar.

. In the section titled. Main Document click theSetup
button.

In theLabel Options dialog box, select the type of printer and
label feed method you are using.

Select the type of label and label product number to be used.

Click theOK button.

Working with MS-Word MailMerge — Windows & Macintosh 8



11. IntheCreate Labelsdialog box, position the insertion point in
the Sample Labelbox.

12. Click thelnsert Merge Field button and select the appropriate
merge fields. Type any spaces and punctuation needed.

13. Press thRETURN key (Macintosh) oENTER key (Windows)
at the end of each line.

14. When you finish inserting the merge fields, click @€ button.
Word automatically duplicates the set of merge fields for each
label on a sheet of labels.

15. Check that your printer is ready and labels have been loaded.

16. In theMail Merge Helper section titled3. Merge the data with
the document then click theMerge button.

17. Select the options you want to apply.
18. Click theMerge button.

Modifying a Data  If you are using a data source in Word format, you can use the Data
Source Form dialog box to edit, add, and delete data records. In the Data Form
dialog box, you can quickly locate and view specific data records
without scrolling through a large table.

To display the Data Form dialog box:
1. From theTools menu, seledvail Merge.

2. In theMail Merge Helper section titled?. Data Source click
theEdit button.

3. Select the data source filename.

or
If you are working in the main document, click thdit Data Source
button on theMail Merge toolbar.

Adding, Removing and  There are various ways to change information contained in a data
Renaming Data Fields  source.

to a Data Source
To add new categories of information to a data source, you create new
data fields.

1. On theDatabasetoolbar, click theMlanage Fieldsbutton.

Working with MS-Word MailMerge — Windows & Macintosh 9



2. In theManage Fieldsdialog box, type a name for the new
category of data.

3. Click theAdd button.
4, Click on theOK button.

To type information in the new data fields, click the Data Form button
on the Database toolbar to display the Data Form dialog box.

If you choose the Remove button to delete a selected field name, any
data in the associated field is deleted from the data source.

If you choose the Rename button, you can change the name of the data
field without losing the corresponding data in the records.

Sorting Data By sorting the data records you plan to merge, you can arrange them in
Records alphabetic or numeric order, based on the information in the data fields
you select. You can view the records in the order you prefer, and you
can determine the order in which the records are merged with the main
document.

You can use up to three data fields as sorting keys. When you sort on
more than one data field, Word sorts the data records according to the
contents of the first selected data field. Records having identical
information in that field are then sorted according to the contents of the
second and third data fields.

The sorting order is stored with any record-selection rules you have
specified. Each time Word retrieves the selected set of records, the
records are automatically sorted in the specified order.

To sort data records by more than one data field:

1. Verify the main document is the active window.
2. ChooseMail Merge from theTools menu.
3. Choose th@uery Options button.

4, Select thé&ort Recordstabs.

5. In theSort By box, select the data field to sort the data records
by, and then seleé&tscendingor Descendingsort order.

6. Click theOK button.

Working with MS-Word MailMerge — Windows & Macintosh
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