Mail Merge — Microsoft Word and Excel Queries

Scott Kern
Senior Consultant

This session is an introductory course into the features and functions offered by the MS Query
component of Microsoft Excel and linking the query to a Mail Merge Document created in Microsoft
Word.

- Enabling Database connections through Microsoft Excel
- Accessing the data stored in the SQL Database via the MS Query Tool.

- Preparing a Word Document for use in a Mail Merge
- Defining Fields for use in the Merge Document

- Selecting Records for the Mail Merge

- Finalizing the Mail Merge and printing the Document

- Creating Labels through Mail Merge Function



The first step in creating a mail merge is defining the Data Source. In these examples, we will create a
simple query using Microsoft Excel and the MS Query tool to mine the data for the Mail Merge.

Open Excel and access the DATA tab. Select Get Date — from Other Sources — From Microsoft Query.
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Select the Database from the available data connections. (If the Use Query Wizard option is checked,

uncheck it now)

Choose Data Source

[ Use the Query Wizard to create/edit queries
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Log in with the appropriate user ID and Password for the selected Database.
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Select the appropriate Table from the “Add Tables” list. In this example, we are going the choose the
CUSTOMERS table.
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Once the table has been selected, we will choose the appropriate fields from the table. Double click on
the following fields within the table selection screen.

Customer_id
Name
Address_1
Address_2
City

State
Zip_Code

Contact

"w Query from Cas_Scott

customers

billing_rate -~
bypasz_service_charge
certified_license

city

client_since
company_id

w o

country

credit_limit

customer_id
customer_no
customer_type
default_tax_tupe
email_address
enable_service_charge

farce_job
foreign_flag
geo_area_id 2
customer_id | name [ address_1 [ address 2 [ city [ state zip_code | contact [ -
|10 Téh Client CUSTOMER 123 Rockwood Drive Cleveland OH 44444 Mr Contact on TéM Clier ]
|1 whestfield Insurance 15945 Roaot R oad Larain OH 44052 Brian Cancian by
|10 Advanced Communicatic 3227 Mar Lane Shipstown OR 9872 Joe Freeber
| |107 Document Control Custo) Make Changes Focky River OH 4421 Jacob Harvey
| |108 Lien Job Custorner Lien Job Customner Addre Leintown Ca 93932 Lein Customer Contact
|19 Chd Customer 4227 Rivenwood Lane Rocky River 0OH 44221 Jacob Harvey
|10 Hacker Owner Purchaze 543 Breezewood Court | P.0O. Box 1154 Focky River OH 4421 Jacob Harvey
111 TEMNS 8789 Morthwest Avenue Rocky River OH 4421 Brian Cancian
L mz2 Engert TéM 9098 Sams Lane Rocky River OH 44221 Paul Reed Smith
M3 2 Engert 332-11 GW Expressway Bath OH 4421 Bill Schultz
114 ICON 1105 FM 107 Toledo OH 4421 Erian Cancian
|15 Century Fire Pratection | Pinemeadow Duiluth Ga 33333 Mike Basi
. |11E Test Custarner 115 Test Road Testville T 90333 Custormer Contact
117 Systems Paving Q0002 W/ almar Santa Ana CA, 933499 Brian Cancian -

]| 4 | Record: (A1)



Once the fields have been selected, click the Return Data to Excel button on the toolbar.
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Place the Data in Cell Al in the Excel Spreadsheet.
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From the Data Tab on the ribbon, select Connections.
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Select the Properties Button for the Selected Query.
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On The Usage Tab of the Connections Properties box, Select “Refresh Data When Opening File”
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On the Definition tab, Selecet the option to Save the Password with the query.

You will receive a friendly warning from microsoft about saving the password, click YES to save the
password along with the query.

(]| I Connection Properties

Filt Workbook | Connection narme: |Query from Cas_Scott | = I OpeEr Add-
Ty L
Name - | DeEscription: Add... ]
1 | Query from ply EE-
Past P Hemove l Text tc
M | Usage | Definition | need | Calumr
Clipbe i
e Connection type:  Database Query perties... J
Connection file: | | [ Browse. .. Refresh 'l
age Sets... D

Always use connection file

Connection skring:

DSM=Cas_5Scakk; Description=_"as_5cokk
{Foundation); UID=dba; ; APP=Microsoft Cffice
2010;WSID=5Tk0S; DATABASE=Cas_Scotk; AnsiPW =N

Save password

Locations whe

Click. here td

Microsoft Excel

' The password is saved without encryption in the Excel file, making vour data less secure, Are vou sure you want ko
. save the password?
[ L= ] l K] ]
Wias this information helpful?
1 ]
14 116
" 15 1117 ,_ [al'd ] [ Cancel
. 16 1118 T T L L TV T 25T HoST O noag

You may now save the Excel spreadsheet. This will become our data source for the Mail Merge
Document in Word.

Make a note where the file is saved, as we will require this location in a Step in the future.



Open Microsoft Word and create a new document. You may also use an existing form or document. In

the following steps we will create the merge fields within an existing document.

Once the Mail Merge is complete, the process will replace the merge fields with the appropriate fields

from Foundation’s database.

When creating the document, leave space for the Customer Name and address information, along with

the Customer Contact information.
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: Customer information r
L (name and address)
: Dear . =
i I would like to cordially invite vou and vour familv to the First Annual Foundation
Software User Conference. Details Below:
o Where : Cleveland, OH
L When : March 13- 23, 2006
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Once the document is created, we will initiate the Mail Merge Genie to step through the process of
inserting the fields and attaching the data source (the Excel Spreadsheet created in the first step)



From the MAILINGS tab on the ribbon, select Step by Step Mail Merge Wizard.

You will notice a sidebar will appear on the right hand side of the document. We are on “Step 3”

because we are adding merged fields to an already existing document.
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Click on the BROWSE option in the Use an Existing List option on the right hand sidebar.




Browse to the Excel Document that was created to pull the Customer information.

Select Data Source

21X

Look in: |&| 2011 CLEVELAND

V] @ - X oiE-

@ Ty Recent W m$11 Mail Merge
Dacuments g 11 1C Handout Template

@ Deskhop 2l ~eiCustomers Query
1 g IL MERUGE RAW DOCUMENT
&) B"ﬁ‘ . #2011 INTRODUCTION TO MS QUER'Y
HEUMENSS #2011 Mail Merge
| Computer w2011 UC Handaut Template

2011 LSER DEFIMED FIELDS
.‘-_:J My Metwark,
Flaces

3] Customers Query

EMATL MERGE RAM DOCUMENT
B sEssION OVERWIEW

&) SESSTON OVERWIEW

When you select the Excel File, Microsoft word will promt you to select which worksheet contains the

data for the Mail Merge.

In this example, we will select the data table on Sheetl. Make sure the option “First Row of Data

contains column headers” is checked.
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Microsoft Word will show you a preview of the data selected from the data source.

There are options here to Sort and Filter the list.

Mail Merge Recipients

This is the list of recipients that will be used in wour merge. Use the options below to add to or change wour list, Use the
checkboxes ko add or remove recipients from the merae, When your lisk is ready, click Ok,
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Select the spot on the document where you would like to insert the first merge field. When ready,

access the INSERT MERGE FIELD option from the MILINGS tab on the ribbon.

Click NAME to insert the Customer NAME field into the Merge Document.
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The result should look like the example below.

snames recipient's letker,
~
I Dear .

I would like to cordiallv invite vou and vour familv to the First Annual Foundation
n Software User Conference Details Below

can preview and personalize each

Continue adding the rest of the fields. Remember, cursor placement is important for inserting the
correct fields. You may add any required punctuation between the merge fields. (IE: City, State and Zip

Code)

«Iarmes» recipient's letker,
. «address_1»
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«citys, «stater «zip codes

Now thet the appropriate fields have been selected, we may now complete the merge.
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I would like to cordially invite vou and vour familv to the First Annual Foundation ¥ | Step 4of6
Software User Conference. Details Below *
-+ o = Mext: Preview your letters




In the lower right hand corner, select Step 4 : Preview your Letters

Dear «contact»,

Where - Claveland OH

Iwould like to cordially invite vou and vour familv to the First Annual Foundation
Software User Conference Details Below:

Step 4 of 6

Mext: Preview vour letters

Page: 1 of 1 \ Waords: 53 |Q§ |

You may preview the Merged document and cycle through the recipients on the list using the buttons

on the right hand sidebar.
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At this point, you may select individual recipients, or a number of recipients from the original data
source by selecting the EDIT RECIPIENT LIST on the sidebar to the right.
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The Mail Merge will create a document for any and all records that are selected with a checkbox in the
Mail Merge Recipients window.

If you are satisfied with the layout of the merge document and the selected recipients, select step 5 of 6
/ Next: Complete the merge.

Dear Jacob Harvey,

I would like to cordiallv invite vou and vour familv to the First Annual Foundation Step 5 of 6
Software User Conference. Details Below:

= Mext: Complete the merge
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At this point, you may select the PRINT option. All of these merged documents will print.
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"Edit Individual Letters." This will
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merged letters, To make changes
ta all the letters, switch back ko
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- Merge

25 Print...

4 Edit individual letters. .,

If you are still unsure about the number of letters that will be printed, you may select the option to “Edit
individual Letters”.

You will be prompted to choose which records to merge. Select ALL to review all of the Merged
documents / Recipients.

Merge to New Document

Merge records

) Current record

) From: | | To | |

I Ok l[ Cancel ]




This will create a new document titled Letters1 with separate pages for all of the documents.
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T&M Client CUSTOMER REC
. 123 Rockwood Drive
~ Cleveland, OH 44444

Dear Mr Contact on T&M Client,

Iwould like to cordially invite vou and vour familv to the First Annual Foundation
Software User Conference. Details Below:

Where ; Cleveland, OH
When : March 15 - 23, 2006
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Note in this example that this has created a new document with 63 individual pages based on the
selected recipients. At this point you may edit the individual letters without effecting the main merge
document.

You may also print certain pages from the merged document if you did not select the correct recipients.

You may save this document — this is not the merge file, it is the result of the Merged document.



If you save the original document, this file will be available to pull in the data from the linked Excel file at
a later date.

When you re-open the document you will be prompted with a message that is a notification that the
Word Document is linked to an external source.

Microsoft Word [‘5_<|

Cpening this docurment will run the Fallowing SOQL command:

! "_\ SELECT * FROM “Sheetl$”

Draka from your database will be placed in the document, Do you wank to conkinue?

[ Show Help == ]

ves oo ] [ b |

Click YES to repopulate the Word Document with the list of recipients shown on the original Excel File. If
new records have been added to Foundation, you will need to open the Excel document to refresh the
query and pull in new records. Once the file has been opened, you may close the file and save the
changes.

Once you have opened and refreshed the query in Excel, you should select Edit Recipient List to open
the Recipient selection window.
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Highlight the data source in the lower left hand corner and click the refresh button to update the
recipient list.

2X

Mail Merge Recipients

This is the list of recipients that will be used in your merge, Use the options below to add to or change wour lisk, Use the
checkboxes to add or remove recipients from the merge. wWhen your list is ready, click O,
[rata Source [w w | addrezsz_1 w | address 2 w | city L
Cuskomers O [
Custamers Query.... [  ‘Westfield Insurance 1945 Rook Road Lotain
Customers Query,,..  |v | Advanced Comrunications 3221 Mary Lane Shipstowan
Customers Query,,.. | [v | Docurent Control Custo,,,  Make Changes Focky Rivet
Custarmers Query.... [  Lien Job Customer Lien Job Cuskamer Address Leinkowr
Custamers Query....  [¥ CMCustomer 4721 Riverwood Lane Rocky Rivet
Customers Query,,..  |v  Hacker Owner Purchases 543 Breezewood Court P.Q, Box 1154 Rocky Rivet
Customers Query,...  [v  TENS 8739 Morthwest Avenue Focky Rivet
Custormers Query....  [v  Engert T3M 093 Sams Lane Rocksy Rivet
Custamers Query....  [¥ 2 Engert 332-11 QW Expressway Bath
Customers Query,... | [  ICON 1105 FM 107 Toledo
mickAarmare e [ ~arb v Biva Deabackinn Diraras sdo Fualoikh
4 >

[ata Source Refine recipient list

_uskamers Query

‘&.L Sork. ..

i Filker..,
‘.4 Find duplicates...

_j- Yalidate addresses. ..

Edit... ] [ Refresh

You are now ready to complete the Mail Merge with the updated data. Click the Finish and Merge
button to access options to print or save the merged document as a new file.

WEH2-00E5R&RI1- MAIL MERGE RAW DOCUMENT - Microsoft Word o @ R
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Merge = Recipients = Recipient List | Merge Fields Block Line Field = Results| = Auto Check for Erra Merge ~
Create Start Mail Merge Write & Insert Fields Finish
=1 Edit Recipient List ! B ! < ! B .
Y

Make changes to the list of
recipients and decide which of
them should receive your letter.

You can also sort, filter, find and
remove duplicates, or validate
addresses from the list,

I 0 Press F1 for more help.




Data Source Option #2 — Saving and accessing a Query.

Open the Excel Document that was created for the Customer list.

(Wl
l:l IEII H9- [l [ r=E @ |= Customers Query2 - Micros:
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8]  Refresh
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address_2
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__ | customer_id
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_ | Wes
__|108 A
_ |7 Do
_ | 108 Lien
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Save in: | 1 Queries

tdy Recent
Drocuments

(0
Query From Cas_Scott
Desktop Query from Cas_TAB

Query From fsi_dispatch

2

y Documents

s

Right Click on a cell within the data
table.

Choose Table / Edit Query to access
the Query mode.

Once in the MS Query tool, select File
/ Save.

Name the query with an appropriate
title that you will be able to locate
later. Save it in the default folder if
the file is to be used on a local
workstation. If this document is to be
shared, the Query file will need to be
saved on a shared network drive.

Once the file is saved, close out of the MS Query tool and Close out of the Excel document.




Open the Mail Merge Document, and access the MAILINGS tab from the ribbon. Choose the Select

Recipients / Use Existing List option.

WH2- 0O SE&EA - MAIL MERGE RAW DOCUMENT - Microsaft Word o B %
m Home Insert Page Layout References Mailings Review View Developer Add-Ins = e
] = =1 = = = L 2P Rules ~ H 41 b M Ci
=1 B = = = = BE o > !
@ Match Fields & Find Recipient
Envelopes Labels | Start Mail Edit Highlight Address Greeting Insert Merge 5 Finish &
Merge = |Recipients *| Recipient List | Merge Fields Block  Line Field~  [2] Update Labels w Auto Check for Errars | perge -
Create Type Mew List... Write & Insert Fields Preview Results Finish

7 Use Existing List... T - S W |
83 Select from Qutlook Contadts...

In the Select Data Source screen, choose the query that was just saved from the MS Query tool.

Select Data Source

v [

QN
Dacurments

Cormputer

‘-ﬂ My Metwark,
Places

Loak in: | My Data Sources L | Q- XCiE-
@ My Recent +Connect to Mew Daka Source
DoaUiEE +Mew 50U Server Connection
(2} Deskiop E Asnnandale

Files of type: |P.II [Diaka Sources v |

File name: | w | Mew Source. ..

Cpen l[ Zancel ]

Click OPEN in the lower right to select the data source.



You will be prompted to enter the user ID and password to access the query.

SQL Server Login

Data Source: Caz_Scott Ok

[ Use Trusted Connection Cancel

Login [D: |dba Help

i),

Pazzword: || Options »»

Microsoft Word will then prompt you to reopen the query every time the Mail merge document is
opened. Click YES and continue with your Mail Merge.

Microsoft Word r5_<|

\_‘{/ Do you want ko have Ward reopen Customer_Query every time Word needs to open your daka source?

e ] [ ] [ |

‘'as khis information belpful?

The Data source is now connected to the Query as opposed to the Excel File. This removes the need to
open and update the Excel File before opening the Mail Merge File.

Currently, there is no way to save the password within the query, so every time the Word Document is
opened, you will need to enter the user ID and password to refresh the data within the query. You will
be greated with the following message upon opening the file. Select yes, and then enter the password
for the query to refresh the recipient list.

Which method is best ? It quite simply depends on which you are more comfortable with.

Cpening this docurnent will run the Following SGL command:

! SELECT cuskomers.customer_jd, customers.name, customers, address_1, customers, address_2, customers,city,
. cuskamers,.state, cuskomers.zip_code, customers, conkack FROM Cas_Scaott,dbo.customers cuskomers

Diaka From wour database will be placed in the document. Do wou want ko continue?

[ Show Help == ]

Yes Mo | [ Help

Was this information helpful?




Creating Mailing Labels through Mail Merge.
You may create Mailing Labels using the same Mail Merge Functionality. Create a new Query, or use an

existing Data Query as the Data Source. For this example, we will use the Customer_Query created for
the previous lesson.

Start by accessing the Mailings tab from the Ribbon. Choose Start Mail Merge — and Select Labels.

(W = - VCOERE&RI- Documentl - Microsoft Word = B 2
Home Insert Page Layout References Mailings Review View Developer Add-Ins & o
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Create 2 Letters Fini-sh
023 E-mail Messages 2 - T S - P S T
=1 Enyelopes... -
a_ﬂ Labels...
g Directory
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Step by Step Mail Merge Wizard..,

Select the appropriate Label number from the available options. The lower right hand corner shows you
the size and dimension of the selected label. Click OK to continue.

Label Options

Printer information
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{3_} Page prinkers Tray: |Manual L

Label infarmation

Label vendors: | Awery US Letter W

Find updates on OFfice, com

Praduck number: Label infarmation

5931 Removable CO Labels A Type: Easy Peel Address Labels
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Your document will now be formatted in the selected label format.

Choose Select recipients — Use Existing List.

WiH9-0 0N EER&A -

Start Mail
Merge ~ |Recipients =|Recipient List

Create

Insert Page Layout References Mailings Review

Envelopes Labels

Type Mew List..

View

Write & Insert Fields

Documentl - Microsoft Word

Developer
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Design

Layout
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Use Existing List... E-3 - -

s @5 v o

[T ¥ N A A

Select from Outlook Contacts...

|

b [E

Select the appropriate Data Source and click OPEN in the lower right hand corner. Depending on the
Data Source, you may receive a prompt to log into the query and / or you may be asked to Refresh the

Query every time the file is opened.

Select Data Source

ezl Customer_Query
|Z4Earningsactivez
t%Fnundation Connection
JOEB BIUDGET

el Ouery from Cas TAB

Cornpuker

‘:J Tl Metwork,

Flaces .

Your documet will now look like the example below:

Uinkpfelalalalalol

Laok in: | My Data Sources w | @-h XoCiE-
E,b My Recent +Connect ko Mew Daka Source
raUEs +Mew 50U Server Connection
(2} Deskiop E Asnnandale
Books Sheetl PivotTabled
My CHANGE GRDERS
Dacurments

Documentl - Microsoft Waord | ple Tool: ‘ = B R
File Home Insert Page‘J_ﬁa’yout References I‘-]gs W Develgper Add-Ins Design Lavout [~ e
{e] L 7
= QA' = s P Rules - &6 K h P
=l = & — — 9% Match Fields Find Recipient e
Envelopes Labels | Start Mail Select Edit t  Address Greeting Insert Merge P B Finish &
Merge = Recipients ~ Recipient List | M ds Block  Line Field (8] Update Labels v Auto Check forErrors | pjarge ~
Create Start Mail Merge Write & Insert Fields Preview Results Finish
o I WA RN S 7go0 0% c 4 Eoo N A R 5
— : : . pEE EE] £
-

«Next Records

| «Next Record»

«Next Records

«Next Records»

«Next Records




Now it is time to enter the Merge Fields. From the Ribbon, Select Merge Fields.

WEAEA2-OO0EER&R|- Documentl - Microsoft Word Table Tools o =2 =
“Jome Insert Page Layout References Mailings Review View Developer Add-Ins Design Layout & e
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zZip_code
contact

Select the required fields for your document. Note: spacing and font size may need to be adjusted to fit
all of the data on the same label.
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Once the layout is created, Select UPDATE LABELS from the Mailings Ribbon.
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Admittedly, the document doesnot look like much. Select the Finish & Merge option / Edit Individual

Documents....
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You will be prompted for what range you wish to view — select ALL and click OK

Merge to New Document

Merge records

) Current record
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| Ioi |

| ok || can

el ]

Voila! A new document is created with the Merged Recipients that you may save and print.
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Remember to save the original document which is the template for the merge. This document will

always be in a pending state, waiting for you to select the recipients for the merge.
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This is the list of recipients that will be used in your merge. Use the options below to add to or change your list, Use the
L [ checkboxes ta add or remave recipients from the merge. When your list is ready, click Ok,
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Again, depending on the Data Source, you may be prompted for the user ID and login for the query. the
alternate method explained in the original lesson would require you to open the Excel document to
refresh the list BEFORE you open the Mail Merge File.

So, What can be done with Mail Merges ? Some examples that have been created for current
Foundation Clients:

- Inventory Item Labes with Item ID / Decription / UPC Code / Bin Location

- Custom Subcontract Forms

- Employee / Job / Vendor file folder Labels

- Request for Certificates of Insurance from Vendors

- Job Folder Contact information Labels with Full address information of the Job and Customer with

contact and order information.



