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Introduction:

The user guide will be divided into three sections.

1. Explanations how mail merge works in general.

2. How to use the pre-set environment.

3. How to extend the environment to fit new needs.

The user guide will be aided by a training session, which will enable a user, that’s you, with

basic knowledge of word to understand and use this environment.

Part 1: What 1s mail merge?

The computer is able to store huge amounts of data. It is also used to edit documents, doing
your word processing on the computer has the main advantage that you can save and later
change the document if the need occurs.

Mail merge combines these two abilities. A mail merge document is produced in the
following way. The user writes the document, often being a circular letter. He also has all the
addresses stored on the computer. The difference between a normal document and a mail
merge document is that the user did not put the names and addresses in directly, but a
command for the computer. The computer then knows what to do and will fit the addresses of
the people out of the address list in the right place.

When mail merge was first introduced it increased the amount of junk mail enormously. Now
it was possible to write a letter on time and fit in 10000 addresses in a matter of seconds.

But the computer can do more. Not only can it fit in the right address but it can also make
decisions whether to put in a passage of text depending on data stored in the database. And

this is only one more example of the things it can do.
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Part 2:

system?

Hela, the design fashion shop Cand. 3128, Centre 56400

How can you use the

The environment I created for you consists of a database that fits your needs and some

standard documents I thought you will need. It is flexible, so whenever you want another

document you can easily create it yourself.

I will first explain the database, why I included which field and how you can change the data

and the base itself. Then I will explain how to user the existing documents and last you will

be told how to set up the new documents.

The database:

The database consist of the following fields:

Field name

Comment

Title To address the person correctly.

Name The name for address.

Surname The surname for address.

Street For the address.

Town For the address.

Country For the address.

Postcode For the address.

Card level The system I set up has tree levels, gold, normal gold and
normal.

Birthday To find out who to send the birthday letter.

Hela information requested

To run query on whether to sent information.

Other information requested

Query on whether to sell address and name to other companies.

Family status

To decide on how many places to reserve at invitations.

Sex Decided to add later. Can make documents more personal
(bring your husband/wife) and ask them to wear certain dress
(please in black suit/long skirt)

Reward points. To save how much money the customer spent in the last few

weeks.
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How do you enter new records into or change the database?

If you want to change the database you just open one of the documents starting with “MM”.

Then you will click on the little button looking like this:

Edit Diata Source (AlE+Shift+E)

You will end up on the following screen:

Click here to
I finish working

ite: m - oK
i 1H_| : on the source.
lame: il add Mew \l
SUrManme: Hartrmann :

. . Delete | Click here to
Skreet: Highstreet Kensingtan e ) )
insert new record.
Town: Londan Reskare I
Counkey: Landon : \‘
Eind... Do not use!

Fostcode: Sw24 5GH \
Card: Mkl Yiew Source —
Poirt < See description

inks: =

later.

Record: Hl L | |1 3 | Nl

This user interface gives you all possibilities to change the data.

To find a certain customer click on “Find...” and you will end up on the following screens:

1: Click on here to select the field.

Find in Field d Find in Field 3: Type
Find what: Find what: expression you
| | are looking for.
In Field; In Field:
T - Title -
Find First | Close | Marne = 2: Select field.
Surname
Street B
Tawn l

After completing these first three steps, you click on Find first and it will select the first
record it can find the letter-combination in for you. It is case sensitive. If this is not the right
one you can continue searching by clicking on find next till you find the record you where
looking for.

Above I said you may not use the delete button. That is because I used the record number as
the customer id. If you now delete one record the id of all following customers is made one
smaller. This would cause major confusion. Therefore if you need to delete a member, this

case will hopefully never occur anyway, then you just insert deleted in the title. This will
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cause the record to be ignored at any later stage. The only document the name will come up in

is the “Sell information” as this will bring you some more money.

Formats of data:

Most of the fields are entered following common sense. There should be no doubt of you to

enter the name of a person. The following though have to be entered in a certain way:

Field name Format

Title Mr, Mrs, Ms or deleted.

Card level Gold, Normal or Normal gold

Birthday 1,1.5,2,2.5,3,3.5,4,45,5,55,6,65,7,7.5,8,8.5,9,9.5, 10, 10.5,
11,11.5,12, 12.5.

My special format works like this. For the first 15 days the value of the
field is equal to the number of the month. From then onwards till the
end of the month the value is equal to the number plus 0.5 (e.g. Birthday
2" of February, value in the field: 2; Birthday 18" of February, value in
the field 2.5).

Information Hela, y or n.
information others.

Family status single, couple or family.

Sex m or f.

It is important that you follow these instructions as the documents will not work otherwise.

The toolbars:

When you open one of the documents you should have two toolbars only.

Reward Card System:

“D @E|§&|Timesl‘]ewmwan -2 B I UA~-v~ E|{a} 9 r |E
I 2 3 4 56 7 8 9101 12 13 14 1516 17 18 19

Button 1: Open a new document. and to make document a mail merge

Button 2: Open an existing document. document if it is not one jet.
Button 3: Save the active document. Button 7: Select Font.
Button 8: Select Font size.

Button 9: Bold.

Button 4: Print the active document.

Button 5: Print preview the active

document.
Button 6: Open the mail merge helper. To
change query options if active

document is a mail merge document
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Button 10: Italic.
Button 11: Underline.
Button 12: Change colour of text.

Button 13: Undo last actions.
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Button 14: Cut. Button 17: Show field codes.
Button 15: Copy. Button 18: Set zoom factor.
Button 16: Past. Button 19: Open Toolbar drawing.
Mail merge:

This toolbar should be open when you have a mail merge document as an active document.

L
REC

Insert Word Figld =

“ Insert Merge Field -

Mot [ on By B3l R

1 2 3 45 6 7 8 9 1011 12 13 14 15

Button 1: To insert a field of the database Button 7:  Go to next record

(e.g. “name”). Button 8: Go to last record.
Button 2: To insert special functions like Button 9:  Open the mail merge helper.

If-then-else statements. Button 10: Check document on errors.
Button 3: Switch between seeing merge Button 11: Mail merge into document to

data (e.g. “Mr.”) and description view first before printing.

(e.g. “Title™). Button 12: Mail merge document and print
Button 4:  Go to first record. at once.
Button 5:  Go to previous record. Button 13: Mail merge document.
Button 6: Here you see and you can put in Button 14: Search for record.

a certain record number. Button 15: Edit data source.

The documents:

Now I will describe one document after another. I advice you to look at the system while you
read this and that you compare the system with the write-up and that you are not scared to try
things out.

The documents I created for you are standard documents. They should not be changed if you
are not sure you want to do so. So your standard answer when closing the file and when being
asked whether you want to save it, will be “No”. You can say “Yes” but you should make

sure you only change the things you want to change.

MM Header:

This is a document all other documents are based on. It is the letterhead I used for all other
letters. The speciality is that the output is colourful if the user has risen to gold card level and

only consists of black elements for normal card members.
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oy
To see what kind of output you get just click on '*B and you will be able to look at the output

in a file.

You will use this document if you produce your own new documents.

MM Information:

This document was created for you to send out your junk mail. Whenever you have a new
dress you think you should tell your customers about you run this document. For gold card
members you will even have a picture of the dress on your most beautiful member of staff in
the letter.

When you open the document you will see the following graphic is included in the text:

=Stops to inscert a pictuare: If you follow these instructions
Cliclkxk on thispictare.
i=o to: Inscorxt, PHotare,
From Ffile. picture of the dress you want to
Sclect file.
File appear=s in docuament,
click (right button) on it. Also this picture will only be
o to: Format pldctuaaire
Go to: Position and de-

you will be able to fit the

sell in there.

printed on gold card users

1 t Float owver text. letters. This will reduce your
Now cliclk on me amd press| printing costs and will push up
Dl
the speed.

When you mail merge the document you will see the following screen:

e I [~ 'S 'S called a fill inbox. Enter your

description of the dress h nd it will be

Please enter the introduckion and descripkion
here.

Ok |
filled in everysimgle letter. So whenever
Cancel |

ant to send out your junk mail you

he description of the dress can be filled in as soon as wo

nail merge the docurert only have to enter the text one time and it

will be fitted into all of your letters.

MM Invitation:

This document will be sent out if you want to invite your customers to a party or if you want
to present your dresses on the catwalk.

Again [ did use a fill in box for you to enter a description of your event in. This description
again will be filled into each and every letter. The second speciality is that the document

automatically tells the user how many places have been reserved for him. He will have to
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confirm them but it will seem to him you thought about him personally and he will feel very
honoured. The places are appointed following these rules:

1. No places are reserved for normal card users.

2. One place is reserved if your family status is “single”, two if it is “couple” and you are

asked to tell staff how many if your family status is “family” as we do not know then.

MM New Year:

This letter is sent to gold card users only. Beginning of every year you appoint gold card users
the decision being based on the quantities bought the previous year. Their card level is “gold”,
the once who want to be gold, but are not appointed are “normal gold”. This document will go
put to all gold card members (“gold” and “normal gold”). It will tell all appointed gold card

users that they are appointed and ask all “normal gold” members to pay £30.

QUERIES:

This will be of use later. At the moment I only included it so that you start to understand
queries.

How come the computer only prints out this document for gold card users? If you click on

R

= you will end up on the following screen:

Mail Merge Helper I

The main document and data source are ready bo merge. Choose the Merge
button to complete the merge.

=
] Main document

Create = Edit ~

Merge type: Form Letters
Main document: Z:Eigene Dateien’.. . \MM new vear, doc

B
2 [raka source

Get Daka - Edit ~
Data: C:h. . \Reward Card Sv...

3
Merge the data with the document

S Query Cphions. .. |
Opkions in effect:

Suppress Blank Lines in Addresses
Query Options have been set

Merge to new document
Cancel |

After clicking on “Query Options” you will see this screen:
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Query Options [ 7] <]
Filter Records | Sork Recards I

Field: Comparison: Compare to;

Wﬂ IN-:-I: equal ko j INDrmaI
Innd j ITitIe j INu:ut equal ko j Ideleted
[and =] | =] ]
[ | =l
[ =l | =l
[ =l | =l

ok | Cancel I Clear All |

Now I will try to explain how this works. Query means the program will only output a
document with the data of that record if the query rule is satisfied. So in this case if the card
level is not equal to “normal” then the program will merge the data of that record into the
standard document and you will have this as a output you can print. If the card level is equal
to “normal” than the program will just ignore this record of data and go on to the next
customer.

The query option “title” not equal to “deleted” is in every single document except “MM Sell

address” because this is how you delete a customer from your database, remember?

MM Sell Address:

This document was created so that you can sell the addresses of customers which did not say
they did not want you to, to other companies and earn some money out of the system.
The main difference is that all the other documents are set up to start a new page when they

start a new data record. This one continues on the same page till it is full.

MM Welcome:

This document consists of two parts. Part one is a letter you send of to the customer. It
welcomes the new member and tells the “normal gold” card users to pay £30. The second part
consists of two parts again. One part is the user membership card. You only have to cut it out
and laminate it. It tells you the card level (only whether gold or not gold), name and customer
number.

The rest of the second page is a section with all data you have on the customer and this will
act as a backup and a section where you can keep record of the reward points earned.

This document is normally printed when you enter a new customer. It will only be sent out to

that single customer. Therefore I think you best bet might be to set a query option to Surname
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equal to the surname. How to do so was described to you in the description of “MM New
Year”. This will make sure you only print out the one. Otherwise you will have to select the
document out of a long document containing a lot of documents and you will have to print the

two pages only.

MM Birthday:

This document is sent to every user that’s birthday is coming up. I invented a special system

for that. Why that? Well do you want to check every day whose birthday is coming up and

then print out the document for him? NO! Therefore I designed this system.

My special format of saving the birthdays works like this. For the first 15 days the value of

the field is equal to the number of the month. From then onwards till the end of the month the

value is equal to the number plus 0.5 (e.g. Birthday 2™ of February, value in the field: 2;

Birthday 18" of February, value in the field 2.5).

So if you print out the documents for all users with the value 2 entered on the 27" of January

and put them in the post the next day some of them will be a little bit early but still in

acceptable range of days. Then you print out the document for everyone with the value set to

2.5 on the 13" of February. You follow the same procedure for all the other months.

How to select the right records? Easy, in MM New Year I described the query tool. Use it.

Here I included an example of the option settings.

Query Options
Fier Recards | Sort Records |

Field: Comparison; Compare ko;

Mﬂ IEquaI to | |3.5
|and =] {Title =] [met equal to x| [deleted
Jand =] | [, [-]
|l [ [
|- [ [
LI [ [-]

(] 4 | Cancel Clear all
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How to manage the reward points:

The system offers you two alternative ways of managing the reward points.

1.

Manual System:

You use the second half of the Welcome letter. This sheet of paper is placed in a filing
cabinet next to the till. Whenever a customer buys an article the member of staft will get
the card and write down how many where earned. This filing cabinet will later be used to
evaluate the customer and to pay him back the rewards.

Automated System:

I set up a field “reward points” in the database. The member of staff selling will open any

of the mail merge documents and click on . Then he will be on the database user

interface:

D ata Form EH |
Title: [ ﬂ ok |
Mame: Helrmuk e I
SUrnanme: Hartrnann
Street: Highstreet Kensington Delete I
Town: Landon Reskare |
Counkrys London

aunkry = I
Fostcode: Shif24 5GH
Card: Marmal Wigw Source I
Paints: ;I
Record: M| 4 (1 Y]

On the button you see the little field behind “Record:”. The member of staff will enter the
customer ID on the customer membership card into this field. The member should come
up. Otherwise you used the wrong way to delete a member. You can skip through the
records as well. Use the < and > buttons. Then you can alter the value in the position

“Points:”.
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Part 3: Extending the system:

To create a new document to send to the user the most effective way is to open “MM
Header”. Then you extend the document to the form you want an save it as something else. I
would keep the tradition and start all mail merge documents with “MM”. This will keep your
hard drive tidy.

You will also need some skills I will bring a little bit closer to you in this section. Please note
this is only very comprehensive. It is only meant to bring back to memory what you learned in

our teaching session. If you need more complete help, please refer to Microsoft Word help.

Inserting a merge field (like name):

. Insert M ield .
Click on M EMEraE =™ o 4 select the one you want form the list.

You can choose whether you want to see the full code or not by clicking on E. You can also

choose whether you want to see the actual text of the selected record or a simplified field code

o
by clicking on IE .

Using the query options:

Please refer to the descriptions of “MM New Year” and “MM Birthday”.

Using Merge Fields:

Merge fields are functions offered by word to enable you to create a more flexible document.

Open the list to choose from by clicking on Insert Word Field -

You will see the following list. How to use the different functions will be explained in
Microsoft Word Help. I will only make the decision which one to use easier by explaining

what the are.

fisk... — || The user will be asked to put text in when he mail merges
Eiln... the document.

If...Then...Else..

Merge Record #

Merge Sequence # If statement is true, then “output” if not then “else output”.
Mext Record

MNext Record If. . Fits the number of the record you are printing into the text.
Set Bookmark. .. In this case this is equal to the customer ID.

Skip Record IF...
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This should be enough for now. If you want to extend you knowledge you can do a course

and you can read it up in help.
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