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What is mail merge?

What is mail merge?

OpenOffice.org (O00) Writer provides a very useful feature to:

Create and print multiple copies of a document to send to a list of different recipients
(form letters).

+ Create and print mailing labels.
+ Create and print envelopes.
This chapter describes the entire process. The steps include:
1. How to create and register a data source.
2. How to create and print form letters, mailing labels, and envelopes.

3. Optionally, how to save the output in an editable file as an alternative to printing it
directly.

Creating the data source

Although you can create and print mailing labels and envelopes without using a data source,

in most cases using a data source is the most expedient approach. This chapter assumes that
you are using a data source.

A data source is a file, spreadsheet or database, which contains the list of names and
addresses the letter is to be sent to.

For this example, we will use the following column headers: First name, Last name,

Address 1, Address 2, Town/City, State/County, Country, Postal Code, Gender, Points. A
sample data source is shown in Figure 1.

OOo can access a wide variety of data sources, including spreadsheets, text files and
databases such as MySQL, Adabas, and ODBC. If the information to be used in the mail
merge is currently in a format that OOo can not access directly, you need to convert it, for
example by exporting it to a comma-separated file.

. You can now enter the data for the mail merge as part of the new Mail Merge
New in 2.0>  Wizard. However, if you have more than a few records, you probably should use an
' external data source.

File Edit View Insert Format Tools Data Window Help

el aFRSR VE LaR-¢e- AUU Idv KeoBEQ|® |

¢ [byd] [aial Tifo I B/U|s===@| 5% Ru|eE0-2-A-,
ci ] fm = = |
A [ B [ c [ D [ E [ F [ 6 [ H [ ] J
1 _|Firstname  Lastname  Address 1 Address 2 Town/City County/State Country Postal Code Gender Points
2 |Joe Smith 20, Poplar Grove Bumage Manchester Lancashire UK M24 5GJ M 200
3 |Kees Smit Nieuwstraat 12A Leidschendam Netherlands 2266 AD M 247
4 |Abigail McTaggart 2490 Main Avenue Titusville FL Unites States 34823 F 1025

Figure 1: Spreadsheet data source
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Registering a data source

Registering a data source

Before any OOo documents can use a data source, it must be registered.
To register a data source:

1) Click File > Wizards > Address Data Source.

&=l Edit Yiew Insert Format Tools Data  Window Help

] e BRI KB,

= Qpen... Chrl0
~ [l = B 7 U E]
Recent Docurnents ] i
I
f.;'l Letker... [
=Y
Eax...
(4 Closs A
agenda. ..
B - k5 ros
5l Save fs... {5, Presentation...
g all =
aue i;| \Web Page. ..
{% Reload F;I Document: Converter..,
Vo f;l Euro Converter. ..
| Export
L Address Data Sou
e €5 FLlfhor F;I Inskall new dictionates. ..
send ' f;l Inskall Fonks From the web. ..

Lo - | 3
Figure 2: Starting the Address Data Source wizard

2) Select the appropriate type of data book (in this case, Other external data source).
Click Next.

Address Book Data Source Wizard |

H Welcome to the Address Data Source Wizard.

Opendffice.org leks you access address data already present in your system, To do this, a
Opendffice.org data source will be created in wﬁh wour address data is available in kabular Form,

This wizard belps wou create the data source,

Please select the type of your external address book:
" Mogzilla | Metscape
" Thunderbird
" LDAP address data
" outlook address book,

" windows system address book,

¥ Dther external data source!

Help | << Back, | Mext == I Finish Cancel

Figure 3: Select type of external address book
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Registering a data source

3) On the next page of the Wizard (Figure 4), click Settings.

Address Book Data Source Wizard x|

ﬂ Additional settings

To set up the new I:IatkourceJ additional information is required,

Click the Following butkon to open another dialog in which you then enter the necessary information,

Help | << Back | Mext == | Finish | Cancel |

Figure 4: Starting the Settings part of the Wizard

4) On the Data Source Properties dialog (Figure 5), select the Database type (in this case,
Spreadsheet). Click Next.

Data Source Properties: Spreadsheet |

Select the bype of database ko which wou wank ko establish a connection,

Dakabase bype

on the Following pages, you can make detailed settings For the connection,

The new settings you make will overwrite vour existing settings,

Help | <« Back | Mext == I Finish Cancel

Figure 5: Selecting the database type
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Registering a data source

5) On the next dialog (Figure 6), click Browse and navigate to the spreadsheet that
contains the address information. Select the spreadsheet and click Open to return to
this dialog.

Database properties - Connection settings ﬂ

General

Path to the spreadsheet document

I Browse |

User authentication

™ password required

Tesk Connection |

Help | << Back | Mextk == | Cancel |

Figure 6: Selecting the spreadsheet document
6) Click Finish.
7) On the following dialog (Figure 7), click Next. (Do not click Field Assignment.)

Address Book Data Source Wizard x|

ﬂ Field Assignment

To incorporate the address data in wour templates, OpenOffice.org has to know which Fields contain
which data.

For instance, vou could have stored the e-mail addresses in a field named "email”, or "E-mail" or "EM" -
or something completely different.

Click the button below to open anather dialog where vou can enter the settings For vour data source,

There are no fields assigned at this time,
You can either assign fields now or da sa later by First choosing:
"File - Template - Address Book, Source,,."

Help | < Back | Mexk == | Finish | Cancel |

Figure 7: Because this is a spreadsheet, do not click Field Assignment.
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Registering a data source

8) Name the file in the location field. The default will be ...\Addresses.odb; you can
replace Addresses with another name if you wish. You can also change the name in
the Address book name field. In our example, the name “Points” was used for both.

hddress Book Data Source Wizard |

H Data Source Name

That was all the information necessary to integrate your address data into OpenOffice. org.

Mo, just enter the name under which wou want ko register the data source in Opencffice.arg,

Lacation

IC:'l,Du:u:uments and SettingsiDetwiler FamilyiMy Documents!Points, odb j Browse.. |

[ Make this address book available ko all modules in SpendFfice. org.
Address book name

|F‘|:uints

Help | << Back | Mext == | Finish I Cancel

Figure 8: Name the .odb file and the address book.

9) Click Finish. The data source is now registered.

Creating a form letter

Example: Sending a letter to your customer base

A mail order company organized a campaign to assign credit points to their
customers according to the quantity of goods they buy during one year.

At the end of the year, they want to send a letter to each customer to show the total of
credit points collected.

You can use the Mail Merge wizard to create a form letter, or you can create the letter
manually. See “Using the Mail Merge Wizard to create a form letter” on page 15 for
instructions on using the Wizard.

This section describes how to create a form letter manually.
1) Create a new text document: File > New > Text Document.
2) Display the registered data sources: View > Data sources (or press F4).

3) Find the data source that you wish to use for the form letter, in this case Points.
Expand the Points folder, expand the Tables folder, and select Sheetl. The data file is
displayed. (See Figure 9.)
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Creating a form letter

j Untitled1 - OpenOffice.org Writer
File Edit Wiew Insert Format Table Tools ‘Window Help

BcEaRRSRIVE IDE - Fie-o  AE-U KO E

J@ IDeFauIt

j ITimes Mew Rorman

S =8 7uE=s

|[iEiz == A0 -

W R S M e

Ul y v ¥EExSER

g Bibliographry -~ First name | Last name | Address 1 | TownjCity | Counky/State | Counkry | Postal Code | Gender | Paints | Salutation |
g Data source 1 | ¥ |loe Smith 20, Poplar Gro Manchester | Lancashire LUK M24 5G] Ll 200 Mr.
g Data source 11 | |Abigai McTaggart 2490 Main Stre Tituswille FL usa 34623 F 1025 s,
g MendonTraiFun | [Kenneth Bronun 15 West State Websker ' US4 14580 M 850 Mr.
g Q‘ Points | |Judith Clemens 875 Lake Ave. Rochester My usa 14621 F 433 Mrs,
John Dorsey 1501 Pinegroy Titusville FL Usa 34323 M 620 Dr.

[_—@ Queties |

=] Tables
= ,..A,J:E_@W j Fecord |1 |0F 5 W ] .J

Figure 9: Selecting the data source.

4) Now create the form letter by typing in text, punctuation, line breaks, and so on that
will be present in all of the letters, and adding fields where needed by clicking in the
field heading and dragging to the appropriate point in the letter. (See Figure 10.)

EL =N AN AN

8 OH % V‘?Iﬁ?‘l*;*-%“@[

- Firsk name | Last name | Address 1 | Tony Ciky |
¥ [Joe Srith 20, Poplar Gro Manchester  |La
Ahigail McTagoark 24490 Main Stre| Tibusyile FL
kKenneth Bronwn 15 Wesk State Webster My
Judith Clemens 875 Lake Ave. Rochester Py
John Dorsey 1501 Pinegroy| Titusyile FL Click here,
| infield
heading
~| Record [ [ of 5 1[4 v[r]a]

‘e, where you
d to appear in
ycument

To:

=First name® <Last name =
<A ddress 1=

<Town/City> , <County/State> <Postal Code>
<Country =

Figure 10: Dragging fields to the body of the form letter

5) Continue until you have composed the entire document. (See Figure 11 for an
example.)
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Creating a form letter

To

<First name> <Last name =

<bddress 1=

<Town/City> | <County/State> <Postal Code>

< Country =

Dear <Salutation> =Last name =

Thank vou very much for participating in our Points promotion.

MWe're pleased to mform you that you have earned <Points> points in the calendar year 2005
Thank vou for being aloval customer.

=incerely,

Acme Box Company
Middletown, T, TSA]

Figure 11: The completed form letter

6) The document is now ready to be printed. Click File > Print.
7) The following dialog appears. Answer Yes. Do not select the checkbox.

OpenOffice.org 2.0 x|

@ Your document conkains address database fields, Do you wank ko prink a form lekker?

I Do not shaw warning again

Mo | Help

8) In the Mail Merge dialog (Figure 12), you can choose to print all records or selected
records. To select records to be printed, use Ctr/+click to select non-contiguous
records. To select a contiguous block of records, select the first record in the block,
scroll to the last record in the block, and Shift+click on the last record.

9) Click OK to send the letters direct to the printer. If you wish to check the letters
before printing, see “Saving as a file rather than printing” on page 25 for instructions.
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Mail Merge

‘R EER S et N sy I F

A
1

m & e B ok |

Creating a form letter

x|

First name

[ERibliograpty B fiddress 1 | TownfCity
g Data source 20, Poplar GrofManchester
B patasource 2490 Main Skre Tibusville

. 15 ‘West State
,@. Mendon Trailf

Last name

Counkyf3tate

McTaggark
Brown

Webster

Counkry

Cancel |
Help |

) = Judith Clemens 375 Lake fve, Rochesker P 1134 -
S| 4@) Points 1obho Lo 1501 Dicgarcse Tibocil = 1sn
b L4 Recard |1 [of 5(2) WA [vi] ] 1] | 2
Records Cukput
£ al " Prinker £ File
&+ Selected records I Single print jobs
" From: |1 Ta |1 Path

IE:ﬁ,Dad's\,WUrk‘l,OpenOFFice

Generate File name From

¥ Database fisld IFirst narne

~

" Manual setting I

Figure 12: The Mail Merge dialog

Printing mailing labels

Before beginning this process, check to see what brand and type of labels you have.

To print mailing labels:

1) Click File > New > Labels.

2) On the Labels dialog, go to the Options tab and uncheck Synchronize contents if it is

checked (Figure 13).

Labels I Format Options I
Diskribuke

x|

" Sinale label Calumn

| Swnchronize contents

Printer

HF Phiotosmart 2600 series

Figure 13: Uncheck Synchronize contents

Note
lines in labels” on page 29.

If you need to suppress blank lines in some of your labels, read “Removing blank
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Printing mailing labels

3) On the Labels tab (Figure 14), select the Database and Table. Select the Brand of
labels to be used, and then select the Type of label.

x
Labels |Fu:urmat | Qptions |
Inscripkion
Label text I address Distabase
| = IF‘u:uints j
Table
[sheet1 |
Database Field
ol e ] =l
1] [>]
Farmat
" Continuous Erand I.ﬁ.very Letter Size j
{*' Sheet Tvpe |526|:| Address j
5260 Address; 2.63" x 1.00" (3 x 10}
Mew Document: I Cancel | Help | Reset |

Figure 14: Select Database, Table, label Brand, and label Type.

4) Click the dropdown arrow under Database field. Select the first field to be used in the
label (in this example, First name). Click the left arrow button to move this field to
the Label text area (Figure 15).

5) Continue adding fields and inserting desired punctuation, spaces, and line breaks until
the label is composed. Figure 16 shows the completed label.

x|
Labels |Format I Ophions I
Inscripkion
Label bext [ Address Database
<Points, Sheet1,0,First narme = = IPoints LI
Table
[shest1 |
Dakabase Field
= 4= I IFirst narme =
1] =
Farmat
= S, — -

s —_ |
Figure 15: Move fields from Database field list to Label text area.
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Printing mailing labels

x
Labels | Format | Options |
Inscription
Label bext [ address Database
<Points,Sheet1,0,First name> <Point - IPnints j
<Points.Sheet1.0 Address 1> —
<Points, Sheet 1.0, TownCity =, <Poinl Tahble

<Poinks.Sheetl.0, Country =

[sheet1 =]

Database Field

E = | ICountr';-' j

1] | ]
Format
" Continuous Erand I.ﬁ.very Letter Size j
% Sheet Tvpe |526E| Address j

5260 Address: 263" x 1.00" (3 x 10)

Mew Document I Cancel Help | Reset |

Figure 16: The completed label.

6) Click New Document.

7) Click File > Print. The following dialog appears. Click Yes. Do not select the
checkbox.

OpenOffice.org 2.0 x|

@ Your document conkains address database Figlds, Do yau want ko prink a Farm lekker?

I Do not show warning again

Mo | Help

8) In the Mail Merge dialog (Figure 17), you can choose to print all records or selected
records. To select records to be printed, use Ctrl+click to select non-contiguous
records. To select a contiguous block of records, select the first record in the block,
scroll to the last record in the block, and Shift+click on the last record.
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Mail Merge

TN IR A AR S

X XSRS M-

Printing mailing labels

X
m & e B ok |

2 Hhhngrapfﬁ'l’
Q Data source
(@. Data source
,Q. MMendanTr ik

First name

Erovn
Judith

Last name

McTaggark

Clemens

Address 1

15 YWest Skate{wehster

Town ity
20, Poplar GrofManchester
2490 Main Skre Titusville FL

Counkyf3tate Counkry Cancel |
Help |

usa i
B 2 points | {0 oo e o o o
‘l I L4 Recard |1 [of 5(2) WA [vi] ] 1] | 2
Records Cukput
£ al " Prinker £ File
&+ Selected records I Single print jobs
£ Eram: |1— Tao: |1— Path

Generate File name From

¥ Database fisld

" Manual setting

IE:ﬁ,Dad's\,WUrk‘l,OpenOFFice

IFirst name j
|

Figure 17: Mail Merge dialog

9) Click OK to send the letters direct to the printer. If you wish to check the labels before
printing, see “Saving as a file rather than printing” on page 25 for instructions.

Using Mail Merge
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Printing envelopes

Printing envelopes

Instead of printing mailing labels, you may wish to printing directly onto envelopes. Printing
envelopes involves two steps: setup and printing.

Setting up envelopes for printing
To set up envelopes to be printed with your letters:
1) Click Insert > Envelope from the menu bar.

2) In the Envelope dialog box, start with the Envelope tab (Figure 18). Verify, add, or
edit the information in the Addressee and Sender boxes (Sender is the “from” on the
envelope). You can use the right-hand dropdown lists to select the database or table
from which you can draw the envelope information. Use the same method as described
in “Creating a form letter” on page 5, in particular Figure 10.

- =y
Envelope
Envelope |Format | Prinker

Addressee Database
A &ddresses V
Table
Sheet1 v
gt | Dakabase Field
< » | 4 | v
Lask narne -~
First narme |
Address 1
v
Sender _ |Address 2 |
Qoofukhors ~ ity W

Jean Hollis wWeber

PO Box 640 m []

Aitlie Beach 4802

p'us':ralia I | _
w

] 3

[ﬂew Doc. H Insert H Cancel H Help ” Reset ]

Figure 18: Choosing addressee and senderinformation for envelopes

3) On the Format tab (Figure 19), verify or edit the positioning of the addressee and the
sender information. The preview area on the lower right shows the effect of your
positioning choices.

To format the text of these blocks, click the Edit buttons to the right.

« In Character, you can choose fonts, sizes, underlines or color, rotating/scaling,
backgrounds and more.
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Printing envelopes

« In Paragraph, you can choose indenting, alignment, flow, tabs and more.

Envelope
Envelope [Format |Printer
Addressee
Pasition
From left E2q" 3 Format:
fram top 224" L)
Sender
Position
From [eft 039" 3 Format
from top 0.39" )
Size
Formak CES v
width g.94" ] - U
oo s [ [ ]
[ Mew Doc, H Insert H Cancel H Help H Reset ]

Figure 19. Choosing positioning and size of elements for an envelope

4) In the lower left of this tab, choose the envelope format from the dropdown list. The
width and height of the selected envelope then show in the boxes below the selected
format. If you chose a pre-existing format, just verify these sizes. If you chose User
defined in the Format list, edit the sizes.

5) After formatting, select the Printer tab (Figure 20) to choose printer options such as
envelope orientation and shifting. You may need to experiment a bit to see what works
best for your printer.

You can also choose a different printer or alter the printer setup (for example, specify
the tray that holds envelopes) for this print job.

6) When you have finished formatting, click either the New Doc or Insert button to
finish. New Doc makes only the envelopes or starts a new document with the
envelopes. Insert inserts the envelopes into your existing document as page 1.

To not proceed with this envelope, click Cancel or press the Esc key. You can also
click Reset to remove your changes and return to the original settings when the dialog
box opened.

7) To remove blank lines from the addresses, use the technique described in steps 1
through 5 in “Removing blank lines in addresses” on page 27.
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Printing envelopes

Envelope

Ervelope | Format |Printer

Envelope orientation
E | E B (] ]
T T T T T b

(%) Brink From kop

() Prink From bottom

Shift right 0.00"

i

Shift dawn 0,o00"

Current prinker

3

IMEwDu:u:. H Insert H Cancel ” Help H Reset

Figure 20. Choosing printer options for an envelope

Merging and printing the envelopes
To merge addresses and print the envelopes:

1) Choose File > Print. The following dialog appears. Click Yes. Do not select the
checkbox.

=,

COpenffice.org 2.0

@ ‘four document conkains address database Fields, Do vou want ko prink a Form letter?

|:| Do nok shaow warning again

ez J[ wo  J[ bep |

Figure 21: Confirmation dialog for merging database fields

2) The Mail Merge dialog (Figure 22) appears. As with form letters and mailing labels,
you can choose to print envelopes for one, several or all address records in the
database.

3) Make your selections and then click OK to print direct to the printer. If you wish to

check the envelopes before printing them, see “Saving as a file rather than printing” on

page 25 for instructions.

Using Mail Merge
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Printing envelopes

Mail Merge
. ¥
B Mooy - 3 N R g .
=] Addresses| A Last name | Firsk name | Address 1 | Address 2 | Ciby | State | Postrode
L5 queries| _| _J |anyone Alan 123 Ary Stree Alanstoy MW 2000
=] [E Tables Else Someons 456 Some Stre Brisbane QLD 4000
D She
[l = W iy
L9 *|  PRecord ft of 2 [ ][] £ B3
Records Qukput
@i (%) Printer CFile
[ single print jobs
) From: 1 To: 1 Cr\Documents and Settings)Jean Hollis 4
Last name [l

Figure 22: Choosing records to use when printing envelopes

Using the Mail Merge Wizard to create a form
letter

To start the Mail Merge wizard, select Tools > Mail Merge Wizard. The wizard opens, as
shown in Figure 23.

The Mail Merge Wizard does not exist in OOo version 1.x; it is a new feature in

version 2.0. If you are using version 1.x, refer to the Mail Merge chapter for that
version.

Step 1: Select starting document
The wizard gives various options to select your starting document:
+ Use the current document.
+ Create a new document.
+ Use a template.
+ Use an existing document.

You can write the letter later on in the wizard, but it is easier to use a draft you prepared
earlier. For this example, select Use the current document and click Next.

Using Mail Merge 15



Mail Merge Wizard

Using the Mail Merge Wizard to create a form letter

2. Select document type

3. Insert address block

Steps

Select starting document for the mail merge

Select the decument upen which te base the mail merge decument
(®) Use the current document
() Create a new document

() Start from existing document

Browse...
Browse...

() Start from a template

Figure 23: Select starting document

Step 2: Select document type

The wizard can produce letters or, if a Java Mail connection exists, email messages. You can
see these options in Figure 24. In this example, we are producing a letter. Select Letter and

click Next.

Mail Merge Wizard

1. Select starting document

3. Insert address block

Steps

Select a document type

What type of document do you want to create?
(@) Letter
() E-mail message
Letter:

Send letters to a group of recipients. The letters can contain an address block and a
salutation. The letters can be personalized for each recipient.

(o | e

Figure 24: Choose

document type

Using Mail Merge
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Using the Mail Merge Wizard to create a form letter

Step 3: Insert address block
This is the most complex step in the wizard. In this step (Figure 25) you will do three things:

1) Tell the wizard which data source to use. The data source must be a file; in this
example it is the spreadsheet created earlier.

2) Select the address block to use in the document. This means choosing which fields
appear (for example, whether the country is included) and how they look.

3) Make sure that the fields all match correctly. This is very important. For example, the
wizard has a field called <Last Name>. If your spreadsheet has a column called
“Surname”, you need to tell the wizard that <Last Name> and “Surname” are the same
thing. This is described in “Matching the fields” on page 20.

Mail Merge Wizard

Steps Insert address block

1. Select starting document 1. Select the address list containing the address data you want to use. This data is needed to
create the address block.
2. Select document type

Select Address List...

Figure 25: Insert address block

Selecting the data source (address list)

1) Click Select Address List in section 1. This opens the Select Address List dialog box
(Figure 26) for choosing a data source.

2) If you have not already created the address list, click Create to do so now. If you have
an address list, as we have in this example, click Add and select the file.
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% Mail Merge Wizard o

Insert address block

Steps

leeded to
1. Select start
Select an address list. Click 'Add..." to select recipients from a different list. If you do not have an
2. Selectdocy  address list you can create one by clicking 'Create...".

SMUENEREY  Your recipients are currently selected from:
4. Createsaly  Name | Table |

5. Adjust layol

6. Edit documd

7. Personalize]

8. Save, print

Change Table...

f

h Eields...

oK | Cancel |

_
P Help << Back | Next ==» | | Cancel | 1

Figure 26: Select address list dialog

3) Select the spreadsheet file and click OK to return to step 3 of the wizard. For this
example, the preceding steps are all you need to do. The wizard can also exclude
certain records; click Filter to choose them.

Selecting the address block

1) In step 3 of the wizard (shown in Figure 25), look at section 2. This is where you select
the address block to appear on the letter, and define its appearance and the fields it
contains. The main page gives two examples. If neither of those is exactly what you
want, click More to see more choices, in the Select Address Block dialog box (shown
in Figure 27).

2) The Select Address Block dialog offers six choices for the format of the addresss block
(scroll down to see the last two choices). You can also optionally include or exclude
the country (for example, only include the country if it is not USA). The six formats
provided are relatively common, but they might not exactly match your preference. If
this is the case, select the address block that is closest to what you want and click Edit,
which opens the New Address Block dialog box.
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b Select Address Block x

Select your preferred address block

<First Name> <Last Name= <Title> New. |
<Address Line 1= <First Name> <Last Mame> —
<fddress Line 2> =<Company Mame:= | I
<Z|P= < City = <Z|P= <City=
<Country = <Address Line 2= |
<Title= =<Title>
<First Mame> <Last Name=> <First Mame= <Last Name=>
<Company Mame= <Company Name=
<ZIP= = City = <ZIP= = City=
<Address Line 2= <Address Line 2= J
-
Address block settings

f* Mever include the country/region
" Always include the country/region

" Only include the country/region if it is not:

OK Cancel Help
L [

Figure 27: Select address block

3) In the New Address Block dialog (Figure 28), you can add or delete address elements
using the arrow buttons on the left. To move elements around, use the arrow buttons
on the right. For example, to add an extra space between first and last names in Figure
28, click <Last Name> and then click the right arrow button.

b 4 New Address Block b4

Address elements 1. Drag address elements here

Title <First Name=> Eﬁﬂm

First Mame <Address Line 1>

Last Name =fddress Line 2= 4= L3
<ZIP> <City>

Address Line 1 <Country= ﬂ
Address Line 2

City =

State

ZIP L | Preview

Country

Telephone private

Telephone business

E-mail Address

Gender

oK Cancel Help
L ]

Figure 28: New address block
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Matching the fields

Finally, it is time to match the wizard’s fields with the spreadsheet fields, so that items like
<Last Name> and “Surname” match correctly.

1) Look at section 3 of step 3 of the wizard (shown in Figure 25 on page 17). The box at
the bottom displays one record at a time, using the address block format you selected.
Use the right and left arrow buttons below that address box to step through the
addresses, checking that they display correctly. Do not assume that all the records

display correctly, just because one or two do. Check them all if you can, or at least a
good proportion.

2) If the addresses do not display correctly (and they probably will not right away), click
Match Fields. The Match Fields dialog box opens, as shown in Figure 29.

L Match Fields

Assign the fields from your data source fo mateh the address elements.

Address elements | Matches fo field: | Preview
<Title> |-\= none = ﬂ —
<First Name > |First name R
eLast Name> Lastnamt- = - —1
<Company Mame= Address 1 ﬂ
. Address 2 J
<Address Line 1= TawniCity ﬂ 20, Poplar Grove
<Address Line 2> [Address 2 ~| Burnage |
Address block preview
Joz Smith
20, Poplar Grove
Burnage
Mz24 5GJ Manchester

OK Cancel Help
L ' 1]

Figure 29: Match fields dialog

The Match Fields dialog has three columns.

« Address Elements are the terms the wizard uses for each field, such as <First
Name> and <Last Name>.

« The Matches to Field column allows you to select, for each address element,
the field from your data source that matches it.

+ The Preview column shows what will be shown for this field from the
selected address block, so you can double-check that the match is correct.

3) When you have matched all the fields, click OK to return to step 3 of the wizard. Now,
when you use the arrow buttons to look at all the addresses, they should all look

correct. If not, go back and change anything you’re not happy with, before clicking
Next to move to step 4.
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Step 4: Create salutation

The salutation is the initial greeting, for example, Dear Mr Jones. In step 4, select the
salutation that will appear in the letter.

Create a salutation

Steps

1. Select starting docurnent [«] This document should contain a salutation

Insert personalized salutation
2. Select docurnent type b1 g

3. Insert address block Hemzlz |Dear Mrs. <Last Mame>, | | | Mew... |

4. Create salutation: Male |Dear Mr. <Last Mame s>, |*¢ | Mew...

5. Adjust layout Address list field indicating a fernale recipient

Field name | |'|

6. Edit document

Field walue | |'|

7. Personalize document
General salutation

g, Sawe, print or send -
+P To whorn it may concern, |'|

Preview
Dear Mrs, =< not available =, Match fields, ..
Dear Mr, < not available =, —

Document: 1 E”Il

. [coow [ e || =]

Figure 30: Create a salutation

You can use a different greeting for men and women. To do this, Writer must have some way
of knowing whether a person is male or female. In our spreadsheet we had a column called
Gender. In the section Address list field indicating a female recipient, set the field name to
Gender and the field value to F. The male salutation is then printed for all men and the
female salutation for all women.

Note You do not need to tell OOo who is a male, because it assumes that all non-female
records are males.

If you do not select Insert Personalized Salutation, you can use a more general salutation
without referring to the recipient directly, such as “To whom it may concern”.

As in step 3, step 4 of the wizard has a preview pane at the bottom. You should check more
than one record to ensure that other records look the way you expect.

Step 5: Adjust layout

In step 5, you can adjust the position of the address block and salutation on the page. You can
place the address block anywhere on the page. The salutation is always on the left, but you
can move it up and down the page. Use the buttons shown in Figure 31 to move the elements.
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b d Mail Merge Wizard o

Steps Adjust layout of address block and salutation

) Address block position
1. Select starting document I | Allgn o et by

2. Select document type From left Im

3. Insert address block From top 5.4%m

4. Create salutation Salutation positian

3. Adjust layout Move

6. Editdocument Move

7. Personalize document

8. Save, print or ssnd

Zoom IEntire page 'l

[ - Help | << Back Mext >> Einish | Cancel |_|

Figure 31: Adjust layout

Step 6: Edit document and insert extra fields

In step 6 you have another opportunity to exclude particular recipients from the mail merge,
as shown in Figure 32.

b dl Mail Merge Wizard x

Preview and edit the document
Steps

The preview of a merged document is visible now. To see the preview of another document click
1. Select starting document one of the arrows.

2. Select document type

3. Insert address block LT |_<| ;I [2

4. Create salutation [ Exclude this recipient

|

Edit Document
Write or edit your document now if you have not already done so. The changes will effect all

. Edit document merged documents.

7. Personalize document Clicking 'Edit Document..." will temporarily reduce the wizard to a small window so you can edit
the mail merge document. After editing the document, return to the wizard by clicking 'Return to

8. Save, print or send Mail Merge Wizard' in the small window.

Edit Document...

[ - Help | << Back Next > Finish Cancel IJ

Figure 32: Edit document
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You can also edit the body of the document. If you started with a blank document, you can
write the whole letter in this step. Click Edit Document to shrink the wizard to a small
window (Figure 33) so you can easily edit the letter.

bl Mail Merge Wirand
Return to Mail Merge Wizard

Figure 33: Minimized mail merge wizard

You need to perform another important task in this step. The wizard only inserts information
from the name and address fields, but you may wish to add additional data. In our example,
we want to tell each person how many points they had accumulated during the year; that
information is in the spreadsheet.

To do this:
1) Click Edit Document in step 6 of the wizard.
2) Select Insert > Fields > Other. The Fields dialog box opens, as shown in Figure 40.

Document | References | Functions | Docinformation | Variables Database |

Type Database =election
Any record B & test_data ﬂ
Database Mame = ﬂjj Sheetd
Next record First name
Record number Last name
Address 2
Town/City
County/State _
Country
| B N e Y ﬂ
Add database file Browse.. |
i
| i General J

C e o |_tor |
Figure 34: Insert mail merge fields dialog

3) Click the Database tab.

4) On the left hand side, select Mail merge fields.

5) Under Database selection find your data source (in this example, it is a spreadsheet).
Expand it to see the fields.

6) Click the field you want to insert, then click Insert to insert the field.
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You can insert any number of fields any number of times into your mail merge

document.

7) Click Close when you are done.

Note The Database selection lists the data source you selected in step 3. All the
information you need for the letter must be contained in that data source.

Step 7: Personalize documents

In step 7, OOo creates all your letters, one per recipient.

Clicking the Edit Document button here is similar to step 6. The difference is that you now
edit a long file containing all of the letters, so you can make changes to a particular letter to
one person. In step 7 of the Mail Merge wizard (Figure 35), click Find to open a dialog box
that allows searches within the document.

Steps

1. Select starting document
2. Belect document type
3. Insert address block

4. Create salutation

6. Editdocument

. Personalize document

8. Save, print or send

I_ Help

Personalize the mail merge documents

You can personalize particular documents. Clicking 'Edit individual decument..." will temporarily
reduce the wizard to a small window s0 you can edit your document. After editing the document,
return o the wizard by clicking 'Return to Mail Merge Wizard' in the small window.

Edit individual document...

Find
Search for; | Find...

[~ Whale words anly

[T Backwards

[~ Match case

<< Back | MNext == | | Cancel |J

Figure 35: Personalize document

As with step 6, when editing the document, the wizard shrinks to small window. Click on this
window (see Figure 33 on page 23) to expand the wizard to its full size.

Step 8: Save, print or send

You have now completed the mail merge process. The last step is to do something with it. In
step 8, you can save the original sample letter, save the merged document, print the letters
right away or, if you created email messages, send them.

Using Mail Merge
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LA Mail Merge Wizard

Steps Save, print or send the document

Select one of the options below:

1. Select starting document O F Sl S
2. Select document type {~ Save merged document

3. Insert address block ™ Print merged document

4 Creats salutation e

Save starting document

6. Edit document Save starting decument

7. Personalize document

B. Save, print or send:

I_ Help << Back | | | Cancel| |_|

Figure 36: Save,print or send

You probably want to save the starting document and the merged document. The merged
document can be saved as one big file or one file for each letter.

When you have saved the merged document, you can print the final letters now or later; and
you can still manually check and edit the letters if necessary.

Saving as a file rather than printing

You can save the output of a form letter, mailing labels, or envelopes as a file, rather than
printing it directly. Saving as a file is useful for several reasons. For example, you may want
to view the file to make sure it is correct before printing a large number of form letters or
mailing labels, or you may want to edit the file (change the typeface, the type size,
indentation, and so on).

To save as a file rather the printing directly, select the Mail Merge Wizard at the point where
File > Print would normally be selected.

Thus, after selecting New Document, instead of selecting File > Print, do this:
1) Select Tools > Mail Merge Wizard.
2) In Step 1 of the wizard (Figure 23), select Use the current document.

3) Then select step 8 (Save, print, or send). In step 8, you can save the original sample
letter, save the merged document, or print the letters right away. In the example below,
Save merged document and Save as single document are selected. You can also save
as individual documents, which means that there will be a separate document for each
record. In most instances, saving as a single document is more desirable.
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Mail Merge Wizard

5teps

1.

2.

5, Sawe, print or send

Save, print or send the document

Select starting document Select one of the options below:

Select document bvpe
Insert address block
Creabe salutation
Adjust lawout

Edit docurment
Personalize document

Save merged document settings

i Save skarting document
%' Save merged docurnent
" Print merged document

" Send merged document: as E-Mail

Saving as a file rather than printing

|

+ Save as single document!

" Saye as individual documents

 Erom |1 To [5

Sawve Docurnents |

Help |

<< Back | Mexk == I Einish I Cancel |

Figure 37: Step 8: Save, print or send

4) Click Save Documents. You will be prompted to give the document a name. You then
return to the above dialog, where you can choose another option (for example, save the
starting document), or click Finish.

Editing a saved file of mailing labels

You can edit individual records in the normal fashion, by highlighting and changing the font
name, for example. However, you cannot edit globally (changing the font name for all
records, for example) by selecting the entire document.

To make global changes, you must edit the style:

1) Right-click any correctly spelled word in a label record. A Eort
Select Edit Paragraph Style from the popu-up menu. _

(Note: If you click on a misspelled word, a different

context menu will appear.)

2) Then from the paragraph style dialog, you can make

change to the font name, the font size, the indents, etc.

Default Formakting

L3

_ﬂ Size ]
Skyle ¥
Alianment r

Line Spacing 3

Ah Characker, ..

Ml Paragraph...
Page...

'ﬁ mumberingfBullets. ..

Case/Characters r

Edit Paragraph St
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Removing blank lines in addresses

A common situation is that some addresses may have no information in some fields. For
example, you may have an “address1” field and an “address2” field to deal with multi-line
addresses, or a “company name” field that may be blank in some cases. When you print a
form letter, address label, or envelope, you will not want a blank line to appear when the field
is empty. This section describes how to suppress blank lines.

Note — Very Important!

Be sure your field names (or column headings in a spreadsheet) do not contain spaces or
the technique described here does not work.

Normally you would enclose a field name in quotation marks if the name contains a
space. However, a quoted string is not acceptable in the Condition box for a hidden
section (see Figure 40 and Figure 42) and an un-quoted string stops on the first space in
the field name, effectively making the condition always True and causing the section to
be hidden even if the field has data in it..

Removing blank lines in addresses on form letters

1) Figure 38 shows a typical address block with field highlighting on. The field <ad2> is
the second address line, which may be blank for some addresses, so you want to have
that whole line hidden if the field is blank.

<fhame> <surname>"
<address="

<ad2="

<city> <state> <pcode>"
l'l

l'l

Figure 38: Typical address block

2) Select the <ad2> field, and then select Insert > Section from the menu bar. In the
Insert Section dialog (Figure 40), select the Hide checkbox. In the With Condition
box, type the field name (ad2 in this case) and EQ " " (which means “equals a blank
record”). Click Insert.
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Back in the document, if you have section markers showing, you will see something similar
to Figure 39.

<fname> <surname=>"
<address=>"

<ad2>"

<city> <state> <pcode>"Y
.

T

Figure 39: Section containing second address line

Now, when you do a mail merge using this document, the line inside the section (including its
paragraph marker) will be hidden if the field <ad2> is blank.

Insert Section ﬁ
Section |Columns | Indents | Background | Footnotes/Endnotes

=fhame> <surname=>"Y Mevy section Link

<address=T Sectionl O Link

<city> <state> <pcode>" File
Write protection
Ll Erotect

Hide

With Condition adz2 £q "]

Properese——__—————
[] Editable in read-cnly decument

[ Insert H Cancel ” Help H Reset ]

Figure 40: Setting a condition for a hidden section
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Removing blank lines in labels
The process for removing blank lines in labels is a bit different.

1) When setting up your labels (as described in “Printing mailing labels” starting on page
8), select the Synchonise contents checkbox on the Options tab of the Labels dialog
(Figure 13). Continue as described in that section.

2) When you click New Document, a page of labels is displayed, showing the field
names. If you do not already have paragraph markers showing, display them now.
(Click the Nonprinting Characters icon, which looks like a backwards P.) Notice
there is only one paragraph mark in each label, at the end of the last line (Figure 41).

|| - .. ... .. 2*3 ......... A 5 -

Synchronize Labels

<fhame> <surname> <fhame> <surname>
<address> <address>

<ad2> <ad2>

<city>, <state> <pcod <¢ity=. <state> {pco@

Figure 41: Labels showing only one paragraph mark each

3) To make this technique work, you need to have a paragraph mark at the end of each line.
To do this, go to the first label (upper left corner), place the cursor at the end of the first
line, press Enter, and then press Delete. This inserts a paragraph mark at the end of the
first line. Repeat for each of the other lines except the last. Do this only in the first label.

4) Click the Synchronize Labels button in the upper left. Now all the labels have paragraph
marks at the end of each line.

5) In the first label on the page, select the field you wish to hide if it is blank. In our example,
that is <ad2>. Click Insert > Section on the menu bar. In the Insert Section dialog (see
Figure 42), select the Hide checkbox. In the With Condition box, type the field name
(ad2 in this case) and EQ "". Click Insert.

The <ad2> line in the first label may disappear. Do not be concerned if this happens.
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Synchronize Label Secti
ynchronize Labels e tion

Section |COIumns|| Indents || Background || Footnotes/Endnotes |
Mewy section Link

Section21 O Link
=fhame> <surname>" Masterlabel ~ DDE
Caddress‘)‘} Sectionl [
Sectionl10 File name | |
“ad2- Section11
<gity>, <state> <pcode>Y Section12 Section | |

Section13 E

Sectionid Write protection

Sectionls [ Protect

Sectionl6

Section1? | With password

Section18
=fhame> <surname>"7 e ection1s Hide
<address>" Section2 Hide
<ad2>l'[ Section20

. Section3 v With Condition ad2 £q |
<city>, <state> <pcode>" ean [} |
Properties
[ editable in read-only document
[ Insert ] [ Cancel ] [ Help ] [ Reset ]

<fhame> <surname=>1 <thame> <surname=>7 <thame> <surname=¥
<address>" <address>" <address>"
<ad2>" <ad2>" <ad2>"
<city>, <state> <pcode>" <city>, <state> <pcode>" <city>. <state> <pcode=

Figure 42: Setting the condition for a hidden section

6) Click Synchronize Labels. Now all the labels look the same.

7) Select Tools > Mail Merge Wizard. In Step 1 of the wizard (Figure 23), select Use the
current document. Then select step 8 (Save, print, or send). A labels document is
created, and the last page of the Mail Merge Wizard remains open (Figure 43).

Mail Merge Wizard m
Steps Save, print or send the document

1. Select starting document Select one of the options below:

2. Select document type (®)i5ave starting document!

3. Insert address block ) Save merged document

() Print merged document
4. Create salutation
_) Send merged document as E-Mail
5. Adjust layout

Save starting document
6. Edit document

Save starting document

7. Personalize document

8. Save, print or send

Figure 43: Saving the document you just created
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8) Select Save starting document and click the Save starting document button. This saves
all your work setting up the labels.

9) The dialog remains open. Select Save merged document and Save as single document,
or select Print merged document. All the pages of labels are printed or saved.

=

x|

Mail Merge Wizard
Steps Save, print or send the document
1. Select starting document Select one of the options below:
2. Select document type ) Save starting document
3. Insert address block %) Save merged document
(_) Print merged document
4. Create salutation
{_l Send merged document as E-Mail
Save merged document settings
6. Edit document . :
(2} Sgve as single document:
7. Personalize document

. Save, print or send

() Save as individual documents

) From 1 3

Save Documents

Cancel

Figure 44: Saving or printing the merged labels

Removing blank lines from envelope addresses

After you set up the envelope (see “Printing envelopes” on page 12), use the technique
described in steps 1 through 5 in “Removing blank lines in addresses” on page 27 to remove
the blank lines. Then continue with printing the envelopes as described in “Merging and
printing the envelopes” on page 14.
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