Merging Exported Contact Data in Microsoft Word

Microsoft Word - Merging Mailing Data to Letters

LABELS

Although GalleryPro, Studio, and Collections include standard label reports for the most
frequently requested label sizes, data can also be extracted and merged with letters,
emails, and other label sizes available in Microsoft Word. This tutorial will cover
extracting data from GalleryPro Contacts module and merging into a selected letter
format in Microsoft Word 2003.

NOTE: The steps will also be similar for later versions of Microsoft Word. In Word
2007 and Word 2010 click the Start Mail Merge icon and select the Step by Step Mail
Merge Wizard from the dropdown.

EXPORTING DATA

I. In the Contacts module, create a View set or simply mark the work records for
which data will be exported. If marking records, be sure to click ‘Marked’ button on
the Tool bar.
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2. Click File>Export from the Menu bar. U’? Edt Record View Tools
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4. Use the right/left arrows to move the
correct fields to the Selected fields list
box. The Selected fields are the fields that
will export. Once fields are selected, set
the Delimiters as Field equals Tab and
Record equals [Enter]. Then click OK.
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5.

After clicking OK, an enter filename window will open. Enter a descriptive name for
the file and save to a folder location easily located. This .txt file will become the
data source used in the Microsoft Word merge.
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Open Microsoft Word 2003. Click File>New>Blank Document from the Menu
bar or use the New Blank Document button on the Tool bar.

Select Tools>Letter and Mailings>Mail Merge from the Menu bar in Microsoft
Word.
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8. A Mail Merge wizard will open next to the document window. Follow the wizard.

What type of document are you working on? Select Letters.
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Select document type

\What type of document are you

working on?

(®) Letters

Select Letters.

() E-mail messages
) Envelopes

() Labels

) Directory

Letters

Send letters to a group of people.
‘You can personalize the letter that
each person receives,

Click Mext to continue,

Click Next
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step 2.
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) Use the current document
_» Start from a template
{® Start from existing document
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step 3.
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9. Click Next to go to Step 2.

10. Select document to be used for letters. If letter exists, choose ‘Start from existing
document’.

11. Click Open to browse for the letter document.
12. Select document by clicking with mouse and click Open.
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13. The letter document will open in the current document window.

14. Click Next in wizard to go to Step3.

15. Under Select Recipients in the mail merge wizard, select ‘Use and existing list’.

16. Under Use an existing list, click the Browse button to locate the saved contacts.txt
export created in Gallery Pro, Studio, or Collections.

17. A Select Data Source window will open. ,
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20. A Mail Merge Recipients window will open displaying the mail contact
information. Click OK.

Mail Merge Recipients X

To sort the list, click the appropriate column heading. To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next to the column heading. Use the check boxes or
buttons to add or remove recipients from the mail merge.

List of recipients:
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21. At the bottom of the mail merge wizard, click Next to proceed to Step 4.

Step 3of 6

@D Next: Write your letter

¥ Previous: Starting document

22. To add recipient information to your letter click in the location of the document
where the data formatting should go and click on the appropriate item(s) for this
step. In this example, client address and greeting are added.

23. Place mouse cursor in document at
appropriate location, click Address block.

24. An Insert Address Block window will display, use
the selections to specify address elements.

Insert Address Block | X|

Specify address elements

[V Insert recipient's name in this Format:

Joshua

Joshua Randall Jr.
Joshua Q. Randall Jr,
Mr. Josh Randall Jr.
Mr, Josh Q. Randall Jr,
Mr, Joshua Randall Jr,

L

[V Insert company name

[V Insert postal address:
" Never include the country/region in the address
" always include the country region in the address
& Only include the country/region if different than:

lUnited States LI

[V Format address according to the destination country region

Preview

Mr. Joshua Randall Jr.
Blue Sky Aitlines

1 Airport Way

Kitty Hawk, NC 27700
United States of America

Match Fields. .. OK Cancel
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Write your letter

Click Match Fields button to verify all fields
in export are matched correctly. .

If vou have not already done
50, write your letter now,

To add recipient information to
wour letter, click a location in the
document, and then click one of
the items below,

=] Address block...

=] Greeting line...
Greeting wizard. ..

_-‘] Electronic postage...

Il Postal bar code. ..

=] More items...

When you have finished writing
vour letter, click Next. Then you
can preview and personalize
each recipient's letter,



25. Click Match Fields button. Check for any unmatched fields included in the .txt
export file and use the dropdown to match with the appropriate field.

26. Click OK.

Match Fields X

Mail Merge has special Features for easily working with addresses. Use the drop-down list
to select the proper database field for each address field component.

Required information A
Last Mame [Last_Mame =]
First MName [First_Mame =]
Courtesy Title [Contact_Title =]
Company [(not matched) =] |
Address 1 [Address_1 I~
City [City =]
State [StateProvince =
Postal Code [Postal_Code =]
Spouse First Name [{not matched) =]

Optional information
Middle Name [{not matched) =]

Sy FE [fook moatcbady ol
Use the drop-down lists to choose the field from your database that corresponds to the
address information Mail Merge expects (listed on the left.)
OK Cancel

27. Place mouse cursor in proper position for greeting and select Greeting line.
28. A Greeting Line wizard will open. Select the appropriate Greeting line format.

29. Click OK.
Grocting Line |
Greeting line format:
EE— |Dear Ll IJoshua LI |, LI
Greeting line for invalid recipient names:
IDear Sir or Madarm, LI
Preview

Dear Joshua,

oK Cancel

30. Click Next to proceed to step 5 and preview

Step 4 of 6
your letters.

@ Next: Preview your letters

@ Previous: Select recipients




31. A preview of the first recipients letter will display similar as to shown.

Artsystems Gallery
11 West 25th Street
New York, NY 10010

February 29, 2008

Mr. John Abercrombie
1700 NE 26th Street
Redmond, WA 98052

Dear John,

After searching throughout the five boroughs, Artsystems Gallery 1s pleased to announce
the opening of our new exhibition space at 11 West 258 Street near the historic Flat Iron
Building. Our new space 1s just a short walk from Pennsylvania Station and easily
accessible onthe N, Q, R and W subway lines.

Our tnaugural exhibition will feature works by Jenny Freestone, whose elegant and

provocative drypoints and paintings grace the walls of the Library of Congress, the World
Bank and the Brooklyn Museum.

Please join us for our opening celebration on April 1, 2008,

Best Regards,

Doug Milford
Gallery Director

32. Scroll through the list of recipients to verify preview using the arrow buttons. If
you need to edit information for any recipient, click Edit recipient list.

33. When satisfied with the letters and recipient
information, click Next to complete the merge. Step 5 of 6
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34. At this point, you may choose to print the letters or edit any individual letter.
35. If satisfied, click Print.
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Complete the merge

Mail Merge is ready to produce
vour letters,

To personalize your letters, click
"Edit Individual Letters." This will
open a new document with your
merged letters. To make
changes to all the letters, switch
back to the original document.

Merge
».23 Print...

& 3 Edit individual letters. ..

Click Print. To edit, click
Edit individual letters.

36. A Merge to Printer dialog box will open. Click OK.
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Print records
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" Current record
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If further assistance is needed, please contact Artsystems Support.
Artsystems Support 212-620-5500 x 2
mailto:Support@artsystems.com
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