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vManivergingiin

Word XP (2002)

CITYSCOPE DATABASE

Thisdocument outlines step by step how to completea Mail Mergein Word XP (Word 2002)
using mailing labels exported from CDSCOPE2000. This document assumes you have alr eady
successfully exported thefile from CDSCOPE2000, in either Excel or Rich Text Format.

Open Microsoft Word. By default a blank unsaved document will display.

This tutorial assumes Word's "Task Pane" is
visible. Select "View" from the main menu and
make sure"Task Pane" hasatick next toit. If
thereis no tick, then you will need to select it

before proceeding.

NOTE: Y ou may need to click ">>" at the bottom
of the "View" menu to make the "Task Pane"

option visible.

Select "Tools";

"Lettersand Mailings";

"Mail Merge Wizard".
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The"Mail Merge" helper will appear in the Task Pane. At the bottom of this pane, Word will indicate

you areon "Step 1 of 6".
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SETTINGUPA LETTER

Step 1 prompts you to " Select document type". At this point select "Letters", then click "Next: Starting
document”.

Step 2 prompts you to " Select starting document”. Select "Use the current document”, then click "Next:
Select recipients”.

Step 3 prompts you to " Select recipients’. Select "Use an @ © Mail Merge R
existing list", then click the "Browse..." option under "Use an

existing list". Select recipients

i Ise an existing list
i Select From Qutlook conkacts

i Type a new list

Use an existing list

IJse names and addresses from a
file or a database,

Browse, .,

Edit recipiert list...

Step 3of 6

o Mexk: Write wour letker

4@ Previous: Skarting document
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The"Select Data Source" window will display. Usethe "Look in" drop down to navigate to thefile
exported from CDSCOPE2000. (In this example the file was CDSCOPEL abels.xIslocated at C:\My

Documents.)
Select Data Source EHE
Look in: I@ My Documents j = @ A R - Tools =
_1Happy Shaps @ ChatswoodH ouzes. klz @ Parkropal iz
ﬁ 1 InLinkReparts @ contentz_doz.mdb @ FarramattaH ouze
History 1 Logitech Galleny CE.CEY @ EAtrSurmmary. doc
oA by Data Sources czdata. dbf @ rptSubscrptionsE
) 1 by Pictures csdatal.dbf @ ternp.mdb
1 by Sounds csres. dbf @"-.-"G.du:u:
My Diocuments | My wiebs cares].dbf @VG 2.doc
_ 1 Shane log. ez
e " 'websPub (2] log.mdb
9] Bilah. doc @ M ark 0D onahue. <l
Deskiop @ | ELIRMNING CITYSCOPE CO.doc @ tark0StrataCH. sz
Eii CDzkLabelz.mdb @ M ark0StrataPh. sz
ﬁ 3 CDzkLabelz sz @ Melbourne Office Configuration. doc
' I-_E. CD 2k ailtd erges ample. doc @ MyReport. =z
Favarites ‘CDSCOPELabels.«ls ) OWNERSHIF ol
! File narne: ICDSCOPELEhElS.XlS j Mew igurce. - | Qpen
web Folders g of bype: I.ﬁ.ll Data Sources (*,ade;* mdb; *.mde;*j Cancel |‘

Click “Open”. The"Select Table" window will display. Just click OK.

The "Mail Merge Recipients' window will display. Just click OK.

AT THISPOINT IT'SEASER TO STOP USING THE "MAIL MERGE" HELPER.

From the main menu, select Tools; Letters and Mailings; Show Merge Toolbar. NOTE: If this menu
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Click the "Insert Merge Fields' icon to display B
the "Insert Merge Field" window.

F‘] m Insert Word Field = | .7

"1 Vpgert Merge Fislds|'
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Select "Database Fields" from the "Insert" option.

Select the following fields in sequence, clicking the "Insert" button after each one:
ContactTitle
ContactFirstName
ContactSurname
ContactPosition
Addressee
Address

Suburb

State

PostCode
Country

NOTE: Word will automatically place these fields one after the other across your page. Once you have
inserted al the fields, click "Cancel” to return to your document.

Spaces should be inserted between <<ContactTitle>>, <<ContactFirstName>> and
<<ContactSurname>>.

<<ContactPosition>>, <<Addressee>>, <<Address>> and <<Suburb>> should each be moved to anew
line.

Spaces should be inserted between <<Suburb>>, <<State>> and <<PostCode>>.

<<Country>> should be moved to anew line.

To insert a space between fields, position your cursor to the start of the field name (before the first <"
and press the space bar. If this causes the field to move to next line, don't worry, it's just because word
wrap is turned on. When you insert the next space between the next two fieldsit will move back up to
the correct position.

To move afield to the next line, position your cursor to the start of the field name (before the first "<"
and press enter.

Theresult should look like this:

gContactTitler «ContactFirsttlamer «ContactSurnamen
giContactPositiony

whddresseen

whddressy

gouburby altater «PostCoden

#Countrys|

Etc, etc, etc.

Y ou are now ready to type the main body of your letter.
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To preview the data asit will be merged, click the"View Merged Data" button. The record selectors
alow you to move from one address |abel to the next.

i Document] - Microsoft Word
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N #Countrys
+

Onceyou are ready to print, click the "Merge To Printer" button.
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