Procedureto Mail Merge labels from Betty using Microsoft Word.

1. Ensurethat Version 2.5 of Microsoft Data Access pack (MDAC) has been installed on
the system. Thisis available from
http://www.mi crosoft.com/downl oads/rel ease.asp?Rel easel D=18822.
Run the Registry fix for Microsoft Word (wsvfpdsn.exe — supplied).
Open Microsoft Word.
SelecilT ools > Mail Merge from the menu bar.
Under Heading 1, seleCteate > Mailing Labels...and then seleddew Main
Document.
Under Heading 2, sele@Get Data > Open Data Sour ce. Navigate to the DBF
directory. This is normally located on either the server or managers terminal. Change
theFiles of Type option toM S FoxPro Files (*.dbf). If you have Credit Reports
Version 2.36 or greater you will have a sub-directory callesrge. This directory
will contain files generated by the Credit Report program for the purpose of mail
merging.
Mail Merge tables available under the Mmerge directory are:-

» Active Client List — mergell.dbf

» Client Balances — merge9.dbf

» Client Details Listing — merge8.dbf

* Aged Debtors — merge21.dbf

» Cheque List — merge26.dbf

» Client Registration — merge67.dbf

» Clients over Credit Listing — merge6.dbf
If you have Credit Reports prior to Version 2.36 selésERS.DBF from the
displayed files. Sele@®pen.

Open Data Source

ahrwd
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j ¢'|@Xﬁf' Tools «

Acc_twpe.dbf Sis49div ., dbf
Accaroup.dbf Sportcod.dbf
Alertwag.dbf Sportsub, dbf
bankzard,dbF Sumim, dbF
Batcheft, dbf Transact,dbf
Batchpay.dbf [l kramtmpe.dh
Biatchuwin, dbf
Control.dbf E[Vraer.db
Currency.dbf Whdates, dbf
cuskstat.DEF Hrabe.dbf
Denials. dbf
laststat, dbf
Lattdiv.dbf
Pricechg.dbf
Results.dbf

3. Select the
Users.dbf

1. Navigate to
the DBF
directorv

2. Make sureyou
changeto MS FoxPro
File (*.dbf)

File narne: j MS Query. .. | = open

Files of L}-fp( M5 FoxPro Files (*.dth | T select method Cancel |
S —

7. ConfirmData Source asFoxPro File— Word via ODBC (*.dbf) when prompted.

8. At this point you will be prompted t&&t Up Main Document’. Select the type of
label that you intend using. This example assumes that Avery Laser L7159 labels are
being used. CliclOK



http://www.microsoft.com/downloads/release.asp?ReleaseID=18822

Label Options
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Dok makrix

' Laser and ink jet
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Cancel

Details, ..
Label products: —

Avery A4 and AS sizes
Mew Label. ..
Produck nurmber;

L3005L - 35mn Slide
L300YF - video Face

abel information Delete

Type: Address
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[

L300VS - Yideo Spine Height: 3,39 om
L7160 - Address ks BAEm
L7161 - Address Page size:  A4(Z21 x 29,7 cm)

L7162 - Address

9. You will now see a box titledCreate L abels with a button captioned hsert Merge

Field'.
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k.
10. Your*

This is where the information for the labels is obtained.

Presslihsert Merge Field'.

A pick list is now displayed. Click csalutation and press the spacebar
You will need to press ‘Insert Merge Field’ for each field
Selecfirstnames and press the spacebar

Selecsurname and press the enter key on your keyboard
Selectaddress 1 and press enter (ensure you do not select addr_key1)
Selectaddress 2 and press enter

Selecaddress 3 and press enter

Selectaddress 4 and press enter

Selectpostcode and press enter

Selecttountry (if you have overseas clients).
Create Labels’ box should now look similar to :-

Create Labels EE |

Choose the Insert Merge Field button ko insert merge fields inko the
sample label, You can edit and Format the merge fields and text in the
Sample Label bo,

Insert Merge Field =

Sample label;

gaalutations «frstnamess «surnarmes
saddress s
saddress 2w
waddress 2w
gaddress 4w

gpost coden

Ik

11. Click onOK if you are happy with selected fields.
12. You are now ready to merge your documents. Under Heading 3 preldsetige’

button

. Leave all default options as displayed and presditerag€’ button.



Meige HE

R - Setup. ., | el |

~Recaords bo be merged
@al  C From: | o | Check Errars... |

Query Cpkions. .. |

When merging records
* Don't print blank lines when data Fields are empty.
" Print blank lines when data fields are emphy,

Mo query options have been set,

13. Y our sheet of labels has now been created as a new document.

14. It is recommended that the document with the ‘Merge Fields’ is saved as a template.
On the menu bar seleile > Save As, change th&ave As Type to Document
Template (*.dot), enter a file name that can easily be recognised and cliS&van

15. This template should now be available to use again. $&lect New and select your
saved template from th&eéneral’ tab. Click onOK.

16. To create a new list, just goTools >Mail Merge and click onM erge under
Heading 3.



