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Mail Merge Word 2003 Onwards

To perform a mail merge using the Evolution System and Microsoft Word 2003
onwards please follow the instructions below

PLEASE BE AWARE THAT YOU MUST BE USING MICROSOFT OUTLOOK 2003
ONWARDS TO PERFORM AN EMAIL MERGE.

Firstly, a list of projects or companies to be mailed needs to be produced within Evolution. This is done using
the normal search area within Projects or Companies and People or using your saved profile. Once you have
your list of projects / companies, tick only the projects / companies you wish to mail merge:

Projects Selection Companies Selection

CRH

F o (g DURHAM GATE -376 M .r‘-ﬁ” 1 2020 Liverpool Limited
HOUSES/RETAIL
UNITSHEALTH .
CE_NTREJPI.I_BLICH O o 1 3D Plans Limited
HOUSEHOTEL
— M 1 3ER Limited
O o HOUSING - BRITISH SUGAR
FACTORY SITE [T 1 A & G Architects Limited
F o GALAWHISTLE WIND FARM e 1 B tinse
A | 360 HOUSES O i 1 A Hulme
7 1 A Hulstone
F o SHOPS/! OFFICES! HOTEL/ M
RESTAURAHTS! HOH ; =
: hoad V| -
RESIDEHTIAL INSTITUTIONS T 1 B APaiken-Boird
m < o 84 FLATS/8 HOUSES/OFFICE

- SOUTH NORWOOD GOODS
YARD

Select the MAIL MERGE option from within the Action Menu at the top of the list. Click on GO.

You will then see the following screen:

Please =select the roles you wish to include

[T Exclude companies f project(s) mailed in: I 7 Days 'I
[T Exclude companies f project(s) telephoned in: I 7 Days 'I

T Exclude On Hold fWithdravwn projects
[ lgnore Contacts with no confirmed name.

Quantity surveyor (317

Structural engineer (15)

Project Manager (100

Agent (26)

Planner (3)

Surveyor (1]

Client (33

Architect (507

Contractar (1)

Mech.& Elec Engineer (22)

Consulting Engineer (2

[ o o o o o O e e
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The upper section of this screen allows you to perform the following actions:

Exclude Companies / Projects already mailed or telephoned within a selected date range. This will come into
action once you have performed your first mail merge (you will see further on in this document that we can
automatically mark projects / companies as mailed at the end of the mail merge).

Exclude on Hold / Withdrawn Projects from your mail merge.

Ignore Contacts with no confirmed name. By default Evolution will input Sir/Madam within your letter / email if
we don't have a confirmed contact name. If you only wish to contact people with a confirmed contact name
make sure this box is ticked.

The lower section of the screen displays a list of roles within the companies. From this list, select the roles you
wish to contact using the tick boxes to the left hand side. Alternatively, use the top tick box to select all the
roles.

Click m at the top right of your screen.

You will now see a screen with a list of your contacts. From the left hand side, you can untick the contacts you
don’t wish to mail/email.

You then have the following options:

Remoye Duplicates . ) . .
: This will remove any duplicated contacts. If you have one contact working on

several different projects, you may see them in this list a number of times. This would also be the case if the
person appears more than once under separate roles. If you wish to contact this person just once you can use
the remove duplicates option.

Single tick for companies ) ) ) . )
: This will remove any duplicated companies. If you have one company working

on several different projects with several different contacts, you can use this option to highlight just the first
contact within the company to avoid multiple emails / letters going out to the same company.

Removye Duplicates Single tick for companies m m

[
I~ Anthony Buckley ADG Design Architect  Haotel
I~ Anthony Keith Anthony Keith Associates Architect 42 Flats
I~ SirMadam Anthony M Gallagher Architect  Mursing Home
I~ Ed Baverstock BBLB Architects Architect  Ramsogate Port - Operstions Building
I~ SirMadaim BMFP Paribas Real Estate (Head Office) Architect  Offices - 19 Charterhouse Strest
I~ Daniel Mewille Dalkin Scotton Partnership Architect  Supermarket
I~ Ben Johnzon Fairview Mew Homes Limited Architect 84 Flats/S HousesiOffice - South Morwood Goods Yard
I~ Leighton Cooksey Faulkner Brovwns Architect  Durham Gate -376 Houses Retail UnitsHealth Centre/Publich HouseMotel

When complete click m

Next you will need to download this contact data from Evolution ready for the mail merge.

Click the Download Mail Merge C5% Data File button.
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You will then be prompted to Open or Save the file.

| File Download x| |

Do you want to open or save this file?

|
i
j Mame: james_garratt 1271777111127 cow
| 2 Type: Microsoft OFfice Excel Comma Separated Walues Fil...

Fram: ewvalution, barbaur-abi, com

Open Save | Caricel I

harm your camputer. IF pou do nat trust the zource, do nat open or

@ "While filez from the [nternet can be useful, some files can potentially
zave thiz file. What's the rigk?

Make sure you save this file to a location that you can find at a later stage. The file can also be renamed if
required.

Save As EE I
Save i I@’Desktnp j € 5 B HE

My Documents f
'J jgarratt on TSDESK4S
L APy Metwork Places

File name: I garratt 12717 97 cav j Save

i

Save az tppe: IMiu:ru:usu:uft Office Excel Comma Separated "»-"aluesj Cancel
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You can also download Evolution Sample Letters / Emails / Faxes using the buttons at the top of the screen.
These can be used as a “template” letter if you do not have a letter already prepared, or you can use this to
copy and paste the mail merge fields into your own document.

Once again make sure this is saved in a memorable location.
The rest of the process will now be completed within Microsoft Word.

You now have the option to mark all these companies as mailed, meaning the next time you perform a mail
merge these companies can be excluded:

Mark these companies as mailed [

You also have the option to include a comment about this mail merge which will be shown when hovering over
the mail icon in your list of mailed companies:

Include a comment about this mailing : 52t out intro letter

Finish Mail Merge
Once this has been done, click

and you will be taken back to your list of companies /
projects.

Minimize Evolution and open up your pre-prepared letter / email or create a blank document within Microsoft
word.

0} Document 26 - Microsoft Word _1=]
° Fle Edit %ew Insert Format  Tools  Table  Window  Help Type a question for help = X
NEER OIS (A] B R - ngworma\ - TmesNewRoman + 12 «| B I U \E E=l=- == EEH .aw.é-!
Am e | B B B | nserwordred- 52 B % B (K 4 [ » »@@@%zﬂgl

L] R R R R R R R R TR R RS RN TRy - e

This 1z my sample 1etteri

I A I [ T I T B B B O - A S B -2 B B

iDrawr L | Adoshapest N w [ O A ﬂf:: ) EI&-g'A-E == @ i!
Page 1 Sec 1 11 At F.8cm Ln 12 Col 25 REC TRK EXT OWR (3

Histan | (5 @ & (o] =) 4 @ 7| O]z merosoit .. | Bl carss - [oa... | & Barbour e - .. |[[3]2 Microsoft.. « 1 untited -Pairt | | @ [@00/2) 14
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To start your mail merge in Word 2003, click the Tools menu, navigate to Letters and Mailings and select
Mail Merge.

v

Tools i Table ‘Window Help

Spelling and Gramma. .. Fr Times Mew Roman » 12« | B
Research... BlE+Click, - !
R P MR Hp BBy By
Language ]

[ R e - L - I B 1
Weard Count, .
Autosummarize. ..

shared Warkspace, ..
Track Changes Crrl+35hift+E
Compare and Merge Documents., ..

Prokect Document. ..

Cnline Collabaration 3

Letters and Mailings 3 || Mail Merge. ..

Macro 3 Shows Mail Merge Toolbar

Templates and Add-Ins... =1 Envelopes and Labels..,
¢ AutoCarrect Options... Letter Wizard. ..

Cuskomize. ..

In Word 2007 Onwards, select the Mailings Menu, click on Start Mail Merge and select Step by Step Mail
Merge Wizard

(O
" Home Insert Page Layout References Mailings

= = p -] =
—1 =) R 8 =
Envelopes Labels || [Start Mail Select Edit Highlight Addrn
Merge ~ |Recipients = Reciplent List || Merge Fields Bloc
Create 3 | Letters |
WS O 7| 3| E-Mail Messages
=3 | Envelopes...
o=l labels.. T
£ Directary
.@i Mormal Word Document
=5 Step by Step Mail Merge Wizard... |

;fﬁ
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The Mail Merge window will appear to the right of your document.

k4 ail M erge -

(=) |2 e

Select document type

what bwpe of document are wou
weorking on?

4 Letkers

‘& E-rnail messages
2 Envelopes

4 Labels

i Direckory

E-mail messages

Send e-mail messages ko a group
of people. You can personalize the
e-mail message that each person
receives,

Click. Mext to conkinue.

Step 1 of 6

= PMext: Starting documenk

This example will create an email merge. You have the option to create a letter, envelopes, labels or a
directory. Exactly the same process is followed for each.

Select E-mail messages, click on Next: Starting Document at the bottom of the screen
No action needs to be taken at Step 2 so advance to Step 3. Step 3 is asking you to select your recipients, so
you need to find the contact list you downloaded from Evolution. Do this by clicking on Browse and pointing

Microsoft Word to the relevant file:

Use an existing list

Ise names and addresses from a
file or a database.,

] Browse...

You may then receive the following window. Nothing needs to be done here, just click OK.

File Conversion - james_garratt_1262941994313.cs¥ ﬂ E

Select the encoding that makes your document readable.
T n

 MS5DOS ¢ Cther encoding: Wiang Taivan I=|
estern European (DOS)
'estern European (IAS)
‘western European (IS0
\iestern European (Mac

Preview:

coupany_name ,coupany_addressl, company_address2 , company_addre ﬂ
353, company_addressd, postcode, company_phone, company_fax, conp
any_email,person name,person_title,title,first_name,last_nam
e,role_name,project_no,project_title,short site address,site
_addressl,your_ending,enail address,project _walue,planning r
ef,development type,stage, status,scheme details,progranme
timing, contract type

1 "Barnsley Metropolitan Borough Council™,"Springfield
House","Springfield Street™,"Barnsley”,"3outh

Yorkshire”," 570 6HH","0l226 7707707, "0Ll226
,"propertysprocurenentfbarnsley. gov.uk™ ,"Austin

e =

|

P
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A window containing all of your contacts should now be displayed. At this stage you can untick contacts on the
left hand side if you decide you do not want to email them. Once you are happy with this, click OK.

Mail Merge Recipients
To sark the lisk, click the appropriate colurmn heading, To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next ko the column heading, Use the check boxes or
bukttans ta add ar remove recipients fram the mail merge.

Lisk af recipients:
*| last_name *| first_name > tile | > company name | ¥| postcode |
SirfMadam CHP Limited L51 6LS
R.ound flartin el Faithful & Gould ME4 7YE
Truluck, Crarren Mr Haygrowve Limited HRE 210
1 | »
Select Al | Clear all | Refresh |
Find. .. | Edit... | Validate |
P

Now click on Next — Write Your Email Message at the bottom right of the screen.

Step 4. At this stage you will need to insert your merge fields into the document. Address, reference to a
project etc.

) ) =] More items. .. o ) ) ) )
To do this, click on within the window on the right hand side of your screen. You will see

the following window showing the list of fields / data that you can bring across from Evolution into your
document:

Insert Merge Field |

Inserk:
" address Fields

Figlds:

COMPart: Nane

company_addressi

company_addressz

company_address3

company_addressg

postoode

company_phone

company_fax —
comparny_email

petsan_namne

petson_kitle

kitle

Firsk_name

last_name

role_name =l

Match Fields. .. | Insert I Cancel |
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From this window, select the fields you wish to add to your document and click on Insert after you have
selected each one. You will see the fields appear in a continuous line after your cursor, as shown below. Don’t
worry about this, you will be able to change the layout of this afterwards.

«company_namex»«company_addressl»«company_address2»«company_address3»«company_address4»«po
stcodex«title»«last_name»

You will now need to change the layout so that it appears correctly in your document. You can do this by
placing the cursor between the >> and the << characters and tab or enter the fields into the correct positions as
shown below:

«company_name»
«company_addressl»
«company_address2»
«company_address3»
«company_address4»
«postcode»

Dear «title» «last_name»

. . = Mext: Preview your e-mail messa
Once you are happy with the layout you can click i g.

This will take you to Step 5 where you will see your merge data has now been brought into your document as
shown below:

Smith Test Company

Albany Court, Monarch Road
Newcastle Business Park
Newcastle-upon-Tyne

Tyne And Wear

NE4 7YB

Dear Mr Smith

Recipient: 3
You have the option at this point to preview all of your emails by clicking the buttons

at the top right of your screen. Once these have been checked, you are ready to send out your email.

) % Mext: Complete the merge
Click on to take you to Step 6.

_ 7 Electranic Mail... _ _ _ _
Click on at the top right of your screen and the following window will appear:

Merge to E-mail |

Message opkions
To: Iemail_address j

Subject line: IF\n Introduction To Cur Company|

Mail Farmat: IHTML -]

Send records
= all

" Current record

[ Eru:nm:l To I
Qi I Cancel
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A Subject Line need to be added at this point for all your emails being sent out. Once this has been entered,
click on OK and your email will automatically be sent out through Microsoft Outlook. This can be verified by
checking your Outbox and Sent Items folder within Outlook.

l-':béi Electranic Mail. ..

If you have chosen not to create an email merge you will not get the option at the end of
i Print...
& 3 Edit individual letters. ..

the process, you will get the options, allowing you to print your letters / brochures /

labels, or edit them individually, producing an separate document for each one allowing you to edit them at a
later stage.
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