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Mail Merge using Lotus WordPro

Open Lotus WordPro.
To use the mail merge facility, you need to open a plain document.

Go to the tool bar at the top of the page and select the text menu. This will give you various
options, and near the bottom of the list is the ‘merge..” option.

Select this and a window will appear on the screen as shown below:

Merge Assistant Ed |

Step 1: Data File \ Step 22 Merge Document \'g Step 3 View and Print \

Step 1: Select a data file

Select or create a data file containing the recards and fields you want ==

to merge. The data file can be any type of document. 'ou can view

and edit records in data files of type ‘Ward Pro by clicking Edit Data

D1 ata file:
Browse... | Edit Drata File... |
Cancel | Help | <4 ek Memt = | e
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Select to browse for your data file. It will be stored in the folder marked ‘C:\'. You will need to

change the file type to ‘Text — ASCII (DOS)’ as shown in the box below. Please note that the open
folder is C:\ /

i e =
File name: Dfrectaries: oK.
* Iwp h
Cancel
B EE o
(L1 bbuilder | Help
L3 calista

Lotus "Waord Pro = jJ

[Ed Wiite 1,3.4

Rich Text Farmat
SAMMA Ward

[ Tt - ANSI [ indows
Te=t-AS5CH [DO5]
Text - Eb ail
WiordPerfect 5.0 =

[£3 cars MHetwark. .
L3 d2kpat~1
[ diskdupe
[ dpsd ;I
Lizt files af bwpe: Crrives:

Select the file ‘tb2mail.txt’ that we created in Trackbase Lite earlier, and click on ‘OK’.

Click on the ‘next’ button and this will bring up the window below. You need to check that the file
type is ‘Text — ASCII (DOS)’ and then click ‘OK’.

File Type

Wiord Pro could naot determine the type af file for:

CATBEZMAIL TAT
Fleaze chooze the bpe:

kS Ward for 0542 -
tS Wiard for Windows 1.0 S
WS wford for Windows 2.0 i
M5 Wiard for Windows 6.0

b5 wiordFPad 1.0

kA Liltikd ate 3.x

b Liltibd ate 4.1

builtibd ate Advantage |

ODBC Data

Officeswnter 4,56

PeachText 5000

Profeszional wite 1.2

Qi \wirite 1,3.4

Rich Test Farmat —
SAkMA Wiard

Text - ANS| fwindows
Text - ASCI [DOS)

ak.

Cancel

Help ;
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In the next window that opens select ‘ASCII Delimited’ and click ‘OK’.

| Merge Aszci File
; ‘ k. I
® iasci delimied; |-
' Cancel
| (" Fixed asci
Help

This opens another window, where you need to specify the location of the field names. When
merging from Trackbase Lite, the first option is correct, that is ‘Field names are in the first record of
the data file.’

Merge Data File Fields Ed

Indicate the location of lield names in your data file [k,
The file vou chose iz not a Word Pro file. Pleaze indicate where

Wiord Pra can find the field names for your data file. If there are Cancel
ho field names, you can create a description file and name the

5 5 Hel
Lozation of figld names? o=

(® {Field names are in the firzt record of the data fils

("' Field names listed in a separate description file
Dezcription file;

Create Mew Dezcription File... Browsze. ..

This then returns you to the mail merge assistant as shown below:

Here you must select the letter you wish to merge your data file into. This can either be a letter
you have already written or a blank document where you plan to compose a relevant letter.

If you wished to use a letter you have already written then you need to select that here by clicking
on ‘Use an existing document’ and then using the ‘browse’ button to find this letter on your
computer.

Otherwise select ‘Use the current document’ to write a new letter to accompany the mail merge.
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Merge Aszsistant E4 |

Step1: DataFile ' Step 2 Merge Document \ Step 3: Wiew and Frint Y

Step 2: Select a merge document and insert hields

ou can use a document of any type to merge with pour data file. The
document must have fields in it that match the fields in the data file. To :
inzert fields in the selected docurment, click [hzert Merge Fislds.

Document in which to merge data:
® Usze the current document;
1 Usge an existing document;

Inzert Merge Fields. .. | Browse. . |

Cancel | Help | <¢ Back |

You now need to create the template letter that you will be merging your data file into. To do this
you need to click the ‘Insert Merge Fields...” button.

Done

" Lotus Word Pro - [Untitled]

Step 20 Toinzert fields into the document, zelect
a data file figld from the list and click Inzert Field,
Click Dane to return ta the Merge Assistant.

El:u:ly\

You will now see the plain document you opened at the start of Word Pro with an extra control
panel as shown above.

This panel allows you to put your data file fields into a template ready for merging. To insert the
merge fields you need to use, highlight the desired field and click on the ‘Insert Field’ button. This
will place the field title onto the document, use spaces and returns to arrange the fields as required
on the document.

When you have inserted your merge fields and typed your letter click on the ‘Done’ button. This will
return you to step two in the Merge Assistant window. Click the ‘Next>>" button. The window
below will appear. You can now choose whether to view the mail merge on screen or send it
straight to the printer. When you are ready press the ‘Done’ button to merge your letters.

Merge Azsistant |

Step1: DataFile  Step2 Merge Document * Step 3 View and Print \

Step 3: Select data records and direct the results

You can merge with all or only zelected records in the data file. When F
wou click Done, each resulting document can be viewed and then %
printed, or all regulting documentz can be zent directly ta the printer.

Limit to Selected Records... |

“What to do with resulting documents:

® Yiew or-screen before printing
) Send directly to the printer

Print Options for Resulks. |

Cancel Help | | [ Dione
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The screen below will appear if you choose to view before printing. This allows you to check your
work prior to printing. The extra panel on the control bar allows you to view and print each
document separately. You have now completed a Lotus Word Pro Mail Merge.

% Lotus Word Pro - [Untitled1]
b4 Eile  Edit View Create i

Text

Step 3 You can view and edit each document

befare printing it. To print all the remaining

documents at once, click Prin A1l CALOTSUITEYWORDPRONDOCS DATAL L Frint Al |
| Bod_l,l\
Iizs Smith
Stniths
5 The Corner
MNewtown

Dear Mizs Smith

Please find enclosed this weeks data.
Tours Sincerely

Ir Smithers

Muclear Power
=Springtield
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