Instructions for Sending files from CARS to Word Mail Merge

The Procedure

The procedure for using CARS information in a Word document consists of three processes.

1.

Creating a wpreport and a letter. These are run through the CARS Letters/Labels process
using rtf as the output type. The result is a document created in the WordProcessing
Merge drawer that is a Word document type.

Ftping the merge file from admin.stedwards.edu to the hard drive of your computer.

Setting up and executing a Word Mail Merge to create personalized letters, envelopes or
labels. The file ftped from CARS is used as the data file in the Word mail merge.

Creating the Merge File in CARS

=
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9.

Open Word Processing by logging into CARS and pressing W.

Open your File Cabinet and then open the wpreports drawer. You must place your
wpreport and letter in a department file cabinet. This process will not work out of the
private file cabinet.

Create a normal wpreport just as you would for letters or labels. You can add WP
Macros to your report to pass additional fields of information to the mail merge
document. There is a sample report included on page 11 of this documentation.
Save and translate the report.

Open your Letters drawer.

Create a letter that has for contents only: WP_END

Save and translate the letter.

If you do not already have a Merge drawer, create a new one by going to your File

Cabinet and selecting n to create a new drawer. Name the drawer Merge.
—————————— File Cabinet: itec
0 — open T = rename b — back =creen C — Cloze File Cabinet

n - neu d — delete f - forward screen W o— Exit Word Processing
Drawer MHames

Merge
letters

., Teports

. wasztebazket
. wpreports

[y Q= B LW
+

Enter Command: n
Enter name of drawer to be created: Mergel]

Exit from Word Processing.

10. Go to the Utilities Menu and select Create WPV Letters/Labels
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11.

12.
13.
14.
15.

Enter Letters for the type, enter your wpreport name, letter name, etc.

r@ admin.stedwards.edu - CRT E]@

File Edit Wiew ©Options Transfer Script Window  Help

= gr oelal 5|l =2 2

PF1 finish, CTRL-C cancel. CTRL-W help. #

CREATE WPYI LETTERS/LABELS

Letterss/Label = Both/Hone., ...... LETTERS
Tickler, . voveesrsrsrrsrsrssssss MOME
FileCabinet , o veurrrsnsrrsnsssss itEC UpExl
[ R | 5-=1

Dot s vvsssrssrrrssrrnssrrssrss 1212002
Dot s svsssrssrrrssrrnssrrsssrss 1212002
Type of output . .seesesrvases TEF

ADDRESSIMG PARAMETERS

Joir RecortE . e rvssrrssssssssssssssssss B
Include Incorrect Addresses, e ersnees M
Include Deceazed Individuals, . ..evvwees N
ID# U=ed To Select Indivicdual Records,, 0

Do you want records joined only if both are selected? (Y /AHD

Ready Telnet 17, 54 |30Rows, 81 Cals  |YT100 LI
Choose rtf for Type of output.

Select the Addressing Parameters and Label Parameters.

Select Now for the time and Background equals Y.

When the Letters/Labels process has finished running you will receive email. If you do
not receive any error messages, your file completed successfully. Check the Merge
drawer to make sure a file was created. It should be named Lettername.doc.

Ftping The File To Your Computer’s Hard Drive

1.

2.
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FTP the document from /opt/carsi/wp/FileCabinetName/FileCabinet/merge to your My
Documents folder on your local computer’s hard drive. To ftp your file use the
application WS_FTP.

The first time you do this you will need to create a new Profile by clicking on the New
button..

e Name the profile admin.

e The host will be admin.stedwards.edu.

e Enter the same login name and password used for CARS.



-

Session Properties

Leneral l Startup] .ﬁ.dvanced] Firewall]

Prafile Marne: |admin j LT

Host Mame/dddress: |admin. stedwardz.edu Delete

Host Tope: |.-“-‘-.ut|:|matil: detect ﬂ

Uzer 1D |I:nrenu:|aa [ Anonymausz

Password: |+ v Save Pud

Account: |

Comment; |

k. | Cancel | Apply | Help

Click on Apply.

4. If you are going to be doing this on a regular basis you can save some time by setting up
the default remote (admin.stedwards.edu) directory and the default local (your computer)
directory. Click on the Startup tab at the top of the screen.

5. Enter the path to the Merge directory. This will take the form
/opt/carsi/wpl/filecabinetname/FileCabinet/Merge. For example, the Merge drawer in the
file cabinet itec would be reached with this directory path:
lopt/carsi/wpl/itec/FileCabinet/Merge

6. Enter the directory on your local computer from which you want to perform the Mail

Merge in Word. For example, the path to My Documents/CARS in Windows XP would

be C:\Documents and Settings\brendaa\My Documents\CARS

Session Properties

General  Startup l.ﬁ.dvanced] Firewall]

I

w

Irnitial Bernote Hozt Directan:

|.-"I:Il:lt.-"CﬂrSi.-"WD.-"itEE.-"Fi|E|:a|:lir'IEt.-"h"| Erge
Imitial Local Directany:

|E:'\D|:u:uments and Settingz\brendaa‘My DocumentzhCARS

Initialize Cammand: [use "' ta separate multiple commandz]

Local file mask: Time offzet in hours: |0
Rermate file mazk:

k., | Cancel | Apply | Help |

7. Click on Apply to save the settings and apply the directory structure to you ftp session.
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8. To connect to admin.stedwards.edu, click on Ok.
9. The connection window will appear as below.

£ WS_FTP95 LE admin.stedwards.edu (=JoJEd
Loz Spstem Femole System
|C:\Dcn::unent5 and Settingsbrendaa™~Ny Dncwnij |/Dpt/car51/wp/1ta:/F:LlaCahinEt/HEIge j
" | Mame Dz | Size | Chalir - e Dlate Size | | ChaDir
t - : £ _
B ftp propertie™ 1021022 09:15 MKLir [ TEST .doc 1021021 17:41 124054 MeDir
fto_=es=sion o™ 1021022 0&8:59 [ TEST =mt 1021021 17-33 124954
hum=tud .out 1021081 17:1%
Instructions ™~ 1021022 09: 35
[ Lpsl.gif 1021021 18:04 —| = —]
[ cfc_toble.out 1011204 12:61
ofc table tzt 1011204 12:50 -
B offices.tst 1011204 12:52 _— —
[ TEST . dec loz1021 17:40 1
[ TEST . =Zut 1021021 17: 38 1
[ Thumbs .db 1021022 09:19 Fiefiesh fiefesh
B anm—ne mtaacder 1in71nNn21 12.11 i Dirlnlo DIIII"I(D
< >
™ AsCl * Birany [ Ao
150 0pering A5C1 made dala connection for Austbindls. j
Recetved 147 bptes in 01 gece, [10.00 Kbpz], hansler succeeded
226 Transter complete: |
Cancel | Logwird | Help | Dptianz | About E it |

10. To move a file from the Remote System to the Local System, click on the file one time to
select it. Then click on the left pointing arrow between the Remote and Local system
display. The file will be copied to your local hard drive and to the folder that appears at
the top of the window.

11. When the file has transferred, click on Exit to close WS_FTP.

Merging the File with a Word Document to Create Personalized Letters in Word 2000

The Main Document and Data Source

The main document is also called the merge document. It is the letter or memo you are sending
out. It contains a set of field codes inserted at each position such as the address and salutation
for each item of variable information. The data source contains the variable information, called
a record, with such information as name, address, city, state, and zip code for each person you
want to send the letter or memo to.

Creating a Mail Merge Document
To start the mail merge process, choose Mail Merge from the Tools menu. You will need to
perform the following steps to create a mail merged document .
1. Create a Main Document
To create a letter or form select Form Letters. Choose to use the active window as your

Main Document or create a new file. If you will be using the same letter or form over
and over you may save your main document and use it again.
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Create or Define a Data Source

Your data source will be the document that you created in CARS.. From the menu select
Open Data Source. Navigate to the folder in which you save your CARS data and click
on Open.

. . | Insert Merge Field I
Edit Main Document

To edit the main document, choose Tools menu and then Mail Merge. Choose Edit
Main Document. Type in the text that will be common to each of the letters produced in
the mail merge. In each position where variable information should be inserted from your
data file, click on the Insert Merge Field button. Select the Merge Field you wish to
insert from the list. Continue adding text to the merge document. Insert the appropriate
field in each position for variable information. You may add any formatting or
punctuation to the merge fields.

Example: For an address block, your inserted merge fields will look like this.
«ADDRESSEE»

«ADDRLINE1»

«ADDRLINE2»

«CITY», «<STATE» «ZIP»

To setup the salutation, enter the greeting text (Dear) and then click on the Insert Merge
Field button and select SALUT as the field name. This will give you the salutation from
CARS according to the joining properties you selected when you ran your wpreport.

Checking the Merge Document @
To check the merge document for errors, click on the Merge button on the Toolbar.
Microsoft Word checks your merge and data documents for possible errors.

Executing the Mail Merge i

To execute the mail merge and send the merge letters to a file, click on the Merge to
New Document button. The print merge executes and the merged letters appear in a
document in the active window. This file contains each of the merged letters. The merged
letters are separated by a section break.

To execute the mail merge and send merge letters directly to a printer, click on the

35

Merge to Printer button.

Creating an Envelope Merge
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1. Choose the Tools menu. Choose Mail Merge. Under Main Document, click on the
Create button and select Envelopes.

2. Click on the Active Window button to use the current document to create an
envelope merge.

3. Under Data Source, click on Get Data and select Open Data Source to open an
existing database file. Select the file containing the names and addresses for which
you wish to have envelopes created.



Click on the Set Up Main Document button to create an envelope definition.

In the Envelope Options dialog box select Printing Options tab to check the feed

method for your envelopes. Make changes as needed and click on OK.

6. Inthe Envelopes Address Dialog Box, click on the Insert Merge Field button and
select the merge fields. Click on OK to finish.

7. Click on the Merge button to start the merge.

SRR

To suppress printing of a return address:
1. Open the envelope file.
2. Go to Tools menu and choose Options and then User Info.
3. Delete Mailing Address.
4. Delete return address from envelope template file.

Merqging the File with a Word Document to Create Personalized L etters in Word XP

The Mail Merge Wizard

1. Open a blank document and then select the Tools menu and then Letters and Mailings
and then Mail Merge Wizard.

2. The Mail Merge Wizard will appear on the right side of the screen.
4 Mail Merge v X

Select document type

wehat bype of document are wou
warking an?

* Letters
E-rnail messages
Envelopes
Labels

Direckory

Letters

Send letkers ko a group of peaople,
¥ou can personalize the letter that
each person receives.

3. If you are creating Letters, accept the default and click on Next at the bottom of the Mail
Merge Wizard window.
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4. 1f you do not have an existing letter that you want to use, click on Use the existing
Document. If you have a letter that you wish to use, click on Start from existing

document.

¢ & Mail Merge - X

Select starting document

How do wou want bo set up wour
lekters?
® se the current document
Skart from a template

Skart From exisking document

Use the current document

Start from the docurnent shown
here and use the Mail Merge wizard
ko add recipient information,

If you choose to start from an existing document, you will receive a new dialog box from

which to choose your file.
Start from existing

Start from an existing mail merge
document and make changes to
khe conkent or recipients,

(More files...)
Instruckor Motes wWord IT,doc
Instruckar Mokes WWard I1.doc

| |

Open...

Double-click on More files... to open the Word Open Files dialog box. Choose your file and

click on Open.
5. Click on Next — Select Recipients from the Mail Merge Wizard.
6. Select Use an existing list and then click on Browse.

4 Mail Merge v X
Select recipients
® Lse an existing lisk
Select From Outlook contacks
Tvpe a new list

Use an existing list

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

Browse, .,
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7.

8.

9.

10.
11.
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The Word Open dialog box appears. Select the file that you created in CARS and click
on Open.
The Mail Merge Recipients dialog box appears.

Mail Merge Recipients

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

| v LasThaME | *| FIRsTHAME | vl c.. | st [ w oz ] * 0. | ¥ sala
Tukor Sherida Ockober,..  Ms, Tuk
Jeffries Courkney Mc Lean WA 22102 October,,,  Ms, Jefl
Clarke James Dallas TH 75205 October...  Mr, Clar
areuter Brooke Dallas T 75206 Ockober..,  Ms, Gre
Pizano Matisa Dallas TH 75238 October...  Ms, Pis:
flenker Laura Dallas TH 75287 October...  Ms. Mer
Paredez Linda San 5. TH TeEF7 October..,  Ms, Par
Wilson Revna Houskon  Tx FRO0Z2  October...  Ms, Wil
Tsai Kenneth Houskon  TH 77031 October... Mr. Tsa
Megrete Paul Houston T TI053  October..,  Mr, Mec
Ross Deskiny Spring T® F73T3 October.,,  Ms, Ros
™l Rrce K athlean SHnar T 77479 “irkaber Mrez Bn i
£ >

Select Al | Clear all | Refresh |
Find. .. | Edit... | yalidate |

By default all records are selected and in zip code order because of the CARS
Letters/Labels process, but you can use this dialog box to change the sort order, unselect
individual records or edit a record. If you want to select all and make no changes, click
on OK.
Click on Next: Write Your Letter.
Write the text of your letter. To add specific fields from the data source created in
CARS, click on More Items.

4 Mail Merge v X

Yrite your letter

If wou have not already done so,
wirite wour letker now,

Ta add recipient infarmation ko
wour letker, click a location in the
docurment, and then click one of
the iterns below,

F‘] Address block. .
D areeting line. ..

* Electronic postage. ..

Il Postal bar code...

E| More ikems. ..

When wou have Fiﬁed writing

wour letker, click Mext, Then you
can preview and personalize each
recipient's letker,



12. The Insert Merge Field dialog box appears. Click on the field you wish to insert and

click on Insert. Click on Close.
Insert Merge Field

Inserk:
(" Address Fields

Fields:

{+ Database Fields

STATE
ToDaY
SALUT

0
ADDRESSEE
FIRSTMAME
CITY
ADDRESSEEZ
CTRY_MAME
FULLMAME
LASTHAME
LABEL

ZIP

LTR. MAME

ADDRLIMEL

ADDRLIMEZ
ADDRLIMES

Match Figlds. .. |

Insert | Cancel

[—

|-
|

13. If you are creating an Address Block, you will need to repeat this until all Merge Fields
have been added. An address block on your letter might look like this.

14. Click on Next: Preview your letters. Word will
automatically generate a letter for every record in
your data source. To look at the letters click on the
>> to the right of Recipient: on the Mail Merge
Wizard. From this screen of the Mail Merge Wizard
you can also find a specific recipient, edit your

15. If you are ready to print your letters, click on Next:
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«ADDRESSEE»
«ADDRLINE1»
«ADDRLINE2»
«CITY», «<STATE» «ZIP»

Remember that you still need to add the punctuation,
such as the comma between city and state. To setup
the salutation, enter the greeting text (Dear) and then
click on More items... and select SALUT as the
field name. This will give you the salutation from
CARS according to the joining properties you

selected when you ran your wpreport.

recipient list, or exclude a recipient

Complete the merge.

4 & Mail Merge * X

Preview your letters

Cne of the merged letters is
previewed here, To preview
another letter, dlick one of the
Fallowing:

Recipient: 1 [ .,
ﬁ Find a recipient. ..

Make changes

You can also change your recipient
lisk:

Edit recipient list. ..

Exclude this recipignt

wehen wou have finished
previewing wvour letkers, click Mext,
Then wou can prink the merged
letkers or edit individual letkers b
add personal comments,



16. Click on Print to see the Mail Merge Print dialog box.

Merge to Printer

Print recards

" Current record

" From: | Ta:
Ok | Cancel |

17. You may print 1 record to test the output by selecting Current record or From: 1 To: 2.
Click on OKk.
18. Select your printer in the Print dialog box and click and click on Ok..

Sample Wpreport
{

This is a sample ace report for creating letters, labels and merge files.
Modify the read and format sections to obtain the desired results.

NOTE: DELETE the SRT_ macros (define and format sections) if you are
not using SORTPAGE}

database CARS DB end

define
LTB_DEFINE
SRT_DEFINE
end

output
WP_OUTPUT
end

select 1id _rec.id,
id _rec.fullname,
alum_rec.cl_yr
from id_rec,
alum_rec
where (alum_rec.cl yr >= 1980)
and alum_rec.id = i1d_rec.id
end

SRT_SORT_BY(ADR_ZIP_VALUE,ADR_NAME_VALUE,ADR_ID_VALUE)

format
{Example of LTB_FORMAT_ macro usage:

ADR 1D NAME
RUN CODE File Cabinet Tfield field

LTB_FORMAT('JOINT", *development', id, fullname,)

{
Enter all WP_MAC_ lines needed for letters after LTB_FORMAT _and before
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LTB_FORMAT_END_.
Examples of WP_MAC_ lines:
Numeric fields NC - Not clipped
MACRO NAME FIELD NAME *using” clause (Numeric & Date
fields)

WP_MAC(WP_PLDG_AMT, pldg_payprd)
WP_MAC(WP_CLASS_YEAR, alum_cl_yr using "####", NC)

NOTE: Do not modify the LTB_FORMAT_END_ parameters. They are used when
using contacts to update them to Completed.}
LTB_FORMAT_END(N,N)
LTB _LAST_REC
end
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Creating a Word
Mail Merge File from
CARS Data




