How to Create a Word Mail Merge with Header Source Files

This document is to assist individuals at Salisbury University in creating a Word mail merge header file.  A header is simply the title of each field in a data source. Creating a header source file is only necessary when the data source file does not already contain field names. Without defined field names, Word will use the information from the first record as the field names and the first record’s data will not merge with the document.

Before you begin, please note three things:

1.  You only need to create a header file once.

2.  You can use one header file with several data files.

3.  It is important to know what information is in your data file before you begin creating 

     your header file.

Using an existing form and data source file

1.  Open the existing form document and select Mail Merge from the Tools menu. The Mail Merge Helper window will appear:
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 In this window, the first area describes the steps you should take to setup your Merge. This area will change, so read the information for additional assistance.

The remaining part of this window shows a checklist of the three things you need to do to set up and perform a merge.

· Step 1: Establish the file to be the main document

· Step 2: Establish the file containing the data

· Step 3: Perform the Merge

3.  At checklist item 1, click on the Create drop down button. Select Form Letters.

4.  In the new Microsoft Word window (see figure below) click on Active Window.
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5.  Now you are ready to open your data source file (Number 2 in the Mail Merge Helper window). Click on the Get Data drop down button.  Select Open Data Source.

6.  In the open data source file management window, locate and select your data file (possibly in C:\My Documents) and click Open.

7.  Since your data source file does not already have headers, you will see a Header Record Delimiters screen similar to the one below. Simply click OK to accept the default field and record delimiters.
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8.  At this point, you may be prompted with the following window. This is just a warning to state that before a merge can be conducted, you must insert some merge fields into your form letter. Click on the X in the upper right-hand corner of the window to close it and return to the Mail Merge Helper window.
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Note:  If you should accidentally click the “Edit Main Document” button, you will be taken back to your document. Just choose Tools > Mail Merge… to continue.

9.  Click the Get Data button again and this time choose Header Options.

10.  In the Header Options window, choose Create

11. In the Create Header Source window under Field names in header row, you will see commonly used field names that Word uses as defaults.  Scroll through the list and click on any field name that does not correspond to one of your fields in your data source file. Then click Remove Field Name. Repeat this step until only field names that correspond to fields in your data source file are listed.
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12.  Now, in the field name box, type a field name that is not already listed under “field names in header row”. Then click Add Field Name ►►. Continue this process until all fields in your data source file are listed.

Note: When typing field names, the Add Field Name button will remain grayed out if you use an invalid character or put a space in the name.


13.  You may notice that your fields aren’t listed in the correct order (especially if you kept some of the default fields).  Select the field you wish to move and click the Move buttons on the right until the order is correct. When you are done, click OK. 

14.  You will be prompted to save the header source file.

Note:  It is a good idea to save the header source file with a descriptive name and in the same location as the data source and form letter files (i.e. C:\My Documents).  Since all of these files normally have a .doc extension, it is wise to include a description of the contents of the file in the file’s name. For example, a merge on student advisees might include these three files: student advise letter.doc, student advise data.doc, and student advise header.doc.
15.  At this point, you are ready to insert your merge fields into the document using the field names you just created.  To edit the main document, either click Edit by Step1: Main Document or click Close on the Mail Merge Helper window.

16.  To insert any merge field, follow these steps:


(  Move your insertion point to where you want to add the merge field in your document.


(  Click on the Insert Merge Field drop down menu and select the field name of your 


    choice.

17.  Once you have inserted all of the desired merge fields, you can preview a merged document prior to conducting the actual merge. To do this, click on the [image: image6.png]


 button on the merge toolbar.

18.  When you are finally ready to conduct the merge, click on the Merge… button on the merge toolbar.  The following window will appear to assist you:
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19.  Verify that New document is selected in the Merge to: window and then click on the Merge 

       button.  Your files should have merged!

20.  The merged file is ready to be saved or printed.

Note: IT recommends that you do not save merged files, unless it is absolutely necessary in order to conserve on disk space.

Editing or Viewing your data file in Word

If at any time you would like to see or edit the records in your data file, follow these steps:

1.  Open the Mail Merge Helper window either from the [image: image8.png]


 button on the merge toolbar or 

     select Tools > Mail Merge. 

2.  At Step 2: The Data Source, click on the Edit drop down button and select your data file.  

     The Data Form window will appear:
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3.  In the data form window you can browse records, edit records, add records and search for a 

     particular record. Additionally, if you want to see your data in a document view, click on the 

     View Source button.

4.  To return to the main merge document, click the OK button on the Data Form window (or if 

     you clicked on View Source, close the document).
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