How to Merge Files Downloaded From SAA in MS Word


How to Merge Files Downloaded From SAA in MS Word

1. To begin, open either a New Document or an Existing Document that will be used as your form letter.

Note: Additional information on converting existing WordPerfect documents to Word is available in the tip sheet WordPerfect to Word Conversions.
2. 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 setup 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 file, which you downloaded from SAA.  Click on the Get Data drop down button.  Select Open Data Source.
Note: For more information on how to download files from SAA, see the Using WS-Ftp to Download from SAA tip sheet.  Additionally, IT recommends that any data file being used in Microsoft Word for a Merge should be an ASCII (plain text) tab-delimited file.
6. In the open data source file management window, locate and select your data file (possibly in C:\My Documents) and click Open.

7. 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 Edit Main Document to start inserting the merge fields.
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8. Since your data file will automatically contain field names on the first line, Microsoft Word will display the field names under the Insert Merge Field drop down menu on the Merge toolbar.

9. 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.

10. 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: image3.png]


 button on the merge toolbar.

11. 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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12. Verify that New document is selected in the Merge to window, and then click on the Merge button.  Your files should have merged!

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

Note:  IT recommends that you don’t 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 see or edit the records in your data file, follow these steps:

14. Open the Mail Merge Helper window either from the [image: image5.png]


 button on the merge toolbar or the select Mail Merge from the Tools menu.

15. 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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16. 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.

17. To return to the main merge document click the OK button of the Data Form window (or if clicked on View Source, close the document.
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