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Conceptual Mail Merge Overview

A mail merge is a way to take a letter you've written and send it to a whole bunch of people,
personalizing it with information about them so they might think that you typed that letter personally
for them. A mail merge can also be a quick way to take a list of people's mailing addresses and generate
labels or envelopes with the address for a different person on each label or envelope. In short, it's a way
to be personal, yet efficient. It's essential for any person or organization that has a lot of clients,
partners, parents and children, or other people to communicate with.

Here's a simplified conceptual overview of how a mail merge works in any application.

Set upa data Firstname Lastname Address City State Zip
source that points to Bcb Jones 910 Main Portland OR 90088
data in a Stewve Santos 42 Tudlow Fargo ND 58104
spreadsheet or Jill Basko 168 Ashley Ln. Ealispell MT 55501
database

Dear <Firsthame>,

Create a mail merge
document in Writer
referring back to the
fields in the data
source

hank you for attending
our open house. Your and
our family in <City> are
elcome anytime!

Frint your mail
merge docurment to
the printer or to a
Writer file, and you
get a different
version of that
docurment for every
line in that data
source.

hank you for attending
our open house. Your and
our family in Kalispell are
elcome anytime!

Marketing Liaison

Let's say that you need to send out an invitation to every person in your mailing list, thanking them for
coming to an event. You make sure you've got the data set up correctly in a database, and you create a
letter saying what you want to say. Then you display the database, you pull in a few fields from it like
the name, city, or whatever specific information about each person that you need in the letter. Then you
print the letter, choosing all the people or just specific people, and you get a copy for each one.

If you want to use the letter again, you just open it up again and print it again, specifying either all the
people in the database, or just the ones you want.
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To add people to the database, you just open up the spreadsheet, or the text file or other data source
where the data is stored, and add them there. The mail merge document will be able to pick up on the
new data as well as all the old data the next time you print.

Advanced option example: You could also choose to only print a copy for people who came to the
event and donated $100 for fundraising. To do this, you'd need to have a column, a field, in your
data that specifies the amount of their donation. When it comes time to print, you'd just sort by the
donation field and print the range of records that have a value of $100 or more.

Overview of the Steps in Creating and Printing Mail Merges in
OpenOffice.org or StarOffice

Creating a mail merge isn't quick the first time, but once you've got your data source set up (the data,
and the database file that points to it), creating the mail merge document and creating the actual
documents you send to people is really quick and easy.

1. Create or find your data and make sure it's set up correctly. You can have it in a spreadsheet, your
address book, a text file, or a database like Access or mySQL. Once you do this once, you don't have
to do it again.

Firstname Lastname Address City State Zip

Bob Jones %10 Main Portland OR 0088
Steve Santos 42 Tudlow Fargo HND 58104
Jill Basko 168 Ashley Ln. Kalispell MT 55901

2. Create what I call the “middle man” file, a database file that functions as a go-between, between the
data and your letter or your label documents. It's easy to create and its role is to just let the letter or the
labels pull information out of the data. As with the data, once you do this once, you don't have to do
it again.

Database Wizard Lth
Steps Welcome to the OpenOffice.org Database Wizard
[1. Select database Use the Database Wizard te create a new database, open an existing database file,

or connect to a database stored on a server.
2. 5et up Spreadsheet

connection

What do you want to do?
Create a new database

Open an existing database file

@ Connect to an existing database

3. Create a letter or label or envelope document, in Writer. It can be a blank document that you start
typing in, it can be a template that you open and moditfy, it can be labels or envelopes you're creating
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through the label wizard--any Writer document.

Once you've done this once, you don't have to do it again. You can re-used the document just open it
up and print it. If you've changed the data in the data source (your spreadsheet or database) since the
last time you printed, you'll get the latest up-to-date information when you print it now. You don't have
to do anything; the Writer mail merge document knows to look for the current information.

house. Your and your family in
City> are welcome anytime!

4. Then you print, which creates the actual merged documents. The output can be printed copies of the
letter or labels, or it can be a Writer file that's got all the merged documents in it (so you can customize
it before you print).

This is the only step that you have to do again each time you do a mail merge: the production of
the actual output. You need to do it again to be sure that you get the latest information from the data
source, because the data has probably changed since the last time you did the mail merge. Or you might
want to print copies for only a few of the people or records in the data source.

Note: This article doesn't address using a native Base database for both your data and your “middle-
man” file. There are many ways to create a native Base database from scratch and via importing. See
this URL to create a Base database by importing
http://openoffice.blogs.com/openoffice/2007/12/starting-a-new.html and this one for creating from
scratch http://www.tech-
recipes.com/rx/2142/creating_databases the quick easy way with openoffice org#creatingnativedata
base

If you have a native Base database, that is the same as steps 1 and 2.

Step 1: How to Create or Double-Check Your Data

You probably already have data around that you'll want to use. You need to be sure that it's set up
correctly.

You have to have a unique label, a name, for each column of data. You're going to want to put a specific
field, like the First Name field or the Zip Code field, in your mail merge document, so you need to be
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able to refer to it by name. Every name needs to be different; you can't have Name for the first names
and Name again for the last names.

Also, the names need to be at the top of the file, not along the left side or on the second row. The first
row of the file, whether it's a spreadsheet or text file, needs to be the field name.

Mj customer_mailinglist.txt - Notepad E@lﬂ_hj
File Edit Format View Help
firstname lastname address city state zipcode -
Jane Roberts 101 1st str Fargo ND 56567
Mark Crowe _Qnl?2? 105th savenue kKalisnel] MT. 504q01
stan Marstor | A | B | C | D E ] E
Kath Hanson
Br‘ya?‘l, Togers 1 _[firstname lastname address city state zipcode
2 lane Roberts 101 1st Str Fargo MO 56567
3 90122 105th
- Mark Crowe Avenue Kalispell MT 59901
4 |Stan Marston 1058 W Ninth Eillings MT 57785
5 [Kathwr, Han=nn 010 Harrisnn Dy Prrtland MR QN
\customer_mailinqlistfemplc-\,.ree_mailinqlist f U 1 LUl

Note that the text file doesn't look even. That's OK--you just need to have one (and only one) tab
between each column. You could also separate the columns with commas or semicolons.

To make sure that the data can be used in as many ways as possible, make the names lowercase and
without spaces. “First Name” is bad, “Firstname” is better and “firstname” or “first name” are ideal.

If you're using an address book or a database, it's probably set up correctly in function, and you won't be
able to change the names of the fields.

Here's something else to note. In a spreadsheet, the sheet name is going to be the table name: the table
is what the data is in. You might want to name the sheet something that will clarify what the data is.
The same goes for text files and the file name: the file name will be the table name.

\custﬂmer_mailinqlist,.(rempIu:u*,ree_mailinqlist ,.-“r

IE

A | B | c | o | e | F |
1 firstname lastname address city state Zipcode
2 |lane Foberts 101 1st Str Fargo MDD SB567
3 80122 105th
Mark: Crowe Avenue Kalispell MT 59901
4 |Stan Marston 1058 W Ninth Eillings MT /788
5 Kathw, Han=nn 010 Harrimnn Cir Portland MR QN

You can have multiple tables (sheets or files) in the same database. This is fine and probably more
convenient for you. This spreadsheet above, for instance, has two sheets, customer_mailinglist and
employee_mailinglist. There'll be two tables in the same database, corresponding to those sheets. You
just can't use two tables in the same mail merge. For text files, all the text files in the same directory
will be tables in the database. If you have C:\data\customer mailinglist.txt and

C:\data\employee mailinglist.txt, each file will be a table in the same database.

If you're using text files for your data, put all the text files that you want in the same database, in the
same directory. Make sure that those files are the only things in that directory, since all usable data in
that directory will be brought into the database.

Once you've got the data set up correctly, you're done with the data and you don't need to do anything
else except add new data when you need to. The new data goes into the data files or your database and
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your mail merge documents will be able to find it automatically.

You're ready for step 2.

Creating the Middle-Man .odb Database File That Reads the

Data

OpenOffice.org and StarOffice are set up with a middle-man file in the mail merge process to make
merging work easily. You'll create a small file, one for each spreadsheet or other data source. Once you
create it, you don't have to do it again.

1. Choose File > New > Database. You'll see this window.

Database Wizard

=)

Stey

2.5¢et up IDBC connection

L. Select database

Welcome to the OpenOffice.org Database Wizard

or connect to a database stored on a server.

What do you want to do?
() Create a new database

(7) Open an existing database file

mailinglist

]

Use the Database Wizard to create a new database, open an existing database file,

Cancel

2. Select the type of data: spreadsheet data, text file data, your particular type of address book, or the

type of database you're using like Access or mySQL. It's very important to select the right type.

3. Click Next.

Database Wizard . ﬁ
Steps Welcome to the OpenOffice.org Database Wizard
1. Select database Use the Database Wizard to create a new database, open an existing database file,

2. 5¢et up JDBC connection

or connect to a database stored on a server.

Microsoft Access
What {My3QL
_ |Oracle JDBC
' JAdabas D
(@) Spreadshest
dBASE
Text
IDEC
ODBC
ADO
Mozilla Address Book
Thunderbird Address Book
LDAP Address Book -

»

m

Cancel
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4. What you do here depends on what you chose as the type of data you're working with.

Spreadsheet

You'll see this window. Click the Browse button and find the spreadsheet containing your data.
Then click Next and continue to step 5.

Text File

Database Wizard

=)

1. Select database

. Set up Spreadsheet
connection

3, 5ave and proceed

'

Steps Set up a connection to spreadsheets

Click 'Browse..." to select a OpenOffice.org spreadsheet or Microsoft Excel
waorkbook.

OpenOffice.org will open this file in read-only mode.

Location and file name

Chdata\mailinglist.ods

|| Password required

<< Back ” Next >> ]I Einish ][ Cancel

You'll see this window. Click the Browse button and find the directory containing your text

files.

Database Wizard

]

Steps

1.5elect database

. 5et up a connection to text
files

3. 5ave and proceed

Set up a connection to text files

Select the folder where the C5V (Comma Separated Values) text files are stored.
OpenOffice.org Base will open these files in read-only mode.

Path to text files

Specify the type of files you want to access
(@ Plain text files (*.txt)
) 'Comma separated value' files (*.csv)
() Custom:

Row Format
Field separator i Tab R
Text separator " -
Decimal separator . |Z|

Thousands separator

| <<Bak || met>> |[ Ensh || Concel

Fill out the rest of the information:

Specify the type of files you want to access: Specify whether the file name ends in .txt or .csv.
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Row format: In the Field Separator list, specify what character separates each column: a tab, a
comma, etc. Tab and comma are common. In the other lists, if you don't know the characters
used to indicate each type of information, just leave the defaults as is.

Then click Next and continue to step 5.

Access

You'll see this window. Click the Browse button and find the .mdb Access file containing your
data. Then click Next and continue to step 5.

Database Wizard Lé]

Steps Set up a connection to a Microsoft Access database

1.Select database Please select the Microsoft Access file you want to access.

2. Set up Microsoft Access
EITEEET Microsoft Access database file

3.5ave and proceed Ci\data\mailinglist.mdb Browse

== Back H Next > » ] [ Finich ] [ Cancel
\

Address book

You don't have to specify anything if you choose to get your data from your email address book;
the system automatically finds it. Continue to step 5.

Databases like mySQL requiring drivers

You'll be asked different questions depending on what type of database you chose. For instance,
if you chose mySQL, you'll first be asked whether you want to use ODBC or JDBC to connect
to the database. Click Next.
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Database Wizard M

Steps Set up a connection to a MySQL database
1. Select database You can connect to a MySQL database using either ODBC or JDEC,

Please contact your system administrator if you are unsure about the following

. Set up MySQL connection settings.

3. 5et up JDBC connection

How do you want te connect to your MySQL database?

onnect using ODEC (Open Database Connectivity)

onnect using JDBC (Java Database Connectivity)

[ cma (s ] oo

Then just specify where the ODBC or JDBC driver files are. The information will vary
depending on your database and how you connect to it.

-
Database Wizard @

Stey Set up connection to a MySQL database using JDBC

1.Select database Please enter the required information to connect to a My5QL database using
JDBC. Mote that a JDBC driver class must be installed on your system and
registered with OpenOffice.org.

= - Please contact your system administrator if you are unsure about the followin
B. 5et up JDBC connection seftings. R 2 3

2.5et up MySQL connection

Mame of the database

Server URL

Port number 3306 Default: 3306
i MySQL JDBC driver class: N

com.mysgl,jdbec.Driver
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Database Wizard &]

Steps Set up a connection to an ODBC database
1. Select database Enter the name of the ODBC database you want to connect to.
i Click 'Browse...' to select an ODBC database that is already registered in
2. 5et up MySQL connection OpenOffice.org.
. Set up ODBC connection E:;;eg:ontactyour system administrater if you are unsure about the following

Mame of the ODBC data source on your system

Browse

(e ) [ ewa

Click Next and continue to step 5.

5. In this window, just be sure to keep the option for registering selected. Unmark the selection to open
the database for editing unless you want to see the database editing window. (You don't need to unless
you want to make a query or other database-related item, which we haven't talked about yet.)

Database Wizard Ié]

Steps Decide how to proceed after saving the database

1. Select database Do you want the wizard to register the database in OpenOffice.org?

2.5et up Spreadsheet @ Yes, register the database for me
connection _ .
(2 Ng, do not register the database

3. 5ave and proceed

After the database file has been saved, what do you want to de?

Click ‘Finish' to save the database.

Click Finish.

6. You'll be prompted to save the database file. Name it something very descriptive; this is the name
you'll be looking for when you're adding database files to your mail merge documents. The name can be
the same as the data source that you're basing it on, or entirely different. The file will end in .odb and
be stored in whatever directory you choose. It doesn't have to be in the same directory as the data.
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f::‘l Save As @
Savein: | | data j o ik B

i Name) Date modified Type Size

bk
e Ma items match your search.
Recent Places

Desktop
sol\:'eig

- —

Computer
o
<=

Metwork

File name: |rnai|inglisl_database.odb j Save |
Save as type: |ODF Database j Cancel

v Automatic file name extension

7. You can see your databases by pressing F4 when you're in a Writer or Calc document. Click the +
icon next to the database you created to see the items named Queries and Tables. Click the + next to
Tables to see the tables you created; select a table to see the data in it.

File Edit View Insert Format Tzble Tools Window Help ak
» .
E 4 @ "B@’ % - % @ D o : AutoPilot: Address Data Source
li=re =
e — e L (1] 1+
z A z. 5
@ ®ih VLY i
B authors firstname | lastname ‘ address ‘ city | state | zipcode | years_of_service | supervisor |
@ Bibliography b |Betty Jenson 10 Main Mewtor NJ 10220 9 MNaorton
@ helibrary _ |lane Wagg 121 Pearl  Springf PA 89900 12 Simpson
B lugdatabase .||l Sullivan 8991 W 123, Springf PA 10088 1 Basko
O 9 mailinglist_database | |Steve Halvorson &2 Canyon Woodlz M) 40089 5 Blythe
malinglsi __|santori Kjolseth 2000 LilacP Upper\NY 32401 5 Holmes
B Queries My Kerr 9002 EastPiFargo VA 10089 |17 Holmes
& B Tables L [Kuwy James 9010 Hansa Kalispel NJ 40090 g Norton
B customer_mailinglist | |Kris Collina 4332 Circle Springf PA 33902 2 Norton
B m:i Reced ] Tor i ol
A= TR 3. g 5. C G- N
- Roi ol 3eide o §egog ool

When you're done viewing your databases, press F4 again to hide the pane.

You're done creating the database file. You only need to do this once for every spreadsheet, database, or
directory of text files.

Creating the Mail Merge Document

In this step, you create the Writer document that contains the fields from the database like firstname,
lastname, and so on. Ifit's a letter, then you also put in the text of the letter, any graphics or letterhead,
and so on.

Follow the steps for the type of mail merge document you want to create: a letter, labels, or an
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envelope.

Create a Mail Merge Document: Letter
1. Open a template, if you have one you want to use, or create a new Writer document.

2. Save the document with the appropriate name, like mailmerge openenrollment.ods or
mailmerge_parents.odt.

Warning: Don't save it in Word format. You must save it in OpenOffice.org Writer format or the
mail merge won't work.

3. Write out the text that will be going to everyone, and plan where you want the fields. For instance,
you might know that you are going to have an address block at the top of the letter, so you'll leave a few
blank lines for that. Then you'd write something like this, know that you'd add the fields firstname and
years_of service later:

Dear ,

Remember that next month is open enrollment for benefits.
Employees with over five years of experience are also
eligible for sabbatical; you have been with us for years
so please get your application in early if you plan to

apply.
Regards,
Human Resources

If you're doing anything complex and this is your first mail merge letter, write out the letter completely
as you want it to read including sample data. Use all the text, including samples for firstname,
lastname, etc. This will help you determine which fields you need to use, where you need spaces before
and after fields, etc.

In the following example, for instance, if you want to communicate this, you'll need to use fields from
the database for title, lastname, childs name, study_area, and test_score.

Dear Ms. Smithson,

Your child Jenny is such a joy to have in the classroom.
Her score on her Social Studies test score last Friday was
A-.

Regards,
Mr. Thomson

4. Once you have the letter written out and you know what fields you need, you can delete the specific
data like “Ms. Smithson” and insert the fields from the database instead.

Press F4. Click the + next to the database you want, then click the + next to Tables and the + next to the
table you want.
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File Edit View Insert Format Tzble Tools Window Help &

» .
;|2E 4 @ “a@' EE\% A % @ E ® : AutoPilot: Address Data Source
¢ EH =
N S —— e S AT YAy (1) 1
E Z A F3 2
@ - U&n ¥z ¥R ?‘ Y =
@ authors firstname | lastname ‘ address ‘ city | state | zipcode | years_of_service | supervisor |
@ Bibliography b |Betty Jenson 10 Main Mewtor NJ 10220 9 MNorten
= helibrary _Ja.ne Wagg 121 Pearl Spr!ngf PA 33900 12 Simpson
B9 ugdsaoae e basen 82Conyon Wooacts  do0s > b
I | |Steve alvarson anyon Woodlz e
=8 mailinglist_datal |sentor Kiolseth 2990 Lilac P Upper \NY 32401 5 Holmes
& Queries My Kerr 9002EastPiFargo VA 10089 |17 Holmes
= EH Tables T |Kuwy James 9010 Hansa Kalispel NJ 40090 8 Norton
B customer mailinglist s Collina 4332 Circle Springf PA 33902 2 Norton
B <mployee. mailingiis h el e o
R . 2 ‘ 3. g 5. . o
= Rooi g 3eio4 o gegoog ok

5. Now just drag the field you want into the letter, to the place you want it.

a. Click and hold down on the name of the first field you want. Don't click on the data, like Smithson;
click on the name of the field, like lastname.

lastname | address | city | state |
10 Main  MNewtor NJ
121 Pearl | Springf PA
Sullivan 8991 W 123, Springf PA
Halvorson |82 Canyon |Woodlz NJ
Kjolseth 2990 Lilac P Upper \ NY
Kerr 9002 East Pi Fargo | VA
James 9010 Hanso Kalispel M)
Collina 4332 Circle Springf PA

of 1= E]E]n :

c. Drag the field name into the letter to the place where you want it. The mouse will have a + atached
to it as shown.

c. Release the mouse. The field will appear. You won't see the data yet; you'll see the field name.

Dear <firstname>|,
Bemember that next month

If you didn't get it exactly where you want it, just select it, and cut and paste it to the place where you
want it. The easiest way to select a field is to click on the right side of it, hold down the Shift key, and
press the left keyboard key once. Then it's selected and you can cut or copy.

Drag in all the other fields you want, the same way. If you want a field in the letter twice, you can either
drag it twice, or drag it in once, then copy and paste it to the other location.

The fields should display with a gray background, as shown. It won't print; it just helps you see which
text is from the database and which text you typed.

Format the document any way you want it. The fields respond to formatting the same way that normal
text does.
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You're done creating the mail merge document. You only need to do this once. The next step is to either
print the letter to a printer, or “print” to a Writer file so you can see all the data merged, and so you can
customize, before printing on paper. Continue to the printing step.

Create a Mail Merge Document: Labels

1. In Writer, choose File > New > Labels.

2. In the window that appears, select the appropriate Brand and Type. You must select the right choice
in the Brand list, usually Avery Letter or Avery A4, or the type of label you want won't appear in the

Type list.
-
e il R i
Labels | Format |Opti0ns
Inscription
Label text [C] Address Database
Table
| Database field
~ | =]
4| [l | 3
Format
) Continuous Brand p -
@ Sheet Type |B160 Ink Jet Address -
I 8160 Ink Jet Address: 263" x1.00" (3 x 10)
[ MNew Document ] ’ Cancel ] ’ Help ] ’ Reset ]

3. Select the Database and Table you want to work with.

N
Labete i T g =
Inscription
Label text [T Address Database
= |mai|ing|ist_database |Z||
Taple
L |emp|0yee_mai|ing|ist IZH
Database field

<[] -

o« T | »
Fermat
() Continuous Brand |A\.rer}r Letter Size IZH
© Sheet Type (8160 Ink Jet Address [=]

8160 Ink Jet Address: 2.63" x1.00" (3 x 10)

[NewDocument | [ Cancdl || Hep || Reset |
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4. Select the first field you want to use, such as firstname, in the Database Field list. Click the arrow
button next to it to insert it in the Label Text field. It will appear as shown, with the databasename, then

the table name, then the field name.

Labels il . =)
Labels | Format |Options
Inscription
Label text [C] Address Database
se.employee_mailinglist.0.firstname> » |mai|ing|ist_database |Z||
Table
L |emp|o)ree_mailingli5t |Z||
Databasze field
™ = |fir5tname |Z||
4 | [Tl | ¢
Format
@) Continuous Brand |A\rer_',r Letter Size |Z||
@ Sheet Type [8160 Tnk Jet Address -]
8160 Ink Jet Address: 2.63" x1.00" (3 x10)
MNew Document l ’ Cancel ] ’ Help ] ’ Reset

5. You'll need to type any spaces, carriage returns, and any other extras you want in the labels yourself.
So typically you would want to type a space after the field, in the Label Text area, then select the next
field, lastname, and click the arrow button to insert that too.

Then press Return, insert the Address field, and so on until you're done.

(REE - e | il
Labels | Format |Options
Inscription
Label text [C] Address Database
<mailinglist_database.employee_ma » |mai|ing|i5t_database |Z||
<mailinglist_database.employee_ma[ |
<mailinglist_database.employee_ma Table
L |emp|0yee_mai|ing|ist |Z||
Database field
| ) [ 8
T L2
Format
(0 Continuous Brand |A\rer)r Letter Size |z||
@ Sheet Type [£160 Ink Jet Address ]
8160 Ink Jet Address: 263" x1.00" (3 x10)
[ MNew Document ] [ Cancel ] [ Help ] [ Reset I

6. Click the Options tab. You're almost done, but it's a good idea to add a feature that will let you
customize the labels after you've created the mail merge document itself. Select the Synchronize
Contents checkbox. You'll see how to use it in a moment.

page 15



fanets - o i
Options

Distribute
@ Entire page
() Single label 1 1
>

Printer
HP Universal Printing PS

MNew Document l ’ Cancel ] ’ Help ] ’ Reset

7. Click New Document.

8. You'll see the mail merge label document, with fields displayed instead of data. (You'll be able to see
the data in the next major step, printing.)

: HH »
o Flmeese  [n [ ;
|
‘ I Synchronize Labels ”
: <firstname> <lastname> <firstname> <lastname> <firstname> -
: <address> <address> <address>
- <city=, <state> <zipcode> <city>, <state> <zipcode> <City>, <state
—
- <firstname> <lastname> <firstname> <lastname> <firstname> -
<address> <address> <address>
<city=, <state> <zipcode> <city>, <state> <zipcode> <City>, <state

<firstname> <lastname>
<address>

et reieaoe et 3

<firstname> e

<addres> 2

<firstname> <lastname>
<address>

N PSR S

4

Pagel/1

I

Default

English (U5A)

3

100% || INSRT || 5TD || * MasterLabel

Notice that there's a small floating Synchronize button. You might not need to use it. But consider the
following: you might not like the text formatting, or you might realize you forgot to type a comma after
the city field. It would take a lot of time to make those corrections in 30 or more labels.

With the Synchronize button, you make the corrections just once, in the upper left label, then click
Synchronize and the changes are made in all the labels.

9. To make a formatting change, do it in the upper left corner as shown:

page 16



then click Synchronize Labels and the changes are made in all the labels.

=L
: |
: =1

|Z| Eurostile

1
A . 1 . 4 LA

3

[x] 12 E@ ).)

cofloo o |2

m

“

Pagel/1

<firstname> <lastname>
<address>
<city=, <state> <zipcode>

<firstname> <lastname>
<address>

i reieaon [er 3o

1

Default English (USA)

<firsiname> <lastname>
<address>
<city>, <state> <zipcode>

<firstname> <lastname>
<address>
<city>, <state> <zipcode>

<firstname> <lastname>
<address>

P PP O S PR S S

100% || INSRT || STD || *

<firstname= -
<address>
<city>, <state

<firstname> -
<address>
<city>, <state

<firstname> e
<address>

e —— _1_4_‘_@

3

MasterLabel

L

4

Pagel/1

<firstname> <lastnamea>
<address>
<nifl <stata> <mncada>

I

Default English (USA)

<firstname> <lastname>
<address>
<nihl <stata> <mncada>

100% || INSRT || STD ||*

¥
Default [=] |Eurostile [+] 12 [] [A]
w7 -
' _
<firstname> <lastname= <firstname> <lastname= <firstname=-
<gddress> <gddress> <gddress>
<Citys, <state> <zpcods> <Gty <state> <zmpcods> <Gty <state
<firstname> <lastnamea> <firstname> <lastname> <firstnarme=-
<gddress> <gddress> <gddress>
<citys, <state> <zpcode> <Citys, <state> <zpcode> <Citys, <state

<firstnames 2
<address>
< <stata

b

MasterLabel

10. Optional: Here are some other changes you can make. You can add a graphic such as a logo. Click
in the first label and choose Insert > Picture > From File. Resize it so it fits in the label, then right-click
on it and choose Wrap > Page Wrap so that the text will flow around it. Make the text font size smaller
if necessary so that it will all fit in along with the logo. Then click Synchronize Labels to put the logo

on every label.
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% — Lo &

...
L A . 1

(meack 7] &7 coor  [f]Tmwes 7]

-2 A 7o I Fooooo Foooonuouogonconuouaf -

n

“ Synchronize Labels ”

<firstnamea> <lastname> 2 <firstname> <lastname> ;. <firstname> <lastnamea>

B == L
<city>, <state> <zpcods> || \ <oy <state> <zpcods> || <City>, <state> <zpcode> |

<firstname> <lastname> o <firstname> <lastname> o <firstname> <lastname>

B = =
<oity>, <state> <zpcods> || | <oy <state> <zpcods> | <city>, <state> <zpcode>

<firstname> <lastname> o <firstname> <lastname> o <firstname> <lastname>

il g gy
| <citv, <state> <zpcods> <citv®, <state> <apcode> <Gitv®, <state> <zpcode> 4§
n

[]p] 1

Here's something else, totally optional, that you might want to try in order to make sure your labels
don't get cut off as you print on slightly different printers. Select the text in the first label and drag the
small bottom triangle in the illustration to the right to give it a little room on the left margin.

rstnames <lastnames
eSS
ity <state> <zFpcods>

Then click to the left of the first line of the label, press Enter, and click in the blank line created above
the field names. Click in the Font Size field and type something small like 4 or 6, then press Enter
again. You'll get a small space above the label.

Default [~] Eurostile 4

Font Siz

L s s s

@nameb <lastname> e

<address> rin =Ty
<citve <state> <gocods> SENE ERE
Then click Synchronize Contents to make the changes in every label.
11. Save the mail merge label document a recognizable name like labels openenrollment.odt.

Warning: Don't save it in Word format. You must save it in OpenOffice.org Writer format or the
mail merge won't work.

You're done creating the mail merge label document. You only need to do this once. The next step is to
either print the letter to a printer, or “print” to a Writer file so you can see all the data merged, and so
you can customize, before printing on labels. Continue to the printing step.
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Create a Mail Merge Document: Envelopes

Envelopes are very similar to labels, you'll just need to specify what type of envelope you're using,
instead of the type of label. Refer back to the Labels directions for more detail on using envelopes.

Note: You can also create envelopes the same way you created letters: just set up the page in envelope
size under Format > Page, Page tab. It needs to be Envelope 10 page size, landscape, with very small
borders. You'll also need to indent the text in the To area to get it in the right spot.

1. In Writer, choose Insert > Envelope.

Envelope ! " @1
Addressee Databaze
B | [=]
Table
i | [=]
™ Databasze field
f £ | B
[¥] sender
| E
4 m | ¢ )
t [ﬂewDoc. ” Insert ” Cancel ] ’ Help ] ’ Reset ] j

2. If you want to type return address information, do so in the From area.
Envelope ‘ - @1
Envelope | Format | Printer

Addressee Databasze

-

[=]
[=]
[=]

i Database field

able

— =

4 T | ¥

Sender

Magenta Golightly
302 Ludlow ‘_

»

Suite 204
Fargo, ND 58104

m

4 T | ¥

E [MewDoc. | [ mnset || Concel || Help || Reset |

\
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3. Select the Database and Table you want to use.

o
Envelope sibon ﬁ
Envelope | Format | Printer
Addreszee Database
|~ mailinglist_database |z||
Table
r employee_mailinglist
s Database field
‘  » | =]
Sender
WiagEIiG GGy
302 Ludlow i
Suite 204 B
Fargo, MD 58104 =
4 I | »
[l New Doc. ] [ Insert ] [ Cancel ] [ Help ] [ Reset |

4. Select the first field you want to use, such as firstname, in the Database Field list. Click the arrow

button next to it to insert it in the Label Text field. It will appear as shown, with the databasename, then
the table name, then the field name.

.
Envelope o s " @
Envelope | Format | Printer
Addreszee Database
database.employee_mailinglist.0.firstname> = |mai|ing|i5t_database IZH
Table
3 |emp|0)ree_mai|ing|ist IZH
[ Database field
] [[1] | » #i |firstname IZH
[] Sender
WiGYEIita GUngiiy =
302 Ludlow i
Suite 204
Fargo, ND 58104 =
] 10 | »
[ [ﬂew Doc. l ’ Insert ] ’ Cancel ] ’ Help ] [ Reset ] f

5. You'll need to type any spaces, carriage returns, and any other extras you want in the labels yourself.
So typically you would want to type a space after the field, in the Label Text area, then select the next

field, lastname, and click the arrow button to insert that too.

Then press Return, insert the Address field, and so on until you're done.
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Envelope

Envelope | Format | Printer

Addressee Database
|mai|ir|g|ist_database IZH
Table
|employee_mai|ing|ist |Z||
i Database field
] 1 + |zipcode |Z||
[¥] Sender
Magenta Golightly -
302 Ludlow B
Suite 204 L
Fargo, NO' 58104 "_
< [T ] » )
I [Mew Doc. ] ’ Insert ] ’ Cancel ] ’ Help ] ’ Reset ] l

6. The next step is the most important part of creating envelopes. Click the Format tab and in the Size
list, select a specific envelope format from the list. I recommend Envelope 10. This selection MUST be
the same that your printer is set up to expect when you print.

Envelope Wi el e ﬂ
Format | Printer
Addresses
Paesition
from left 475" = Format
from top 206" =
Sender
Pasition
from |eft 0.39" = Format
from top 039" =
Size
. Env. 8% -
Width (ErTt———
Height (Env. 11 R )
[T et
16 kai @
32 kai hd
Ilﬂew Dnm ’ Insert ] ’ Cancel l [ Help ] [ Reset ]

Next, you need to be sure your printer is also set up for Envelope 10, or the same choice you made in
the Format tab. Click the Printer tab and click Setup as shown.
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Envelope . . - Iéj

Envelope orientation

sk SRR SRNE SRNE SENE

@ Print from top

) Print from bottomn

Shift right 0.00" =

Shift down 0.00" =

Current printer

hp officejet 6100 series i Setup...

E [ﬂewDoc.” Insert ” Cancel ” Help H Reset

o

Now select your printer and click Properties.

.
Printer Setup &J
Printer

Name hp officejet 6100 series Properties...

Status Ready

Type hp officejet 6100 series

Location USBOO1

Comment

oK l [ Cancel ] [ Help

In the window that appears, which will vary depending on your printer, you need to find the field where
the size of the paper is specified. Select what you specified in the Format tab, typically Envelope 10.
Click OK, and OK again to get back to the envelope wizard.

7. Select the correct option from the envelope orientation, if you know it. If you don't, leave it as the
default and if necessary repeat these steps to try a different orientation.
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Envelope &J

| Envelope | Format ‘ Printer |

Envelope orientation

(= o= = R ] ]
T T T T T T

@ Print from top
) Print from bottom
Shift right 0.00"

Shift down 0.00"

Current printer

hp officejet 8100 series i Setup...

| HewDoc‘H Insert ” Cancel ” Help H Reset f

8. Click New Doc., not Insert. It's best to keep envelope documents separate from letter-size documents
because of the need to have the printer set up specifically to expect envelope-sized documents.

9. Save the document something recognizable like envelope openenrollment.odkt.

Warning: Don't save it in Word format. You must save it in OpenOffice.org Writer format or the
mail merge won't work.

You're done creating the mail merge envelope document. You only need to do this once. The next step
is to either print the letter to a printer, or “print” to a Writer file so you can see all the data merged, and
so you can customize, before printing on envelopes. Continue to the printing step.

Printing Your Mail Merge Document to Create the Merged
Versions

Note: If you're printing on labels for the first time on this printer, you'll need to experiment a few times
before you arrive at the right way to insert the envelope. Be sure to just print one record at a time until
you're figured this out.

1. With your letter, label, or envelope document open, just choose File > Print.

2. You'll see this message. Click Yes. (Always click Yes, or you'll just end up with a single printed
version with <firstname> and <lastname> instead of the data.

CpenOffice.org 2.4 LéJ

@ Your document contains address database fields. Do you want to print a form letter?

(5 [ s ) [ b ]

3. You'll see the mail merge print window. Here you can choose how many records to print, and how to
print them: to the printer right now or to a file so you can view and edit them before you commit to

paper.
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Mail Merge r ‘ — PR — - ﬂ
: 5 g z Az 5
A HLAEE RS K.k YLy FEEEY |

B Queries - firstname | lastname | address ‘ city | state ‘ zipcode | years_of_service | supervisor |
= Tables b |Betty Jenson 10 Main  Newtor NJ Norton =«
customar_rr@ L |dane Wagg 121 Pearl  Springf PA 83300 12 Simpsen |E|
Eill Sullivan 8991 W123, Springf PA 10088 1 Baske
e — pring
- | |Steve Halvorson 82 Canyon Woodlz M) 40089 5 EBlythe o8
1 LUl g Record |1 |of 1n-* 1[4 ][] [m]) [ < . ] b ||
Records OQutput I
@ All @ Printer © File
Selected records B Single print jobs
- |
) Erom: To:
/g o= Save merged document
@ Save as single document I
Save as individual document
Generate file name from Database |
Field |f|r£tmame ‘ !
Path |C:".cp&ncfﬂc&_training ‘ .
|
File format |ODF Text Document ‘ I
i
[ oK H Cancel | [ Help ]

4. Choose what range of records to print. The easiest is to just leavel All selected.

Printing Specific Records

You can specify exactly the ones you want with Ctrl - select. Just click on the gray box to the left of the

first record you want to print, then hold down Ctrl and select the next record, and so on. In that case you
want Selected Records to be marked, as shown.

Mail Merge ~ [
g — P )
: B . Z Az ted
1= LXEE PR =i vy PHRE S
5 Queries - firstname lastname address city state | zipcode years_of_service supervisor
2 B Tables 0 o 0220 orto -
customer_rr ne Wagg 121 Pearl  Springf PA 89900 12 Simpson [£]
—=| Sulvan (8951 W123)5pringf P [10088 1 lBasko |
< in ' [Record L [of  11°(@) W miel < e o S |
Records Output I
@ All @) Printer ) File
[7] Single print jobs
@) Erom: To:

|
S
Save merged document
F

ave as single document b

Save as individual document

Generate file name from Database

Eield ‘flrstnam& |

i
Path ‘C:'ar:p&n:ﬂlt&_tralmng | .

i
File format ‘ODF Text Document ]

i

J

Cancel

Printing a Consecutive Range of Records

You can also specify a range of records such as 1 to 5, by making the appropriate selections in the From
fields.
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Mail Merge 7 ‘ - . g
ERLEE MRS “z“?iv?‘llﬁ
B Queries - firstname lastname address city state zipcode years_of_service SUpervisor
B EH Tables |+
D o m e eiwin s oo e
. emi ee E 1l ullirvan pring asko
o Steve Halvorsen |82 Canyon |'Woodlz M) 40083 5 Blythe i
‘ i ' Record|L [of 117 (@) Do oD S = t
Records Output i
© Al @ Printer @ File
(0) Selected records [] Single print jobs
@ ;Erom:‘é 1 To: 5
i
Database |
Ei ‘f\rztnam& | !
P Chopenoffice_training
for ‘ODF Text Document | |
L
[ oK ” Cancel I [ Help ]

Sorting Records

Optional: You might want to specifically print a letter, labels, or envelopes only for people who meet

certain criteria, like only people with five or more years of experience. To do that in this case, click on
the field name for years of experience, as shown. Then find the Sort icon at the top. It's easiest to sort
Descending in this case, with the people with the most years of experience first.

1= I 3-1=10 2Ol K

nﬂz

Inrxzy ¥BB

E m - firstname | lastname | address | city | wl years_of service

| BibliographjE ) |Betty Jenson 10 Main  MNewtor| M) MNor
eyl helibrary ___|lane Wagg 121 Pearl  Springf PA 89900 _Sim
9 lugdatabase |5 Sullivan 8991 W 123, Springf PA 10088 R Basl
5 B mailinalist | ~ Steve Halvorson 82 Canyon Woodlz NJ 40089 Byt
o [y b Record [L [of n- {4 ][] (e

When you click the Sort Descending icon, you get the results sorted in that order. And since you can see
that the last person with five or more years of experience is Record 11, you can choose to print from 1

to 11.
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B lugdatabase
2 £ mailinalist + ™

Peil N N B a .+ af i 8 : i
¥
H . “ . ' - é n ‘hz gn ?‘ i 7 ?:1 =
2] Bm - firstname | lastname | address | city | state | zipcode | years_of_sen.ric4
58 Bibliograph: Ll Jerry Davidson 44338 W92 Richma VA 10091 5
Y QNN Po Schermsing 110 Miain &/ WoodlaN)

Kris Collina
" |Ernesto Sentrole

4332 Circle Springf PA 33902 =]
2990 Pine  Springf PA 10904 2

() Selected records

< [um ' RecofIT Y. [of  15°()  [Wplal  <Lm_] »
e —
Records Output
@ Al @ Printer () File I

[7] Single print jobs

@ From: [ 1

Generate file name from

Field |fir5tnamr: |

ath Chopenoffice_training

|ODF Text Document |

( oK || Cance | [ Hep |

= ¥ s

5. Now choose where you want

Printing to the Printer

LUat ase B

to print.

If you're ready to print straight to the printer, leave Printer selected as it is by default and click OK.
You'll see the normal print window. Just leave the defaults as is, with 1 copy of each document, and

click OK.

If you're printing labels, be sure to feed the labels into the printer. If you're printing envelopes, click
Properties and be sure that the printer is still set up to expect Envelope 10. Then click OK and feed in

envelopes.

Print

A . <;. "' ,‘ LS M

Printer

MName

Status

Type
Location
Comment
[ Print to fi

| Print range

hp officejet 6100 series
Ready

hp officejet 6100 series

USB001

le

@ All pages
() Pages

Selection

Copies

-

Number of copies

- rh (5 @ come

o o) o]
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Printing to a File for Previewing or Customizing Before Printing on Paper

To print to a file--that is, to just generate a Writer document with the merged results--select File and
Save as Single Document. Then click OK.

Mail Merge

T » » -

) =

1= IF =) =10 MO K

'Bh: ;"z ;"n ?‘ 2 e ?: .- E r.‘ Z

B Queries - firstname lastname address city state | zipcode | years_of service supervisor
= B Tables -
customer_rr Jane Wagg 121 Pearl  Springf PA £3900 12 Simpson [E|
SR e Hivonon 82 Canyon Woodkh) —do0s9 B
q LU G Record L . [ of 11* (1) Tl DIDE T BT : | ' 3
Records Output
Al () Printer
() Selected records Single print jobs
@ From: 1 Jo: 5

Save merged document

l @ Save as single document ?

(7) Save as individual document

Generate file name from Database

|fi|'5tnam&

ath Chopenoffice_training

|ODF Text Document

Lok ]

Cancel ] [ Help

You'll be asked to give a file name. This is the name of the merged document. Name it and click Save.

E Save As

49 ¥ 7

(S5

Savein: I |, data

-
Mame

L &
b

Recert Places
Desktop

U

solveig

Computer
| ™
_‘- -

Network

File name:

Save as type:

~| « Bk Er

Date modified Type Size

Mo items match your search,

Imailmerge_cmpm_openenmllmenﬂ

j Save I

|ODF Text Documet (.oct)

¥ Automatic file name extension

LI Cancel |

You'll see the print monitor counting through the records.
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Print monitor Ié]

svb7

is being printed on

mailmerge_output_openenrellmentd
Letter 3

Now choose File > Open and open that file you just named.

Note: When you open the output from merged labels, don't click yes when you see this message. Click
No. If you click Yes accidentally, just close it without saving, and reopening it, clicking No this time.

OpenOffice.org 2.4 lﬂ

You'll see the merged results.

Here's one example of a merged letter:

fﬁ mailmerge_output_openenrcllment - OpenOffice.org Writer A o | e

Eile Edit ¥iew [nsert Format Table Tools Window Help &
B EH = & = % ” | AutoPilot: Address Data Source
:'I'—“.] Text body |z| Courier New |z| 12 |Z| B

R R R R S R T R Ry

)
b

[m] » |

pean
Remember that next month is open enrollment for benefits.
Employees with over five years of experience are al
eligible for sabbatical; you have been with us for years
so please get your application in early if you plan

apply.

Regards,

Human Resources

@y 4

N /A BOVTHOD O-O-&-O-0-¥- )

Pagell 23/29 I Default English (USA) 100% || INSRT || STD || *

=

And merged labels:
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<

e
Fha

[
=

Fun

o
[

o]

Betty Jenson
10Marn
Newton, NS 10220

Steve Halvorson
82 Canyon
Woodland Hills, N/ 40058

Kuvy James
80180 Hanson Strest
Kalspall. N/ 400530

John Hoberts
33 Wild Bill Hill
Newton. NJ 10820

Jane Wagg
127 Pear!
Springfeld. FA 85900

Santorr Kjolseth
2880 Lilac Farkway
Upper Volts, MY 52407

Knis Collina
4552 Circle Fines Hoad
Springheld. FA 35902

Fablo Blyth
001 Walnut
Upper Volta. NV 105803

m

Bili Sulivan
5837 W 12538nd Street
Springfield. FA 10058

Mary Kerr
S00F East Park Road
Fargo, VA 100588

Juha Sierra
4 Tuscan Trail
Springheld. FA 10050

Jerry Davidson
4453538 W G8nd Ave
Richman, VA 10031

m

@k +

At this point you can view the document and proof it, make any changes you want, and save it. Then to
print it, just print it like a normal document, since it's already merged with the data from the database.

Making Changes

If you need to make changes to the document, such as adding spaces around a field, adding fields, or
adding text, just go back to the mail merge document itself and make those changes. Then repeat the
steps to print in this Printing section.
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