IT2000

Formation Accounts: mail merge


For this task you have the role of Accounts Manager at a Company called Formation International. You will be supplied with a list of customers’ names, addresses and account balances and a prepared sheet of Formation notepaper either on a disk or located on your PC.

Your task is to prepare a letter to send to each customer which will indicate the amount they have outstanding and, where appropriate, seek urgent payment of any amount that has been outstanding for more than 30 days.

1. Open the Formation International notepaper file and then save it with a new name – accounts letter (or something similar). This is to prevent any accidental loss of or damage to the original notepaper.

2. Set up the main part of the text for the letter as follows:
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Dear Sirs

STATEMENT OF ACCOUNT

Your account details are shown below. We

would be grateful if you could ensure that the

total amount due is settled within 30 days.

Yours faithfully

Accounts Manager
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3. An easy way to enter the date is to use Insert / Date and Time and select the format you want from the list.

4. Leave at least 8 lines blank. This will be where the address will go later.

5. Enter the main part of the letter. Leave another 4 lines blank. This will be where the account details will go.

6. Enter the Yours faithfully bit, leave a few lines blank and then enter your name and your title Accounts Manager.

7. Save the draft (no need to change its name).

8. To bring in the customer information a mail merge is required. This will link the letter to a database. In this case it is an Excel file called Formation addresses.

Use Tools / Mail merge and click on Create and then choose Form letters.

9. Click on Active Window. Then click on Get data. Select Open data source and a navigation window will appear.
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10. Change the File type window to MS Excel Worksheets. Locate the file called Formation addresses. (Ask your tutor for help if you have trouble). Click on the file name and then on Open.

11. Choose Entire spreadsheet and then Edit main document and you should find yourself back in the draft letter again.

12. Move the cursor back up to where you would like to put the first part of the address. There should now be some extra buttons on the toolbar.
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Click on Insert Merge Field. A list of all the headings in the database will appear
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13. Click on Name and you will see <<Name>> inserted in your letter. Go to the next line (use the arrow keys, as you will already have the blank lines available).

14. Click on Address1 and the first line of the company address code will be entered. Continue this process until you have the Name and all 5 address lines.

15. If you want to see what the addresses actually look like (rather than codes) click on the [image: image3.jpg]|2



 button on this toolbar. This will show the first actual address and, by using the CD player-type controls, you will be able to run through all the data.

16. Switch off the View Merged Data button and continue.

17. In the space further down the letter, type in Total amount due: then press the Tab key and then a £ sign. Next use Insert merge field and select Total due
18. Leave a blank line and click on the Insert Word Field button. Select the item that says If . . . then . . . else This will open up a window like this:
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19. Complete each of the boxes as indicated. This will result in the line of text appearing only for those companies with a balance more than 30 days outstanding. 

20. Tidy up the letter now by deleting or adding blank lines where necessary and adjusting font styles and sizes so that it looks professional.

21. If you were doing this for real, the next step would be to print the letters and the simplest way is to click on the Merge to Printer button on the new toolbar. However, for this exercise it will be sufficient to print just a couple of letters, ideally one with, and one without, the ‘reminder’ paragraph. Use the [image: image5.jpg]|2



 button to view your letters and use the normal print procedure to print those you want. 

22. Also print a letter containing the codes rather than the actual data to illustrate how the mail merge has worked.

23. Next you may need some labels for the envelopes. Close your files, saving the changes. Open a fresh document and go to Tools / Mail merge and then click on Create, selecting Mailing Labels.

24. Follow the instructions, remembering to look for Excel files when you Open data source (it will be the same Formation addresses file as before). The next step will be to choose which label to use.
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25. In the real world you will have a reference number on the box of labels, or you can measure them and try to match yours in the list provided in the window. For this exercise, choose to look through Avery A4 and A5 sizes and then locate L7159 which usually works pretty well. (You can try others if you like or you may have to experiment if your software doesn’t include the same listing).

26. Click on OK and the next window is where you set out the text for the label:

27. Use Insert Merge Field to pick the entries from the list of data headings. You will need to use Enter to move down after each one.

It is also possible to include normal text – whatever you type in the box will appear on every label.

28. Pressing OK will produce a page full of labels – and clicking on the [image: image7.jpg]|2



 button will show the actual data.

29. Save this document as Formation labels and print a copy (plain paper will do).

Using mail merge labels is a great way to do a mass of envelopes for invitations, cards etc. Just set up a database of names and addresses and follow these instructions in a new Word file.
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