Vogel, Joe

From: Katie Vogel [gadiel@yahoo.com]

Sent: Saturday, September 04, 2010 3:28 PM
To: ‘VogelJoe'

Subject: How to save the mail merge as a template

| think | have figured out how to save the mail merge in Word as a template to be used over and over again, with only
changing the Excel file data.....

I'm going to tell you how to do it, but if you can wait until the 15", I'll do as many of the mailouts as I can....

When we are in Word, and we were browsing to G: Ag/...../ the excel file that had our data..... we should have chosen
Connect to New Data Source.....
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Then picked, “Other/advanced”



Data Connection Wizard

Welcome to the Data Connection Wizard
This wizard will help you conneck ko a remoke daka source,

What kind of data source do you wank ko conneck to?

Microsoft SOL Server
ODEC DSN
Oracle

Ctherladvanced

B3 Data Link Pro perties |z|
Frovider ] Connection | Advanced | & |

Select the data pou want to connect to;

_OLE DB Provider(s)
kediaCatalogDB OLE DB Provider
MediaCatalogtergedDB OLE DB Provider
MediaCatalogtw'ebDB OLE DB Provider

Microgoft 154k 1.1 OLE DB Prowider

Microsoft Jet 4.0 OLE DE Prowvider

Microgoft OLE DB Provider For Data Mining Services
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Microzaft OLE DB Provider for Internmet Publishing
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Microzoft OLE DB Provider for OLAP Services 8.0
Micrazaft OLE DB Provider for Oracle

Microgoft OLE DB Provider for Outlook, Search
Microzoft OLE DB Provider for SOL Server
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Now select Excel Files



Y Data Link Properties

Prowider Connection ].ﬂ.dvanced] &l ]

Specify the following to connect to ODEC data:
1. Specify the source of data:
& |se data source name

]| LJ Hefresh]
~ dBASE Files
M5 Access Databaze

2. Enter information to log omn o the server

Idzer name: ]

Paszword: ]

[ Blank password [ Allow saving password

3. Enter the intial catalog to uze:
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Test Connection
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Then click OK (don't click Test Connection).

In the next box, browse to G: Ag/...../ commercial clippings master database (or whatever the Excel file is that has all the

names and addresses) and click OK.

Then select the sheet (usually the only one), and click Next.

Data Connection Wizard

Select Database and Table

Select the database that contains the data wou want:

Select the Database and Table/Cube which contains the data yvou want,
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Conneck to a specific kable:

rame Description | Modified | Created | Type
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< | &8
[ Cancel ] [ < Back ][ ext = l [ Einish




Then click Finish

Data Connection Wizard

Save Data Connection File and Finish
Enter a name and descripkion for vour new Daka Connection file, and press Finish ko

save,
File Mame: |
[2007 MG Spraadshest hours Gardeners$Print_frea.odc | [ Browse. .

[ ] 5ave password in file
Descripkion:

i{Tu:u help others understand what vour data connection points to)

Search Kewwords:
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Whew! Then you'll be back where you can select recipients (usually all) and continue with the same process.

When you get to the Final Step, where it asks you to Print or Edit Individual Labels, save your current doc (the one with the
label wizard) as a file name with “template” in it.

Like “Word template to merge Excel Cattlemen Master Database into mailing labels.”

Katie



