Proposers for This Year — Table Function Disabled in CLMS2PC

Because we are only supporting Proposer Reports on CLMS2Web any proposer reports, letters, labels and queries based
on this table function will no longer work. So for example you may have noticed that when you run the Proposers of
Elks This Year shown below in Fig.1. You will get the following results in the print preview shown in Fig 2.

Fig. 1
File Sharing Recover Help
mmmmm”mmmwmwmuam&kwm-
Signed on as: Richard Flores Active Lodge: 4004 Type: STAFFER LastSync: Tuesday, January 24, 2017 2:26 PM

| mEmERs onty -] INO Fitters) - | Active - [ Name sort - Im.
Report Category Description:
@ General O Membership Dues Notices |
O Dues andFees (O Custom
Report Output options for the Print Report Button only Report Name
® Preview/Print (O MS Word (RTF) Members Dropped for Date Range
O HTML O Adobe PDF Members Dropped for Date Range Keep DONOT DELETE Or EDIT
] Send mail: Notice Of Blection
e Tl I Yo T e Notice Of Blection Keep DONOT DELETE Or EDIT
Clear Parameters Officers Report
Officers Report Keep DONOT DELETE Or EDIT
From Prepsed Onte ot
T Proposed Date: Old Timers Report Copy 1
Check to Exclude Undeliverables: [] 0Old Timers Report Fix Margins
Check to Exclide Send NoMa: [ Old Timers Report Keep DONOT DELETE Or EDIT
Past Blks of the Year
Past ks of the Year Keep DONOT DELETE Or EDIT
Past Exalted Rulers
Past Exalted Rulers Keep DONOT DELETE Or EDIT
Past Officers of the Year

Past Officers of the Year Keep DONOT DELETE Or EDIT
» Proposers of Blks This Year

Fig. 2.

# Report - Proposers of Elks This Year

@ = Qe 0% - i & (@]

g Proposers for Elks Initiated this Elk Year
usa

Member # and Name Date Proposed Initiated Reinstated Affiliated

v Daee® s e

Due to technichal difficulties the report is

only available on the cims2web website,
click this link to go there.
https://www.elks.
org/cims2web/reports/topProposers.cfm

So this means that even if you copied and made changes to this report you will no longer get any results and you also
will not see the preview telling to go to https://www.elks.org/clms2web/reports/topProposers.cfm form. This is
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because the report, letter or whatever else you copied is not designed to present the print preview with the information
show above.

Steps For Recreating a custom letter that uses the Proposers Table Function

Steps Creating the Export File.

1.

3.

1st Using the link below
https://www.elks.org/clms2web/reports/topProposers.cfm

Once the Top Proposers Report is displayed on the screen click the button “Export Proposer Mail Merge Data to
TXT” button near the upper right hand corner of the screen. This will in turn provide you with a “Download
EXPORT file:” link. Click the numbered link with the extension of “TXT”

@ CLMS2Web: Top Proposers - Moxzilla Firefox - a X

wsdev1.elks.org/clms2web/reports/topProposers.cfm#SCRIPT_NAME#

< Previous Page Refresh | Print Close Window

,. Top Proposers
{/ﬁ Alameda, CA Lodge 1015

usa

Data updated daily at 6am based on i i i to CLMS. must be initiated and paid to be included in calculations.

1st Click

L

Export Proposer Mail Merge Data to TXT

2016/2017 Total: 32 [Display ALL Proposees] 2nd Click link

Download EXPORT file

For best results, right click link as select "Save Target As" to save the TXT file to your local hard

Name Number of Members Proposed
Susan D Timney 3

Depending on what browser you are using and your personal settings you should be presented with a download
or opening dialog. Click the Save option then click the ok button.
a. Here is what you would see in Mozilla Firefox

[ P VT Y

Opening 39732.txt x

You have chosen to open:

—| 39732.4xt
I which is: Text Document (5.1 KB)
from: http://wsdev1.elks.org

i What should Firefox do with this file?

(O Openwith  Notepad (defaul >
@ Save File

[] Do this automatically for files like this from now on.

OK Cancel

b. Using Internet Explorer the best approach to downloading this file is to right click on the link that is created
after you click the “Export Proposer Mail Merge Data to TXT” button. Then select the Save target as...
option.
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& CLMS2Web: Top Proposers - Internet Explorer B o N

@l https://www elks.org/clms2web,/reports/topProposers.cfmESCRIPT_NAMEZ S
=< Previous Page | [Refresh ] [Print] [Close Window ”~
. Top Proposers
9’ Alameda, CA Lodge 1015
" s
Data upaxted aaity at Gam based on ftted to CLMS. AL b INMIBteq B PAID T be included I CAICUIATGRS.

2016/2017 Total: 35 Display ALl Proposees]

Download EXPORT file: 39732.txt

Open

For best results, right click link as select "Save Target As” to save

rive.

| Export Proposer Mail Merge Data to TXT |

Steps For Recreating a Custom Mail-
Merge Letter with this Data

of Memb: Proposed

From there you will get the standard Save file dialog and can save it wherever you like.

| &
4 - » ThisPC » Documents > Downloads v O o
Crganize ~ Mew folder - 9
~

[ This PC I Mame Type -~
[ Desktop M5 4.13.15 mem labels.docx Microsoft Wor
[Z] Documents "L 005 Manuallnstallof SOLExpress2008.pdf Adobe Acroba
- Downloads =l 29732 (1)t Text Documen
b Musi Bs] 39732.csv Microsoft Exce

usic

=l 39732.6¢t Text Documen

| Pictures

B Vvideos

2 Local Disk (C:)

Eig_ RicksLaptop (E:)

== RickF M\WF502.elkshg.net\HD) (H:)

== "WF502.elkshq.net\INSTALLS (I:)

= "WF502.elkshq.net\ISOFFICE (K:)

== WWFS02.elkshg.net\ELKSHC (M:) sl

- 113080_RICHARD_FLORES_Mar-31-2016....
1447756074778, pdf

1447796280567 . pdf

- 1447796925205(1). pdf

1447796925205 pdf

Active Member Telephone Directory_201...
ActiveReports7UserGuide.pdf

7| Address Labels 2 x 10_20131002 (1).xlsx

Adobe Acroba

Adobe Acroba
Adobe Acroba
Adobe Acroba
Adobe Acroba
Adobe Acroba

Adobe Acroba

N N N I NN N

Microsoft Exce v
>

File name: | 39732_tut

Save as type: | All Files (*.%) ~

+ Hide Folders Save Cancel

c. From the Chrome browser after you click the link then look in the lower left hand portion of the browser you

will see the downloaded file. You can click on that to open it or right click on the file to open the containing
folder.

| g

& Secure | httpsy//www.elks.org/clms

T_NAME#

[=_Previous Page | [Refresh | [Print] [Close Window |

. Top Proposers
/ Alameda, CA Lodge 1015

L el

Data updated daily st Sam based on information submitted to CLMS. Proposees must be initisted and paid to be included in calculations.

2016/2017 Total: 35 Display All Proposees]

Download EXPORT file

For best results, right click link as select "Save Target As” to save the TXT file to your local h&

| Export Proposer Mail Merge Data to TXT |

Steps For Recreating a Custom Mail-

Merge Letter th this Data

Name LT - T ——
Susan D Timney E]

1. Gunnar Martz (1015/009195) Proposed: 03/28/2016 Initiated: 04/25/2016

B arey (1015/009202) Proposed: 04/25/2016 Initiated: 05/23/2016

3. b Martz (1015/009196) Proposed: 03/28/2016 Initiated: 04/25/2016
Gary FRand 2

b einman (1015/009228) Proposed: 09/26/2016 Initiated: 10/24/2016

2. Brodie (1015/009223) Proposed: 09/26/2016 Initiated: 10/24/2016

5 zo732 (2)txt = Showjall =
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Firefox — example continued Click on the download arrow or go to your downloads folder

| @ CLMs2Web: Top Proposers - Mozlla Firefox

BPO ELKS D | wsdev1.elks.org/clms2web/reports/topProposers.cfm#SCRIPT_NAME#

€ ©|wsdev

_g/\

CLMS2We
usa

Home

Top Proposers
Alameda, CA Lodge 1015

Roster

Data updated daily at 6am based on
Reports  Grand

CLMS: CLMS2 Nam
Active Lodge: Alanj

2016/2017 Total: 32  [Display ALL Proposees]

jon submitted to CLIS. Proposees must be initiated and paid to be included in calculations.

= [m) X

fes  Revise Lodge By-Laws

Return to a.\s.org _Logout |

Make note of this file location or you can copy it to a location that might be easier to find later. As you can see
in the snapshot below the file was downloaded to my downloads folder under the same name that was
referenced in the link on the page in this example it's 39732.txt

1l M = | Downloads
Home Share View

« v /4 & * ThisPC > Downloads

v 3k Quick access
m Desktop
4 Downloads
OneDrive - BPO Elks
|4 Documents
= Pictures

ChildCardProject

FUaaen Ao

Name

=] 397320t
| 39732.csv

"
Date modified

1/24/2017 418 PM
1/20/2017 10:34 A...
1/18/2017 1:33 PM
1/18/2017 1:33 PM
1/11/2017 12115 PM
1/11/2017 12:05 PM
1/11/2017 9:37 AM

1411 01T Q.27 ARA

. Member Statement_20170118(1).pdf

£ Member Statement_20170118.pdf

£, Anniversaries_20170111.pdf

£ Active Member Telephone Directory_201...
. Member Statement_20170111(1).pdf

Bl Mamabar Chatmamant INATAT11 mAF

For these instructions | will copy it to my c: temp folder

Type

~ O

Text Docum

Microsoft E:

PDF Fi
PDF Fi
PDF Fi
PDF Fi
PDF Fi

nNC Ci

e

e

% = | temp

Share Wiew

«— v > This PC » Local Disk (C:) > temp
~ MName
3+ Quick access
39732.4xt
m Desktop =
+ | vuescan.ini

& Downloads

OneDrive - BPO Elks an

] 2016-12-29-0003,jpg

AE 17 0 NNND nAf

Just a few words about the file format the file created and downloaded is in a Tab delimited format, which
means the fields are spaced out by tabs. This is a very commonly used format used for mail merge in Microsoft

Word as well as other word processing software from a variety of Office suites.
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Steps Recreating your Mail Merge Document in Word.

1. Login to CLMS2PC on the Mail Merge Tab locate the letter you want to edit.
#% CLMS2PC Windows - [Mail Merge]
File Sharing Recover Help
mmmommw”mgmmwmmeim@umm-
Signed on as: Richard Flores Active Lodge: 4004 Type: STAFFER Last Sync Wednesday, January 25, 2017 1:56 PM

Lodge: 200: [EEENEES [ MemBERS Only  ~ [ (NO Filters) - | Active ~ | Name sort vI’ﬁ.
Report Output options for the Print Report Button only Description:
@® Preview/Print () MS Word (RTF)
O HTML (O Adobe PDF
[ Send mail: S—
Data Sources Final Notice FL1962
Anniversaries A -
Associate Member Cards - Active Final Notice Letter
Associdte Member Simts - Active Final Notice Letter DONOT DELETE OR EDIT WAIT FOR PUBLISHED LI

2. Select that letter you want to copy and click the Edit Letter button

et ——— e ———— . ——

Froposers Advisory ftr

Edit Letter Rename Copy Letter| | New Letter | Delete Lett | | Edit Templ
T T T T e T T T Y T e

} & 4 abl £ G x =

3. Once in the Editor you need to select each element of the letter you want to reproduce in the Word Mail Merge.
Keep in mind that this could work differently in different Word Processing applications and on different letters.
Consider this to be a general overview of how to do this. Open a word document. In this document, you have
the header, the body and the footer of the letter that you will be copying.

# Edit Letter - Proposers Advisory Itr
File Edit
G k@@ x| & @ & PoposersFor This - &- -
|

L L=
Page Header

Letter Contents

E:Q@E}m&mﬁ] ['DetailLastName]
IDstnilAstiveCity. ['Detailactivesiate] ['DetmilactivszZin]

['faDispRate.Al

Dear [ DefailFirstName].

There will be a meeting of the Advisory Board of the Alameda Elks Lodge on January 5, 2017 at 7:00 pm, in the library. You will nee be present with your candidfte(s) for this meet

meeting is suit or coat and tie for men and a suit or jacket with skirt or slacks or dress for women.

In order to assist the Advisory Board (the Lodge’s Investigation/review committee) in conducting the review and ination of the didate you are requ d to fill out
Questi: ire form and immediately return it either personally to the Lodge Secretary or by mail. Your attention to this matter is very important in order to process the candidate for initiation.

e Alameda A 9450
E-Mail: elks1015@comcast.net <:

Page Faoter

ta Cl

Santa Clara A
Fax (510) 522-1227

#1015 B.P
522-101.

Page 5 of 14



4. You can select each part then hit ctrl + ¢ key to copy and then ctrl + v to paste once in the word document.

So, for the header copy select the graphic in the header of the clms2pc designer, once that is highlighted
type Ctrl + C to copy the graphics or text. Now open a blank word document double click near the top of
the page. This will put you in the header section of the word document. Now type Ctrl + V to paste into
the header. What you copied should now appear in the header of the Word document.

Document1 - Word

a.

Mailings  Review  View DYMO Label  ACROBAT Design Q Tell me what you want to do
| Previous ifferent First Page _.* Header from To =
[ i First Pag Header from Top 05" o
b Next ifferent ven Pages  Footer from Bottom: =
Diff Odd & Even Pag| = F b B 05" =
‘o Goto = Close Header
\der Footer 7 Link to Previous Show Document Text [3) insert Alignment Tab e

Navigation Options Position Close

b. Then you want to select the Letter Contents from the CLMS2PC Letter Designer by selecting the text

then CtrI + C

Poge Header

Latisr Contents
..... L2 IS SUIT OF €OAL ANd Te 10T Men and 3 SUIL O JACKET WITH SKIrt or sIacks or dress 1or women.

In order to assist the Advisory Board (the Lodge's i in the review and examination of the candidate you are requested fo fill out the enclosed Proposer’s
Questionnaire form and immediately return it either personally to the Lodge Secretary or by mail. Your attention to this matter is very important in order to process the candidate for initiation.

Please contact the Lodge office at 510-522-1015 gxt. 11 to confirm attendance.

Fraternally.

Deanie Donato
Lodge Secretary

Candidate: [P dDstailFi 11 iDetailLasiName]

Return to the word document go to the letter body and Ctrl + V to paste into the document.

Document1 - Word

Review View DYMO Label ACROBAT Q@ Tell me what you want to do

A
2l AaBbCcDd AaBbCcDd AaBbC¢ AaBbCcC Aa I:S AaBbCcD AaBbCcDd AaBbCeDd AaBbCcDd Aak
A - T Normal T No Spac... Heading 1 Heading 2 Title Subtitle Subtle Em... Emphasis Intense E... S

paragraph = styles

[ DetailEnstiName] ['DetailLasiName]
!
: ; T : » b 2 s

[inDispDate A

Dear [!DetailEirstName].

There will be a meeting of the Advisory Board of the Alameda Elks Lodge on January 5,2017
at 7:00 pm, in the library. You will need to be present with your candidate(s) for this meeting.
Proper attire for the meeting is suit or coat and tie for men and a suit or jacket with skirt or
slacks or dress for women.

conducting the review and examination of the candidate you are requested to fill out the enclosed
Proposer’s Quest.lonnau"e form and unmedlately return lt either personal.ly to the Lodge

candidate for initiation.

Please contact the Lodge office at 510-522-1015 ext. 11 to confirm attendance.

Fraternally.
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d.

e.

f.

Now the footer Ctrl + C after selecting the text you want to paste.

Deanie Donato
Lodge Secretary

Candidate: ['ProposedDetailFirstName] ['ProposedDetailLastName]

‘2ge Footer

odg

Alameda 210 B.P
Telephone (510) 522-1015

Sania Clara Ave Alameaa, CA 9450
Fax (510) 522-1227 E-Mail: elks1015@comcast.net

You can close the editor in CLMS2PC since it’s no longer needed.

At this point save the Word Document in MS Word so that you can proceed with the mail merge setup.
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Mail Merge Setup

Keep in mind that in this example we are going to simply insert the fields we want into the mail merge. We will not be
demonstrating MS Word editing or other features of the Word application except for those specifically relating to
creating and importing data into your letter. Please refer to Microsoft Office help system or research on your own via the
internet on how to edit and enhance your word documents. If you are using some other product to perform mail merge

you can use this as a guide but the manner in which your product adds fields and performs mail merges can be quite
different.

Follow the steps below to setup and perform your mail merge.

1. From the Word document position your mouse by clicking directly under the fields you wish to import, these are
the fields enclosed in [IFieldName] the brackets. Eventually we will get rid of these but for now it will help as a
guide for fields you will be inserting shortly.

memm ["Detaillassizme]
mlispAddoess BOTH]
[mmm ["DetailActiveState] ['DetailictveZin]

Click mouse anywhere below
these old clms2pc fields

2. Now from the Mailings tab, select the Start Mail Merge button

H -0 &- = ExampleMailMerge.docx - Word

File Home Insert Design Layout MR wiew View DYMO Label ACROBAT e h nt to do
= r Rules 3
[=1 =4 4
| — Match Fields ; Find Recipient 1= 5
invelopes Labels  Start Mail c g Address Greeting Insert Merge >review & sh&  Mergeto
Merge~ Recip <+ [erge Ficlds ck  Line Fiel Update Labels esults Check for Errors Merg Adobe PDF
e

Create Start Mail MErg ‘Write & Insert Fields Preview Results Finish Acrobat
Navigation RS
|
Search document 2 - 1
Headings  Pages Results L:kaﬁm;ms] [ DetaillasiNams]

[DgtanaciveCiiy]. [Detaiackivesiale] ['DelallciveZin]
Create an interactive outline of your |
document.

It's a great way to keep track of where you are
or quickly move your content around. -

To aet started. oo to the Home tab and abolv

3. Select Start Mail Merge button then select Letters from the dropdown

Design Layout

=1 = = Ga

L
Envelopes Labels @ Start Mail Select Edit Highli
Merge = FRecipients - Recipient List  Merge F
Create [ Letters D}

. - = E-mail Messages
Navigation
- E1 Enwelopes..
Search clccurﬂent. ‘R, Labels
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4. Now select the “Select Recipients” button and choose the “Use Existing List” item from the dropdown.

HS O&- -

File Home Insert Draw Design Layout References
=
=1 E & Pl
Envelopes Labels Start Mail = Select Edit Highlight Address Gre
Merge - |Recipients = Recipient List | Merge Fields EBlock |
Create E Type a Mew List... Wri

] Usean Existing List...

B3 Choosefrom Outlock Cu:unlgscts...
Search document M

Navigation

5. You will have navigate to the location of the tab delimited either the downloads folder or as we did in the
“C:\temp folder”, your location may be different. Review the below Steps Creating the Export Filed

Steps 4, 5 and 6.

-~ A » ThisPC » Local Disk (C:) » temp - Search temp el

Organize ~ Mew folder Bz - [nn | [ 2]

B This PC & Mame Date modified Type Size

B Desktop MannysLoan_Claiminformation 2
S cmerecies [ 39732.00 1
4 Downloads & testip.ox =
b Music

[&=] Pictures

B videos

‘i Local Disk (C:)

§P RicksLaptop (E:)

= RickF (\WFS02.elk

= ‘\F502.elkshqg.ne

= “\FS02.clkshg.ne

= “WF502.elkshq.ne

= WMANAGEDS.ell

= WWFSN2 elkcha.ne ™

2020717 10:34 PM File folder
F24/2017 4:18 PM Text Document & KB
62017 943 AM Text Document 1 KB

Mew Source...

File name: | 38732.txt ~ | |All Data Sources (*.odc;*.mdb;*

Tools ~ Open Cancel

6. At this point you will want to click the “Insert Merge Field” button.

H ©£-0O
File Home Design Layout References Mailings i D¥MO Label
I R = e S B B Hlige= 5
) s s = ; L T ¥ Match Fields )
Envelopes Labels  Start Mail Select Edit Highlight Address Greeting Insert Merge Preview
Merge ~ Recipients ~ Recipient List | Merge Fields Block Line Field ~ Update Labels Results [=
Create Start Mail Merge Write & Insert Fields Pre
. . Insert Merge Field
- b4
NaVIQatIDn Add a field from your recipient list

to the document, such as Last
Mame, Home Phone or Company
Mame.

Search document 0 -

Headings Pages Results

When you finish the mail merge,
Word will replace these fields with
the actual information from your

Create an interactive outline of your - .
recipient list.

document.

It'= a areat wav to keen track of where vou are
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8.

Since you have a data source attached and you click near the bottom of the button on the dark down arrow a list
of fields will appear that you can choose from. Insert each field you want. You can also add a comma, space and
line as you add them. Or you can add all the fields first then move them around to where you want. Make sure
though that you keep the fields enclosed in the “<< field >>” as they were inserted. Make sure you insert both
the ACTIVEADDRESS AND ACTIVEADDRESS1 otherwise you may be missing apartment numbers on your final

merge.
HS-0%- - ExampleMailMerge.dacx - Ward
File Home  Inset  Draw  Design  Layout  References [MUSIMPEMM Review  View  DYMOLobel  ACROBAT @ Tell mewhatyou wan
al [ =) -
= B m Q‘ D D B o= EID: Rules @ M4 > M D_) b
- L 5% Match Fields [ Find Recipient
Envelopes Labels  Start Mail  Select Edit Highlight ~Address Greeting Insert Merge " Preview Finish &  Merge to
Merge~ Recipients - Recipient List = Merge Fields Block  Line Field =] pdate Labels | Resyjts [ Check for Errors Merge~  Adobe PDF
Create Start Mail Merge Write & I ACTIVEADDRESS Preview Results Finish Acrobat
s ACTIVEADDRESS!
Navigation b2 &
ACTIVECITY
Search document P~ ACTIVESTATE
Headings Pages  Results ACTIVEZIR —
FIRSTNAME
|
Create an interactive outline of your LASTHAME |
document. LODGENUM —t
[DetailFirstName] ['Detaill astName]
s apie lapedaisragmmes MEMEERNUM [DispAddress BOTH]
or quickly move your content around. MIDDLENAME [ DetailAstiveCitl. [ DetailAstiveStats] ['DetaildctiveZin]
T it st s e PROPOSEDEYNAME «PROPOSEDBYNAME:
Heading styles to the headings in your PROPOSEDDATE «ACTIVEADDRESS»
document. T T «ACTIVECITY», «ACTIVESTATE» «ACTIVEZIP»
PROPOSEENAME [fnDispDate Al

If you clicked directly on the “Insert Merge Field” button instead of the bottom near the back down arrow the
field dialog will look like the popup below and not the drop down. Both steps 7 and 8 accomplish the same thing

Insert:
() Address Fields (®) Database Fields

Fields:

ACTIVEADDRESS
ACTIVECITY
ACTIVESTATE
ACTIVEZIP
FIRSTNAME
LASTNAME
LODGENUM
MEMBERNUM
MIDDLENAME
PROPOSEDEYNAME
PROPOSEDDATE
PROPOSEEINITDATE
PROPOSEENAME

Match Fields... Cancel

The date field [!fnDispDate_A] can simply be replaced with the current date.

[nDispDate Al

Dear [!DetarlFustName].

To do this highlight the [!fnDispDate_A] now from the “Insert Tab” select the “Date & Time” button and select
the date format from the list provided in word. See next page.
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EampleMailMerge.

w Draw  Design  layout  References  Mailings  Review  View  DVMOlabel  ACROBAT @ Tell me what youwsnt to do
L 1) + Signature Linty~
B IR 0 A W [ TEEENE ;

= 1l i T @ = I = [ Date & Time

Cover Blank Page Table Pictures Online Shapes lcans SmartArt Chart Screenshot Document gy uy njq i, - Wikipedia Online  Hyperlink Bookmark Cross-  Comment Header Footer Page  Tewt Quick WardAtt Drop

Page- Page Break - Pictures - - Item Video reference e - Number- Box~ Parts~ -  Cop- e
Pages Tables IHlustrations Tep Add-ins Media Links Comments Header & Footer Text

Navigation A

Search document P~

Headings  Pages  Results

Create an interactive outline of your
document.

1t's a great way to keep track of where you are
or quickly move your content around. T [T

|2/6/2017 English (United States) |~
Togdnarled, golothe Home tab and ipp\y Maonday, February 6, 2017 o ! :
et s s T A —
document. 26117
| 2017-02-06
6-Feb-17
2,6.2017
Feb. 6, 17
6 February 2017
February 17

eb-
12/6/2017 11:18 AM
2/6/2017 11:18:11 AM
11:18 AM

11:18:11 AM ida Elks Lodge on February 2,
LAt with your candidate(s) for this

BAESY fcae 3
+men and a suit or jacket with

[ Update

Set As Default Caneal | 'stigationfreview committee) in
reanested to fill ant the enclased

10. Repeat steps 7 for any other fields you want to insert.

H® 0% - ExampleMailMerge.dock

File Home Insert Draw Design Layout References Mailings View DYMO Label ACROBAT Q Tellme

= & -
ERIEEEEREEEE -
- L 0% Match Fields [0 Find Recipient
Envelopes Labels  StartMail  Select Edit Highlight  Address Greeting Insert Merge Finish& Mergeto
Merge= Recipients = Recipient List Merge Fields Block  Line Field - Update Labels | peguits [ Check for Errors Merge~  Adobe PDF
Create Start Mail Merge Wirite & Ir ACTIVEADDRESS Preview Results Finish Acrobat
= ACTIVEADDRESS1
Navigation TR X
ACTIVECITY
Search document Pl ACTIVESTATE
Headings Pages  Results IRGTIVEIE
FRSTNAME  [p
ASTHA Inse
Create an interactive outline of your EASTRENE
document. LODGENUM
[DetailFirstName] [DetaillasName]
T e e e e e e MERBERHUN [ fDispAddsess BOTH]
or quickly move your cntent around. MIDDLENAME [DetailActiveCity]. ['DetailActiveState] ['DetailictiveZip]
Thagise = anad e e ey EROROSEDEYNAME (PROPOSEDBYNAME»
Heading styles to the headings in your PROPOSEDDATE «ACTIVEADDRESS»
document. e «ACTIVECITY, «ACTIVESTATE» «ACTIVEZIP»
PROPOSEENAME February 6, 2017

Dear ['DetailFirstName] «FIRSTNAME

There will he a meeting of the Advisorv Board of the Alameda Flks Lodee on Febhrn:

11. Once you are done inserting fields it would be a good time to see how it looks. Click the “Preview Results”
button to see how it looks, to go back to edit mode simply click this button again to return to edit mode and
make more changes if needed.

Mailings View

[ -
B L 7 Rules
oo
[=]=]

S Match Fields

4 4|1 (|

reeting Insert Merge
oz Eield - Update Labeld ¥ Check for Errars

rite & Insert Fields Preview Results
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12. You will want to delete the old fields from cIms2pc those are the fields enclosed by brackets “[!FieldName]”

13.

since these have been replaced with the fields from the tab delimited file.

«PROPOSEDBYNAME:
«ACTIVEADDRESS»
«ACTIVECITY», « ACTIVESTATE» « ACTIVEZIP»

February 6, 2017

Demwrmsmm»

There will be a meeting of the Advisory Board of the Alameda Elks Lodge on February 2,
2017 at 7:00 pm, in the library. You will need to be present with vour candidate(s) for this
meeting. Proper attire for the meeting is suit or coat and tie for men and a suit or jacket with
skirt or slacks or dress for women.

conducting the review and examination of the candidate vou are requested to fill out the enclosed
Proposer’s Questionnaire form and wmmmediately return it either personally to the Lodge

candidate for mitiation.

Please contact the Lodge office at 510-522-1015 ext. 11 to confirm attendance.

Fraternally.

Deanig Donato
Lodge Secretary

Candidate:

Now that you have cleaned up your mail merge document go ahead and save.
H -6 %8~ = ExampleMa

File Home Insert Draw Design Layout References Mailings Review View DYMO Label ACROBAT

v B -
= |—D pr 5 B D B DD Rules @ M 4 [ D" S
= - s 5 Match Fields [0 Find Recipient
nvelopes Labels | Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview Finish&  Mergeto
Merge - Recipients - Recipient List Merge Fields Black  Line Field - UpdateLabels  |Results| [ Check for Errars Merge - Adobe PDF

Create Start Mail Merge ‘Write & Insert Fields Preview Results Finish Acrobat

Navigation v

Search document n-

Headings  Pages  Results

Create an interactive outline of your
document.

It's a great way to keep track of where you are
or quickly move your content around.

To get started, go to the Home tab and apply
Heading styles to the headings in your
document.

There will be a meeting of the Advisory Board of the Alameda Elks Lodge on .
2017 at 7:00 pm, 1in the library. You will need to be present with your candida
meeting. Proper attire for the meeting is suit or coat and tie for men and a suit or
skirt or slacks or dress for women.

conducting the review and examination of the candidate you are requested to fill out
Proposer’s Questionnaire form and immediately return it either personally tc
Secretarv or bv mail. Your attention to this matter is verv important in order to
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14. Depending on your computer and how office is installed you may have to re-attach the data source every time
you perform a mail merge. You would have to do this anyways since the download file is always called
something else. So below | will show you the worst case scenario for connecting to a new source with this file or
another. Go ahead and open the mail merge document you created.

a. You will be prompted informing you that you about to import data into your document. Click the “Yes”
button.

oFt Word >

Cpening this document will run the following SOL command:
1 SELECT * FROM C:ihvtempi39732.txt

Drata from your database will be placed in the document. Do you want to continue?

Show Help = =

Yes Mo

b. Since you probably downloaded a new file and it would have a different name you will have to re-attach.
So click the Options button.

licrosoft Word ? >

% 7C3D8C41.docxis a mail merge main document, Word cannat find its
| data source, C\temp'\39732.txt,

I Find Diata Source... | Options...

c. Click the “Remove Data/Header Source” button. Do not click the “Remove All Merge Info”.

*

If the mail merge data/header source 39732.bit no longer exists, choose Remove Data/Header Source to remove its association with 7C3D8C41.doox or choose Remove All Merge Info to make 7C3D8C41.doax a normal
‘Word document,

Remove Data/Header Source Remove All Merge Info

d. Since you already inserted the fields you wanted previously all you need to do is the following.
i. Click the “Mailings” Tab, Click the “Start Mail Merge” button select “Letters” from the list.

H
File Home Insert Draw Design Layout References Mailings View DYMO La
= Rules
= g i G
L] Lo Match Fields
Envelopes Labels Start Mail — Select Edit Highlight Address Greeting Insert Merge
Merge = | Recipients - Recipient List | Merge Fields Bloc Line Field Update Labels
Create Letters ‘Write & Insert Fields
. - £ E-mail Messages D‘?
Navigation
E1 Envelopes..
Search document |_—||21 Labels...
Headings Pag = Lirectory
E] Mormal Word Document

W

el sm et @ Step-by-Step Mail Merge Wizard..,
document,
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e. Click the Select Recipients button and choose the Use an Existing List... option.

[ -

s T
Home Insert Draw Design Layout References

=
=1 58 [ Pla
Envelopes Labels = Start Mail = Select Edit Highlight Address
Merge = [Recipients = Recipient List | Merge Fields Block
Create E Type a Mew List...

] Usean Existing List...
| B2l Choose from Outlook CD%EEH...

Search document Py

Navigation

Locate your data source

Import like you did prior.

h. If you want to save these letters, | recommend that you do a “Save As” to another file name. The only
time you want to save the actual merge document is when your changing the data source to different
file. It’s always a good idea to create a copy of your document when creating a mail merge document

too that way you have something to go back to if needed.

oa
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