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How to Mail Merge a file with Microsoft Word
2003

February 2005

How to create a query in SOS, export the report to a Text file and then use the report to do a mail
merge with Microsoft Word 2003 . The same example applies to any of the export options from
within SOS.

Throughout the SOS program, you have the option to export the report to a text file. This SOS quick Tip,
will take you through the steps to create a custom query, export it to a file and then mail merge the file with
a Microsoft Word document.

The report required is to be able to send a Custom letter, to only the A1 members that are Active members
and live in zip code 02000 to 02200.

Create Query and Export Results

1: Open SOS and click on Reports and Labels.

2: In the Print What Option, click on Entire membership
3: In the Print How option, click on Grid Format.
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4: Click on the Search options Tab.

5: Click on Member Types and select Active (This may vary depending on your situation)
6: Click Zip Code and enter from 02000 to 02200

7: Click on Family Status and select A1l
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8: Click on Grid Format tab

9: Under Field name, select the following Fields
First Name , Last Name , IndividualMailLabel, Status, Addrl, City, State, Zip, Salutation,
MemType, then click Run and the Excel Type gird will populate.
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Field Name E ""E"‘be" F\rstname|LaSlNa| Status ‘ Addrt | City | STATE ‘ Bl
Tribe CIENLE Lewis Ciener A1 54 Santa CA 931
REEnrolled CISLIO Joseph Cislow Al 562 West CA 90C
Motlewish COBEJ Jerome Coben A1 6155 Los CA 900—!
AgeGroup COHEL Louis Cohen A1l 1395 Los CA 90C
Birthday COHEP Paul F. Cohen A1 6200 Los CA 90C
Brnitzdate COHEP PaulH Cohen A1l 1541 Glendal CA 913
Bmitzdateheh COHES Steven Cohen Al 408 M. Los CA 90C
Age COLEM Mekin Cole Al 3030 Dona Studio CA 81E
Gender COLEW Vendee  Cole Al ehelu:] Los CA 40C
HebMame COLEW William Colema A1l 2815 Los CA 90C
MickMame COLID Donna Calin - A1 1717 Los CA 90c
DoD COLILE Lewis Colick A1 5268 Los CA 90C
Anniversary COLTL Leonard Coltun A1 13800 Sherma CA 914
MaidenMame COMAY Villiam Coman Al 51985 Los CA 40C
Caorressalut COMMP Peter conn A1l 2476 Los Ch 90C
Indivmaillabel COMWL Lionel Comwvay Al 2718 Lake Los ChA 80C
Status CODKR Robyn Shreibe A1 4012 Sherma  CA 914
IndiviDMNo COOFPBE Barnet Cooper Al 9459 Beverly CA 80z
LivesAtF armAddr COOPC Carolyn Cooper Al 3531 Los CA 80C
Bmitzyesto CORDC Catlos Cordob A1l 4538 Stern Sherma  CA 914
Britzr CORER Richard Core Al 1983 Los CA Eﬂi;l
AmifzManth =1 | v
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10 Click on Export, make a note of the folder name displayed
The default is the folder that SOS was installed to on your PC such as
C:\SOSprogram\Reports

Reports and Labels
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ClearSel.| Run | ViewFietisBy T Export [print & Email | i ¥
| Field Name || Firstname |'-39‘N| Btalus! Addrt | City !TAT| 7P ! SAI-UT"“T‘| e ™
AgeGroup Samuel Chas A1 95 MNyatt Barrin Rl 02806 hr. Act
Birthday nsenh haza a0 Provid BRI 02906 Dr. Act
Bmitzdate 02906 hdr. AT
Bmitzdateheh 02874 bt Act
Age This will export the contents of the current grid to a text File in 20007 Mrs Art
Gender 02906 hr Act
HebName CHFILES|S05proglS0SEW Goldver|Reports 02042 Mr. act
MickName Click Yes To Continue, 02808 Mrs Act
DoD 02906 hdr. Act
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MaidenMame 02588 hlr Act
Corressalut n0z2s1g hdr. Act
Indivmaillabel 1 02860 hr Act
Status Ahren Cohe A1 400 Forge M. RI 02852 hdr. Act
IndivIDMo © | David Cohe A1 431 Cole  Provid Rl 02906 Mr. Act
LivesAtFamaAddr Elaine Cohe A1 cio Morma Home MY 13077 hirs Act
Bmitzvesho Harry Cohe A1 75 Warwi Rl 02886 hdr. Act
Bmitzr Harold Cohe Al A08 Cole  Provid Rl 02806 hlr Act
BritzMonth Marion Cohe A1 Mayflower WY, MA 02673 hirs Act
BmitzDay Meta Cohe A1 95-A Morth Rl 02804 hirs Act
UserField1 Mark Cohe A1 B Hanwich Provid RI - 02906 hdr. Act ¥
UIsArFiali? LA TR — | H
Total Found: 1056

11 Click Ok and then enter a file name that reminds you of the query /report just run.
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Bmitz¥esho Harry Cohe Al 75 VWarwi Rl 02886 hir. Act
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12: The report has now been created.

13 The next step will be to open word create a letter and merge with the SOS report

Merge file with Word

1: Open Word

2: Click on tools, then Letters and Mailings, then Mail merge
Please note that some of options may vary depending on the version of word you are using
This document is based on Word 2003

: Click on Starting Document

: Enter what you want the letter to say.

: Select recipients

: Then select use an existing list and then click browse

: You will need to use the next window to navigate to the folder that you saved the file (see item #11 in

the setup query report) also change the file type to text files
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8: When the file is found, highlight it and click open.
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9: In the mail merge recipients’ window, be sure all records are checked then click ok.

Mail Merge Recipients < |

To sork the lisk, click the appropriate column heading. To narrow down Ehe recipients displayved by a
specific criteria, such as by ciky, click the arrow next ko the colurmmn heading. Use the check boxes or
butkons ko add or remoswe recipients From the mail merge.
List of recipients;
| &AR... | L... | Aaronson | £ | M_425_Meshanticut_walley _Plwwy _
AORORC Roy Saron a1 715 Elmgrove Avenue T
ALROST Stuark Aaronson a1 95F Mipruc Trail
AEBEDHE Herbert abedon a1l 500 angell Sktreek #3315
AERATL Juskin abrams a1 Box I
ABRALE Leah Abrams Al 505 Wayland Avenue
ABRAST Stewven Abrams Al 10 Industrial Lane
ADAMPS Patricia Adams Al 4 Andowver Strest
ALEBELI Lillian albert Al & Millskone Campus Apk. FZ06
ALEXRE Morma Alexander a1 563 Mauran Street
ALLELT Lisa allen Al 277 Central Avenues
ALLERI Richard allen a1 130 River Farm Drive
ALMEDE Deborah Pomerantz Al 24 Turner Stresk #3
ALPEID Joel Alpert Al 40 Harwvard Street
ALPEIL Judith alpert a1 147 Dak Park Drive
ALPESS rMarjorie alpert a1 2831 Rhone Dr
ALPEWE Wesleyw Alpert Al 53 wWingate Road
ALTMTI Tillie Altrman Al 355 Blackstone Blvd,
AMDRRC Roberta Andreozzi Al 33 Surf Drive
ArMREP A FPaula annenberg a1l 53 —aktherine Drive P
Ll =d =1 .5 Wyl PAzirics Arnlabzims a1l = whtandbn e Shraak —
| >
[ Select all ] [ Clear all ] [ Refresh ]
[ Brd.. | [ Edit.. | [ wvalidate |
-

10: Place the cursor in the letter where you want the address to display
11: Click on more items and select Database fields. The list will show the results (not the field names) of
the first record in your query
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12: Highlight a field then click insert.

13: You may have close the Insert Merge Field and move the cursor to the next location, then redo the
process, to place the fields in the correct location.

14: Once complete, click Preview your letter
15: Then click Complete the merge

16: When you click Edit Individual Letters, you have the option to merge all records to a new document, or
select a record number to merge.

17: Select All, will place all records in print preview, where you can print individual records and the entire
range.

You have just completed the export of a custom Query from SOS and merged the file with a custom letter
in Microsoft Word 2003. The total time the process should take is about 5 to 10 minutes, depending on the
length of your letter.

The same process applies if you are using the Export report, from any of the SOS options.

Some of the options may vary, depending on the version of Word currently installed.

SOS continues to be enhanced through user comments and ideas. Please email your suggestions to
SoSSupport@ansintech.com or SoSrequest@ansintech.com

For more details about SOS visit our web site at
www.ansihtech.com

SOS How to export a SOS Query and Merge with Word 2003 last reviewed February, 2005
Technical support toll free number is 1-866-322-4539
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