Visual Recruiter Mail Merge
Mailing Envelopes Walkthrough for MS Office 2000
Step 1. Start the Mail Merge Wizard
1.1. Open the people list you want to process (only Applicants or Contacts lists are supported).

1.2. Select people you want to mail to. 
1.3. From main menu, select File -> Mail Merge… . Mail merge wizard will appear.
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1.4. Follow the callout instructions below:
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1.5. Press Next > button. 
1.6. On this step, you have three choices:

A. to create a new document – Step 2;

B. to edit an existing document – Step 3;

C. to perform Mail merge of your data with existing document – Step 4.

Follow the callout instructions associated with your choice and move to the specified Step to receive further instructions.
Step 2. Creating new Mail Merge Template
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2.1. Type in the name for your document to the Name field of this dialog and press OK.
We suggest you to reflect envelope purpose in the document name.

The following error messages may appear after OK is pressed:
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- the document name you have specified already exists. Press OK and type in different name;
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- check that there are no Mail Merge documents open. If there are any, close them, the close this message by OK and return to the step 1.6. If there are no such documents open, close the message and Visual Recruiter and restart your computer.
2.2. Wait until Microsoft Word starts and the Mail Merge Helper dialog appears.
During this step, Visual Recruiter may bring up the message shown below:
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Ignore it until you finish the document creation, save and close the Microsoft Word. After these actions are complete, return to the message and press Retry button.
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Press the Setup button selected on the screen shot to specify envelope format.
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2.3. Select the envelope size which suits your task from the available list on the Envelope Options dialog.
Click OK button when you have selected the envelope size you need.
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2.4. Construct the envelope address in the Envelope Address dialog. 

Click the Insert Merge Field to select a database field from the drop-down list and place it in the address.

These fields will be replaced during Mail Merge with the actual data of persons you've selected. 
Press OK when you are finished.
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2.5. Dismiss the Mail Merge Helper dialog by pressing Close button.
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2.6. Your document is now open in the Microsoft Word. It may look like this:
Type in all text which should be the same for all envelopes you're creating. It includes your name, address and contact information – all these you have to type in by yourself.

You may skip the rest of this step if you do not need to modify the envelope address.

[image: image13.png]This action cannot be completed because the
"Labell doc - Microsoft Word” programis not
responding. Choose "Switch To" and correctthe
problem

Switch To. Retry Cance|




Use the Mail Merge toolbar to add more database fields to your document, if necessary. 
Follow the callout instructions below to construct your document.

2.7. Save the document in the Microsoft Word and close the Microsoft Word when you finish. 

Note: make sure that you closed the document in the Microsoft Word; if you don't, merge will fail. 

The document name appears in the preconfigured documents list of Mail Merge Wizard.

Switch to the Visual Recruiter, move back to the paragraph 1.6 of this walkthrough and follow instructions to perform Mail merge with the document.

Step 3. Edit an existing Mail Merge template
3.1. Wait until Microsoft Word starts with the selected document open.
3.2. Edit the text as you used to do it.

· To remove database fields, delete them just like any other text.

· To add database fields, follow instructions from the paragraph 2.6 of this walkthrough.

3.3. Save the document in the Microsoft Word and close the Microsoft Word when you finish. 

Note: make sure that you closed the document in the Microsoft Word; if you don't, merge will fail. 

Switch to the Visual Recruiter, move back to the paragraph 1.6 of this walkthrough and follow instructions to perform Mail merge with the document.

Step 4. Merge with the existing Mail Merge template
4.1. Wait until Microsoft Word starts with the document containing merge results. 
This error message may appear on the Microsoft Word start:
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This message appears when you didn't close the merge document on Step2 or Step3. Close this message by Cancel button; close all messages which will follow it. Merge failed; you need to repeat it (Step 1 and Step 4; you do not need create or edit the merge document again). 
4.2. Edit the results document in the Microsoft Word if necessary.
If you're satisfied with the results, print them from the Microsoft Word, or save them to be printed/reviewed later. 

If you think that merge document needs more adjustments, close the document without saving and repeat the steps described above.






These are your name and address you need to type in








Click here to merge with the selected document





Click here to create a new document





Select a document and…





Click here to edit the selected document





Click here to insert a database field – select the field from the drop-down list





Select document type





Note: envelopes and mailing labels are swapped in this list. It's a known issue: to create envelopes, you should select mailing labels.





Database field names are enclosed in double angle brackets





Click here to insert a complex field construction – select construction from the drop-down list





Click here to set range of persons 





Always select New Document
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