Database Management
Mail Merge Procedure

The Database Management API uses a text file to import Cardholder data into the
WinDSX system. This text file must be formatted to the DSX Markup Language (DML)
specifications. Some Human Resource programs have the ability to automatically export
Cardholder data to a text file with the proper format. For systems that do not have this
ability or if you just need to import your data from a spreadsheet, DSX provides the files

and documentation to manually import the data.

In the Docs folder on the WinDSX CD are two files, an Excel Spreadsheet and a
Microsoft Word Document that will be used to import the data into WinDSX. Save the
data to be imported into the Database Mgmt Excel spreadsheet. The Database Mgmt
Word document will be used to create the “imp## text file. Follow the instruction below

to Mail Merge these two files to create the text file.

Microsoft Word 2000 ™

1. Open the Database Mgmt Template .doc and click on Tools and then Mail Merge.

Click Create and Choose Form Letters and then Select Active Window.
Mail Merge Helper ed |

The next step in sething up the mail merge is ko specify a daka source.
Choose the Get Data button,

=
] Main docurnenk

Create ™ Edit =

Merge bype: Form Letters
Main docurnent: C:\DataBase Mgmt Template.doc

=
2 Daka source

Get Data ~ i

3
Merge the data with the document

Merge. ..

Close |

2. Click Get Data and then select Open Data Source and select the Database Mgmt Excel
Spreadsheet that contains the records to be imported. Select Entire Spreadsheet when

prompted.
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Mail Merge Helper ed |

The main document and data source are ready o merge, Choose the Merge
button ko complete the merge.

=
] Main docurnenk

Create ™ Edit =

Merge bype: Form Letters
Main docurnent: C:\DataBase Mgmt Template.doc

=
2 Daka source

GetData™ | Edit
Data: DataBase Mgmt. xls|Entire Spreadshest

3
Merge the data with the document

Merge. .. Query Options, .. |

Options in effect:
Suppress Blank Lines in Addresses
Merge to new document

Cancel |

3. Click Merge and this window opens. Click Merge in this window.

Metrge ba:

Wﬂ Setup... |

~Records ko be merged
o al From: I To! I

2 x|
Merge I
Cancel |
Check Errors... |
Query Opkions, .. |

—When merging records
= Don't print blank lines when data fields are empty.

” Print blank lines when data Fields are empky.

Mo query options have been set,

This will create a new .doc named Form Letters1. Click File\Save As and select Text

Only as the file type.
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I[:l My Documents

j “'|@xﬁ' Tools =

21

Name | Size | Type

| Modified |

My Pictures by
“~imp01.kxk 4 KB Text Docurment
~impe9.kxk 4 KB Text Docurnent

9/27/2007 1:24 FI¥
12412008 2:35 PV
12412008 2:24 PN

File name: “imp01. bk j

Save as bvpe: Bl e j

H Save I
Cancel |

Name and Save the file “imp##.txt. Click Yes on the following box

~jmp01.kxk may contain Features that are not compatible with Text Only Farmat, Do vou wank ko save the document

in this Format?

« To save, dick Yes,
« To preserye formatting, click Mo, Then save a copy in the latest Wiord Farmat,

Copy the saved file to the WinDSX shared database folder. The WinDSX system will

automatically import the data and delete the file.

Microsoft Word ™ 2002 and 2003

Open the Database Mgmt Word document and select Tools then Letters and Mailings\

Mail Merge Wizard.
Step 1 - Select Document Type — Choose Letters. Click Next.

Step 2 - Select Starting Document — Choose Use Current Document. Click Next.

Step 3 - Select Recipients — Choose Use an Existing List. Click Next. This opens the
Select Data Source window. Select the Database Mgmt Excel spreadsheet that contains
the records to be imported and click Open. This opens the Select Table window. Click

OK.
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Select Table @

Mame Description | Modified Created Tvpe
10/6/2004 2:56;22 AM 1006 2004 9:56:22 &M TAELE

Sheetz4 10/6/2004 9:56:22 AWM 10/6/2004 9:56:22 &AM TAELE

Sheet3§ 10/6/2004 9:56:22 AWM 10/6/2004 9:56:22 &AM TAELE

< |

[v First powe of data contains column headers Gk | Cancel

| W

This opens the Mail Merge Recipients window. Click Select All then OK. Click Next.

Mail Merge Recipients @

To sark the lisk, click the appropriate column heading, To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next to the column heading. Use the check boxes ar
buttons to add or remove recipients from the mail merge.

Lisk of recipients:

' tn.. | * Fn.. | v Comp.. | vl L] vl R | v UoRLL | vl visior |
Rusty D3XAceess. |1 |1 |1
Halzer Bart DSy Access.,, 1 1 2 1]
£ [ b
Select Al | Clear all | Refresh |

Step 4 — Write Your Letter. Click Next.
Step 5 — Preview Your Letters. Click Next

Step 6 — Complete the Merge. Click Edit Individual Letters. This opens the Merge to
New Document window. Choose All then click OK. This will open the merged letter.
Click File\ Save As and choose Plain Text (*.txt) as the file type and name the file

Aimp##.txt. Click OK on File Conversion window.
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File Conwersion - “imp01.txt

i O mMs-Dios O other encoding:

[ Insert line breaks

End lines with: |CR {LF = T oy

I Allow character subskitution

Western European {Windows)

Prewiew:

[L1 101 ~poee L
T Hames

F FMame “Busty™"

F LHame “Ghson™""

F Comparsgr “DEX Lecess Systerns, Ine ™0

F Visitor "0~

F Trace 0™

F Notes "OpsiZereral lanager™™™

W A

(nls | Cancel

Close all open windows. Do not save changes to the Database Mgt Template doc.

Microsoft Office Word |3

l i Do youwant to save the changes to "DataBase Mgmt Template™?

[ fes ] [ Mo ] [ Cancel ]

Copy the saved file to the WinDSX shared database folder. The WinDSX system will
automatically import the data and delete the file.

The Excel spreadsheet and the Word document contain many fields that will allow the
import of a large amount of data for each Cardholder. The more information you import
per Cardholder the longer the import process will take. With several thousand users to
import this could add a considerable amount of time to the import process. The source
files can be made smaller by deleting fields that will not be used during the import, thus
making the import process faster.

For example, there are 25 UDF fields included in the source files. If you do not have 25
UDEF’s to import, the extra UDF fields can be deleted from the Excel spreadsheet and the
Word document. Delete any unused data fields from both files. Remember to keep at
least one UDF field that will be the unique ID (UID) UDF Key for the Cardholder record.
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