Setting up Mail Merge from Access.



Things you need in place

1. You must have you database and word doc in the same folder
2. You need to consider what table or tables you want to send information from
3. You need to set up a template letter / word doc
4. You need to link the letter / word doc to a database
5. You need to insert merged fields
6. You need to change the merged fields to doc variables
7. You need appropriate code in you access db attached  to a button
8. You run the code form the macro button.





2 Setting up a link between the database and word doc.

You need to select you table use the select recipients option and link to your database.



[image: ]


You should be able to see you database tables select the table you want to use e.g. students
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3 Setting up you Letter or Doc

Once you have a connection you will need to build you doc template. You should now be able to select fields directly from the mailings menu tab. You will select them first as merged fields and then change the fields to docvariables.
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Above we are setting up the doc with fields from the database table students.

						17 March 2011     18/03/2013



«Title»«FirstName»«LastName»

«Address1»




To test out this method set up something like this. Leave some fields as mergefields they should not pick up any data. Also notice the two dates if you insert today’s date you must check the automatic update field this has the same effect as the =now() in excel.

Now change all the mergefields to dovcariable is doesn’t matter what order you place the fields on you doc as long as you select then from you list. Look at my example below:

						17 March 2011     18/03/2013



  «LastName»

«Address1»

Hello this is a test letter for students information form access your student id is

«StudentID»




7 setting up appropriate code in Access.

In VBA we need to create a new module to call our word doc and send the information through to the variables.


We also need to make sure that we have several setting in place. Look at the screen shot below, Most of the settings will be checked however you need to make sure that the Microsoft Active x library is checked.
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The following code will set up a connection through
Word.Application,  Word.Document, Word.Table calls to the application then the document and then the table in access.

We then loop through all our records on the table until the documents are printed. Could be useful if we need to print out invoices.
    
























Function CreateLetters()
    Dim oWord As Word.Application
    Dim oDoc As Word.Document
    Dim oTable As Word.Table
    Dim CopyRange As Word.Range
    Dim DestinationRange As Word.Range
    Dim lPos As Long
    Dim cnt As ADODB.Connection
    Dim rs1 As ADODB.Recordset
    Dim rs2 As ADODB.Recordset
    Dim fld As ADODB.Field
    Dim sFolder As String

    sFolder = CurrentProject.Path
    Set cnt = CurrentProject.Connection
    Set rs1 = New ADODB.Recordset

    Set oWord = New Word.Application
    oWord.Visible = True 'deleting this line will improve performance


    rs1.Open "Select * FROM [students];", cnt

    'Loop through all the students
    Do Until rs1.EOF
        'Open copy of document
        Set oDoc = oWord.Documents.Add(Template:=sFolder & "\newletter1.docx")

        'Assign field values to document variables
        For Each fld In rs1.Fields
            oDoc.Variables(fld.Name) = Nz(fld.Value, " ")
        Next fld

        oDoc.Fields.Update
        oDoc.Fields.Unlink

        rs1.MoveNext
    Loop
    
End Function
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