Pay2k Tips & Tricks

Mail Merging Pay2K Data into Microsoft Word

This guide will take you through the process of merging your selected Pay2K data into Microsoft
Word so that you can print mailing labels. It also shows you how to create customised mailing
labels for the style of labels that you have purchased. (Microsoft Word "97 is used for the

following steps.)

1. Open word and go to Tools>Mail Merge on the main menu. The mail merge helper screen

will appear.

2. (lick the Create button and choose
mailing labels from the dropdown list.

Microsoft Word

Ta create the mailing labels, yau can use the ackive dacument windaow Docurents or
a new document window,

New Main Dacument |

4. Now click the Get Data button in the
Mail Merge Helper and choose the
Open data source option from the
dropdown menu.
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Mail Merge Helper HE

Use this checklist ko set up a mail merge. Begin by choosing the Create
buttan,

=
] IMlain docurnent

Faorm Letkers. ..

Mailing Labels. ..

2%

Envelopes...
Catalog. ..
Hestore bo [Wormal Word Decument, ..

3
& IMerge the data with the document

Merge. .. |

Cancel |

3. Click on the Active Window button. This
means that you will use the new document
that you opened in Word for the mail
merge.

Mail Merge Helper

The next step in setting up the mail merge is to specify a data source,
Choose the Get Data button,

=
] Main document

Create ™ Setup,

Merge bype: Mailing Labels
Main dacument: Docurment3

[E
2 Data source
: iGef Daka ™

Create Data Source, ..

Open Data Source...,
Use Address Book... 18

Header Options. ..

Close |
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The Open Data Source screen will appear. — ESEERE

¢ In the File Type field choose MS
Access Database to display all the
Access files.

¢ Go to the c:\program
files\Pay2k\data\ and open the
Pay2k.samtest file.

Fired Rles: thet melth these searth miene

Fenwe: | ERCTT b
Fles e 5 s o | et [awme D e
Attord

Microzoft Access [2]x] 5. Inthe MS Access window, choose Employee

from the tables tab and click OK.
Tables | QuEties |

Tables in Pav2k-3aM;

thlCompany
thlCurrentPay
kbiDepartment

thlEmployeedlowDed ﬂ

()4 I Cancel | WiEw iQL...l

6. Click the Setup main Document
button to dJsplay the Label Optlons ‘Word needs to set up vour main document. Choose the Set Up Main Document
WindOW button ta finish setting up your main document.

:.....2et Up Main Documet

Label Options [7]x] 7. To create a custom label, click the New
Label button. The New Custom Laser
dialog box will appear.

rinter information

" Dat matrix
(% Laser and ink jet Tray: IManua\ Paper feed

L |

Cancel

Detals...
Label products: lnvery standard j =
ew Label...

G|
ek, |
e, |
o

Product number: : :
-~ abel information——————— Delete

- fAddress
i - Address Type: fddress
i - Sipping Heht: 254

i - File Fold
bt Width 667

ni - Diskette Pagesize:  Mini (4 % x Sin)

ini - Address j
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» Enter the measurements of your label.
» Choose the page size A4 (21 x 29.7 cm).

» Type a name in the label name field. For
example, “Pay2K Employee Label 2x10”.

» Click OK.

Tip: Measurements in Word will default to
inches, so if you wish to change this go to
Tools>Options on the main menu, click the
General tab and change your measurement
units to centimetres.

New Custom laser HE
Preview
Side margins
Top margin Horizontal pitch
i Mumber
- down
o Wfidth 1
wertical pitch Hei?ht
r T
—fumber across————————————
Label name: IPaka Employee Label 2x10
Top margin: |2.54 om 5‘ Label height: |2.54 om 5‘
Side margin: |1.61 crn E‘ Label width: |8.89 o E‘
Wertical pitch: |2.54 cm 5‘ Nurnber across: |2 E‘
Harizontal pitch: |8,89 cm E‘ Mumber down: |10 5‘
Page size: I.ﬂ.‘l (21 % 29,7 cm) j
Ok I Cancel |

The label options screen will now display the custom label that you have just created.

Label Dptions

rinter information

7]
0K
" Dok matris \—I
0 Laser and inkjet Tray: |Manua|Paperfeed j Cancel |
Detals...
Label products: |Fwerystandard j _AI
Mg Label,.. |
Product umber: : ‘
Aabelinformation—————— Delete |
2150 - Address Type:  Customlaser
2162 Mini - Address Heght: 254
2163 Mini - Shipping ‘
2180 - Fie Foldr Wit 88
2181 Mini - File Folder Pagesize: A4 (21297 mm)
2186 Mii- Dt M

9. Click the Insert Merge field button to
display a list of fields, then click on a field
to insert it into the Sample label window. In
this case you would choose the name,
address, suburb, state and postcode fields.

8. Choose the Pay2K Employee label 2x10
and click OK. The Create Labels window
will now appear so you can continue your
mail merge.

Note: Once you create a label it is then stored
in the product number list for you to use next
time.

Create Labels

Choose the Insert Merge Field butkon to insert merge figlds into the
sample label, You can edit and Format the merge fields and text in the
Sample Label box,

Insert Merge Field ~ Insert Postal Bar Code.., |

Samnple label:
«GNome: dlName: ﬂ
bl T ccAddr e
X w3uburks
4 Once you have entered these, click OK. Stctes «PosiCoda
Ok Cancel |
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Now the merge fields will appear in the new GNamer dName: ONames iLNeme:
P : . Adel T A det2 Ade T iAdor2
word document divided into sections ‘S br;;‘ " ‘S br Q‘ .
. waunur WUDUr
resemb]]ng labels udfaten oPostCodes witoten Post Coden
«ONamen dNomen «GNamen ( Nemes
AT oAb e ke Ty i 2y
asuburty winburty
uStoter PostCode: «Sfates oPost Codes
> At this POlnt you can click on the View ey ELETITUFELTEALIN
Lo

"¢ | to view the fields

merged data button
as merged data.

sl D ik =L
134 Charderr Flo. HagorF B
Frsi WAz ves L
3 AL EIEE
10. On the Mail Merge Helper that is also on

the screen, click the Merge button.
The main document and data source are ready to merge, Choose the Merge
button to complete the merge,

=
1 IMain docurnent

Create ™ Edit ~

Merge type: Mailing Labels
Main document: Documentl

e
2 Data source

Gek Data ™ Edit ~ I
Draka: Pay2k-SAMITABLE thlEmploves

3
Merge the data with the document

Cuery COptions., .. I

Cptions in effect:
Suppress Blank Lines in Addresses
Merge ko new document

Close |

11. In the Merge window choose “Printer” Herge HE
in the Merge to field.
¢ Select the All records button if you wish IPrinter j SEtLl Cancel |

to merge all the data or click the From -Retords to be merged

button to select a group of records. o Eom | To: | Cheek Erors.., |
Query Optians. . |

¢ (Click the Merge button TS
(%' Don't print blank ines when data fields are emty.

" Prink blank nes when data fiskds are empty.

Mo query optians have been set,
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[[x] 12. In the Print window, click OK to print the

labels.

Print X
rPrinter
Name: I@SHARP_NT x| Properties |
Status: Idle
Type: Sharp J-9660
‘Where: LPTL: I Print to Fle
Carnment:
Page range: opie:
4l Humber of copies: m
 Current page " selection
" Pages: l— |§| |§| ¥ Collate
Enter page numbers andfor page ranges
separated by commas, For example, 1,3,5-12

Prink what: IDgcument

Options...

j Print: IA\I pages inrange j
Cancel

13. Now save document 1 as a “Pay2K
Employee merge fields” document.

Tip: The next time you need to print employee labels, you can open the saved merge fields

Cy
document, click the Merge to Printer button *8 and Word will automatically search for the
employee data, merge it, print, and also show any changes to the data (for example a new
employee) since you last merged.
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