
Example: A letter sent to customers to confirm their booking.

1) Create your query in Access

       Here three table are used in the query to obtain the data for the confirmation letter.

       
Name is taken from the Customer table

BookingID, RoomID and BookingDate are taken from the Booking Table


Desc and Price are taken from the Room Table.


Save the query with a meaningful Name. Here it is called CustomerBookingLetter.
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2) Create the link to Word


Select the query from the query section.

In the External Data section click on Word Merge
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3) The Mail merge wizard starts


Select “Create a new document and then link the data to it”
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4) Word opens ready for you to create the mail merge letter.


You can create your document and Insert Merge Fields from your query.


Here the Name field is added to the letter – note the field appear as <<Name>>.
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Dear «Name»




5) You can insert the other fields as required.


The example below creates a template letter that merges fields from the query into a letter 

that can be sent to Customers to confirm their bookings.
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Dear «Name»

This is to confirm your booking of «BookingDate»
For room «RoomID» «Desc»

The cost of the roomiis «Price»

We look forward to seeing you.





6) You can preview the result of your mailmerge by selecting Preview Results from the menu bar.


The mailmerge letter for this example is shown below:


Use a Query to create a Mailmerge in Word





Dear Allen


This is to confirm your booking of 2/1/2012


For room 1  Small Conference Room


The cost of the room is £250


We look forward to seeing you.
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