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Use a Separate Header Source

Example:  Last month you created a main document for a merge. This month you'd like to run the merge again, but use a different data source. The new source has all the data needed for the merge, but its field names are different from those in the original source.

 

You could redo the main document, replacing merge fields as needed, but that's tedious. You could edit the field names in the new data source, but if you do, then other merges already based on that file won't work. The most elegant solution is to use a separate header source document: a one-row table that contains the merge field names that you want to use in your main document.

"Rules" for creating a header source document for a data file

· Create a field name for each field in the data source document. 
If the data source has 10 fields, the header source document needs exactly 10 field names.

· Be sure that the merge field names in the header source document appear in the same order as the fields in the data source document. 
In other words, make the names match the data. If you mix up your labels for city and state data, for example, you'll get mixed up addresses in your merge. 

· Be sure the merge field names in the header source match the merge field names inserted in the main document. 
If you have inserted a field named FirstName in the main document, name the relevant field in the header source document, FirstName, not FName or First Name .

The existing files in our example

Data file: DataFirstMonth—Header record and first data record:
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Data file: DataSecondMonth—Header record and first data record:
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Merge Main Document field layout (for this demonstration, a simple catalog merge):
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Even though the two data source files have 7 and 8 fields respectively, they will both work for your merge because you'll use only fields found in each file: FirstName, LastName, Address, City, State, and ZIP. 

Create and apply a header source file

You can use Mail Merge Helper to create the header source file, but the process can be tedious and results in a simple table that you can create easily yourself.

1. With all other files closed, open your two data source files; our sample files are DataFirstMonth.doc and DataSecondMonth.doc. Then open a blank new document and use Window - Arrange All to display the three windows. In the blank document, create a 1-row table with as many columns as needed to match the data source file; here we have a 1x8 table. If you have AutoCaption turned on, delete the resulting Table 1 caption.
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2. For the fields/columns with corresponding data, use the name forms from DataFirstMonth to create field names according to the content in DataSecondMonth. 
     For example, DataSecondMonth has last names in its first column, so name that column using the form used in DataFirstMonth: LastName. 
     Here's my completed table:
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3. Check that your header row table follows all three "rules" for header source documents, then save it. I named mine HSDataSecondMonth. 
    Close all three windows, then open your existing merge main document.
    On the Mail Merge toolbar, click the Mail Merge Helper tool. Under Data source, Data: reports that this merge is using the file …\DataFirstMonth.
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4. To tell Word to use data from DataSecondMonth, choose Get Data - Open Data Source. 
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Navigate to and select your alternate file (in this example, DataSecondMonth.doc) and choose Open.
 

5. Choose Get Data - Header Options - Open.

[image: image14.png]21!

The main document and data source are ready to merge, Chaose the Merge

button to complete the merge.

Create +

Merge type: Catalog
Main document; C:\..{105_Test

28 oo e

Header Options

You can use separate data and header sources. Chooss the.
Create or Open button to specfy a header source. Then you
can specfy a data saurce i the Mal Merge Helper dilog

box.

Creatz

Cancel

open %J

21|

Getpata - Edt -

Dot C:\...|DataBecondMont.

Mergs the data with the document
Merge, Query Options.

Options n effect
Suppress Blank Lines n Addresses
Merge to new docurent

e





 

6. Navigate to and select your header row table (in this example, HSDataSecondMonth.doc) and choose Open. Now Mail Merge Helper reports that you'll use the DataSecondMonth file and the header file, HSDataSecondMonth. Close the Mail Merge Helper.
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7. Click the View Merged Data tool to preview merged record 1. Because your header source file added a header row, your original header row is now the first record. 
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8. Click the Next Record tool to preview merged record 2, which contains your first data record.
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9. When you're assured that you're getting the desired results, complete the merge as usual.
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