TM Merge Fix for Data File

Time Matters Merge Templates can lose their connection to their Merge Data Files.
These step-by-step instructions show how to fix the connections to Merge Data Files.

The loss of connection can occur when changing to a new server or to a new computer.
In the example used here, the Merge Data Files were located in a C:\Program Files
subfolder that can no longer be used. The folder, C:\Programs, is used here for the
Merge Data Files folder. A better practice is to use a folder that you create within the
Time Matters File Locations folder, typically on your file server.

Open a Merge Template

First, open MS Word.

Next, open a Merge Template from Time Matters Main Menu / Setup / Templates / Merge Templates

1. Click on a Merge Template that needes to be fixed.
2. Click the blue triagle Change icon.
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Open the Merge Form File

1. Click the Files tab.
2. Click: Create or Open Merge Form File.
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Click Options

Click the Options button. A shortcut is to press the Right Arrow and then the Spacebar.
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Click Remove Data/Header Source

Click Remove Data/Header Source. A shortcut is to simply press the Spacebar.

Microsoft Word

If the mail merge data/header source WORDDATA no longr exists, choose Remove DataHeader Source to remove its assc
D7BDBZ3E a normal Word document,

Léemwe Data/Header Source ! | Remave All Merge Info
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In Word, Click Save or Ctrl-S

1. Click the Save button, File / Save, or press Ctrl-S.
2. Close the Document with File / Close or Ctrl-F4

AutoSave (@ oOff) E '-"—;' v ?‘_"j "Ii‘-'f?" 5 s WC16 - Compatibility M... -

File Home Insel Design Layout References Mailings Review Wiew Time Matters Help

SEN:"Y= Drace | 5z S0 I

6 | =1 § e = - T Match Fields [ Find Recipient
Envelopes Labels Start Mail Stlc\__/' Edit Highlight Address Greeting Insert Merge ) ) Preview
Merge ~ Recipients v Recipient List | Merge Fields Black  Line Fieldv Lo Updste labek | Results [ Check for Errors
Create Start Mail Merge Write & Insert Fields Preview Results

|_|_...|....>{:...|...1...,...2...,...3.......4...,...

- Press Ctrl-F4 to Close
: Document

August 15, 2020

) «CON_Prefix» «CON_First Name» «CON_Last Name»

«CON Main Addressl»
el O Main Addrese?w

Kb

Pageiof1 7Swords [5

TM Merge Fix for Data File Page 5



TM Merge Fix for Data File

Close the Merge Template in Time Matters

Click OK to close the Merge Template window.
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