	


Sending Email from Crystal 9 and Banner 5 using Microsoft Word 2002 and Microsoft Outlook

This process can be used when the email needs to have information specific to the user (ie a dollar amount, a specific document needed).  If specific information from Banner is not needed, Campus Pipeline is recommended.

One time set-up
Set up Microsoft Outlook

Setting up Outlook as a default mail  - open Internet Explorer/Tools/Internet Options/Programs/Email/ use Pulldown menu to select Microsoft Outlook/ 
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NOTE: When you set Microsoft Outlook as your default mail server but use using netscape on a daily basis, you may get warnings when using the Internet.
Setting up Outlook with a different email address (ie admissions@aug.edu) Open Microsoft Outlook, Tools, E-mail Accounts, Click Radio button on ‘View or change existing e-mail accounts.  Click Change and enter the new email address.
	
	
	
	
	
	



	Open Word 2002 (or greater).   Open your email message if you have it already entered.  You will later add the field codes for variables from Banner.  Go into the Tools menu/Letters and Mailings/ Mail Merge Wizard.  On the Right Frame you will see choice on the top with steps to click on the bottom (see screen print),  Following the directions on the wizard the steps are detailed below:

1) click the radio button at the top for E-mail messages, then click the step at the bottom Next: Starting Document.  

2) Pick radio button for either Use current document or Start from existing document.  Follow any additional directions (dependent on the radio button you choose).  Then click Next: Select recipients
3) Select Use an existing list.  Click Browse and find your excel spreadsheet.  The window below will display.  Click OK.
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4)  Add your email address to the bottom of the list.  Click Next: Write your e-mail message.

5) Add the fields to the e-mail.  Clicking More items… displays the list of fields from the excel file.  Click Next: Preview your e-mail message. 

6) Preview your email.  Click Next: Complete the merge.
7) Click Electronic Mail.   A window will display.  Add the email address field on the To line if necessary and type in the Subject line.  Click ok and it will send your email.  If you want to send your letter as an attachment, click Mail Format and choose attachment.
 
Notes, Tips  and Cautions:

· You can send the letter as straight text or as an attachment.  With straight text you may lose special fonts, font sizes, graphics and alignment of tables.  Since most letters have these features, you may want to use the attachment option.
· You can use the Filter option to further select letters for printing and setting sorting options.

· When creating Electronic Mail, there is nothing visible to see after the merge process, you can add your own email address at the end of the data in Word to ensure it is mailed.
· Don’t forget if you changed the email address on your Outlook Email Account, to change it back to your own.

Appendix
  To sort the list:  Pull up the list using the Mail Merge Icon Mail Merge Recipients
· Click the column heading of the field you wish to sort by.  The first click will sort the field in ascending order.  The second click will sort the field in descending order. 

· To create a multiple sort on several fields, click the drop-down arrow beside the first field you wish to sort by and select Advanced.  

· Click the Sort Records tab.

· Specify the first field you wish to sort by and whether it should be in ascending or

      descending order.  Then select the second and third fields you subsequently wish 
to sort by.

· Click on OK to sort the list.

To filter the list:

· Click the drop-down arrow beside any of the fields within the "Mail Merge Recipients" dialog box and select Advanced.  

· Select the Filter Records tab. 

· In the Field text box, click the drop-down arrow to display all available fields and select the field that you wish to filter by.  (For example, if you want to send letters only to the people in Colorado, select the state field.)

· In the "Comparison" text box, select the comparison operation by clicking on the drop-down arrow to display all the options.  In the "Compare To" text box, key in the criteria making sure it is spelled correctly.  The criteria are not case sensitive.  In this      example, you would type in "CO" for Colorado.  

· To perform a query option for more than one criteria, the "And" or "Or" command is

· available in the following row.  "And" will narrow your results and "Or" will expand your results.  For example, if you want to send letters to people in both Colorado and New Mexico, you would select "OR" and then select "State Equal To NM."

· Click on OK to apply the filter.   
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