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This procedure contains several steps to accomplish exporting the Cardex records to a text file and merging

the exported Cardex data to Microsoft Word for address labels.

Exporting the Cardex records to a text file

1. Open Point.

2. From the Menu bar, select Utilities > Cardex Database.

3. From the Menu bar, select File > Export.

4. In the Export Custom ASCII window, keep the default options.

5. Click Export.

6. Inthe Export Cardex window, go to the Save in dropdown list and select Desktop.

7. Inthe File name field, keep the filename as Pointcardex.txt and click Save. This exports the Cardex
records to a file on the Desktop called Pointcardex.txt.

Export Cardex E]

Save in: I @ Dieskiop

Ty B3y Documents
|_"}§ i My Computer
My Recent ‘:_-grv'ly Metwark Places
Documerts [£) diagnostic. txt
P'L' [£) Paintrardex, tat
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My Metwore  File name: IFoirrtCardex.TXTI j Save
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Merging the exported Cardex data to Microsoft Word for mailing labels

1. Open Microsoft Word 2002.
2. From the Menu bar, select Tools > Letters and Mailings > Mail Merge.
3. The Mail merge help window appears on the right side of the screen.

Mail Merge *
e|®|a

Select document type

Wehat bype of document are you
working on?

() Letters

() E-mail messages
) Enwelopes

() Labels

{:!' Directary

Labels

Print address labels For a group
rnailing.

Click Mext to continue,

Step 1 of 6

& Mext: Starting documenk
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5. Under Step 1 of 6 at the bottom of the Mail Merge help screen, click Next: Starting Document.

iMaiI Merge *
AT

select starting document

Howe do wou wank ko sek up wour
mailing labels?

(%) Change document layout

() Skart: From existing document:

Change document layout

Click Label options to choose a
label size,

Lﬁ Label options. ..

StepZof &6
% Mext: Select recipients

@ Previous: Select document bype

6.

In the Step 2 of 6 Mail Merge help screen, find the Change document layout section.

7. Click the Label Options link. The Label Option window appears.

Label Options

e

Printer information

" Dot matrix

* Laser and ink jet
Labe! inforrmation

Tray: [Manual Paper Feed |

Label products: I.ﬁ.vqr',r standard

Detais. . Mew Label... |

Product ber:
4l Labe! iriformation

= Y
2162 Mini - Address :‘ Type: Address
2163 Mini - Shipping Height: It
2164 - Shipping o .
2180 Mini - File Folder Width: 2,63
2181 Mini - File Folder Page size: Mind (4 % x 5 in)
2186 Mini - Diskette 4

E

[[ ok ] concel
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8. Inthe Product number section, select the type of label you are using and click OK.
9. In the Mail Merge help screen, click Next: Select recipients.

10. In the Step 3 of 6 Mail Merge help screen, go to the Use an existing list section and click Browse.

Mail Merge *

Select recipients
%) Use an existing list
i) gelect From Outlook contacts
) Type a new list

Use an existing list

IUse names and addresses from a
file or a database,

[ Browse...

i

Step 3 of 6
& Mext: Arrange wour labels

4@ Previous: Starting docurment
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11. In the Select Data Source window, go to the Look in field and select Desktop.
12. In the Files of type dropdown list, select Text Files.
13. Double-click the exported Cardex file. It appears as Pointcardex.txt.

B X |

lem @ X e5E - Tooks-

File name;

x| msovery.. | Iﬁ;pm |

Fies of bype: i-'ext Files (™. txt)

j ¥ Select method

cancel |

14. Your files appear in the list in the Mail Merge Recipients window. All checkmarks should appear by

default, click OK. This returns you to the Word Document.

Mail Merge Recipients =]
T sart the list, click the appropriate column heading. Ta narmow down the recipients displayed by a
specific criteria, such as by city, dick the amrow next to the column heading, Use the check boxes or
buttons bo add or remove recipients From the mail merge.
Lisk of recipients:

|| *l M| = Borrower First Name | = Borrower _Last Name | * CoBorrow s

M ss LAZARD ALAMIS YOLAMDA

F s7 Ernesto #ilbisu

58 david alcaraz e

¥l =9 amla Alexander Antony

¥ &0 LALRA L ALLARD

M &1 BROOKS ALLDREDGE

62 KAREN AMBARTSOUMEAN

| Cheryl E, Armstrong

M &4 Cheryl E. Armstrong

[ &5 Sharon Armstrong

&6 CARLOS AVILA .

M &7 Lnires Bemln Sl Jid

< | ) [>

Selact Al | Clear Al | Refresh |
o T T o]
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15. In the step 3 of 6 Mail Merge help screen, click Next: Arrange your labels.

: Mail Merge * x

Arrange your labels

IF you have not already done so,
lay cut your lsbel wsing the First
label an the sheet,

To add recipient information ko
waur label, click a location in the
first label, and then chick one of the
items below.

| Address block, .,
| Greeting line...

4 Electronic postage...
Il Postal bar code. ..
[E] More dems...

When vou have finished arranging
wair label, chek Next., Then you
can preview each recipient’s label
and make any individual changes.

[ T |

-

16. All fields in the Word document appear as <<Next Record>> except for the first label. You modify the
first label and that format is then used for all labels.
17. In the Arrange your labels section, click More items.

Insert Merge Field
Insert:

() Address Fields {(*) Database Fields
Fields:

Borrower Firsk Mame
Borrower_Lask_MNare
CoBorrower _First_Mame
CoBorrower_Lask_Mame
Mailing_sStreet_Address
Mailing_address_Ciky
Mailing_Address_State
Mailing_Address_Fip_Code
Subject_Property_Address
Subject_Properky_Ciky
Subject_Property_State
Subject_Property_Zip_Code

Match Fields. .. ] [ Insert ] [ Zancel
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. In the Insert Merge Field window, choose Borrower_First_Name and click Insert. This inserts a
<<Borrower_First Name>> field.

. Click Cancel and press the space bar to place a space after the borrowers first name.

. Click More items again.

. Select Borrower_Last_Name and click Insert. This inserts a <<Borrower_Last Name>> field.

. Click Cancel and press the <Enter> key to move to the next line.

. Click More Items.

24. Click <<Maliling_Street_Address>> and then click Insert. This inserts a <<Mailing_Street Address>>

25

field in your first label.
. Continue to click Cancel and More items until you have added all the label fields.

It should look something like the example below:

<<Borrower_First_ Name>>
<<Mailing_Street_Address>>

<<Mailing_Address_City>> <<Mailing_Address_State>><<Mailing_Address_Zip_Code>>

26. In the Replicate Labels section, click Update all labels. This replicates the format of the first label to all

the labels.

©|®|a

Mﬂr'lﬂg.e v

B Greetingﬁ'le...

1 Electronic postage...
Il postal bar code...
=] Moare items...

When vou have finished arranging

yaur label, click Next, Then you

can preview eath recipient’s label

and make any individual changes,
Replicate labels

You can copy the Layout of the firs
labed ko the other lsbels on the
page by clicking the button below.

Step 4 of 6
& MNext: Preview your labels
¥ Previous: Select recipients
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27. Click Next: Preview your labels. You can only view one page at a time so if you want to view the other
pages of labels, click the << >> arrows in the Preview your labels section to move to the next set of
labels.

 Mail Merge v x
I

Preview your labels

Some of the merged labels are
previewsd hare, To preview
anokher label, cick one of the
Following:

Reecipient: 1
.51 Fired a recipient. ..
Make changes
You can also change your recpient
lisk:
% Edit recipient list...

‘wthien yiou have finished
previewing your labels, click Mext.
Then you can print the merged
labels or edi individual labels to
add personal comments.

Step 5 of 6

& Next: Complete the merge

-

28. At the bottom of the Step 5 of 6 Mail Merge help screen, click Next Complete the merge.
29. Insert the labels into the printer and click Print to print the labels.
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