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1. Run ‘FlexMail 3’

2. In the ‘Data Sheet’ view click on ‘Data’, ‘Link Data’

E* Project2 - FlexMail
EEiIe Edit View Format | Data | Records Mailing Tools  Window  Help
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3. Select your data file then click on ‘Open’

Link Data
Look in: | (3 GBR v O @ > E-
= 38| Clean. xis 38| MATLSORT Gwen 5TS new.XLS
lﬁ @Contacm Clean.xls @pandt.xls
My Recent Contacts.dbf ré] removed. tt
Documents [E] contacts. bet removed.xls
= ontacts. s @testB xls
L. Econtadsm.csv E:I test. tut
Deskiop 38| ContactsCBC 100, xls ) wsort.txt
3 contactsCBC Xs
- @ContﬂcﬁT&st.xls
/} E] cpm2. txt
E] cpm. txt
D it
by Phoamets Edemn.csv
Edps.csv
g’ E) export. txt
L @expnrt.xls
My Computer
Q File name: |Cu:urrtau:ts:ds V| L Open _]
My Metwork Files of type: |,'-‘dl Databases v| ’ Cancel ]
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4. If your data contains a header then tick the box ‘First row contains field names’.
Type in the ‘Rows to Scan’ field ‘0’ this will ensure all rows are scanned. Then

click ‘Guess’ then click ‘Finish’.

Link Spreadsheet Wizard

Select Data Range

want to link.

Select a named range of cells in the spreadshest:

Select a data range in the spreadshest and set the options you want for the spreadshest you

Address L ] Open in updatable mode
COptions:

[#]Eirst row contains fieid names: Rows to scan: |0 E

TIT...! FIR... | LASTNAME ADDRESS_1 AD
3 mm. McFadyen & Binghill Road Narth
Mr. M. Edwards 24 Criman Place
Mr. R.H. Edwards 58 Polmuir Road
Mr. LM Mzkay 35 Gray Street
Miss. AL Bevan 35 Broomhill Avenue K
£ o - *>
[ Finish ] [ Cancel ]
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7 When asked if you ‘would like to do the field mapping now’, if you need to Mailsort or
Validate the data click “Yes’ then follow the next step, otherwise just click ‘No’

FlexMail

9

2)

There are no fields mapped For this file, Would ywou like bo do Field mapping now?

8. The software needs to know where the Town and Postcode fields are located in the

data file. To Map a field, click on the field header in the top box, then in the lower box

double click the correct field type, i.e. Postcode. This should then Map the field and

display as below. When both Town and Postcode fields have been mapped click ‘OK’
to continue. It is important that the correct country for the project is set to ‘United
Kingdom’. If the Town or Postcode fields are not always in the same column, you
must use the Address(1) to Address(6) mapped fields as they will search all the fields
in your data rather than fixed ones. If you do not do this you will get a much lower
percentage of corrected addresses as the software will not see those fields if they are

not always in the same column.



Field Mapping:
Field Mapping g
 apping |
Set country for project to: | United Kingdam
Field Maps to Data A
ADDRESS_1 Address(1] & Einghill Foad Marth
ADDRESS_2 Address(<)
ADDRESS_3 Address(3)
POSTTOWN Post towvn MILLTIMBER -
COUMTY Caunty Aberdeenshire
POSTCODE Postcode AB130JD w
tdap to field [ ata file records
address(1] ~ Record 1
Address[2] B
Address(3] B
Address(4)
Addreszs(5) 7
AddrazelC] = [ Guess Field Types ]

I O ] [ Cancel

|

You should then see your data in the Datasheet View.

B Project? - FlexMail

File Edit Yew Format Data Records Maling Tools  window  Help

BRI e

P Avial <10 =|B ZU|A-|F=E=3
TIT... FIR...  LASTHMAME ADDRESS 1
1 Il McFadyen & Binghill Road Morth
2 M. M. Edwards 24 Crirmon Place
3 hMr.  R.H  Edwards 58 Polmuir Road
4 Mr. I Mckay 95 Gray Street
5 Miss. A Bevan 35 Broormhill Avenue
5 hr. . kcLaurin 78 Annfield Terrace
7 Mr. AF. Allan 55 Anderson Drive
8 Miss. M. Rena 33 Stanley Street
9 Miss. 1 Croad 30 Harlaw Road
10 Miss. HC.  Lucas 51 Maorrison Drive
i hr.  F. Stoakley 44 Ajrghall Drive
12 kr.  RW.  Edwards 35 Airghall Avenue
13 Miss. G Straw 56 Springfield Road
14 Wr. A Mechahaon 32 Springfield Gardens
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Setting the ‘Rows to Scan’ default to 0

Click on ‘Tools’, ‘Options’

Tools | Window Help

Language Setfings...

Customize, ..

| Options... |

Click on the ‘Datasheet’ tab, change ‘Default rows to scan’ to ‘0’, click ‘OK’ to confirm.

Options E'
List Managemert Walidation User Data File Locations
| Geners |  Dafsshest |  Designer Printing
Default fort
Javial Select...
Data options

Default rows to scan: IZI

Show row numbers
Show row print status

[ oK H Cancel ]

Please note that if a data file has been previously linked in Flexmail the default rows to
scan will be the same value as when the data file was last used, you can change this to 0
to force Flexmail to scan all rows, you must also remember to press the ‘Guess’ button.
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