Using BLINK to Mail Merge

1. Open Microsoft( Word 

2. From the BLINK menu button select the Preprocess sub menu item.

3. Select the database type – Access or ASCII – (an Access database is suggested for this demonstration) and click on the “Browse” button.

4. Select the Microsoft( Access database (e.g. demo.mdb in the \PrintSoft\demo BLINK directory) and click on “Open”.

5. If there is more than one table in the database selected, click on the required table name and then click on the “Next” button.

6. Map the Source Fields to the Address fields by clicking, for example, on the address1 Source Field and double clicking on the Adr1 Address Field on the right hand side of the screen. Repeat for the other address fields, then click on the “Next” button. (Remember you do not have to map name, company etc fields to address fields. Even without mapping them they will still appear in the output file).

7. When the address matching process is finished, click on the “MailMerge” button. (For Office XP users please see the instructions at the end of this section).

8. Select Mailing Labels from the Main Document Type drop down menu then click on “OK”.

9. In the Mail Merge Helper click on “Setup”.

10. Choose which label you would like to use and click on “OK”.

11. Click on “Insert Merge Field” button, then select Barcode, Name, Company, Corrected Add1 Corrected Add2 and Corrected Field3 (plus any other  corrected address fields). (Use the “Enter” key to separate each merge field). Click on “OK when finished.

12. Click on the “Close” button

13. To merge the entire database click on the “Merge to New Document” button on the Mail Merge Toolbar. Then print or save the document.

Office XP/Word 2002

The BLINK MailMerge  XE "OfficeXP" 

 XE "Word 2002" Options screen allows the user to select the database file to be used as the data source for the mail merge process and whether the data are sorted by Barcode Sort Plan. (For details please refer to the above section). After making these selections the user should click on the OK button.


The Word 2002 Mail Merge Wizard will now begin in the task pane on the right hand side of the screen.

First select the document type, then click on the blue “Next: Starting document” hyperlink at the bottom of the pane.

For labels or envelopes click on label (or envelope) options and select label (or envelope) type, then click on “Next: Select recipients”

Unless you wish to select a different list or edit the list, please click on “Next: Arrange your labels or envelopes or Write your letter” (depending on the document type).

In the following pane, click on “More items”. Select the fields you would like as part of the address block (by double clicking the field names or single clicking the field name and then clicking on “insert”). Then insert new lines etc in the label, envelope or letter to format the address appropriately. (For labels, click on “Update all labels” to copy the layout of the first label to the other labels on the page). Click on “Next: Preview your …”.

Please note that in this preview the barcodes may appear as a string of digits, but they will be converted to barcodes automatically by BLINK at the end of the mail merge.

Click on “Next: Complete the merge”

Click on “Blink Mail Merge” and then select the options you desire and click on “OK”. (The barcodes will only be correctly formatted automatically if this option is selected. The other options will not format the barcode but will print a string of digits instead of a barcode).

Adding a Barcode to an Individual Address

1. Type a name and address in a Word document

2. Highlight the name and address

3. From the BLINK menu button select the PostBarcode sub menu item, (or use the Alt+P keyboard shortcut key combination). If the address is matched to the Postal Address File, the barcode will be placed above the highlighted text.

If there are any corrections to a matched address these will be presented in a dialogue box. To accept these changes click on “Copy”. The barcode will be placed above the name. To paste the corrected address, simply highlight the address (not the name and company etc) and click on the MS Word paste icon on the toolbar (or use the Edit -> Paste command or the Control + V keyboard shortcut).

Using BLINK for Data Entry

1. Within Word, select the Data Entry sub menu item from the BLINK menu button.

2. To configure BLINK simply open the “Settings” menu in the top left corner of the main BLINK screen and select “Options”. Ensure that the Output Type is set to “Only to Word” or to “Word and Database”. Then click on “OK”.

3. For street addresses enter Street Name and Postcode and click on the “Search Near” Button. For Postal Type addresses click on the “Postal Type” radio button option and then select the appropriate “Delivery Type” from the drop down menu and click on “Search Near”. If the Postcode refers to more than one suburb, select the relevant one.

4. Click on the appropriate Number and then click on “OK” (or type a number in the “Street Number” or “Postal Delivery Number” box and then click on the relevant number and “OK”).

5. Type in Name, Job Title (if required) and Company.

6. To insert the barcode and address in a document/label/envelope simply select the appropriate option from the Place drop down menu and then click on “Place”.

Pasting Addresses into an Open Application

Using the Paste Special function, BLINK can paste XE "Paste"  data including barcode digits into any open Windows application. Individual addresses can be validated against the Postal Address File and “pasted” into any underlying database or file.

1.  XE "Paste address" Open the application that is to have the data pasted into it, and ensure that the cursor is at the first field location where you want the data to be inserted. 

2. Within Word, select the Data Entry sub menu item from the BLINK menu button.

3. Click on Settings then Options and configure BLINK’s Paste Fields using the Paste Field Setup Screen. Double click on the Available Fields that you want to paste, so that they appear in the Paste Fields box on the right hand side of the screen. To change the order of the fields, click on a field name and click on the up and down arrows to place it in the appropriate position. 

In most databases to insert BLINK Paste Fields into separate fields (or cells) requires a field separator (delimiter). This is commonly a Tab. To insert a Tab (or New Line) double click on these in the Available Fields box. 

To insert a separator, first select a separator from the drop down box (e.g. space) and then double click on the separator in the Available Fields list. Use the up and down arrows to place the separator in the appropriate position in the Paste Fields box (e.g. Suburb [Separator1] State [Separator1] PostCode where Separator1 is a space). Click on “OK” to save the settings.

4. Enter the address into BLINK and click on Search Near. Select the appropriate address, if necessary.

5. Once the address has been validated by BLINK and a barcode allocated, click on Edit then Paste Special XE "Paste Special" . This will paste all the Paste Fields into the underlying open application in the order specified in the Paste Field Setup with the defined separators and Tabs. (Note, the Keyboard shortcut key combination of Control + P can be used for this purpose).

Generating a Manifest Report

1. From the BLINK menu button select the Manifest sub menu item

2. Click on “OK”

3. Read the report

For more information on any of these functions click on the Help option in the BLINK drop down menu







