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To incorporate the address data in your templates, LibreOffice has to know
Steps which fields contain which data.

1. Address Book Type For instance, you could have stored the email addresses in a field named

2. Connection Settings email”, or "E-mail" or "EM" - or something completely different.

ction Click the button below to open another dialog where you can enter the settings

i : f data .
4. Field Assignment CAgyTRgrA il CHNEE

5. Data Source Title Field Assignment:
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There are no fields assigned at this time.
You can either assign fields now or do so later by first choosing:
“File - Template - Address Book Source...”
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Figure 316: For a spreadsheet, do not click the Field Assignment button

9) On the Data Source Title page (Figure 317), the name and location of the new database
(.odb) is shown in the Location field. You can change this name or store the database file
in a different location; deselect Embed this address book definition into the current
document, then click Browse to choose the location and name the file.

You can also change the name in the Address book name field. This is the registered
name, which LibreOffice displays in data source listings. In our example, the name
Addresses was used for both.

D Address Book Diata Source Wizard - O *
That was all the information necessary to integrate your address data into

Steps LibreOffice.

1. Address Book Type Mow, just enter the name under which you want to register the data source in
LibreOffice.

2. Connection Settings
T Talle © A Embed this address book definition into the current document.
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4, Field Assignment Location |Chls

SR Make this address book available to all modules in LibreQffice.
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Figure 317: Name the file and the address book

10) Click Finish. The data source is now registered.

Creating a form letter

You can create a form letter manually—the simplest and most comprehensive method, which is
described here—or you can use the Mail Merge wizard starting on page 309.

1) Create a new Writer document (File > New > Text Document) or open an existing form
letter with File > Open.

2) Display the registered data sources: View > Data Sources (or press Shift+Ctrl+F4).
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