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Attaching the WINSALES.HDR To A 

WinSales Form Letter

WinSales Version: 3.x, 4.x

Revised: 6/11/02

Support Document: sup041

This document is to assist users in attaching the WINSALES.HDR file to Microsoft Word version 6.0/97/2000 documents that are set up as WinSales form letters that are not merging properly.  If you attach the HDR file and are getting errors regarding the data source you likely have problems with the WINSALES.HDR (see sup003.doc for more information on the WINSALES.HDR).

STEP 1: Open the document in Microsoft Word.  If MS Word prompts you to FIND THE DATA SOURCE, skip to STEP 4. In MS Word with the document you are working on open, select Mail Merge from the Tools menu to view the Mail Merge Helper.
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STEP 2: Next choose Get Data and select Header Options.  

STEP 3: The below window will appear, click the Open button.
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STEP 4: Navigate to the C:\winsales\winsales.hdr file and choose Open.
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STEP 5: The Header Record Delimiter window should come up. Change the Field Delimiter from a Tab to a Comma and click OK.


You'll now be back on the Mail Merge Helper window.

STEP 6: Select Close and then choose Save from the File menu.

You have reattached the WINSALES.HDR to the letter.  Test the merge and see if it works from WinSales.  If you are still having problems review sup003.doc on the WINSALES.HDR to be sure the column headings of your fields in WinSales match the fields in your WINSALES.HDR, and that they have been inserted into your Form Letter.  Changing a column heading's name (for example) will break the process of merging with Word as the data fields names are incons
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