Converting AS/400 Listings into Word and Excel

1. Run the listing that you intend to download on the AS/400.


2. After the listing is completed, run option 91 to work with printed output.


3. Place a "0" next to the listing that you would like to download.


4. Give the listing a name that you will remember.  This will download the listing to the "C:\" and will have a .prt file extension.


5. Open Excel, then click on the File menu and click on open.  Your listing will be under C:\ with the .prt extension.  (Remember to change the file type to All files or you will not be able to see the file.) Then click on open.  This will start the import process into Excel.


6. Once the file has been imported, delete any unwanted rows and columns.  Remember to make sure that you have column headings in the first row of the worksheet. 


7. Save the Excel file, then close the file.


8. Start Word.


9. Click on the Tools menu, then click on Mail Merge.


10. Go to step 1 - Create.  Choose the type of form that you would like to create.  Choose the Active Window button when it appears.


11. Go to step 2 - Get Data.  Choose open data source.  A dialog box will appear.  Choose the path where the data is stored (example c:\ or a:\).  Remember to choose All files under the Files of Type.  Click on Open.


12. Next, it will ask you to set up the main document, this will be your form.  Remember to save your form for future mail merges.  If you are choosing to do labels, the program will want you to choose a label type and then click on OK.  


13. Insert your merge fields into your document or labels.  If you are doing labels, click on OK when you are finished inserting the merge fields.


14. Depending on what you are creating, you will now need to merge the data with the document either through the toolbar or through the mail merge helper screen (Tools menu, click on Mail Merge).  Click the merge to new document option.


15. Print the documents or labels.  That's it, you are finished.


Note:  You can use the same data source for letters, labels and envelopes.  Have fun!

