Mail Merge

Mail merge is a feature of Word processing programs such as Word 07 that enables you to
generate form letters. Form letters are sent out en masse to people where much of the
letter is the same for each recipient. What changes in the letter are the recipient’s name,
address, and maybe certain other items specific to each recipient.

To use a mail-merge system, first create a data file with a set of information, like a list of
names and addresses. In a Word document, create a letter, substituting special symbols in
place of names and addresses (or whatever other information will come from the first file).
Through a series of a few small steps using mail merge, you can create form letters that are
personalized for each recipient.

The data file can be created with various programs such as Word, Excel, or Access. The
beauty of the mail merge feature is that while you can create your own data source in
Word, if you already have a spreadsheet of data created in Excel or some other program, it
makes sense to use that.

Follow these steps to create a mail merge document.
1. To save time, we have already created a data file in Excel and a sample letter in
Word that you can access and save onto your flash drive.

a. Insert your flash drive and close the AutoPlay window.

b. Open the class resource page on the desktop, scroll down to the Word
Course, and click on Donations List Save the file to your flash drive. When
the download is complete, close the window.

c. Now click on Merge Letter and save that to your flash drive; again closing the
download complete window.

d. Close the class resources page.

2. Before we start the mail merge process, let’s look at the donations list that was
created in excel.

a. Double click on the flash drive icon on the desktop.

b. Open DonationsList.xlsx

c. Notice that the list is on the worksheet named Sheet 1.

d. Notice that the first row of the worksheet contains headings.

e. Close DonationsList.xlIsx

3. Open the Mergeletter.docx. Notice that the address of the establishment, the body
of the letter and the closing are all in place. We will use mail merge to personalize
each letter with an address block, a salutation, and a donation amount for each
person in our list. S - _

4. On the Ribbon, click on the Mailings Tab. IMStB“MB‘LME'geT\] EFY

5. Find the Start Mail Merge group. Click on the Start Mail 3 Letters
Merge button to open the menu and then click on Step a
by Step Mail Merge Wizard.

6. A Mail Merge pane will open on the right that will take =1 Envelopes..

E-Mail Messages

you through the mail merge process in 6 steps. L Labels..
7. Step 1 - select a document type. By default, the radio o
button for letters is checked, and that is the one that = Directory
we want. Click on “Next: Starting Document” at the v Mormal Word Document

bottom of the Mail Merge pane.

y . .
. . . FpStep by Step Mail Merge Wizard...
8. Step 2 - select the starting document. Since we will be = €P 0Y 5 ep WAl Merge ar
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using this letter, do not change the default selection of “use the current document.”
Click on “Next: Select Recipients” at the bottom of the Mail Merge pane.
9. Step 3 - select recipients.
The default selection, “Use an existing list” is the one we need. To find the
list, click on the Browse button.
The restrictions message box will appear. Click OK each time it appears.
A Select Data Source Dialog box will open. Navigate to your Flash drive and
open DonationsList.xlsx

a.

b.
C.

A Select Table dialog box will
open. We need to provide
some information about our
document. Notice that by
default, Sheet 1 is selected.
Remember that when we
examined our Excel file our
data was on the Worksheet
entitled Sheet 1. Also be
sure that the check box
before “First row of data
contains column headers” is

selected. Click OK.

A Mail Merge Recipients

dialog box will open

which will allow you to
review, delete or change
your list. Since we are
not making any changes,

click OK.

Click “Next: Write your
letter” at the bottom of

the Mail Merge pane.

Select Table

MName

Sheet2s
Sheet3s

Description  Modified

8/18/2000
8/18/2009 2:09:02PM
BfIBfZDDQ 2:09:02 PM

:0%:02PM

Created

3/13/2009 2:09:02PM
38/18/2003 2:09:02FM
8/18/2009 2:09:02 PM

Type

TABLE
TABLE
TABLE
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First row of data contains column headers

[ ok
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Thisis the list o recpients that will be used In your merge. Use the options below & add o or change your st Use the
checkboxes to add or remove redpients from the merge.

When your list is ready, dick OK.

Data Source I~

DeonationsList.xlsx
DenationsList.axlsx Jackson
DonationsList.xlsx Stevens
Smith

Sanders

DenationsList.xlsx

IR

DenationsList.axlsx

address

3226 State St

25 James Rd

20 Archway Dr
400 Wildrose Rd
677 Main 5t

Vancouwver
Flagstaff

=i
Y
Cocoa FL 9
o
&
Sudbury 1

< i

Data Source

DonationsList. xdsx -

4] sort..

Refine recipient list

10. Step 4 Write your letter. Since we are using an existing letter, we merely have to

click into a location within the letter to insert different items.
Place your insertion point below the return address for the Animal Shelter,
then click Address block in the Mail Merge Pane.
An Insert Address Block Dialog box will appear with a preview of how your

a.

b.

address block will
look in the letter. If
you select a
different format,
your preview will
change. Make no
changes. Click OK.
Place your
insertion point
below the address
block and click
Greeting Line in
the Mail Merge
Pane.

Insert Address Block i

Specify address elements
Insert redpient's name in this format:

Joshua -
Joshua Randall Ir. s
Joshua Q. Randall Ir.
Mr. Josh Randall Jr.

Mr. Josh Q. Randall Ir,
Mr. Joshua Randall Jr. i

Insert company name
Insert postal address:
Mever indude the country/fregion in the address
Abways include the country region in the address
@ Only indude the country,region if different than:

United States

Format address according to the destination country fregion

Pre&w
Hete is a preview from your recipient list:

K<l [ v

Ms, Amy Malone
3226 State 5t
Madison, CA 94025

Correct Problems

Ifitems in your address block are missing or out of order, use
Match Fields to identify the correct address elements from your

mailing list.
Match Fields. ..

[ OK ] [ Cancel

]




d. An Insert Greeting line dialog box will

appear to allow you to control the way
you want your greeting to appear.

i. Click on the arrow next to the
box that reads “Mr. Randall”
and select “Joshua”.

ii. Click OK.

Insert Greeting Line

Greeting line format:
Dear |Z| Mr, Randall

Greeting line for invalid redpient names:

=]

Here is a preview from your recipient list:

K< |2 b I

Dear Ms, Malone, ‘

Dear Sir or Madam,

Preview

Correct Problems

If items in your greeting line are missing or out of order, use Match Fields to
identify the correct address elements from your mailing list.

[ OK ] [ Cancel ]
-—-—
Within the body of the letter, place your I_"SE"‘MEFQE — et
insertion point immediatelyafter the Insert:
words “contribution of” in the first () Address Fields 1@ Database Fields
sentence. Click on More items in the Fields:
mail merge pane. P -
An Insert Merge Field dialog box will last
appear. Zui;ljress
i. Select donation state
ii. Click the Insert button. -
) onation
iii. Click the Close Button.
iv. Be sure that there is a space
before and after «donation».
v. Click “Next: Preview your
letters” at the bottom of the Mail =
Merge pane. | MatchFields... | | Insert | [ cancel
g. Step 5 - Preview your letters. =
i. ;I_'hte Igﬁter to the first person on your Preview your letters
ist will appear. .
ii. Use the arrows to scroll through each g:;ig;?;gf%lzﬁﬁﬁ
succeeding letter. another letter, dick one of the
iii. Notice that there is no $ before the following:
donation amount in your letter. Click Reament 1
on the donation amount in any letter, . ’ -
place your insertion point directly 427 Find a redpient...
before it, and insert a $. This change
will affect each letter.
iv. Click “"Next: Complete the merge” at the bottom of the Mail Merge
pane. ,
v. Step 6 - Complete the merge. Merge to Printer M|
1. Click Print in the Mail _
Merge Pane to open this Print records
dialog box to allow you to I;
pr|nt a” or a port|0n Of |:_:| l:urrgntremrd
your letters. ) From: ~
2. We will not be printing. T -
Click Cancel.
h. Close Word. Do not save changes. ok ][ cancel




