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Mail verge .
Use Mail Merge when you want to create a set of documents that
are essentially the same but where each document contains unique 1. Format data

elements. For example, the return address is the same on all the
labels or envelopes, but the destination address is unique on each
one.

2. Use Mail Merge Wizard
to create and print
letters

Laying the ground work for a successful Mail Merge will take a little 3. Cleaning up

time, but once it is set up you can reuse your template. Shortcut for addresses

Format Data

You can use data from a variety of sources (such as a table in Access, an Excel worksheet or Outlook
contacts).

If you create your own data file in Excel, ensure that the top row contains titles (Figure 1, 1) for the
data directly below it (Figure 1, 2). When performing a Mail Merge, the file containing the data is
referred to as the Data Source.

Figure 1
\ A B C D E F G

1 Title First Name Last Name Home Address  City State Zip

\fZ Mr.  Barry Adams 145 Elmwood Ave Faig MD 14450
3 Dr.  Francis Allen 128 Kimberly Dr Pi MD 14534
4 |Ms. Elizabeth  Barry 61 Granger Rd = MD 14420
5 |Dr.  Jackson Bell 323 Monroe AwAnc ort MD 14559
6 |[Mr. Adam Boller 145 Elmwood Ave  Fairport MD 14450
T e Sahrina Cedar 144 Flmwinnd Ave  Hamlin nAN 144R4

1. Click on the Mailings tab.

2. In the Start Mail Merge group, click Start Mail Merge and Step by Step Mail Merge Wizard

(Figure 2, 1). o4
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Step 1 Mail Merge *
=tep 2 Figure 3 d t
The Mail Merge pane should open on the right side of the 9 Select nttype
. What type of document are you
screen (Figure 3). working on?
. . (@) Letters
Notice that the bottom of the window shows that you are on N ) E-mail messages
Step 1 of 6 (Figure 3, 1). To move through this entire wizard, ) Envelopes
you will either click Next or Previous at the bottom of the pane. @) Labels
() Directory
For each step, read from top to bottom and answer each Lt
ers

question. The wizard will step you through the process. Send letters to a group of people,
. You can personalize the letter
1. Select Letters under Select document type (Figure 3, 2). that each person receives.

Click Next to continue,

3 Step1of6 ﬁ
\/_— % Mext: Starting document

2. Click Next (Figure 3, 3).

Figure 4 Mail Merge

* x
Select starting d nt
Step 2 =
How do you want to set up your
1. For a brand new letter, under Select starting letters?

@) Use th td
document, select Use the current document -
. () Start from a template

(Figure 4, 1).

(7 Start from existing document

Note: You can also start from a template or open an existing letter. Use the current document

Start from the document shown

2. Click Next (Figure 4, 2). zfzr:rzn;t;zzgg:werge
information,

\ Step 2of 6
= Mext: Select recipients

@ Previous: Select document type
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Mail Merge v o |

Step 3: Select recipients Figure 5

Here you will connect this Word document with the data source
that contains your recipient information. For this example, we are
(7 Select from Outlook contacts

connecting to an Excel file. -
() Type a new list

Select recipients

(@ Use an existing list ———

Note: You can also select recipients from your Outlook contacts, or type a

Use an existing list
new list on the fly. Use names and addﬁ%)
file or & database.
1. Under Select recipients, ensure that Use an existing list is selected 7 Browse... /
(Figure 5, 1).

7 Editrecpient list...

2. Under Use an existing list, click the Browse button to connect with
your data source (Figure 5, 2).

Once you select your Excel sheet, click OK when you are prompted through
two windows (Select Table and Mail Merge Recipients).

3. Click Next (Figure 5, 3). ﬁ
Step 3 of 6

% Mext: Write your letter

¥ Previous: Starting document

Step 4: Write your letter

1. If you haven’t done so, type out the generic [ail Merge v % Figure 6 ﬁ
parts of your letter that are the same for

Write your letter Insert Merge Field
each recipient. :
If you have not already done so, Tn=cri
write your letter now. . Add Field @ Database Field
Next, it takes several steps to add Fields to To add recpient informaton to | Id SIS o s
your document. Fields serve as place markers ||
. o ] . . . document, and then dlick ane of Title L
that Word will fill in with recipient information the items below. First Name
.. = Last MName
when we finish the merge. 5] Address block... Home Address
. . 2 Greeting line... City
2. Click your cursor in your letter where R , State
. . |=7 Electronic postage... Zip
you want to add your first field. Home Phone
Mare items. .. Money Cwed
. . E-mail
3. Under Write your letter, click on More When you have finished writing
. . your letter, dick Next. Then you
items (Flgure 6, 1)- can preview and personalize each
recpient’s letter,
4. The Insert Merge Field window should P -
open up (Figure 6, 2). It should list all of the [: Match Fieids. . ] [ Insert ] [ Cancel ]
titles from the title row of your data source

(i.e. First Name, Last Name, City, State,

etc.).
Step 4 of 6
5. To add a field to your document, click on the % MNext: Preview your letters
field (i.e. First Name) and click Insert 4 Previous: Select redpients
(Figure 6, 3).

6. To add additional fields, click on the field and click Insert for each one.

7. Click Cancel or Close to close this window so you can move to a different part of the document
and add more fields.

8. Repeat steps 2-6 until you have added all the fields you need.

o For a short-cut to creating addresses out of fields, see Shortcut for Step 4 on page 5.
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Your document might look something
- . . ) Figure 7
like this (Figure 7): 9 Dear «Title»«First_Name»«last_ Name»
Welcome to Towson University! We hope you
9. Click Next.
Step 5: Preview vour letter Figure 8 /)\Q
Now instead of seeing field titles in your Dear Mr.BarryAdams
document (as in Figure 7), you should
see a preview of how the letter will look
with the first recipient information instead Dear Mr. Barry Adams,
of fields (Figure 8, 1). ]
Welcome to Towson University! \We hope you
1. Add any spaces, punctuation, or hard returns needed to format the text. i perge E——

In this example, spaces are needed between the several fields, and a

comma is needed at the end (Figure 8, 2).

Q If you need to add additional fields, click the Previous

button at the bottom of the pane to return to step 4.

2. You can also preview other letters by clicking the arrows next to

Recipient 1 (Figure 9, 1).

3. Once you're satisfied with the letter, click Next on the bottom of step 5

(Figure 9, 2).

Mail Merge bl Figure 10

Complete the merge

Mail Merge is ready to produce
your letters,

To personalize your letters, didk
"Edit Individual Letters. " This will
open a new document with your
merged letters, To make changes
to all the letters, switch Lot
the original document.

Step 6: Complete the merge

Click Edit individual letters to complete the merge (Figure 10, 1).
A new document will open that will contain all of the mail merged letters.

Preview your letters
B One of the merged letters is
Flgu re 9 previewed here, To preview
another letter, dick one of the
following:

Redpient: 1

'3 Find a recipient...
Make cha

You can also change your
redpient list:

#{ Editrecpient list...

Exdude this recipient

When you have finished
previewing your letters, dick
Mext. Then you can print the
merged letters or edit individual
letters to add personal comments,

Step50f6 /\)/

% Mext: Complete the merge

@ Previous: Write your letter

2. Look over the new document carefully. Make any edits, as needed, to

Merge

24 print these merged letters.

£ Editindividual letters... 3. Select the Office button and Print to print your letters.
Step 6 of 6

4 Previous: Preview your letters
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If you plan to use the same letter template again, you can reuse it!

You now should have two open documents: your original letter (which is likely titled “Document...”)
and a document containing all of your merged letters (titled “Letters...”).

Save the document titled “Document...” as your template. Save the “Letters” document in case you
need to make further edits to those letters.

9 Shortcut for Step 4: Adding Addresses

Looking for a quicker way to add addresses made up of recipient fields in step 4 (on page 3)?

1. Instead of selecting More items to insert fields, click Address block (Figure 11, 1).

Figure 11
Mail Merge v B JIES
Insert Address Block
Write your letter
Spedfy address elements Preview
If you have not already done so, . . L
write your letter now. Insert recipient's name in this format: Here is a preview from your recpient list:
To add redpient information to Joshua - Kl < |1 [> 4
your letter, dick a location in the Joshua Randall Jr. |
document, and then dick one of Joshua Q. Randall Ir. L Mr. Barry Adams
the items below. Mr. Josh Randall Ir. Fairport, MD 14450
_ Mr. Josh Q. Randall Ir. "
\/\ 5] Address block... Mr. Joshua Randal Jr. i
& Greeting line... Insert company name Match Fields m
;-:J Electronic postage... Insert postal address
ver include t In order to use special features, Mail Merge needs to know
A More items... Meverindude e | yhich fields in your redpient list match to the required fields.
. " Always indude th | Use the drop-down list to select the appropriate recipient list
When you have finished writing @) Gl indude t field for each address field component
your letter, dick Mext. Then you (@) Only indude the ¢ .
can preview and personalize each United States Required for Address Block -
recipient's letter, Courtesy Title Title E| _I
Format address accor First Mame First Mame E|
Last Name Last Name |z|
\ Suffix (not matched) [«] oK
Company (not matched) I_T
address 1 (not matched)
Address 2
Step 4 of 6 City First Name
& Next: Preview your letters State Last Name
Home Address
4 Previous: Select redpients Postal Code o
Country or Region ity

Ootional information Zipate 22
Use the drop-down lists to choose| |\ phone

database that corresponds to the
Merge expects (isted on the left.) Money Owed

E-mail
A Egrnember this matching for th {not matched) 5 on
this computer

2. In the Insert Address Block window, click Match Fields (Figure 11, 2).

3. In the Match Fields window, Word will try to match fields it's looking for (on the left) with the
titles in your data source (on the right). If Word missed any critical fields, use the drop-down list
to match them up. In this example, Word was looking for an Address 1 field (Figure 11, 3), but
it couldn’t match that to one of the fields in the source document (Figure 11, 4). To match the
correct field, you would click the down-arrow across from Address 1 (Figure 11, 4) and click on
the matching data source title (Figure 11, 5).

4. When all critical fields are match, click OK and OK.




