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A mail merge is made up of two components a document (which can be a letter,
envelope, or label) and a data set. Putting the two together using a mail merge
results in producing several letters, envelopes, or labels for a group of people or
organizations.

Obvious reason for using a mail merge then is to save time in drafting a form
document which needs to be sent to multiple folks.



Mail Merge Wizard

» Use the wizard!
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A mail merge is made up of two components a document (which can be a letter,
envelope, or label) and a data set. Putting the two together using a mail merge
results in producing several letters, envelopes, or labels for a group of people or
organizations.

Obvious reason for using a mail merge then is to save time in drafting a form
document which needs to be sent to multiple folks.



Mail Merge Steps

« Step #| — Select Document Type
2007 2003

Mail Merge v X : = —
What of document are you
©) Letters W“’:;fm”m
©) E-mall messages @
KT Eelopes ) E-mall messages
() Labels 2
©) Drectory *J LE'M"“"“
letters () Directory
Send letters to a group of people.
You can personalize the letter Letters
that each person receives, Send letters to a group of people.
Click Next to continue. :&?«mﬂwwm

Click Next to continue,

Step #1 — Select Document Type.

A Mail Merge can be used to produce multiple letters, e-mail messages, envelopes,
labels, or a directory. Select the appropriate type of project and then “Next” (which
appears at the bottom right-hand corner of the screen) to get started.



Mail Merge Steps

« Step #2-Select Starting Document

2007 12003 _

Mail Merge v x H v 6-June [ 42 [ search 2|
Select starting document % New Folder 0

How do you wank to set up your Select starting document Name Date modified Type
ottors7 i o v Ve e eak e [ DocumentCo... 6/9/20105:34PM  PPTFile
) Usathalguract dacumenk it i B)0ocumentCo.. 6/9/2010545PM  Microsoft Word
(©) Start from a template & 11t e Daverk doctmedt " DocumentCo... 6/9/20105:53PM  Adobe Acrobat
@ Start from existing documant =4 L DocumentCo., 6/2010534PM  Adobe Acrobat
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document and make changes to [ MS Publisher .. 6/9/20105:47PM  PPTFile
the content or recipients. {6 MSPublisher  6/9/2010 1033AM  PPT File

“Planting_the_.. 6/1/20101150AM  Adobe Acrobat
S)sampletetter  6/14/2010 L47PM  Microsoft Word
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Step #2 — Select Starting Document.

You have three options from which to choose your starting document. You can use
the document which is presently open in your screen. Or, if you have a template
document saved elsewhere, you can choose to start with it instead. Or, you can
choose to open any existing document. Highlight “(More files...)” and select “Open”

to find an existing template or document.
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Mail Merge Steps
e Step #3 - Mail Merge v x i Mai =
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Step #3 - Select Recipients.

Recipients can be selected from an existing list, such as an Excel file. They can also be
selected from Outlook contacts. Or, you can type up a new list entirely.

To use an existing list, select Browse to find the appropriate file. When selecting an
Excel file, be sure to indicate which Sheet the list appears on and determine whether
the list contains column headers. If it does, you’ll need to check the box so that the
header row is not included as a “record.”



Mail Merge Steps

» Step #3-Select Recipients

pients

This is the kst of recipients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove recipients from the merge, When your list is ready, click OK,

Data Souce [v | LastName w | First Name v | Address v |Ciy v | Stat «
Contactlist-Peopl... it 122 Second Street |
ContactList-Peopl... [V Johnson James 100 Third Street Springfield 1L 3
ContactList-Peopl.. [V  Williams Jacob 200 First Street. Springfield 1L -
Contactlist-Peopl... [V Jones Jackson 300 Fourth Street Springfield 1L
ContactList-Peopl.. [V Brown John 400 Park Avenue Springfield 1L
Contactlist-Peopl... [V Davis Joshua 500 Fifth Street Springfield 1L
Contactlist-Peapl... [¥ Miller Jayden 600 Main Street Springfield 1L
Contactlist-Peopl.. [¥ Wilson Christopher 700 Sixth Street Springfield 1L _
77— — 1 . m——| S Y |
Data Source Refine recipient list

Contactlist-People. xis | 3] sot...

¥ e

Step #3 — Select Recipients (cont’d)

Continue Step 3 by weeding out duplicate contacts or unchecking contacts you want
excluded from the mail merge. (Note: De-selecting the contacts does not remove the
contact from your original Excel file or database. You can also Filter the recipient list
to narrow your mail merge by any given factor, such as zip code or city.

Once you have narrowed down your recipient list, select OK in the Mail Merge
Recipients screen. Select Next in the Mail Merge Wizard to move to Step #4.
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Mail Merge Steps
» Step #3-Select Recipients (2003)

(o
" Mail Merge Recip
To sort the kist, click the appropriate column heading. To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next to the column heading. Use the check boxes or
buttons to add or remove recipients from the mall merge.
List of recipients:
LastName v/ FirstName v/ Address v Ci.. v State [+ Z. v Ph.Ll !
pnith William 123 Secon...  Spring.. IL | (Al
hnson James 100 Third S...  Spring... IL 62701
illiams Jacob 200First St..  Spring... IL @lanks)
nes Jackson 300 Fourth ... Spring.. IL (Nonblanks)
oore Michael 800 Oak Str... Spring.. IL [ “
aylor Ethan 900 Sevent.. Spring.. IL | 1935 '")_
nderson Emma 150 Pine Ci... Spring... IL 62701  555-555
lhomas Madison 250 Maple ... Spring.. IL 62701  555-555 _
s ‘ 70 e a—arptie
[ seectal | [ Clearal | [ Refresh |
E ——

In version 2003, you can continue Step 3 by weeding out duplicate contacts or
unchecking contacts you want excluded from the mail merge. (Note: De-selecting the
contacts does not remove the contact from your original Excel file or database. You
can also Filter the recipient list to narrow your mail merge by any given factor, such as
zip code or city, by selecting the drop down arrow at the top of any column, selecting
advanced and setting up a custom filter.



Mail Merge Steps

« Step #4- Write Your Letter

(add merge fields)

2007

Mail Merge X

Write your letter

IF you have not sready done so,

write your letter now.
To add recipient information to
your letter, click a location in the
document, and then click one of
the items below.
[ Address block...
4 Electronic pastage. ..
3 More items...
When you have finished writing

your letter, click Next. Then you
can preview and personalize each

2003

Write your letter

If you have not already done so,
write your letter now.

To add recipient information to
your letter, click a location in the
document, and then dlick one of
the items below.

) Address block...

1) Greeting line...

|4 Electronic postage...

W1l Postal bar code...

=] More items...

recipient's letter.
When you have finished writing
your letter, click Next. Then you
can preview and personalize each
recipient’s letter.

Step #4 — Write Your Letter (add merge fields)

Word provides a shortcut to inserting the entire address into a letter called the
“Address Block.” Simply place your cursor in the letter where you want the address to
appear and select Address Block. Note: The address is going to be formatted
according to the paragraph formatting for the space you highlighted. So, you may
want to check your paragraph formatting first before inserting the Address Block to
be sure it is single-spaced, etc. There is also an automated option for inserting a
greeting line to a letter. And, individual fields can be added to the letter from your
data set by selecting “More Items...”
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Mail Merge Steps

/| Insert company name
[¥) Insert postal addvess:
Hever include the countryfregn in the address
Absaysnchude the countryfragion in the addrass

« Step #4- WriteYour Letter
(add merge field)

2003

Specify address elements
[¥] Insert recipient’s name in this format:

Joshua
Joshua Randal I,

® Qriy nchude the countryjregon ¥ diferent than:
United States =]

) Format address according

Preview

@ Only include the countryfregion F different tham s Joshua Randal
inck tryfs 3 i M. R X,
If items in ‘address block are missing or out of order,
United Satns =] bore o cirrect s _;:.. Bhue Sky Aines
IR = mading st 1 Airport We
I rorms: st ‘ ‘ ) Koty ok, 2770
= = America
[ biateh Fields.... | o) [Ccance ]
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Mail Merge Steps

« Step #4- WriteYour Letter
(add merge field)

(Maechrieids... | [ imset ] [ comel |

Adding “More Fields” brings up the “Insert Merge Field” dialog box which appears the
same in version 2007 as in version 2003 of Word.

12



Mail Merge Steps

« Step #5- Preview Your Letters

Mail Merge v X

Preview your letters
One of the merged letters is

previewed here, To preview
another letter, click one of the
Folowing:

Recipient: 1
42 Find a recipient...

You can also change your
recipient list:

=4 Edit recipient list... ingfi
Springfield, June 16, 2010

previewing your letters, chick James Johnson
100 Third Street
Istters to add personal comments. Springfield, IL 62701

RE: Topic of Letter

Step #5 — Preview Your Letters

Using the double-arrow button, page through each letter to determine that the
letters look okay. If you find that a document has been created for an unintended
record, then simply select the “Exclude this recipient” button to delete that
document from the group.

Of course, if after looking through a few of the letters to determine that the format is
okay, you probably do not need to page through the entire set of documents.

13



Mail Merge Steps
« Step #6- Complete the Merge

Mail Merge v X
Complete the merge o
Mail Merge is ready to produce @) Currgnt record
your letters, @ Erom: 1ot
To personalize your letters, click
e [
open a new document with your

merged letters, To make changes
to all the letters, switch back to

the original document.
Merge to New Document =)
771&3;&“7 Merge records.
5 o
&) Edt individual letters. .. [ / Current record
{3 Track through Business Cont: “) Erom: To:

Step #6 — Complete the Merge

You have a couple choices when it comes to actually completing the merge. You can
simply print the entire group of letters or a select few to a printer. Or, you can send
the document set to a file should you decide that you may need to edit individual
letters for content. To create a file of the document set, select “Edit individual

letters.” This will create a new file that includes a copy of each completed document.

From there you can save the file with a new name and further edit the documents if
necessary.

14
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Demo
 Mail Merge Wizard
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( Envelopes — Use the Wizard
<

* In Step #2, be sure to set up your
Envelope Options

Mail Merge Siov

Select starting document
How do you want to set up your
envelopes?

@) Use the current document
@) Change document layout
() Sart from existing document

Click Envelope options to choose
an envelope size.
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Envelopes — Use the Wizard

« Select appropriate size of envelope

Size 10 (41/8x91/2in) E] feed
ey | | BEEERE
Fromtop: Auto 1o -
Return @ Faceyp © Face down
Fronleft: [iko B (@) lockwise rokaton
Fromtop: Auto & Eeed from:

Preview - Erwelope, Manual Feed El
You have changed Word's defaul envelope handiing method
for this printer,

= L These changes could be incarrect. Choose Reset to return to
——] Word defaults,
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Envelopes — Use the Wizard

* In Step #4, click in the center of the
envelope space when inserting the
Address Block field

) - O CambrisHea - = 3y 5 QT Docormentd - Mictasoft Word - 7 X
Home  Ins  Pagelayout  Referencer | Maiings | | Reew  View  addlns  Hotboss £%
] [ (PRuiess qg I R T e
m‘;} xz‘l ] :s(?; g mwjum mjn sg.w.ﬂ il [ n::ua‘ «:‘f
pes 55 V3¢ gt red
= Redpients - RecpientList | Merge Fieids Block e Fleia~ 3 Gvets [ Ress | % auto cneck forkrrors | bege | Chmpaign
Create. Start Mail Merge J Write & nisert Fialds Preqew REuits. _ Finish | Marketing
S T S VT RS D e N > 0 0 n : e s e B VAR B
L
Legal Aid Society, Inc. [ Arrange your envelope.
123 Main Street 3 you have nok aready dane 50,

Anytown, USA 10000

«AddressBlocks|
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» Envelopes

Demo
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Options

Mail Merge v x 5
Select st i Pri/rrterﬁormabon
How do you want to set up your ©) Continuous-feed printers
maikng labels? © Pageprinters  Tray: |Manual Paper Feed
sa the cirrant docurnent )
@ Change document layout Label information
) Skart from existing document Label vendors:  Avery US Letter B
Change document layout Product nymber:
e dore s @
e 15163 @l
] Label options... 15267
15510
15513 >

Labels — Use the Wizard

* In Step #2, be sure to set up your Label

B

Label information

Type: Mailing Labels
Height: 1"

Width: 2.63"

Page size: 8.5"X 11"

Pay Attention

Be sure to set up your Label Options to accord with whatever brand and type of label
you will be using. In this example | have chosen to search for the Avery brand of
labels and their label type (or product number) 15160 which are Mailing Labels 1 inch
x 2.63 inch in size. Once you make the selection, you will notice that your document
will be formatted to accommodate those labels. See screenshot below.

/‘:IL_'& 0 A8 sl oo~ | L 5 (8 ) F Dacuments - Microsaft Word Table Taols | - = %
| Home  Inset  Pagelayout  References | Mallings | Review fdeIns  HotDocs Design Lavout ()}
aE ) e B e T el [ e L N (e
2 @ — — =1 U Mateh Frelds & Find Recipient
Erwvelopes Labels | StartMail  Select di | Highlight  Address Gresting Trsert Merge || preview . | Finish & || creste |
| Merge = Recipients = Recipient List || Merae Fislds Block  Line Fistd - A Upidate Labels || Rebijes | 3 Auto Check for EMars || Msrqe~ || Campaign |
Create | Start Mall Merge 1 Wirite 8 Insert Fislds I Previzu Results Finish || Marketing |
T O R T . O R R N N S 7 i p E o S| Wil Werge - x

Select starting document

How do you wank ta set up your
mailing labels?

(@) Lisa the rurrent document
(73 Change document [ayout
(71 Start Fram existing document

Change document layout

Click Label options to choose a
label size,

] Labeloptions. ..
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Labels — Use the Wizard

* In Step #4, you only s i
% Arrange your labels
need to insert the R
Address Block in one e S

First label, and then click one of
the tems below.

label, then select B i

1 Greetingline...

“Update all labels” 2 .

Once you insert the Address Block field in the first label in the upper left hand corner
and select “Update all labels” from the wizard, the Address Block field will be added
to all of the labels in the document.

= ] I 1 . - I : " , < # #
- «AddressBlock» «Next Record»«AddressBlock> .
| «Next Record»«AddressBlock» «Next Record»«AddressBlocks «N¢
N «Next Record»«AddressBlock» «Next Record»«AddressBlocks» «Ne
nj «Next Record»«AddressBlock» «Next Record»«AddressBlocks «N¢
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e Labels

Demo
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Rachel Medina
NTAP
rachel@Isntap.org

Don’t forget to complete our survey ©

THANKYOU
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