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Mail Merge Using Word XP

Introduction

e The Mail Merge Wizard may be used to create several types of documents such as labels and personalized
form letters.

e A mail merge requires the use of two types of documents: the main document (for example, a document
specially formatted for labels or form letters) and the data (such as a spreadsheet that contains names and
addresses).

Main Document
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| Mail Merge Using Word XP I

Introduction — cont’d

e The main document contains special merge fields that act as placeholders for information. For example,
merge fields may be inserted for fields such as name, address, city, state, or zip code. These merge fields
are enclosed within chevrons (i.e. « »). Other special merge fields, such as «Next Record» may be used to
control how the data is placed in the document

e The interface for the Mail Merge Wizard has changed substantially since the previous version, but it’s still
easy to use.

e The old Mail Merge Helper is still available. You will need to use the old wizard in order to set the
suppression or non-suppression of blank lines.

Data Sources

e A wide variety of file types may be used as the data source. The most common sources include: Excel
spreadsheets, Access databases, and Word tables.

Using the Mail Merge Wizard

e This is the general procedure to follow when using the Mail Merge Wizard.

1. From the menu, select: Tools | Letters and Mailings | Mail Merge Wizard.
. In the Mail Merge task pane (on the right side of the screen), make the appropriate selections.
3. Proceed to the next step of the Mail Merge Wizard by clicking on the Next button (located at the bottom of

the task pane).
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| Mail Merge Using Word XP I

Display the Mail Merge Toolbar

e The Mail Merge toolbar includes buttons for various mail merge functions.
e The toolbar also has the button for the old Mail Merge Helper.

1. From Word’s menu, select: View | Toolbars | Mail Merge.
e The Mail Merge toolbar is shown below.

Insert Merge Mail Merge Merge to New Merge to
Fields Helper Document Printer

@ & F15) B | B mnsertwordFisid~ [52|[F] B 8] W 4 1 e W e

Main j L Mail Merge L L

View Merged Check for
Document Recipients Data Errors
Setup
— Open Data
Source

Add the Old Mail Merge Helper Button to the Toolbar

e There are times when you will need to use the old Mail Merge Helper. For example, the old Mail Merge
Helper can be used to suppress (or not suppress) blank lines.

e The Mail Merger Helper button can be added to the toolbar. Instructions are given below.

¢ You can also display the Mail Merge toolbar. This toolbar contains the Mail Merge Helper button plus
many other buttons that can be used for a mail merge. Instructions for displaying the Mail Merge toolbar
are given in this document.

From Word's menu, select: Tools | Customize.

Click on the Commands tab.

In the Categories column, scroll down and select All Comands.

In the Commands column, scroll down and find MailMergeHelper. Drag the MailMergeHelper icon to a
toolbar.

5. Close the dialog box.

e The Mail Merge Helper button looks like this: :

Ealh o e

Convert a Mail Merge Main Document to a Normal Word Document

e Occasionally, you may want to convert a mail merge main document to a regular Word document.

Open the mail merge main document.

Display the Mail Merge toolbar.

Click on the Main Document Setup button on the Mail Merge toolbar.

At the Main Document Type dialog box, click on Normal Word Document.
Click OK.

P e
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| Mail Merge Using Word XP I

Display Leading Zeroes in Excel

e There may be instances when you need to format data in Excel so that the leading zeroes are displayed for a
number. (Example: 02222.) Here’s how to display the leading zeroes in Excel:

In Excel, select the data that you want to format with leading zeroes.
From the menu, select: Format | Cells.
Click on the Number tab.
In the category section, click on Custom.
o To format a zip code: Click on Special (instead of Custom).
5. In the Type box, type a custom format to display leading zeroes. To do so, type a zero for each digit that
you want displayed.
Example: 00000
o To format a zip code: Click on Zip Code (instead of typing the zeroes).
6. Click OK.

Ealh o e

Import Excel Spreadsheet into Access

e An Excel spreadsheet may be exported to a comma delimited file so that you can retain the leading zeroes
when it is imported into Access. The general process is as follows:

Open the Excel spreadsheet.

Format the necessary Excel data so that leading zeroes are displayed.
Save the Excel file as a comma delimited file.

Import the comma delimited file into Access.

PO

Display Leading Zeroes in Access

e There may be instances when you need to format data in Access so that the leading zeroes are displayed for
a number. (Example: 02222.)

1. Open the Access database.

2. In Access, go to Design View and click in the Data Type field for the data that you want to format with
leading zeroes.

3. Click on the drop-down arrow in the Data Type field and select Text.

4. Switch to Data Sheet View.

5. Type the desired number including the leading zeroes.

OR
For existing data that is not formatted to show leading zeroes, type the appropriate number of zeroes in front
of the existing number.

CDudas\Officedocs\Seminars\How-to Guides\Word\Mailmerge XP\02.19.03\Page 4



| Mail Merge Using Word XP I

Establish a DDE Connection for Excel and Access Data Sources

e  When you do a mail merge using an Excel worksheet as your data source, some of the numeric data may not
retain its formatting in the merged document. This affects Excel data that is formatted as a percentage,
currency, or as a zip code. To fix this problem, use the Dynamic Data Exchange (DDE) method to connect
to the Excel worksheet.

e The DDE connection is also needed to allow you to select specific Access tables and queries in the mail
merge process.

1. Establish a DDE connection to the spreadsheet or database. From the menu, select: Tools | Options.
a. Click on the General tab.
b. Click in the box next to: Confirm Conversion at Open. (There should now be a checkmark in this
box.)
c. Click OK.

2. Use the Mail Merge Wizard to configure your mail merge as usual. When you get to Step 3 of 6 and are
prompted to Confirm Data Source, select: MS Excel Worksheets via DDE (*.xls) or Access Database
via DDE (*.mdb, *.mde).

3. Click OK.

4. Continue with the mail merge configuration.

Change Data Source

You may need, at some later time, to change the data source of an existing mail merge document.

Open the main document.
Use the Mail Merge Wizard and go to step 3 of 6.
Click on Select a Different List.
At the Select Data Source dialog box, click on the desired file.
Click the Open button.
Confirm the data source.
e For more information about confirming the data source, see the section: Establish a DDE
Connection for Excel and Access Data Sources.
Click OK.
Select the proper data source object (i.e. spreadsheet or database table).
Click OK.
Select the recipients.
Click OK.

Sk L~

—_
i e

Using a Word 2000 Mail Merge File with Word XP

e If you experience a problem with using a Word 2000 mail merge file, you may need to re-establish the link
to your data source.

1. In Word XP, open your Word 2000 mail merge document.
Use the old Mail Merge Helper to re-establish the link to your data source.
3. Execute the mail merge.
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| Mail Merge Using Word XP I

Suppress or Unsuppress Blank Lines

e There are several ways to suppress or unsuppress blank lines, but the easiest way is to use the old Mail
Merge Helper.

—

Display the Mail Merge toolbar.
2. Ifyou are using the Mail Merge Wizard to create a mail merge... When you get to Step 4 of 6, insert the
desired merge fields. Don’t proceed to the next step using the wizard.
OR
If the main document for the mail merge has already been created... Open the main document.

3. Click on the Mail Merge Helper button on the toolbar.
4. At the Mail Merge Helper dialog box, click on the Merge button.
5. Click the appropriate item:

Don’t print blank lines when data fields are empty.
OR
Print blank lines when data fields are empty.
6. At the Merge dialog box, click the Close button.
At the Mail Merge Helper dialog box, click the Close button.
8. Continue with the mail merge.

~

Print Specific Pages

e Typically, if you want to print specific pages within a “normal” Word document, you can specify to print
the current page or a range of pages. However, you may encounter problems when trying to do the same
with merged documents.

e  When you create a mail merge file, the pages are placed in sections. According to Microsoft Help, you can
print a range of pages within sections by specifying the page numbers and section numbers. For example, if
you want to print page 2 (in section 2) and page 3 (in section 3) you would select File | Print from the menu
and then type the following into the Page Range box: p2s2-p3s3. However, this won’t work with a mail
merge document.

e Ifyou can’t print the current page or range of pages with a mail merge document, try this:

1. From the menu, select: File | Print.
In the Page Range box, type the range of numbers by specifying only the section numbers.
Example: $2-s3 (to print pages 2 to 3)
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| Mail Merge Using Word XP I

Create Mailing Labels with Excel or Access as the Data Source

e The following Excel spreadsheet will be used as the data source for the mail merge. (The same data is
contained in an Access database.)
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| Mail Merge Using Word XP I

1. Start Word.

2. Set up the DDE connection. From the menu, select: Tools | Options.
e Hint: This connection is needed to preserve the numeric formatting of Excel data when it is used in
a mail merge. You also need to set the DDE connection to allow you to select specific Access
tables and queries later on in the mail merge.
a. Click on the General tab.

b. Click in the box next to: Confirm Conversion at Open. (There should now be a checkmark in this
box.)

c. Click OK.

3. From the menu, select: Tools | Letters and Mailings | Mail Merge Wizard.
e The Mail Merge task pane is used to configure the merge document and to select the data source.

Starting Screen for the Mail Merge Wizard
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| Mail Merge Using Word XP I

Step 1 of 6

4. At the Mail Merge task pane, select the document type. In this case, click on Labels.

S
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5. Click on the Next button.
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Step 2 of 6
6. Select the starting document.
Example: Change document layout
7. Click on Label Options.
a. Select the Printer Type and Tray.

b. Select the Label Product.
Example: Avery Standard

c. Select the Product Number.
Example: 5162-Address
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8. Click OK.
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Sample Screen after Selecting Label Options
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9. Click on the Next button.
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Step 3 of 6

10. Select the recipients. In this case, select: Use an Existing List.
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| Mail Merge Using Word XP I

11. Click on Browse and select an existing Excel or Access file that contains the desired data.

Example of Selecting an Excel Worksheet as the Data Source

i3l Document3 - Microsoft Word ==l x|
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® Use an existing list
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] Select Data Source x| 2 Type a new list
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from a file or a database.

B Maitizrge-+P-bak. doc Browse. ..
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History
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B | Step3of6
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12.  Click the Open button.
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| Mail Merge Using Word XP I

13. Confirm the data source. Choose one of the following:
MS Excel Worksheets via DDE (*.xls)
OR
MS Access Database via DDE (*.mdb, *.mde)

Example for Confirming the Data Source for Excel

i3l Document3 - Microsoft Word == x|
- File Edit Wiew Insett Format Tools Table Window Help  Acrobat m Bl 5 question For help [+ X
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Select recipients
®) Use an existing list
2} Select from Cutlook contacts
ke ) Type a new list
- Use an existing list
Z . Use names and addresses
2| x
5 ConfirmiDataBES el from a file or a database,
. Open data source: R ESho
a OLE DB Database Files
\Microsoft Excel Waorkshest X . Edit recipient list...
¢ eets via D
[ show all Cancel |
=
m
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| Step3of6
+
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o F < Previous: Starting document
ENAE K] 3
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14. Click OK.
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| Mail Merge Using Word XP I

15. Select the proper data source object. For an Excel data source, select the Named or Cell Range. For an
Access data source, select a Table or Query.

Example of Selecting an Entire Excel Worksheet

8/
i Edit Wew Insert Format Tools Table Window Help  Acrabat m A 2 question For help [+ 2
- =
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BErd - i ez e a3 sl a5 b 7o S o @ % Mail Merge v X
B | , | | ,
Select recipients
(@ Use an existing list
 Select Fram Outlook contacts
= 2 Type a new list
o Use an existing list
- | Use names and addresses
- Microsoft Excel 2x| from a file or a database,
. Mamed or cell range: Browse. .
: i) gl il Edit recipiznt list ..
-
=
: -]
L
I
|
- =1 step 30of6
. 'y
R o g Mext: Arrange your labels
v ¥ <3 Previous: Starting document
= 2]z 4] 3
‘orawr [y | awoshepess S W OO E 4l Bl & d-Z-A-=S=E B @ .

Initializing Dialog for Microsaft Excel

16. Click OK.
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17. Select the desired recipients.

Hint: You can select everyone or just certain individuals. (In the latter case, you can add or remove

the checkmark next to each person’s name.)

&l Document2 - Microsoft Word
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Type a question for help =3¢
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4 % Mail Merge - X

Select recipients

@ Use an existing list

i ipi 2
Mail ergeEeaIREUES 2lx|  Select from Cutlook contacks
To sort the list, click the appropriate column heading. To narrow down the recipients displaved by a 0 Type anew list
specific criteria, such as by city, dick the arrow next ko the column heading. Use the check boxes ar
buttons ko add or remove recipients from the mal merge. Use an existing list
List of recipients: C a —
urren our recipients are
| >| lastMame | *| Firsthame | ¥| Addressi | *| Addressz | vl City | v Stes selectedyl;rgm: P
[l Euster Phil 6 5 "
Chesse Cucky Aard & B0, Box 2 ” WY [:\My Daocuments\OFfice Documenl
Club Billy P.0. Box 4520  Bostan MA Select a different list, ..
Cricket Jim 3456 Disney ... Orlando FL | |
Fits Benny SE7Z Penny ... Treas.. FL Edit recipient list...
Font: Ellie: Kalam.,. MI
Frog Kermit 7623 Lily Pad. .. WWater... WA
«Mext Records Gator &l 37 Riversid... Okefe... GA
Hoe Ida 10E M, Taker ... Water,,. PA
il Jack 4867 Hilkop ... ‘Waker,,. P&
Knight Jed 1234 Univers. .. Los An... €A
W e Firnrk N1 Shrinch... | PLOL Fine 457 Harde... T4 i
4| | 3
Select all | Clear all | Refresh |
«Mext Recards» Find... | Edt... | yalidate |
7

«Mext Records

«HMext Records

H O owA

DE>-Z-A.=

P o=
—

Step 3 of 6
e Mext: Arrange your labels

< Previous: Starting document

Page 1

Sec 1

At 13" Ln 1

18. Sort the recipients, if desired.

Col 1

REC TRE ExT ovr [GF

Hint: To sort in ascending or descending order, click on the column heading name.

Hint: For more advanced sorting options, click the arrow next to a column heading and then choose
(Advanced) from the menu.

19. Click OK.
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Sample Screen after Choosing Recipients

il Document3 - Microsoft Word =18 x|
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Select a different list...

- Edit recipient list...

«Hext Recotds «HMext Records
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20. Click the Next button.
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Step 4 of 6
21. Arrange your labels by adding the fields that you want to print on the labels. One method to do this:
a. Within the first label, click on More Items to select the desired fields.
b. At the Insert Merge Field dialog box, click on a field name and then click the Insert button.
c. Repeat the above step as many times as needed.

d. Click the Close button when finished inserting fields.

Example of Using “More Items” for Inserting Merge Fields

il Document3 - Microsoft Word & x|
Fle Edit Wew Insert Format  Tools  Table  Window  Help  Acrobak m A 2 question For help = %
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] B 1 | 2 - B I I I R 3 7o a0 4| @ % Mail Merge v X
Arrange your labels
If vou have nat already done
Insert Merge Field 2x| s0, lay out your label using the
first label on the sheet,
] Insert; P P
I ) ) 0 add recipient information to
" Address Fields ¥ Database Fields wour label, click a location in
A the first label, and then click
=S one of the items below,
I MiddleMame F‘] Address block.
. ;?js;:;l:s?f D Greeting line. ..
. AﬁdrassZ %) Electronic postage. ..
- Ciky
_ State |||| Postal bar code...
5 Zip
5 El More ems. .
- «HMext Records
~ When you have finished
. arranging your label, click
R Mext. Then you can preview
_ each recipient's label and make
i any individual changes.
- Replicate labels
- LI ‘ou can copy the layout of the
i ENEIREEs Match Fisld | ’TI pr— | first label to the other labels
N (B ED = oo MR ElnEE on the page by dicking the
- button below.

. Update all labels
|
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o ¥ <@ Previous: Select recipients
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Sample Screen after Inserting Field Names

&l Document 3 - Microsoft Word =8| x|
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22. To rearrange the location of the fields, use the Enter key to put a field on a new line. If necessary, separate
fields with a space, comma, or other appropriate characters.
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g Mext: Preview your labels
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23. If desired, change the font and font size.
e Hint: Select the entire document to make the formatting changes.
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24. Click the Update All Labels button to replicate the fields from the first label to all of the remaining labels.

il Document3 - Microsoft Word =18 x]
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_ wdvddressls wtddressly =
. Stepdotb =0
. «tddressdy widdressdy & Step4of 6
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o ¥ <p Previous: Select recipients
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25. Ifyou need to suppress or unsuppress blank lines...

a. Display the Mail Merge Toolbar or add the Mail Merge Helper button to the toolbar.
b. Click on the Mail Merge Helper button.
c. Atthe Mail Merge Helper dialog box, click on the Merge button.
d. Click the appropriate item:

e Don’t print blank lines when data fields are empty.

OR
e Print blank lines when data fields are empty.

e. Click the Close button for the Merge dialog box.

f.  Click the Close button for the Mail Merge Helper.
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26. If you need to reuse this label format again for future mail merges, save the file.
e Hint: Save the file with a name that indicates that it is a mail merge main document.

Examples: employee-labels-maindoc.doc

27. Click the Next button.

S of 6

28. Preview a sample page of the labels.

&l Document2 - Microsoft Word

Acrobat

File Edit “ew Insert Format Tools Table ‘Window Help
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= Bostor, M& 02322 Cilando, FL 32835 merged labels or edit individual
labels ko add personal
. comments,
=
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5872 Penny Lane Kal T
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|
Tl step 50of6
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N 7623 Lily Pad Court 837 Riverside Drive @ | © Mext: Complete the merge
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Type aquestion far help = | X

<4 % Mail Merge X

Preview your labels
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previewed here. To preview
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Fallawing:

Recipient: 1
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Make changes

‘ou can also change your
recipient lisk:

Page 1 Sec 1 11 At 1.1" Ln 1 Col 1

29. Click the Next button.

REC TRE ExT ovr G&

Eudorah
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Step 6 of 6
30. Click on Print to begin the process of printing your labels.

a. At the Merge to Printer dialog box (with All as the default selection), click the OK button to print all of

the labels.
N [=1ES

File Edit VYiew Insert Format Tools  Table Window Help  Acrobat Typaaquestionforha\p - X

] T 8% - k2 [3)
= Mark Table OF Cantents Entry [[] » o7 ~ A -~ B ilﬁl@lﬁl
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g o Y el EH-D-O-EEE- AR SRS
[L] B 1z 3 ead e B g e g7 e e - g gl 0| @ % Mail Merge > X

Complete the merge

Mail Merge is ready to produce
wour mailing labels.

To personalize your labels,
click "Edit Individual Labels."
This will open a new document
Chucky Cheess with your merged labels, To

N Fhil &. Buster . rd & Olive Streets make changes to al the labels,
R 1600 P_ennsylvama Averne PO Box 2 switch back to the original
: W ashington, DC 20510 Hew Yok, HY 10202 document,
- Merge
: 2l Mege
o B print...
- Print ds ————————
R n TEW s & Edit individual labels...
R Billy Club Jim E. Cricket  (* Gl
- P10, Box 4520 3456 Disney P o~ I
~ urrent record
R EBoston, MA 02323 Otlando, FL 3 -
- - Eram: To: I
N 0K Cancel
- G|
" Benny Fits
3872 Penny Lane f{]iie ety -
- Treasure Island, FL 33740 .
|
Ketmit D, Frog Al A Gator %
B 7633 Lily Pad Coust 237 Riverside Drive o Stepbof6
: Waterville, WA 98858 Okefenckee, G& 31501 I 4 Previous: Preview your labels
NN | 3
Draw~ 3 |adoshapesr S W ] O E 4l 5% B d-L-A-=S=5 8B @ .
Page 1 Sec 1 11 at 11" Ln1l  cCol L REC TREK ExT ovr (G

b. At the Print dialog box, select the appropriate options to print your labels.

c. Click OK.
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31. Ifneeded, save the labels... Click on Edit Individual Labels.
a. At the Merge to New Document dialog box (with All as the default selection), click the OK button.
b. Save the file.
e Hint: Save the new document with a different name (i.e. employee-labels). Don’t save it with the

same name as your main document (i.e. employee-labels-maindoc.doc).

Example: employee-labels.doc
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Create Form Letters with Excel or Access as the Data Source

e Form letters are created in a similar manner as labels.
e Instructions are given for how to create a basic form letter.

Main Document

nployee-letters-maindoc.doc - Microsoft Word -10]x

Edit  Wiew [nsert Format Tools Table Window Hels  Acrobat Type aquestion for help =X
T 1% - k2 .
tark Table OF Contents Entry [ ~ &2 ~ A ~ B
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<4 Normal = TmeshMewRoman ~ 1l = B I U
‘pEg AOE InsertwordField~ | 57 5] T L
. - R

Inllay

[l T T YRR
Data
Ed Microsoft Excel - employees.als
File Edit View Insert Format Tools Data  Window Help  Acrobat
DEEH® SRV & BR- | o -c- (@A -2 5 @l -0,
March 5, 2003 B
- Avial 10 | B I U= B % , B e A
Firstiamey MiddleNames «Lastamen il d L
cAddressln A [ B [ © ] D | E [ F [ [ H T
whddressZy | 1 |FirstName MiddleName LastName Address1 Address2 City State Zip
«Cityn, «Staten «Zipn | 2 |Adam Sapple
| 3 |Jewel Ree
Dear | 4 |Jed L Knight 1234 Universe Lane Los Angeles CA 90001
T N | 5 |Rock N Roll Cleveland OH 44101
| B |Abby MNormal Erie PA,
This letter is to inform you that your salary has been increased 7 | Frank N Stein 1000 Creepy Hollow Court Mew Castle PA, 16108
Congramlations on such a fine jobl | § |Brock E Lee 9012 Springhill Road P.0. Box 43 Garden Grove CA 92842
| 9 Kim Mesome P.0. Box 122 Hershey PA, 17033
Sincerely | 10 |Lee Mesome P.O. Box 122 Hershey PA 17033
: | 11 |Jim E Cricket 3456 Disney Parkway Orlando FL 32835
| 12 (Al A Gator 837 Riverside Drive Okefenckee GA 31501
| 13 | Jack M Jill 4867 Hilltop Road Waterford PA 16441
JenR Uz | 14 |Sam Sung 2800 Technology Yay San Jose CA 95155
= 4] 15 |Ida Hoe 108 N. Tater Street Waterford PA 16441
opaw~ [y | Adoshapes~ N W OO [ 1 [0 H.2-A-=z=¢g m|16 Bob Sled P. O Box 88 Anchorage AR 99501
P W el ni celt e me oo ow @ | 17 | Kermit D Frog 7623 Lily Pad Court Waterville WA 95855
: ] 18wl . Tell 2684 Macintosh Street Farmington WA 95128
| 19 | Cindy Rella 3402 Prince Charming Court Hanalulu all 9F845
| 20 | Billy Club P.0O. Box 4520 Boston [ 02222
21 Allen Wyrench 42 Mechanic Street Girard BA 1641

Merged Documents
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5 il A Buster
B 1600 Pennsylyania Avenue March 3. 2003
= Washington, DC 20510
: : Fhusky, Chesse
B 33rd & Olwve Streets
- PO Box2
- Mew York, WY 10282
L Thiz letter i2 to inform you that your salary has been increased by 1 -
. Congratulations on such a fine job!
i : Dear Chucky,
. Simcerely, This letter is bo inform you that your saliry has been ineransed by 10% For this fiseal year
~ . Cengratulations on such a fine job!
Jen B Uz .
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wams e -
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1. Start Word.

2. Setup the DDE connection. From the menu, select: Tools | Options.
e Hint: This connection is needed to preserve the numeric formatting of Excel data when it is used in
a mail merge. You also need to set the DDE connection to allow you to select specific Access
tables and queries later on in the mail merge.

a. Click on the General tab.

b. Click in the box next to: Confirm Conversion at Open. (There should now be a checkmark in this
box.)
c. Click OK.

3. From the menu, select: Tools | Letters and Mailings | Mail Merge Wizard.
e The Mail Merge task pane is used to configure the merge document and to select the data source.

Step 1 of 6

4. At the Mail Merge task pane, select the document type. In this case, click on Letters.
5. Click on the Next button.

Step 2 of 6,

6. Select the starting document. In this case, select: Use the Current Document.
7. Click on the Next button.

Step 3 of 6

8. Select the recipients. In this case, select: Use an Existing List.
9. Click on Browse and select an existing Excel or Access file that contains the desired data.

10. Click the Open button.
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11. Confirm the data source. Choose one of the following:
MS Excel Worksheets via DDE (*.xls)
OR
MS Access Database via DDE (*.mdb, *.mde)

12. Click OK.

13. Select the proper data source object. For an Excel data source, select the Named or Cell Range. For an
Access data source, select a Table or Query.

14. Click OK.

15. Select the desired recipients.
e Hint: You can select everyone or just certain individuals. (In the latter case, you can add or remove
the checkmark next to each person’s name.)

16. Sort the recipients, if desired.
e Hint: To sort in ascending or descending order, click on the column heading name.
e Hint: For more advanced sorting options, click the arrow next to a column heading and then choose
(Advanced) from the menu.

17. Click OK.

18. Click on the Next button.
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Step 4 of 6
19. Type the text for the letter.
a. Leave a blank space or line where you want to personalize the information in the letter.

e The next step explains how to insert the merge fields to create a personalized letter.

Example of the Text for a Form Letter

il Document?2 - Microsoft Word =lojx

File Edt ‘“iew Insert Format Tools Table ‘Window Help  Acrobat Type a question For help |+ |
DEeEn SRY| 4 o - o | H] Eq e -h20E),
4 Mormal - TimesMewRoman = 11 ~ | B 7 O _

*;E Mark Table Of Contents Entry [7] ~ ﬁ - A - -

B E g ) B B nsetwordField~ | 5 [F] By 5] | M 41 » ME B (sl 0, i F - B-0-EE S &
[v] 23456 AN 2| @ % MailMerge v x
Write your letter
If you have not already done
s, write vour letker now,
To add recipient information ko
wour letter, click a location in
the document, and then click
Wlatch.3, 2003 one of the items below,
. |E’] Address block..,
> .
: < Name and address will go here ) Greetingline...
: *| Electronic postage...
. Dear.. G—— First name will g0 here II| Postal bar code. .
- Bl more kems...
) This letter iz to inform you that your salary has been increased by 10% for this fiecal year. When vou have Finished
R Congratlations oty such a fine jobl writing your letker, click Mesxt,
r Then you can preview and
- personalize each recipient's
Sincerely, letter,
v JenR. Uz
+
T| step 4ofb
- +
B ° g Mext: Preview yvour letters
F 4 Previous: Select recipients
ENEEKD| 3
Draw ~ k futoshapes - ™ w [ O 4[ 2:3 &n - ﬁv A === 3 ] - -
Page 1 Sec 1 11 Atk 39" Ln 15 Col 10 REC TRK EXT OWR |G .
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20. Add the desired fields to personalize the letter. One method to do this:
a. Click in the location where you want to insert personalized information.
b. Click on More Items to select the desired fields.
c. Atthe Insert Merge Field dialog box, click on a field name and then click the Insert button.
d. Repeat the above step as many times as needed.
e. Click the Close button when finished inserting fields.
21. Repeat the previous step, as needed, to insert additional fields for personalization.
22. To rearrange the location of the fields, use the Enter key to put a field on a new line. If necessary, separate

fields with a space, comma, or other appropriate characters.

il Document2 - Microsoft Word

File Edit Wiew Insert Format Tools Table ‘Window Help  Acrobat
DEEASRY ‘BB -« aEO=

- K2 2,

4 Mormal - TimesMewRoman - 11 - B T O _ = i= £ 5 | Mark Table OF Contents Entry |:|'£'A -,
& B E1E] B | B mnsertwordField~ | 52 B By B | M 4 1 » MR B M3k -7 -
[] R WA I I I WA I SN IR -SSR IR S ey

Mareh. 5, 2003

«FirstNames «Mliddlel ames «Lasth ames
N whddressln

- widdressls

- wCityoe, «ltaben «Zips

Dear «Firsth atnes,

This letter is to inform Fou that your salary has been increased by 10% for this fiscal year
Congratwlations on such a fine johl

=1O/x

Type aguestion for help = X

EH-D-mEHE @A 7

< % Mail Merge - X

Write your letter

If yvou have not already done
50, wWrite your letter now,

To add recipient information ko
wour letter, click a location in
the document, and then click
one of the items below,

|E'] Address block. ..
m Greeting line. ..

*| Electranic postage. ..

I Postal bar code...

Bl maore iems...

wWhen vou have Finished
wwriting your letker, click Mext.
Then you can preview and
personalize each recipient's
letter,

- Sincerely,
=
N JenR. Uz
-
| Step4of b
- +
B @ g Mext: Preview your letkers
N ¥ <@ Previous: Select recipients
= e(E= 4]
D[aw‘[% AutoShapes = ™ \I:IO4I€?: &'i'A'E “EQ‘-
Page 1 Sec 1 11 Ak 22" Ln & Col 1 REC TRK EXT ovR (O =

23. If desired, make any formatting changes (font, font size, bold, etc.).
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24. If you need to suppress or unsuppress blank lines...

a. Display the Mail Merge Toolbar or add the Mail Merge Helper button to the toolbar.
b. Click on the Mail Merge Helper button.
c. Atthe Mail Merge Helper dialog box, click on the Merge button.
d. Click the appropriate item:

e Don’t print blank lines when data fields are empty.

OR
e Print blank lines when data fields are empty.

e. Click the Close button for the Merge dialog box.

f. Click the Close button for the Mail Merge Helper.

25. Ifyou need to reuse this letter format again for future mail merges, save the file.
e Hint: Save the file with a name that indicates that it is a mail merge main document.

Examples: employee-letters-maindoc.doc
26. Click the Next button.

Step S of 6

27. Preview a sample page of the letter.
e Hint: Use the forward and backward arrows (i.e. << and >>) to navigate between each letter.

28. Click the Next button.

CDudas\Officedocs\Seminars\How-to Guides\Word\Mailmerge XP\02.19.03\Page 30



| Mail Merge Using Word XP I

Step 6 of 6
29. Click on Print to begin the process of printing your labels.

a. At the Merge to Printer dialog box (with All as the default selection), click the OK button to print all of
the labels.

b. At the Print dialog box, select the appropriate options to print your labels.

c. Click OK.

30. Ifneeded, save the labels... Click on Edit Individual Labels.
a. At the Merge to New Document dialog box (with All as the default selection), click the OK button.
b. Save the file.
e Hint: Save the new document with a different name (i.e. employee-letters). Don’t save it with the

same name as your main document (i.e. employee-letters-maindoc.doc).

Example: employee-letters.doc
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