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Mail M er ge

Word’s Mail Merge feature lets you create personalized letters and other documents by combining (merging) information from
two different files, a data source file and a main document file.

Merging is the process of combining the contents of a data source with a main document. The data source is a database file
that contains the information that changes for each document. The main document contains the constant or
unchanging text, punctuation, spaces, and graphics. Y ou insert merge field codes in the main document wherever
you want data from the data source to appear in your merged documents.

Therearethreebasic stepsto performing a Mail Merge:

1. Specify thefile that is the main document.
2. Specify the data source.
3. Merge the data source with the main document.

Mail Merge Wizard

The Mail Merge Wizard walks you step by step through the mail merge process from selecting a document type to
specifying a data source to merging the two together.

Main Documents

When preparing the text of a main document, remember to include things like spaces between field names and any
required punctuation following them. The main document contains:

Text and punctuation.
Merge instructions and field names that Word uses to merge the data.

Use Word' s word-processing and graphics features to create the text and design elements for your main document. Then
add the merge field names and other merge instructions as needed.

Data Sour ces

Data sources are organized collections of information. Word can use data from other applications, such as Excel or
Access. All data document sources, regardless of where they come from, contain records and fields.

Mail Merge Toolbar

The Mail Merge Toolbar provides buttons that allows the user to edit a mail merge document without using the Mail
Merge Wizard.

= |=]|=] B | InsertWaord Figld - B 4 4 0 L E =
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To activate the Mail Merge Toolbar click View Toolbars select Mail Merge.

Place the insertion point where you want to insert a merge field name, and then click the Insert Merge Fields button
on the Mail Merge Toolbar to display the list of field names available in the associated data source. Next, select the
appropriate field name to insert it into the document. The guillemets (<<>>) are inserted automatically with the field
name.

The Mail Merge Toolbar lets you send merged documents to the printer or save them to afile for editing and later
printing. Word automatically takes care of word wrap and pagination.
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Start the Mail MergeWizard
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Format | Tools ITQI::IE Window  Help

7 speling and Grammat, .
Language

Weord Counk,
AutoSurmarize..
Speech

F—Q' Track Changes

Proteck Docurnent. ..

Cnline Collaboration

Compare-and Merge Documents...
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Ctrl+Shift+E

Tools on'the Meb. ..

Macra

Templates and Add-Ins.
= AutoCorreck Cptions...

Cuskomize, ..

options. ..

Shova Mail Merge Toolbar

[=7  Envelopes-and Labels.

Letter Wizard...

Step 1

Select document type

Select one of the following types of documents to create.
This example will use the document type Letters.

Notice a description of the document type displays whenever you select it.

Click Next to continue with Step 2.
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Select Tools

Lettersand Mailings

Mail MergeWizard...

to display the Mail Merge task

pane. It will appear on the right
side of the screen.

Mail Merge Task Pane

A % Mail Merge -

Select document type

What bype of document are yaou
working on?

i Letters

i E-mail messages
i Envelopes

i Labels

i Directory

Letters

Send letkers to a group of people, Yoo
can personalize the letker that each
pErsOn Feceives,

Click Mext o conkinue.,
Step 1 of &

g Mext: Starting document



Step 2

Select starting document

Select one of the options for the main document.

Notice a description of the starting document type displays whenever you select it.

Click Next to continue with Step 3.
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4 Mail Merge b

Select starting document

Howe dio wou wank o sek up ywaour
letters?

i® IUse the current docurnent
i Skark From a template

i Skark From existing docurment

Use the current document

Start From the docurment shown here
and use the Mail Merge wizard ko add
recipient information,

Step 2 of &

g Mext: Seleck recipients

4@ Previous: Select document bype



Step 3 Select recipients (Example 1)
Select where the data will be coming from.

To use an existing list means the data file has already been created.

Click Browse... to open the datafile.

The Select Data Sour ce window displays.
It defaults to the My Data Sources folder.

L ocate and open the data file; it could be an Excel or Accessfile.

44 o Mail Merge -

Select recipients

o Use an existing lisk
i Select from Sutlook contacts

i Type a new list

Use an existing list

IJse names and addresses from a file
or a database,

Browse, .,

Edit recipiert list...

Step 3of 6
Select Data Source

Loak in: I|ﬁ] My Data Sources j g u s ~ Tools =

@+Cannect ko Mew Data Source.ode
ey

@+New SOL Server Connection, odc

Histary @ClassList.mdb
@Res_LiFe.dsn

My Docunments
Favorites

File name: - |

h |d o I J Mew Source. .. | (H e

Wieb Folders ; . :

Files of Eype: I.ﬁ.ll Data Sources (*,ode;* . mdb; *.mde;‘j Cancel |
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If an Accessfile was selected and it contains more than one table or query, the following window displays prompting you to
select one of the datalists. Otherwise, the Mail Merge Recipients window will display.

Select Table
Mame | Descriptiu:un| Modified | Created | Tvpe
qryMamesCnly 10/9/2002 9:05:32 AWM 10/9/2002 9:05:23 AWM VIEW
Ezkbladdresses 2/15/2000 11:46:29 AM  3/31/1993 10:56:41 &M TABLE

| 2]

Zancel |

F

o]

The selected data list records will appear in the Mail M er ge Recipients window.

Mail Merge Recipients EBHE
To sark the lisk, click the appropriate column heading,  To narrow down the recipients displayed by a
specific criteria, such as by citw, click the arrow next to the column heading. Use the check boxes ar
buttons to add or remowve recipients from the mail merge.
Lisk of recipients:
| = LastMame | = _| FirstN ame | ¥l Title | ¥ Address! | ¥ Address2 | ¥l Ciwl
e Erown | Chare | Mr 01 Garden Lo || Bumpki..|
Snn:nwflake Su2| hrs. 23 %inter Park, g Marth
W hite Show bz, 18 Forest Street | Sunny Meado... | Countr..
A abbit Peter bdr. 33 Bunny Trail E ggtown
Rella Cinder bz, 1 "Windsor Ave Frincet...
1| | 3
Select Al | Clear all | Refresh |
fnd.. | B | validate |
P

By default al the records in the list will be checked, indicating they will all be included in the merge.

Clear the check for the records not to include in the merge.

Click the OK button and you will be returned to Step 3 of 6 in the Mail Merge Wizard. The main document is now linked to

this data source. Click Next to continue with Step 4.
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Step 3 Select recipients  (Example 2) 4 & Mail Merge - %

Seleck recipients

i Use an existing lisk
Select where the data will be coming from.
i Select Fram Qutlook contacts
To Type a new list means the data file has not been created. ® Type a new list

Type a new list

Type the names and addresses of
recipients.,

7z Create...

Click Create... to enter the data records.

The New Address List window displays.

Step 3 of 6
NewpddiessLisn B
~Enter Address information o | Previous: Starting document
Title: | :I
First Mame I
Last Marme I
Cormparry Marme I
Address Line 1 I
Address Line 2 I
City |
charn |
=l
Llew Entry Delete Entry | Eind Entry ... | Filker and icurt...l Cuskomize. .. |
iew Entries
View Entry Mumber Fitst | Presyiais |1— et | [&sE I
Tatal entries in lisk 1

Zancel |

Enter the information in the fields. Fields can be left blank.
Click the New Entry button to save the first record and begin a new one. The Cancel button will change to a Close button.

The fields listed are the default. If you want to delete, rename, add, or change the order of the fields, then click the Customize
button.
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The Customize Address List window displays when the Customize button is clicked.

Customize Address List K |

Field Mames

Make the necessary changes to the list and click the OK

add. ..
First Mame = button. You will be returned to the Address List window.
Last Mame Delet
Delete I
Carnpany Marme
Address Line 1
Address Line 2 Renarne i
ik
Skate
ZIP Code
Counkry
Home Phone
Wiark Phone Move Up

E-mail Address

I

:I Mowve Down

(0] 4 I Cancel

Clicking the Close button on the New Address List window will open the following window, prompting you to save the list of
records you just entered. It defaultsto the My Data Sour ces folder, which is located under the My Documents folder. Itis
recommended you save the filein this folder.

Save Addrezs List | 2]

i My Diata Sources :__j € > [ B~ Tools~

L Lo
7 2
St _D‘ = E
= | '_:!

My Documentks

a

o
m
i
iy
[m]

=

B

Favarites

pe

File name: S
b Foldk ¥ ! = e
Web F o ” ”
FRTOEEIS  save as type: iMlcrnsu:uFt Office Address Lists (*.mdb) va ancel .

Thefile type will be aMicrosoft Office Address Lists (*.mdb), which will be an Access file containing a table with the data
you just entered. Enter thefile name. Click the Save button and you will be returned to Step 3 of 6 in the Mail Merge Wizard.
The main document is now linked to this data source. Note: This data file you just saved can be opened and edited using
Microsoft Access. Click Next to continue with Step 4.
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Step 4 Writeyour letter

Type the text in the document that will be printed on every letter.

Processto insert the merge fields:

Click to place the insertion point inside the document where a merged field
should go.

Click Moreitems... and select the merge field you want to insert. Click the

Insert button and then the Close button. Enter spaces and punctuation as needed.

Continue following the process to insert the merge fields until compl eted.

Save the main document which includes the text and merged fields.
Click File Save.

Click Next to continue with Step 5. >

Step 5 Preview your letters
In the document window you will see the first merged letter. It isapreview of
how the letter will print. Thisisto give you the chance to make any changes to

the wording in the main document or to change how the merged fields were
inserted before completing the merge with all the records.

If everything looks fine with the preview letter, click Next to continue to Step 6.

If changes need to be made to the letter, click Previousto return to Step 4.
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4 & Mail Merge -

Write your letter

If wou have not already done so, write
walr letker now,

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

F‘] Address block, .
D areeting line. .,

* Electronic poskage. ..

Wl Postal bar cade...

......

El More items...

whien vou hawve finished writing waur
letter, click Mext, Then wou can
preview and personalize each
recipient's lekker,

Step 4 of 6

g Mext: Preview your letters

4@ Previous: Select recipients

<a o Mail Merge -

Preview your letters

one of the merged letters is
previewead here, To preview anakher
letker, click one of the Fallowing:

Recipient: 1
E#% Find a recipient...

Make changes

You can also change vour recipient
lisk

Edit recipient list...

| Exclude this recipient

When vou have finished previewing
vour letkers, click Mext, Then vou can
print the merged letkers ar edit
individual letters to add personal
camments,

Step 5 of B

g Mext: Complete the merge

3 Previous: \Write vour letker



4 o Mail Merge r X
Step 6 Complete the merge

Complete the merge

Mail Merge is ready ko produce your
letters,

To personalize yvour letkers, click "Edit
Select Print... to merge the letters to the Printer. Thiswindow displays. Enter ~ Individual Letters." This will open &

which records to print and click the OK button. new document with your merged
letters, To make changes to all the

letters, switch back to the ariginal
Merge to Printer K4 E3 document. ?

Print records

Merge

Al B Print...
r-l
Current record % Edit individual letters. ..

" Erom: I To I
Ik I Cancel |

Select Edit individual letters... to merge the letters to aNew Document. This
window displays. Enter which records to merge and click the OK button.

Merge to Hew Document EE |

Merge records

Step b of 6

4@ Previous: Preview your letkers

" Current record

g Frarm: I To: I
(0] 4 I Cancel |

Note: Mergeto a New Document will create athird file. When you close thisfile, you will be prompted to saveit.

Attention!!!

Please pay attention to the prompts about saving the changes to the files when you close them or exit Word. Itisa
good practice to always save the changes you made to the main document file and to the data sourcefile. Itis
optional to save the changes to the third document that was created, if you chose to Merge to a New Document.
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Frequently Asked Questions

1. Howdol tell if the Word file | opened isa mail merge main document?
Click Tools Lettersand Mailings Mail Merge Wizard.
Step 3 of the wizard, Select Recipients, will show the file name for the existing list. If the document is not
amail mergefile, afile name will not be displayed.

If merged fields were inserted into the document, the fields would be grayed with either the record data
displaying or the field names displaying, e.g. <<First_ Name>>.

2. What happensif | move, rename, or delete a data source file that is linked to a main document?

When you open the main document, you will receive the following error:

Microzoft Word B4

TestMailMergexP. doc is a mail merge main document, Waord cannot find its data
source, My Documenkst,,\ClassList.mdb.

Find Ciata Source. . COptions. .. I

If you know where the data sourcefile is stored, click the Find Data Source ... button. The open window
will appear for you to find and locate the file.

If you do not know where the data source file is stored, click the Options... button. The following
message appears:

Microzoft Word . :

' If the mail merge datafheader source ClassLisk.mdb no longer exists, choose Remove
\-) DatafHeader Source to remove its association with TestMailMergexP.doc or choose
Remove All Merge Info ko make TestMailMergexP.doc a normal Word docurment,

Remove DatafHeader Source Remove All Merge Info

To remove the link between the main document and this data source file, click the Remove
Data/Header Source button.

To return the main document back to a norma Word document, meaning it will no longer be a mail
merge document, click the Remove All Merge Info button.

3. Can | keep my main document, but change the data source file that is linked to it?

Yes. Using the Mail Merge Wizard at the step where you Select the recipients, click Select a different
list... Locate the new data source file. If the field namesin the new data source file are different from the
existing inserted field names in the main document, you need to delete the existing field names and insert
the field names from the new data source.
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4. Howdo | return my main document to a normal Word document?

Show the Mail Mergetoolbar by clicking View Toolbars select Mail Merge.

(=) F107 B msertwordField= 0 [0 By [0 M 4 0 » M BB IS Dy,

Click the Main document setup button and the following window displays:

M ain Document Type |

Document Eype:
" Lekrers
" E-mail messages
= Faves
" Envelopes
" Lahels
- Directory
€+ irormal Word docamenti

| [ I Cancel

Select the document type called Normal Word document and click the OK button. Thiswill remove the
link between the main document and the data source and return it to anorma Word file.

5. Howdo print only specific pagesif | merged to a new document?
Keep in mind the document created when merged to a new document will actually consist of one page
with several section page breaks. Look at the status bar at the bottom left of the screen. When you page

down, the page number remains at 1, but the section number changes.

When you click File Print... you will have to specify which Pages under the Page Range option.
Y ou have to prefix the number with an s for section number.

Example:
To print letters 3, 5, and 12, type the section numbers with commas separating them.

s3, s5, s12

If you clicked Current Page under the Page Range option, all the letterswould print. Remember thereis
only one Page to the merged file containing many sections.

If you entered the number 1 at Pages under the Page Range option, all the letterswould print.
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6. Howdo | format a merged field to contain hyphens or other characters?
1. Right click on the merged field to display a popup menu.
2. Click on Toggle Field Codes to display the field codes.
3. Edit thefield code in order to achieve one of the formats illustrated below.

4. After editing the field code, do Steps 1 and 2 to not display the field codes. Y ou need to turn it off,
otherwise, the field codes will print and not the data.

Field Name Not Formateed Field Code
SSN 111223333 { MERGEFIELD SSN}

After Formatted Field Code

111-22-3333 { MERGEFIELD SSN \# ##H-'# -t }
ko ko
Field Name Not Formateed Field Code
Phone 5735555555 { MERGEFIELD Phone}

After Formatted Field Code

(573)555-5555 { MERGEFIELD Phone \# '(‘#t) #ittt - ittt }
e
Field Name Not Formateed Field Code
Amount 1210.68 { MERGEFIELD Amount}

After Formatted Field Code

$1,210.68 { MERGEFIELD Amount \# $#,##0.00 }
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