Mail Merge, Word 200
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Mail Merget Letters

Mail merge allows you to create two files and merge them into several finalized merge
documents:

T

T

The first file is a maindocument such as a form letter, that contains boilerplate (generic)
O2yiGSyld GKIG R2SayQd OKIFy3S

The second file is the data sourcefile that contains variable information specific to the
recipient (the person receiving the finalized merged document), such as the inside address
and names in the salutation.

Mail merge is also very useful when creating corresponding envelopes and labels for a form
letter. You will learn how to do that in the next section.

Four basic steps are followed to execute a mail merge:

1.
2.

Create the maindocument(such as a form letter) that includes boilerplate content.

Create a data sourceile (such as a recipient list with the names and addresses of those
receiving the letter) that includes unique information for each merged document.

Insert placeholdeffields(codes that will be replaced with actual text) in the main document
that link unique content from the data source file to the boilerplate text in the main
document.
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4. Merge the two files to create a number of finished documents that combine the main
document with the variable text (such as the inside address and greeting).

When you update or edit the main document and/or the data source, simply execute a new
merge and preview results again. All changes will be reflected in each new merged document.
You can add new data to the data source or delete it as needed.

Letterss Main Document

To create the main document for a form letter:
1. Open ablank document.

& Before creating a main document and its data source file, close any other Word files that
2 might be open. Otherwise, your data source file could be linked to the open files.

2. Press ENTERS times, type the date, and press ENTER/ times after the date to allow space for
the placeholders, which will insert the variable information for the AddressBlockand
GreetingLine placeholder fields later in the merge.

(e ]

ecember-12,-20-1
The AddressBlockplaceholder for the

/ inside address will be inserted here.
The Greeting Lineplaceholder will be
inserted here.

Thank-you- for-your- recent-contribution.- Generous- donations: like-yours-help- our-organization- to-
house-abandoned- and-homeless- pets.-Our-velunteers- are-dedicated- tofinding- foster-homes-or-
permanent-homes-for-these-stray-animals.

1

Asyou: probably- know, - your: charitable-denation: is-tax-deductible.- I-have-enclosed: a-form-for-
your-convenience- to-use-when-preparing: your-taxes.

1

Thank-you- once-again-for-your- generosity-and-kindness.

1

Sincerely,

1

1

suzanne-Wehde

Directory

1

urst

|
PRS- NP N PP S SN S S

e ]
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3. Type the rest of the letter (the body, closing, and so forth), save the main document naming
it descriptively so it will be easy to recognize later.t SNX I LJA Ay Of dzZRS aVYIl Ay ¢

Letterss Data Source File

To create the data source file with an address list:

1. From the Mailingstab, Start Mail Mergegroup, click the SelectRecipientshutton; then
click the Type New Lisbutton.

Page Layout References Mailings

Edit Highlight Ad|
Recipients =|Recipient List || Merge Fields B

IE Type Mew List...
z | Use Existing List... !
8= Select from Qutlook Contadts...

2. Inthe New Address Ligtialog box, type the information for the first recipient in the desired
fields pressing TABto move from field to field.

Mew Address List Iiléj

Type redpient information in the table. To add more entries, dick Mew Entry.

Title - | First Mame w | Last Mame w | Company Mame |Address Linel w» |

The insertion point is in the

Title field ready for input.

4 | 11 r

[ New Enry ] [ Find... ]

[Qelete Entry ] [Customige Columns. .. ] [ oK ] [ Cancel ]

3. When you finish with one entry, click New Entryto begin the next address block until all
entries are completed; then click OK
4. Look at the Mailingstab behind the dialog box, and note that the Write & Insert Fields
group is dimmed. It will become active as soon as you save the address list in the next step.
5. From the Save Address Lislialog box, type a descriptive name in the File namebox that
will be easy to recognize later. Considerusinga Rl G ¢ Ay GKS FTA{S ylIYSo®
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6. Click Saveto save the file in the My Data Source$older; or browse to the desired location
and save the file.

i8] Save Address List [ % |
'\:JK_/’ & <« My Data Sources - |4¢ | | Search ol
File name: practice-113-data.mdb -
Save as type: [Microsoft Office Address Lists (*.mdh) v]
~ Browse Folders Tools ~ [ Save ] [ Cancel ]

7. Look at the Mailingstab behind dialog box, and note that the Write & Insert Fieldgroup is
now active so that you can insert merge field placeholders next.

When a main document is created and a new data source file is created as described
LINS@PA2dzat e GKS Gg2 FAESEA INB y2¢ af Ayl SRE
main document, you will see a warning that opening the document will run an SQL command.
Answer Yesto that prompt. This behavior is expected for this main document file, which needs
to access your data source file.

To detach a main document from the data source: From the Mailingstab, Start Malil
Merge Group, click the Mail Merge Button and click Normal Word Document

Letters Placeholders

To add merge field placeholders for the Address BlocKinside address) and Greeting Line
(salutation) placeholders in the main document for the letter:

1. Open the main document, and click where the inside address would normally be typed.
2. Click Yesif you are warned that opening the document will run an SQL command.
3. From the Mailingstab, Write & Insert Fieldgroup, click the Address Byck button.

rences Mailings Review View Developer 1
j j j 2P Rules - 1
= - 32 Maten 1
_ _Highlight |Address| Gres Insert Merge e December-12,-20--1]
List erge Fields| Block Line d~ _] -------
Write & Insert Fields 1
[Secembe Address Block \ 1
ﬂ Add an address to your letter. C||Ck the /—\ddl’eSS BlOCk ﬂ
ﬂ You specify the formatting and button tO add an addl’ess tO f «AddreSSBl(JCk»ﬂ
location, and Word will 1 it
with actual addresses from your your document. 1
ﬂ recipient list when you finish the ﬂ
h.l mail merge. ﬂ
1 o Thank-you-for-your-recent-
q The AddressBlockfield is : S—
q inserted where the insertion
Thankyou-for-your-recent-contributid point was placed.
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4. From the Insert Address BlocHialog box, review the choices, make any desired changes,

and click OK

Click where the salutation would normally be typed.

From the Mailingstab, Write & Insert Fieldgyroup, click the Greeting Linebutton.

7. From the Insert Greeting Linalialog box, review the choices, make any desired changes,
and click OK

o o

Insert Greeting Line |i|éj

Greeting line format:

Dear E Mr. Randall EI :
Greeting line for invalid recipient names:

Dear Sir or Madam, B2 I~ Change the punctuation after
Preview the salutation from a comma
Here is a preview from your recipient list: to a colon.

EIl |2 > A

Dear Dr. Quon:

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.
Match Fields...

][ Cancel J

8. Review all placeholders and their positions and edit as needed.
To edit any merge field placeholders:

1. Right-click the placeholder.
2. Click Edit Address Blockedit Greeting Lingand so forth.

To delete a merge field placeholder, select the placeholder and cut or delete it.

Letters Merge

To begin the merge process and preview merge results:

1. From the Mailingstab, Write & Insert Fieldgjroup, click Highlight Merge Fieldso you can
see the merge fields in the main document.

2. Adjust any spacing around the merge fields as needed.

From the Mailingstab, Preview Resultgroup, click PreviewResults

4. Click the Next Record>) and Previous Recordgk) buttons to page through your finalized
merge files.

5. From the Mailingstab, Preview Resultgroup, click PreviewResultsto toggle it off and
return to the main document with the placeholders.

6. Edit the main document or data source as needed, and preview your results again.

w
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7.2 KSy @2dzQNB al A aTF AR theMailingsgioug, Finishg@onEcBck NB a dzf § &
Finish & Mergemake any desired choice from the drop-down menu.

=
—=i
b}
Finish &

Merge =

Edit Individual Documents...

|
L;g Erint Documents...

».L send E-mail Messages...

8. Save and close the main document.

& Save and close your main document before opening or creating any other Word files.
=5 Otherwise, data from your database could be linked to other open files.

To edit the data source:

Open the main document.

Click Yesif you are warned that opening the document will run an SQL command.

From the Mailingstab, Start Mail Mergegroup, click Edit Recipient List

In the Select Data Sourcdialog box, browse to the desired data source; click Open

In the Mail Merge Recipiats dialog box, under DataSource click the data source file

name; click Edit

5. Inthe Edit Data Sourceialog box, click in any desired field and edit data as needed. (Note
that you can also click New Entryand Delete Entryif needed.)

6. ClickOKg KSy & 2 dzQNB T A yestatkepriarapt td usdate youf @oipisnmlist
and save changes to the data source file; click OK

7. Preview your merge results again and repeat this process if further edits are needed.

PLOwWwhPE
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Mail Merget Envelopes and Labels

In the previous section, you learned to use mail merge to create two files: a maindocumentfile
(a form letter with boilerplate text and placeholder fields) and its corresponding data sourcefile
(an address list). That same data source file can be used again to create envelopes and labels.
To create a new data source file with a recipient list, refer to the previous section. In this
section, you will practice using an existing list of recipients.

The same four basic steps are followed in a mail merge for envelopes and labels:

1. Create the maindocumentfile (such as an envelope or label) that includes boilerplate
(generic) content that is the same in the finalized merged documents. Normally, most
envelopes and labels will start with any content.

2. Create a data sourcdfile (such as a recipient list with the names and addresses of those
receiving a mailing) that includes information that is unique for each merged document.

3. Insert placeholdeffields(codes that will be replaced with actual text) in the main document
to link unique content from the data source file to the main document.

4. Merge the two files to create a finished documents (envelopes and labels with addresses)
that combine the main document with the variable text, such as the inside address block.

When you update or edit the main document and/or the data source, simply execute a new
merge; and preview results again. All changes will be reflected in each new merged document.
You can add new data to the data source or delete it as needed.

Envelopes Main Document

To create the main document for an envelope:
1. Open a blank document.

& Before creating a main document and its data source file, close any other Word files that
“2 might be open. Otherwise, your data source file could be linked to the open files.

2. From the Mailingstab, Start Mail Mergegroup, click the Envelopedutton.

). .=I‘
Start Mail Select Ec
Merge ~ |Recipients ~ Recipient List

S| Letters

~1  E-Mail Messages
=1 Enyvelopes..
i=jl | Llabels..

— Envelope Options
_:tl Directory ILI

fiwl| Mormal Ward Document

5

=1 S5tep by Step Mail Merge Wizard...
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3. From the EnvelopeOptionswindow, EnvelopeOptionstab, make any desired changes, and
click OKto create and open the main document for an envelope.

Envelope Options

Envelope size:
Size 10

Delivery address

Return address

Preview

(41/8x 9 1/2in)

From left:

From top:

From left:

From top:

=]

Auto
Auto

Auto
Auto

ALk (] A»

ALk | [[H]¥

[ OK Jl Cancel ]

4. Edit the return address as desired in the new main documentt either delete the existing
one or type a new one.

Eoq

Suzanne-Wehdef
PetFinders USAT
1032Viceroy-Avenuef
Santa-Clara,-CA-95051f

The return address may be
/ y

edited or deleted or a

placeholder for a return

address could be inserted.

T «<———— The AddressBlock

placeholder for the inside
address will be inserted here.

5. Save the main document, and name it descriptively 6 dzA& S & Y I A Y €so ithwfl beli K S
easy to recognize and reuse.
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Envelopes Data Source File anBlaceholders

To add the Address Blocknerge field placeholder from an existing data source file to the main
document for the envelope:

1. Open the main document for the envelope, and click where the inside address would
normally be typed.

2. From the Mailingstab, Start Mail Mergegroup, click the Select Recipientbutton, Use
ExistingList

- _;\
& j

Select Edit Highlight Click Use Existing List
Recipients v|Recipient List || Merge Fields
'_‘f_: Type Mew List...

Use Existing List... |

Select from Cutlook Contacts...

3. From the Select Data Sourceialog box, browse to the desired data source, click Open

] Select Data Source — [
- . | | ]
i " o - , O
@\_}‘4 R - >y (e z3 Browse to My Data Sources
‘ Organize v == Views v [ Mew Folder (2) by clicking Documents
e ——— @G ————————) My Data Sources
Favorite Links Tame Date modified Siz]
E' DocnEnts I%‘]pra::tice-llB-data.mdb 3/7/2009 10:47 AM

D+NewSQL5er\.rerConne... 9/25/2000 2:08 PM

& Recently Changed 3+ Connect to Mew Data... 9/25/2000 2:08 PM

=
7= Recent Places

More »»
Folders v
My Data Socurces -
. My eBooks
. My Received Files 3 I
. My Scans
@ Wy Stationery
. My Transferred Files e m b
— L
New Source... ]
File name: - [NI Data Sources [*.odc;” mdb V]
Tools - [ Open ] ’ Cancel ]

— LR SN SN S L
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4,5 Wherl a main document is cregted gnd an existing data source file is uAsed as described L
LINBGYA2dzat e UKS 0g2 FTAESa INB y2¢ af AylSRE

main document, you will see a warning that opening the document will run an SQL command.

Answer Yesto that prompt. This behavior is expected for this main document file, which needs

to access your data source file.

To detach a main document from the data source: From the Mailingstab, Start Mail
Merge Group, click the Mail Merge Button and click Normal Word Document

4. From the Mailingstab, Write & Insert Fieldgjroup, click Address Blockclick OK.
5. From the Mailingstab, Write & Insert Fieldgroup, click Highlight Merge Fields$o view the
inserted placeholder field.

Suzanne-Wehde

PetFinders:-USAY

1032Viceroy-Avenuef

Santa-Clara,-CA-950517
Lo

«AddressBlock»] 4~ Anenvelope with a return address
and an Address Bloclplaceholder for
variable addresses.

6. Review the placeholder and its position, and edit as needed.

Labelgs Main Document

To create the main document for labels:
1. Open ablank document.

& Before creating a main document and its data source file, close any other Word files that
2 might be open. Otherwise, your data source file could be linked to the open files.
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2. From the Mailingstab, Start Mail Mergegroup, click the Labelsbutton.

I.-"'._I

Select Edit
Merge ~ |Recipients = Recipient List

Labelsbutton

Start Mail

Hig
Merg

Letters

E-Mail Messages
Envelopes...
Labels..
Directory

Label Options

Mormal Word Document

BAODL D w

Step by Step Mail Merge Wizard...

3. From the LabelOptionswindow, under Label vendorsclick Avery US Lette(or the desired

label vendor).

4. Under Product number click 5160(or the desired product number).

Click the desired vendor.

Label Options [
Printer information
() Continuous-feed printers
(@ Page printers Tray: |Default tray (Auto Select) |E|
Label information
Label vendors: | Awvery US Letter E <
Product number: Label information
5146 - Type: Easy Peel Mailing Labels - Fill Across |
5147 Heicht: -
5139 — - -
B | dh: 263
5161 Page size: 8.5°X 117
5162 -7
l Details... l [ Mew Label. .. l Delete 0K ] l Cancel l

+— Click the desired product
number.

5. Click OKto create a page of blank labels.

g ‘

The AddressBlockplaceholder
for the inside address will be

inserted here.

g } o

6. Save the main document for the labels, and name it descriptively 6 dza S

so it will be easy to recognize later.

AYFAYEé
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Labelg Data Source File and Placeholders

To add the Address Blocknerge field placeholder from an existing data source file to the main
document for the labels:

1. Open the main document for the labels, and click in the first label cell where the inside
address would normally be typed.

' If you see a warning that opening the document will run an SQL command, click Yes. This is
expected behavior for this main document file, which will access your data source file.

2. From the Mailingstab, Start Mail Mergegroup, click the Select Recipientbutton, Use

ExistingList

From the Select Data Sourceialog box, browse to the desired data source, click Open

From the Mailingstab, Write & Insert Fieldgyroup, click Address Blockclick OK.

From the Mailingstab, Write & Insert Fieldgyroup, click Highlight Merge Fields$o view the

inserted placeholder field.

7. Review all placeholders and their positions and edit as needed.

8. To include the same AddressBlockplaceholder field in each label, from the Mailingstab,
Write & Insert Fieldgyroup, click Update Labels

oA~ w

«AddressBlock»q «Next-Record»«AddressBlock»9] ; «Next-Record»«AddressBlock»1]
X \ /

g
«Next-Record»«AddressBlock»q «Next-Record»«AddressBlock»q]
s, G i P y\,l’\_,\.--»-"i L O ] T v

H

A sheet of labels with an Address Bloclplaceholder for variable
addresses appears in each cell after clicking Update Labels

To create a full page of the same label, from the Mailingstab, Creategroup, click
Labels From the Envelopes and Labetiialog box, Labelstab, type the desired address
in the Addressbox. Click New Document

Envelopes and LabalsMerge

To begin the merge process and preview merge results:
1. From the Mailingstab, Preview Resultgroup, click PreviewResults

2. Click the Next Record>) and Previous Recorgk) buttons to page through your finalized
merge files for the envelopes; for labels, review the page of labels.

Mail Merge, 2007 Arlene Zimmerly Page 12 of 13



From the Mailingstab, Preview Resultgroup, click PreviewResultsto toggle it off and

return to the main document with the placeholders.

4. Edit the main document or data source as needed, and preview your results again.

5. 2 KSy @& 2 s Wi tha rheigéiresults, from the Mailingsgroup, Finishgroup, click
Finish & Mergemake any desired choice from the drop-down menu.

=
]
Finish &
Merge =

,;.'_1 Edit Individual Documents...
LJIQ Erint Documents...

».l; Send E-mail Messages..,

6. Save and close the main document.

; Save and close your main document before opening or creating any other Word files.
& Otherwise, data from your database could be linked to other open files.
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