Mail Merge, Word 2007

YT Y LT =R =Y i T PSP
Letters—Main DOCUMEBNT .......e bbb bsbsssbnsnsnsnnnsnnes
Letters—Data SOUICE File ....uiiiiiiiiiiiieee e e e e e e e s e e e e sabaeeesnseneeeenns
LettersS—PlacENOldEIS ... e e e e e raeeeeas
ey =T e Y =T = PO PP PP P TP UPUPPTPPPPRRRP

Mail Merge—Envelopes and Labels............uuiieiiiiieiceeec et e e
Envelopes—Main DOCUMENT ......uiiiiiie et e e e e s r e e e e e e e e e re e e e e e e e e snnnsranneeaens
Envelopes—Data Source File and Placeholders ............oueeieeiiiiccieee e,
Labels—Main DOCUMENT ....oiiiiiiiieiciiiee e ceee ettt e s e e e et e e e st e e e e sbaeeeesssnaeeesensneeeenns 10
Labels—Data Source File and PIaceholders..........oooiviiiiiiniiiiei e 12

ENVelopes and LabelS—IMEIEE.....ccu ittt e e s e e e e saae e e e enaaeeeenn 12

Mail Merge—Letters

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

e The first file is a main document, such as a form letter, that contains boilerplate (generic)
content that doesn’t change.

e The second file is the data source file 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. Create the main document (such as a form letter) that includes boilerplate content.

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

3. Insert placeholder fields (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.

Letters—Main Document

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

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

2. Press ENTER 5 times, type the date, and press ENTER 7 times after the date to allow space for
the placeholders, which will insert the variable information for the Address Block and
Greeting Line placeholder fields later in the merge.

(e ]

ecember-12,-20-1
The Address Block placeholder for the

/ inside address will be inserted here.
The Greeting Line placeholder 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

|

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. Perhaps include “main” in the file name.

Letters—Data Source File

To create the data source file with an address list:

1. From the Mailings tab, Start Mail Merge group, click the Select Recipients button; then
click the Type New List button.

Page Layout References Mailings

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

IE Type Mew List...
Use Existing List... g
8= Select from Qutlook Contadts...

2. In the New Address List dialog box, type the information for the first recipient in the desired
fields pressing TAB to 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 Entry to begin the next address block until all
entries are completed; then click OK.

4. Look at the Mailings tab 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 List dialog box, type a descriptive name in the File name box that
will be easy to recognize later. Consider using “data” in the file name.
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6. Click Save to save the file in the My Data Sources folder; or browse to the desired location
and save the file.

'\:J\_/‘ & <« My Data Sources

i8] Save Address List

v|‘?|

Search ol I

~ Browse Folders

File name: practice-113-data.mdb

Save as type: [Microsoft Office Address Lists (*.mdh)

Tools ~ [

Save ] [ Cancel ]

7. Look at the Mailings tab behind dialog box, and note that the Write & Insert Fields group 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

previously, the two files are now “linked” to each other. Thereafter, when you open the
main document, you will see a warning that opening the document will run an SQL command.
Answer Yes to that prompt. This behavior is expected for this main document file, which needs
to access your data source file.

Letters—Placeholders

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

To add merge field placeholders for the Address Block (inside 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 Yes if you are warned that opening the document will run an SQL command.
3. From the Mailings tab, Write & Insert Fields group, click the Address Block button.

rences

1
1
\
In
1
1
1
b

List || M

Decembe

hankvyou-for-your-recent-contributig

Review View

Nt |Address| Gresgg Insert Merge
elds| Block Line dgld -
Write & Insert Fields

Mailings Developer
2P Rules -

% & Match F

Address Block
Add an address to your letter.

You specify the formatting and
location, and Word will replace it
with actual addresses from your
recipient list when you finish the
mail merge.
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The Address Block field is
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4. From the Insert Address Block dialog box, review the choices, make any desired changes,
and click OK.

5. Click where the salutation would normally be typed.

From the Mailings tab, Write & Insert Fields group, click the Greeting Line button.

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

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 [T~ 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.

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 Block, Edit Greeting Line, and 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 Mailings tab, Write & Insert Fields group, click Highlight Merge Fields so you can
see the merge fields in the main document.

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

3. From the Mailings tab, Preview Results group, click Preview Results.

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

5. From the Mailings tab, Preview Results group, click Preview Results to 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.
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7. When you’re satisfied with the merge results, from the Mailings group, Finish group, click
Finish & Merge; make any desired choice from the drop-down menu.

Edit Individual Documents...

|
L;g Erint Documents...

Send E-mail Messages...

E

[

8. 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.

To edit the data source:

Open the main document.

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

From the Mailings tab, Start Mail Merge group, click Edit Recipient List.

In the Select Data Source dialog box, browse to the desired data source; click Open.

In the Mail Merge Recipients dialog box, under Data Source, click the data source file

name; click Edit.

5. In the Edit Data Source dialog box, click in any desired field and edit data as needed. (Note
that you can also click New Entry and Delete Entry if needed.)

6. Click OK when you’re finished, and answer Yes to the prompt to update your recipient list
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.

PwWwwnNPE
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Mail Merge—Envelopes and Labels

In the previous section, you learned to use mail merge to create two files: a main document file
(a form letter with boilerplate text and placeholder fields) and its corresponding data source file
(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 main document file (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 source file (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 placeholder fields (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
might be open. Otherwise, your data source file could be linked to the open files.

2. From the Mailings tab, Start Mail Merge group, click the Envelopes button.

). .=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 Envelope Options window, Envelope Options tab, make any desired changes, and
click OK to create and open the main document for an envelope.

Envelope Options L8 e

Printing Options

Envelope size:
Size 10 (41/8%9 12in) E
Delivery address

From left: |Auto

From top:  |Auto

ALk (] A»

Return address

From left: |Auto

From top: |Auto

ALk | [[H]¥

Preview

[ OK Jl Cancel ]

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

Suzanne-WehdeT / The return address may be
PetFinders-USAY edited or deleted or a
1032Viceroy-Avenuef

Santa-Clara,-CA-950519 placeholder for a return
o address could be inserted.

T «——— The Address Block

placeholder for the inside
address will be inserted here.

5. Save the main document, and name it descriptively (use “main” in the name) so it will be
easy to recognize and reuse.
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Envelopes—Data Source File and Placeholders

To add the Address Block merge 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 Mailings tab, Start Mail Merge group, click the Select Recipients button, Use
Existing List.

—

- _/.\
@~ j

Select Edit Highlight P
Recipients v|Recipient List || Merge Fields

Type Mew List...
Use Existing List... [

Click Use Existing List.

85 select from Outlook Contacts...

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

] Select Data Source — [
@le s My Data Sources < - I ¥ : : SeoTTh ol

Browse to My Data Sources
‘ Organize ~ := Views =+ B tew Folder (Z) by clicking Documents,
———————————————————————————— My Data Sources.

Favorite Links Hame Date modified Siz]
E Documents ) practice-113-data.mdb  3/7/2009 10:47 AM

j Recently Changed [0+ MewSQLServerConne... 9/25/2000 2:08 PM
[#¢ Recently Change

[CJ+Connect to New Data... 9/25/2000 2:08 PM

uﬂ;

Recent Places

More »
Folders v
My Data Socurces -
. My eBooks
. My Received Files I:I |
. My Scans

@ Wy Stationery
. My Transferred Files

- [ 4] T

o
MNew Source... ]

File name: - [NI Data Sources [*.odc;” mdb V]

Tools - [ Open ] ’ Cancel ]

i
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1\,  When a main document is created and an existing data source file is used as described

—  previously, the two files are now “linked” to each other. Thereafter, when you open the
main document, you will see a warning that opening the document will run an SQL command.
Answer Yes to 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 Mailings tab, Start Mail
Merge Group, click the Mail Merge Button, and click Normal Word Document.

4. From the Mailings tab, Write & Insert Fields group, click Address Block; click OK.
5. From the Mailings tab, Write & Insert Fields group, click Highlight Merge Fields to view the
inserted placeholder field.

Suzanne-Wehde
PetFinders:-USAY
1032Viceroy-Avenuef
Santa-Clara,-CA-950517

o

«AddressBlock» 4= Anenvelope with a return address
and an Address Block placeholder for
variable addresses.

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

Labels—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
might be open. Otherwise, your data source file could be linked to the open files.
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2. From the Mailings tab, Start Mail Merge group, click the Labels button.

Start Mail|  Select ?dit Hig Labels button
Merge ~ |Recipients = Recipient List || Merg

Letters

E-Mail Messages

Envelopes...

Labels...

Direct
e Label Options

Mormal Word Document

BAODL D w

Step by Step Mail Merge Wizard...

3. From the Label Options window, under Label vendors, click Avery US Letter (or the desired

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

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

number.

5. Click OK to create a page of blank labels.

Click the desired vendor.

L Click the desired product

=
" The Address Block placeholder "
for the inside address will be
inserted here.
o I o 4 o

6. Save the main document for the labels, and name it descriptively (use “main” in the name)

so it will be easy to recognize later.
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Labels—Data Source File and Placeholders

To add the Address Block merge 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.

1 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 Mailings tab, Start Mail Merge group, click the Select Recipients button, Use

Existing List.

From the Select Data Source dialog box, browse to the desired data source, click Open.

From the Mailings tab, Write & Insert Fields group, click Address Block; click OK.

6. From the Mailings tab, Write & Insert Fields group, click Highlight Merge Fields to view the
inserted placeholder field.

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

8. Toinclude the same Address Block placeholder field in each label, from the Mailings tab,
Write & Insert Fields group, click Update Labels.

P w

B
«AddressBlock»q L Next-Record»«AddressBlock»9 ! «Next-Record »«AddressBlock»9]

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

To create a full page of the same label, from the Mailings tab, Create group, click
Labels. From the Envelopes and Labels dialog box, Labels tab, type the desired address
in the Address box. Click New Document.

Envelopes and Labels—Merge

To begin the merge process and preview merge results:
1. From the Mailings tab, Preview Results group, click Preview Results.

2. Click the Next Record (>) and Previous Record (<) buttons to page through your finalized
merge files for the envelopes; for labels, review the page of labels.
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3. From the Mailings tab, Preview Results group, click Preview Results to 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. When you’re satisfied with the merge results, from the Mailings group, Finish group, click
Finish & Merge; make any desired choice from the drop-down menu.

=Y
=
]
Finish &
Merge =

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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