Mail Merge with Microsoft WORD & EXCEL

For Word/Excel 2007

For the most common Mail Merge process, you nedulsiosetup and populate a database in Excelttzmem-

ploy the Mail Merge Helper in Word.

Your Excel data should be setup to look somethikegthis:

Mail Merge -

Select document type

What type of document are you
working on?

Title] First Name Last Name Address City State| Zip ¥ Letters

Mr. |Sean Connery 123 Secret Service Rd  |London NY | 12345 ;TZ'D::fages
Mr. |Dick Clark 1 Times Square New York NY 10001 Labes

Mr. [Joseph Smith 53 Broadway \Westbury NY | 11590 prectery

Letters

Once you've created and saved your data in Exoel,can open a Microsoft Word document. | send ietters ta a groun of people.

From the Mailings tab, seleBtart Mail Merge ® Step by Step Mail Merge Wizard The
window, shown at the right, will be displayed.

The wizard will guide you through six steps to céete your Mail Merge. Let's examine these

three steps in more detail.

STEP 1-choose a Mail Merge job type

e The first step allows you to select the type oflriviérge document you want. For this
example we'll selectetters. The Mailing Labels example will be discussed briefly later on.

e Click Next: Starting documermin the bottom to move to the next step.

STEP 2—choose a document
o Next to choose a document . Select Use the cud@umenif you want to add mail

. . . | ing d
merge data to the current document displayed indWatherwise choose Start from g™ o o eemen:

template which allows you to choose from any Word temmateu have on your

computer. Or, if you've typed document and wantdnvert it to a Mail Merge form
letter, choose Start from an existing document

e Click Next: Select Recipientsn the bottom to move to the next step.
STEP 3-Select recipients

e For this example, we need to choose Use and exibsity and then click the Browse
button.

‘You can personalize the letter that
each person receives.

Click Mext to continue,
Step 1 of 6

g Mext: Starting document

4 Mail Merge * X

How do you wank ko set up your
letbers?

#* Use the current document
Start from a template

Start from existing dacument,

Use the current document

Start from the document shown
here and use the Mail Merge wizard
to add recipient infarmation.

e A file open dialog window will appear. Be sureskt the Files of typbox at the bottom of the window to

“Excel files” and then navigate to your excel file.

e After you choose the worksheet, you will get the | MalVerse rearers . )
H H This is the list of redpients that will be used in your merge. Use the options below to add to or change your list. Use the
window below showing all of the records (YOUT || fsboes o s o ramoverodpini rom the merge. Wi your s ready, dck 0%
H H P Data S B
data) in the file. All will be checked off, to dude || === -
. Mol Merge DB (1n... Gl
any records, simply uncheck them. Mail Merge D6 in.. [7_ Tolstoy i
Mail Merge DB (In... ¥ Struddle Marilyn 235 N. Pond Avenue Free
] Mail Merge r X Mail Merge DB (In... [¥  Newsworthy James Dr. 2 College Way Gar
L Mail Merge DB (In... [¥ Smith Walter Mr. 56 St Patrick Avenue Gar
Select recipients Mail Merge DB (In... [ Dino Robert Mr. 720 Nerthern Blvd Bro
' Lse an existing list Mail Merge DB (In... [¥  Smith Joseph Mr. 1053 Broadway Bro
Select from Outlook contacts !V!a!!.rv‘!.erga [_”_3 q” :_ Ea\le. - FJ-\ane !\’15- PEEE?X E1575 i Bro _
< 1 1
Type a new list Data Source Refine redpient list
Use an existing list [Mai Merge D8 (Inv Aging).xls « | 4} Sort...
Use names and addresses from a A er..s
file or a database, .3 Find duplicates. ..
Browise... | 4] Find redient...
[ validate addresses...
oK
Revised: 5/29/15 Copyright © 2004 by Paul J. Moaten Page 1

(516) 845-4081 Clear-Cut Computing Corp. paul@detmomputing.com



Mail Merge with Microsoft WORD & EXCEL
For Word/Excel 2007

[»]

Dear-«Titlen-«First Names

Insert Merge Field

Insert:
" address Fields

Eields:

2x

% Database Fields

Address
City
State
Zip Code
DCB
Age

Title:
First Mame J

[ -

Cancel ‘

Insert |

Makch Fields... |

L Mail Merge * X

Write your letter
If wou have not already done so,
wirite your letter now,

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

[Z7] fddress block. ..
D Greeting line...

*| Electroric postage...

I Postal bar code...

Bl More items...

hen you have finished writing
wour letter, click Mext, Then you
can preview and personalize each
recipient's letter,

STEP 4—Write your letter (above)

e The first four choices in this step are suppodeetp you do a “block” of field placements.
I've foud that the last choice, More itenis easiest and more versatile.

e Start writing your letter, and where you want ta adield (a placeholder for data that will

change from record to record), click the More itéoagton.

e Select the field you want and click Insefthe field is place where your cursor was. Click

Cancel to close the window.
o Repeat these last two tasks above until you've ¢eteg your letter.

STEP 5-Preview your letters

el Mail Merge v X

Preview your letters

One of the merged letters is
previewed here, To preview
another letter, dick one of the
Fallawing:

e Recipient: 1 e

m Find a recipient. ..
Make changes

‘fou can also change your redpient
list:

Edit recipient list. ..

Exclude this redpient

‘When you have finished
previewing your letters, click Mext,
Then vou can print the merged
letters or edit individual letkers to
add persanal comments.

e You can use this step to move record-by-recordutiinoyour data and see how it will look.

STEP 6—Complete the merge
e Print... finishes the merging and immediately prints yotieles to th

e printer.

e Edit individual letters... finishes the merge and displays the results iva\tverd
document—one page per record. This is great ifwant to perform some custom editing (¢
a few individual’s letters. Another beneficial usfethis step is that you get to save the

4@ Mail Merge - x

Complete the merge

Mail Merge is ready to produce
wour letters,

To personalize vour letters, click
"Edit Individual Letters," This will
open a new document with your
merged letkers, To make changes
to all the letters, switch back to the
original document,

Merge
22 print, .,
Ty Edic individual letters. .,

MAILING LABELS
In Step 1, we had the opportunity to choose Labklad we done so and

clicked next, Step 2 would have contained a buftoh.abel Options, which [EEESEEE X
would bring up the window below. Here you get tckifrom a library of | "F e
standard label sizes or create a new definition. | eserandikgt Ty et tay autonaticaly Sele < |
Label information
Once you click the OK button, you then proceed \@itap 3 and, more e b E
importantly, Step 4—which would allow you to ongga insert fields onto sossiﬁ];e"iomer La"jy'l‘j”;'“t‘””mess
the label matrix. The matrix is simply a word ®&bbnfigured to the 5035 - ame acoe Height: 1"
dimensions of the labels you chose. IN THE UPPHEHRT CELL ONLY, -Ditetie it
you insert merge fields just as you did in steg the letter. When you are
done defining this first label, you click the Upéal labels button and
proceed to step 5 as in the above instructions. £z | (5 I
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