HFECLALEFIeiE k) PHOFESEI0ELAL LOnSivl S e DE L]

www.WebBreez.com

Microsoft Word Mail Merge Tutorial


http://www.WebBreez.com/
http://www.webbreez.com/

Microsoft Excel Tutorial

Microsoft Word Mail Merge Tutorial

MS Word’s Mail Merge function lets you easily customize a single letter to several
recipients. To do this, first open or type out your form letter.
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I am writing to inwite you into a process which I think holds great promise for our city.

Imagine Chicago is aboutto begin its first series of Chicago conversations, in which we

hope you will participate. The intent 15 to get Chicagoans thinking and talliing with each
j other, across generations, about their Chicago stories and hopes, in a way which inspires
m collaborative action

When you’re ready to mail merge, click on Tools, then Letters and Mailings, then select
the Mail Merge Wizard.

www.WebBreez.com



http://www.WebBreez.com/

Microsoft Excel Tutorial

The Mail Merge wizard will appear on the right side of the document window.

< Mail Merge - X

Select document type

What bype of docurment are yau
warking ony

®: | ethers
E-mail messages
Envelopes
Labels

Directory

Letters

Send letkers to a group of people,
You can personalize the letter that
each person receives.

If you are working with a form letter, select Letters from the list, then click on next.

4 Mail Merge v X

Select starting document

Howe dio wou wank o sek up yaur
letters?

® se the current docurment
Skark from a template
Skark Fram existing document

Use the current document

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

It will then ask you which document you would like to use for the mail merge. Since you
already have your document opened, select Use the current document.
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4 Mail Merge - X
Select recipients
® se an exisking list
Select From Outlook contacks
Type a new list

Use an existing list

Idse names and addresses from a
file ar a dakabase,

Browse, .,

It will then ask you for the recipients of your letter. You can use an existing list from a
previous mail merge session or from an Excel file, pick recipients from your Outlook
contacts or type a new list. In this example, we will use an Excel spreadsheet. Click on
Browse to select the Excel file to use as a data source.

Select Data Source

Laak in: |Ib M5 Office Tukorials j

My Docurnents
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If you have more than one sheet inside your file, the wizard will prompt you to select the
sheet you wish to use for this mail merge.

Select Table

Mame Description | Modified Created Tvpe

5/13)2005 6:20:09 AM 50132005 6:20:09 &M TABLE
Sheetz$ 5/13(2008 £:20:09 AWM 5/13/2008 6:20:09 &M TAEBLE
Sheetad 5/13(2008 £:20:09 AWM 5/13/2008 6:20:09 &M TAELE

< | @

v Firsk roww of data contains column headers k. | Cancel

After selecting the sheet, it will ask you whether you want all of the contacts to be
included in the recipient list. Uncheck the box of the contacts to be excluded from the
mail merge.

Mail Merge Recipients @

To sark the lisk, click the appropriate column heading.  To narrovw down the recipients displayed by a
specific criteria, such as by city, click the arrow next to the column heading, Use the check boxes or
buttons to add or remove recipients from the mail merge.

List of recipients:

| > Last Mame | > First lame | > State | o I.|
ifyood (Jobn Ak 00,
wilkes Monky T3 01...
Thomson BEiridget I g5...
Taylor Jordan WI oo...
Starnley River kS oo...
Pettersan Sandra R 07...
Margan Leslie N oo...
Landen Adam (54 oo...
kelso Phosbe HI 04...
B Penelope MY 03...

Select Al | Clear all | Refresh |

.| | e |
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Click on OK after you finish selecting the contacts to be included.

4 Mail Merge - X

Select recipients

® |lse an existing lisk
Select Fram Quklaok, conkacks

Type a new list

Use an existing list

Currently, your recipients are
selected From:

[Sheet14]in "Boaokl xls"
Select a different list, ..

Edit recipient list...

You would still be able to edit your recipient list or even select a different data source.

4@ Mail Merge * x

Write your letter

If vwou hawve not already done so,
write wour letker now,

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

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

Greeting wizard., ..
= Electronic postage, ..

Il Postal bar code. ..

E| Mare ikems...

When you have finished writing
waur letker, click Mext, Then wou
can preview and personalize each
recipient's letter,

Click on the next button. You will now have to add the mail merge fields into your form
letter. There are several pre-made templates of commonly used mail merge fields. In our
example, we will be using the Address block and the Greeting line.
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Insert Address Block

Specify address elements

[¥ Insert recipient's name in this Format:

Mr. Josh Randall Jr, ﬂ
JIl|

. Josh @, Randall Ir,
Mr. Joshua Randall Ir,
Mr. Joshua Q. Randall Jr,

The Randall Family

Josh and Cynthia ﬂ

[v Insert company name

[v Insert postal address:

{* Mever include the country)region in the address
" Always include the countryfregion in the address
" Only include the countey/region if different than:

Preview

Mr. Joshua Randall Jr.
Blue Sky Airlines

1 Airpork Way

Kitby Hawk, NC 27700

IMakch Fields, ., (04 | Cancel

When you click on the Address block link, this will appear. Select the format you want to
use for the recipient’s name. Tick the boxes if you want to include the company name
and postal address. Click on Match Fields to select which columns corresponds to the
pre-set fields.
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Mail Merge has special features For easily working with addresses, Please specify address

Required information
Last Mare
First Marme

Last Marne

(]

Courkesy Title v
Campary First Name %
Address 1 Last Mame 3
City State : z‘
Shate . (niok avallal:ule_]l_ =
Postal Code [tnot available)  ~ |
Spouse Firsk Mame ||:n|:|t available) j
Optional information

Middle Marne [trot available) - |
S1IFFi [ient sailabla’

address information Mail Merge expects (listed on the left.)

]

IJse the drop-down lisks to choose the field Fram wour database that corresponds to the

Cancel

Match the pre-set fields on the left with the column headers from your data source. All
the column headers will show up in the drop down boxes. Once you have finished

matching all the fields, click on OK.

gadddressBloclas

o GreetingLiness,

I am writing to invite you into a proce
Imagine Chicago 1s about to begin its

hope you will participate. The intent &
other, across generations, about their ¢

collaborative action

The fields will now be visible in your document. To position the fields, click on the field,

then cut and paste it to where you want it to be placed.
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To preview the merged document, click on Preview, found on the right sidebar.

John Wood
AR

El

Dear John Wood,,

The data inside the fields will now appear where the mail merge fields were. You can
preview all the recipient’s letter by clicking on the arrows to scroll through the list.

4@ © Mail Merge - X

Preview your letters

Cne of the merged letkers is
previewed here, To preview
anokher letker, click one of the
Following:

<o | Redpient: 2

G# Find a recipient. ..
Make changes

Y¥ou can also change vour recipient
lisk:

Edit recipiert list...

Excclude this recipient

When vou have finished
presviewing your letkers, click Mesxt,
Then wou can print the merged
letters or edit individual letters ko
add personal comments,
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From here on, you can either print the documents or further customize each letter. To
customize the letter, click on Edit Individual Letter.

4 Mail Merge v X

Complete the merge
Mail Merge is ready to produce
wallr letkers,

To personalize vour letters, click
"Edit Individual Letters." This will
open a new document wikh your
merged letters, To make changes
ko all the letkers, switch back ko the
ariginal document,

Merge
B Print..
& Edit individual letters. ..

When you click the link, a dialogue box will appear, asking you which entry to
customize.

" all

| Ik | Cancel |

You can customize all entries, the current record or only certain entries in a sequence.
When you click on OK, a new document will be created with the generated form letter.
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