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The Power of Mail Merge

You use Mail Merge when you want to create a set of documents that are
essentially the same but where each document contains unique elements. For
example, in a letter that announces a new product, your company logo and the
text about the product will appear in each letter, and the address and greeting
lines will be different in each letter.

Using mail merge, you can create:

o A set of labels or envelopes — The return

address is the same on all the labels or

envelopes, but the destination address is ' \/

unigue on each one. Titee [N
o A set of form letters, e-mail messages, or \/ |Linda Martin

faxes — The basic content is the same in Eric Lang :\/

all the letters, messages, or faxes, but Sean Chai \/

each contains information that is specific | 1 || Anrik Stahl

to the individual recipient, such as name, N N

address, or some other piece of personal "

data.

e A Catalogue — This option is not as s
. : Mail Merge
popular as the others but it is very useful.
If you have a lot of data for a group of @O |a
individuals, for example, but you just want
to print a list of names and numbers, this
option will save a lot of time.

Select document type

Creating each letter, message, fax, label, envelope, or catalogue individually
would take hours. That's where mail merge comes in. Using mail merge, all you
have to do is create one document that contains the information that is the same
in each version. Then you just add some placeholders for the information that is
unique to each version. Word takes care of the rest.



The Three Parts of a Mail Merge

The Main Document - This is the form in which you want to merge the
individual's information.

Example:

=Address Blocle=

Diear, =First Name Block=,

Iwanted to take a moment to thank vou for your continued suppott of The Garden
Company! Were it not for loyal customers like you, we would not be celebrating our 10th
anniversary on March 15t of thiz vear. In honor of that anniversary, we will be hosting a
special March Madwress salel Everything in the store 12 available at 10% off throughout
the month, and selected specials will be offered each day at higher discounts. Please pick
up one of our promeotional flyers in the store for a complete schedule of these bonus
promotions and the dates they will run.

<First [ame Block=, yvou can realize an even greater savings by bringing this
letter with you when wou shop. Present it to the cashier at checkout to 1dentify yvourself as
a VIP Customer and receive an additional 5% off wour total ball. This 15 just our way of
thanking you for vour continued patronage of The Garden Company. Eemember, The
Garden Company 15 your one stop shop for all of vour spring planting needs!

=incerely,

Jarrett Piner

TTHCA Station



The Data Document - This is the document where all of your information is
being pulled from.

Examples:

Excel Data Source

A B C ] E F
1 FirstName LastName Address1 City State PostalCode
2 |Cindy Durkin 78599 35th St Tucker |MJ 10025
3 |Stephen  Melson 5678 Ford Awve. JFlanter |PA 10002
4 |Lani COita 1234 Editorial Way , Harvest |PA 10004
5 [Mike Tiano 456 South Rd. JHareest  |[PA 10004
6 |John Fodman 987 Hard Rock Way  Potential DE 17540

Access Table

E Data : Table

Firsthame LastMame Address City otate FostalCode
» Melson 5678 Ford Ave.  Planter PA 10002
Ota 1234 Editorial ¥ Harvest Pa, 10004
hike Tiano 456 South Rd.  Harvest PA 10004
Cindy Durkin 7899 35th St Tucker N 10025
John Rodman 987 Hard Rock " Potential DE 17540
*
Word Table
FirstName LastName Addressl City State | PostalCode
Cindy Dutkin 7899 330 31, Tucker | NI | 10023
Atephen Nelson J0TE Ford Ave, Planter P& 10002
Lani Cta 1434 Edtanal Way Harvest | PA 10004
ke Tiano 456 South kd. Harvest | PA 1noo4
Tohn Rodman e Hard Rock Way Potential | DE 17540
Fam s
_ ITSD



The Final Document(s) - Once you have completed the merge, you will have a
document for every individual you selected in your data source, personalized to
your specifications.

Example:

.....................................

LAmy Egert
&78 Pine St

Dear Amy Egert,

I wanted to take a motment to thank you for vour continued support of The Garden
Company! Were it not for loval customers like vou, we would not be celebrating our 10tk
anniversary on March 151 of this year. In honor of that anniversary, we will be hosting a
special March Madness salel Everything in the store 1z available at 10% off throughout
the month, and selected specials will be offered each day at higher discounts. Please pick
up one of our promotional flyers inthe store for a complete schedule of these bonus
promotions and the dates they will run.

Ay, vou can realize an even greater savings by bringing this letter with you
when you shop. Present it to the cashier at checkout to identify yvourself as a VIF
Customer and receive an additional 2% off your total bill. This 15 just our way of
thanking vou for your continued patronage of The Garden Company. Eemember, The
Garden Company 15 vour one stop shop for all of wour spring planting needs!

=incerely,

Jarrett Piner

TN CW Station

ONCW




Starting the Mail Merge Process

To start the Mail Merge process: . Microsoft
Microsoft Office Access 2003
1. Start Word 2007. = Microsoft Office Access 2007 T
Microsoft Office Excel 2003
A blank document opens [ Microsoft Office Excel 2007 Search
by default. (Leave it open. | 3] Microsoft Office FrontPage 2003
If you close it, the next Microsoft Office InfoPath 2003 Recent tems
step won't work.) [Z} Microsoft Office InfoPath 2007
[~ Microsoft Office Outlook 2007 Computer
2. Onthe Mai"ngs tab, Click @ Microsoft Office PowerPoint 2003
“Start Mail Merge", and 1"3 Microsoft Office PowerPoint 2007 Network
then “Step by Step Mail [E] Microsoft Office Publisher 2003
Merge Wizard". [Z Microsoft Office Publisher 2007 Connect To
E‘S‘ Microsoft Office SharePoint Designe
Note:  In Word XP/2003, [#] Microsoft Office Word 2003 Ll

on the Tools menu, point
to Letters and Mailings,
and then click Mail Merge
Wizard.

Help and Support

i Microsoft Office Word 2007,
L% Microsoft Virtual PC {h_-')
. Microsoft Digital Image Suite 10 Run...
. Microsoft Office Tools

. Microsoft SQL Server 2005

Back

The Mail Merge task pane opens. By using hyperlinks in the task pane, you
navigate through the mail-merge process.

HINT: You can also perform a mail merge by using buttons on the Mailings tab).
Until you are familiar with the process, however, it is recommended to use the
wizard.
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Mail Merge Step 1: Choose a Document Type and Main Document

This step in the mail merge process involves two choices. First, you choose the
type of document that you want to create. Then, you choose the main document
that you want to use. The main document is the document that you start with. It's
the model for all of the merged documents that you eventually create.

Note: In this example, we're using form letters. If you are creating a set of
merged labels or envelopes, the process is a little

different. : Mail Merge .

© 18| A

Choose the type of document you want to merge Select document type

information into: Wehat tyvpe of document are you working

on?

The Mail Merge task pane opens with a question about (&) Letters

what type of merged document you are creating. After ) E-mail messages
you make your choice, click Next at the bottom of the task ) Envelopes
pane. () Labels

C' Direckary
Note: If you don't see the Malil Merge task pane, on the
Tools menu, point to Letters and Mailings, and then click cord lottore £ oy
Mail Merge (or Mail Merge Wizard, if you're using Word reonalise the letter that sach person
2002). receives,

Click Mext ko continue,

Lektters

Choose the main document you want to use:
Mail Merge -

If your main document (called the starting document in

the task pane) is already open, or you are starting with a

blank document, you can click “Use the current Select starting document

document.” How do wou want ko sek up vour letters?
(¥} Use the current document

Otherwise, click “Start from a template” or “Start from () start from a template

existing document,” and then locate the template or (O start from existing document

document that you want to use. Use the current document

Start from the docurnent shown here and
. use the Mail Merge wizard to add recipient
HINT: When you click “Start from a template” and then information.

click “Select template” in the task pane, you open the

Select Template dialog box. From there, you can open one of the many
templates that are installed with Word. You can also access the hundreds of
templates available on the Microsoft Office Online Web site.

i
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http://office.microsoft.com/en-us/assistance/HA011095491033.aspx#maindoc�

Mail Merge Step 2: Connect to a Data File and Select Records

To merge unique information into your main document, you must connect to (or
create and connect to) the data file where the unique information is stored. If you
don't want to use all the data in the file in your merge, you can select specific
records to use.

Connect to the data file:

In this step in the mail merge process, you connect to : Mail Merge * x
the data file where the unique information that you want
to merge into your documents is stored.

Select recipients
If you keep complete, up-to-date information in your (2 Use an existing list
Microsoft Office Outlook® Contacts list, that is an ) Select fram Outlook contacts
excellent data file to use for customer letters or e-mail
messages. Just click “Select from Outlook contacts” in
the task pane, and then choose your Contacts folder. Use an existing list

Ilse names and addresses from a file aor a
database,

) Tvpe a new list

If you have a Microsoft Office Excel worksheet or a
Microsoft Office Access database that contains your & Browse...
customer information, click “Use an existing list,” and
then click Browse to locate the file.

"

If you don't have a data file yet, click “Type a new list,” and then use the form that
opens to create your list. The list is saved as a mailing database (.mdb) file that
you can reuse.

Note: If you're creating merged e-mail messages or faxes, make sure that your
data file includes a column for the e-mail address or fax number. You will need
that column later in the process.

Choose the records in the data file that
you want to use: Mail Merge Recipients

To sort the list, click the appropriate colunmn heading. To narrow de
Just because you connect to a certain data such as by city, click the arrow next to the column heading, Use th

file doesn't mean that you have to merge all | =Pien from the mail merge.
List of recipients;

the information from all the records into your
main document *| Mame | w| Lask Mame | Street Address
) Aaron Can 3456 Main St
] ann Beebe 567 County Rd
After you connect to the data file you want Karin Zimprich 456 County Rd
to use (or you create a new date file) the Mancy Anderson 123 Main 5t.
. .. . Richard Carey 290 Center Blvd
Mail Merge Recipients dialog box opens. =il koduri 289 Side Rd
Tracy Tallrman 67a9 Circular Blvd
Willis Johnson 234 Circular Blvd
%
[ Select Al ] [ Clear all ] [ Refresh ]




You can select a subset of records for your mail merge by sorting or filtering the
list.

Sort/Filter the Records to your specifications:

e To sort the records in a column in ascending or descending order, click
the column heading.

o To filter the list, click the arrow beside the column heading that contains
the value on which you want to filter. Then, click the value that you want.
Or, if your list is long, click (Advanced) to open a dialog box where you
can set the value. Click (Blanks) to display only records that contain no
information or (Nonblanks) to display only records that contain information.

o Clear the check box next to a record to exclude that record.

« Use the buttons to select or exclude all the records or to find specific
records.

HINT: After you filter the list, you can display all the records again by clicking the
arrow and then clicking (All).

If you created the data file as part of the mail merge process, the Edit button is
available in this dialog box. You can make changes to the records if you need to
update the file.

INCW



Mail Merge Step 3: Add Fields to the Main Document

After you connect your main document to a data file, you're ready to add fields
that indicate where the unique information will appear in each copy of the
document that you generate when you merge. To make sure that Word can find
a column in your data file that corresponds to every address or greeting element,
you may need to match fields.

Add Fields:

If your main document is still blank, type the information that will appear in each
copy (the body of the letter). Then, add fields by clicking the hyperlinks in the
task pane.

Fields are placeholders that you insert into the main .
document in locations where you want unique : Mail Merge 4
information to appear. For example, you can click the ®|®| &
Address block or Greeting line links in the task pane to _
add fields near the top of a new letter, so that each Write your letter
recipient's letter contains a personalized address and IF you have not alrsady dane so, write
. . . . vour letker now,
greeting. Fields appear in your document within

To add recipient information to your letter,
chevrons, for example’ «AddressBlock». click a lacation in the docurment, and then

click one of the ikems below,
=] Address black. ..,

If you click “More items...” in the task pane, you can add S Greetingline...

fields that match any of the columns in your data file. Sizedivg slsaicho
For example, your data file might include a column 7 Electronic postage...
called Personal Note. By putting a Personal_Note field Il Postal bar code. ..

......

at the bottom of a form letter, you can further

personalize each copy. You can even customize

envelopes by adding a postal bar code—if you are using when you have finished writing vour letter,
. . click Mext, Then you can preview and

the Eng|_|5h (U-S-) Ia:nguage version of WOI’_d—OI’ personalize each recipient's letter,

electronic postage (if you have an electronic postage

program installed).

=] Moare items. ..



MAIL MERGE

Match Fields:

If you insert an address block field or a
greeting line field into your document,
you are prompted to choose the format
that you prefer. For example, the
illustration shows the Greeting Line
dialog box that opens when you click
Greeting line in the task pane. You use
the lists under “Greeting line format” to
make your choices.

If Word can't match each greeting or
address element with a column from
your data file, the addresses and
greeting lines will not be merged
correctly. To help avoid problems, click
Match Fields. The Match Fields dialog
box opens.

The elements of an address and
greeting are listed on the left. Column
headings from your data file are listed on
the right.

11
Greeting Line E
Greeting line Format;
Dear | | Mr. Randall o, b

Greeting line For invalid recipient names:
Dear Sir or Madam, "

Presview

Dear Mr. Randall,

Ik ] [ Cancel

Mail Merge has special features For easily waorking with addresses.
Ize the drop-down lisk ko select the proper dakabase figld Far
each address field component,

Required information -
Last Marne [Surnarne |
First Marne [irok matched)  ~ |

[irot matched)  ~ |
[inok matched)  « |
[inok matched) - |

Courtesy Title

Camparny
Address 1

Word searches for the column that matches each element. In the illustration
above, Word automatically matched the data file's Surname column to Last
Name. But Word was unable to match other elements. From this data file, for
example, Word can't match First Name or Address 1.

By using the drop down fields on the
right, you can select the column from
your data file that matches the element
on the left. In the illustration, the Name
column now matches First Name, and
the Address column matches Address 1.
(It's okay if Courtesy Title, Company,
and Spouse First Name aren't matched,
because they aren't used in the
documents that you are creating.)

Match Fields X

Mail Merge has special features For easily working with addresses,
IUse the drop-dowen lisk to select the proper database Figld For
each address Field component.

Required information s
Last Mame |Surname j
First Marme [Marne |

Courtesy Title [(rot matched)  ~ |

Company ||:n|:|t matched) ﬂ
Address 1 [Address |
_--ﬂ"-_\-"--\_

UNCW



Mail Merge Step 4: Preview the Merge

After you add fields to your main document, you are ready to preview the merge
results. When you're satisfied with the preview, you can complete the merge.

Preview the merge:

You can preview your merged documents and make changes
before you actually complete the merge.

To preview, do any of the following:

o Page through each merged document by using the next
and previous buttons in the task pane.

o Preview a specific document by clicking “Find a
recipient.”

o Click “Edit recipient list” to open the Mail Merge
Recipients dialog box, where you can filter the list if you
see records that you don't want to include.

e Click “Exclude this recipient” if you realize you don't

- Mail

@]

Merge * =

Sk A

Preview your letters

One of the merged letters is

previewed here, To presiew
another letker, clic E
Fallowin

Recipient: 1 | Ty

-.;J. Find a recipient. ..

Make changes

‘ou can also change your recipient

lisk:

= Edit recipient list, ..

| Exclude this recipisnt

When wou have Finished

want to include the record that you are looking at.
Click “Previous” at the bottom of the task pane to go
back a step or two if you need to make other changes.

When you are satisfied with the merge results, click Next at the
bottom of the task pane.

presiewing your letkers, click Mesxt,
Then you can print the merged
letters or edit individual letters ko
add personal comments.

Step 5 of 6

% Mexk: Complete the merge

@ Previous: \Write wour letker
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Mail Merge Step 5: Complete the Merge

What you do now depends on what type of document you're creating. If you are
merging letters, you can print the letters or modify them individually. If you
choose to modify the letters, Word saves them all to a single file, with one letter
per page. It is recommended that you always select the Edit option so you can
preview your letters; if you click Print then they are sent directly to the printer.

: Mail Merge -
No matter what type of document you are creating, you ©|®|
can print, transmit, or save all or just a subset of the
documents. Complete the merge
Mail Merge is ready to produce wour letkers,
HINT: If you're creating merged e-mail messages, Word : .

) . To personalize vour letters, click "Edit
sends the messages immediately after you complete the Individual Letters.” This will open a new
merge. Therefore, after you choose which messages you document with your merged letters. Ta

tt d ted to indicate th | . make changes to all the letters, switch back,
want to send, you are prompted to indicate the column in e e
your data file where Word can find e-mail addresses for
the recipients. You also are prompted to type a subject _
line for the message. i Print...

& Edit individual letters...

Merge

Remember that merged documents that you save are separate from the main
document. It's a good idea to save the main document itself if you plan to use it
for another mail merge.

When you save the main document, in addition to its content and fields, you also
save its connection to the data file. The next time you open the main document,
you're prompted to choose whether you want the information from the data file to
be merged again into the main document.

o If you click Yes, the document opens with information from the first record
merged in. If you open the task pane (Tools menu, Letters and Mailings
submenu, Mail Merge command), you are at the Select recipients step.
You can click hyperlinks in the task pane to modify the data file to include
a different set of records or to connect to a different data file. Then, you
can click Next at the bottom of the task pane to proceed with the merge.

« If you click No, the connection between the main document and the data
file is broken. The main document becomes a standard Word document.
Fields are replaced with the unique information from the first record.

i
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Questions or Problems?

Contact the Technology Assistance Center (TAC)
Location: Randall Library 1037
Phone: 962-HELP (4357)
Website: Http://uncw.edu/tac



http://uncw.edu/tac�
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