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Intfroduction

Mail Merge is a useful tool that allows you to produce
multiple letters, labels, envelopes, name tags, and
more using information stored in a list, database, or
spreadsheet. When performing a Mail Merge, you will
need a Word document (you can start with an
existing.one or create a new one) and a recipient list,
whiclyis typically an Excel workbook.




Using Malil Merge

1. Open an existing Word document, or create a new one.

From the Mailings tab, click the Start Mail Merge command
and select Step-by-Step Mail Merge Wizard from the drop-
down menu.
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w\\[he Mail Merge pane will appear and guide you through the six
ain steps fo complete a merge. The following example
monstrates how to create a form letter and merge the letter

Xh a recipient list.




Step |

From the Mail Merge task pane on
the right side of the Word window,
choose the type of document you

want to create. .
» |n our example, we'll select Letters.  Mail Merge xR
Then click Next: Starting document fo 5 e o
move o Step 2. o Letter
E-mail messages
Envelopes
Letters

S5end letters to a group of people. You can
personalize the letter that each person
receives.

Click Mext to continue,

Step1ofb
=3 Next: Starting document
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Step 2

Select Use the current document, MailMerge X
then click Next: Select recipients to  Selctstarting document

How do you want to set up your letters?

move TO STep 3. # Use the current document

Start from a template

Start from existing document

Use the current document

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

Step2 of 6
= Mext: Seled recipients

& Previous: Sﬂct document type




Step 3

ow you'll need an address list so Word can automatically

lace each address into the document. The list can be in an

xisting file, such as an Excel workbook, or you can type a
hew address list from within the Mail Merge Wizard.

-xp 1. Select Use an existing list, then

Mail Merge
click Browse to select the file.

Select recipients

®) Lse an existing list
Select from Outlook contacts

Type a new list

Use an existing list
Use names and addresses from a file or a
database.

D BrnwseE.

Step3 of b
= Mext: Write your letter

4 Previous: Starting document




Step 3

. Locate your file, then click Open.

[F| Select Data Source *
= v A #» ThisPC » Desktop » AdWorks w Search Ad Works L
Organize « Mew folder =~ T @
# Quick access Name Date modified Type
B Desktop - M= AdWorks Letter 11730415 3:00 PM Microsoft Word Doc...
‘ Downloads @ AdWorks_Recipients I} 12/11/15 10:00 AM Microsoft Excel Work... |
d Documents o
J‘! Music -+
= Pictures -+
B videos + ., < =
Mew Source...
File name: | AdWorks_Recipients ~ | | All Data Sources ~

Tools - Open Cancel




Step 3

. If the address list is in an Excel workbook, select the
worksheet that contains the list, then click OK.

Select Table ? >
Mame Description  Modified Created Type
W 12/1115 10:00:25 AM  12/11/15 10:00:25 AM  TABLE
< > B
First row of data contains column headers Cancel

.




Step 3

In the Mail Merge Recipients dialog box, you can check
or uncheck each box to control which recipients are
included in the merge. By default, all recipients should be
selected. When you're done, click OK.

Mail Merge Recipients ? x

This is the list of recipients that will be used in your merge., Use the options below to add to or change your list, Use
the checkboxes to add or remove recipients from the merge., When your list is ready, click OK.

Data S... |I¥ |Last Name ~|First Name ~|Title *|Address
AdWorks_Recipie... Albertson

AdWorks_Recipie... |7 Brennan Michael M. 1123 Main 5t
AdWorks_Recipie... F Davis William Mr. 540°W 4th St, Apt 121
AdWorks_Recipie... |7 Forest Eliza s, PO Box 4351
AdWorks_Recipie.. F Jones Dan Mr. PO Box 205
AdWarks_Recipie.. v Ppost Melissa Ms, 3202 Maplewood Ave
AdWarks_Recipie.., v Thompson Shannon Ms, 500 Acme Ln, Apt 3C
AdWorks_Recipie.., |7 Walters Chris Mr. 436 Church 5t
£ >
Data Source Refine recipient list

AdWorks_Recipients.xlsx -_":‘l Sort...

[¥9 Find duplicates...

IT:} Find recipient...
D Validate addresses...




Step 3

Click Next: Write your letter to move
to Step 4.

% If you don't have an existing address
list, you can click the Type a new list
button and click Create, then type
your agddress list manually.

Mail Merge MR

Select recipients

#® Use an existing list
Select from Qutlook contacts

Type a new list

Use an existing list
Currently, your recipients are selected from:
[Sheet15] in "AdWaorks_Recipients.xlsx

[T Select a different list...

C# Edit recipient list...

Step3 of 6

= Next: Write yourletter
& Previous: Startin;dncument




Step 4

Now you're ready to write your letter. When it's printed,
each copy of the letter will basically be the same; only
the recipient data (such as the name and address) will be
different. You'll need to add placeholders for the recipient
data so Mail Merge knows exactly where to add the data.




Inserting recipient dafa

I. Place the insertion point in the document where you
want the information to appear.

Mail Merge MEal

| I Write your letter

If you have not already done so, write your
letter now.

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

E Address block...
B Greeting line...

& .
As you may know, this year marks our 16th year of doing business, 1 Electronic postage...

AdwWorks has grown from a tiny startup into a robust company with [ More items..
Southeast. Our growth would not have been possible without loyal When you have finished writing your letter,
would like to extend to you a 20% discount on your next order. It's ;IécrtﬂNnE:ﬁiETEr;g ﬂr;'cic;ir;rftr-iull::; flnd
continued business. We'll keep working hard to provide the best po
innovative products, just as we've always done. Thanks again for ch

Stepdof 6

Sincerely, = Mext: Preview your letters

& Previous: Select recipients
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Inserting recipient dafa

. Choose one of the placeholder opftions. In our example,
we'll select Address block.

Mail Merge T

Write your letter

If you have not already done so, write your
letter now.

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

D Address blockp,
B Greeting line.,
Inzert formatted address
|—_|'!" Electronic postage...

A More items...

When you have finished writing your letter,
click Mext, Then you can preview and
personalize each recipient’s letter.

Stepdof 6
=3 HMext: Preview your letters

# Previous: Select recipients




Inserting recipient dafa

Depending on your selection, a dialog box may appear
with various customization options. Select the desired

opftions, then click OK.

Insert Address Block ? >
Specify address elements Preview
Insert recipient’s name in this format: Here is a preview from your recipient list:
loshua Py 1 P[4
Jashua Randall Jr.
ﬁ“‘luar?-RRagdﬁ'J' ir. Ms. Kathy Albertson
r..0sh Randab r. 1024 Lakeview Cir
tAr, Jash Q. Randall Jr. Peachtres City GA
Mr. Joshua Randall Jr. b eachtree City,
Insert company name |
Insert postal address: ,
Mever include the country/region in the address 5
Always include the country/region in the address
Correct Problems
Only include the country/region if different than:
If items in your address block are missing or out of order, use

Match Fields to identify the correct address elements from
your mailing list.

v . N .

Format address according to the destination country/region Match Fields...

Cancel

United States




Inserting recipient dafa

4. A placeholder will appear in your document (for
example, «AddressBlockn).

Mail Merge vx

Write your letter

If you have not already done so, write your
letter now,

aAddressBlocks

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

D Address block...

El Greeting line...

+ .
As you may know, this year marks our 16th year of doing business. 7 Eledtronic postage...

AdwWaorks has grown from a tiny startup into a robust company with [0 More items..

Southeast. Our growth would not have been possible without loyal When you have finished writing your letter,
click Mext, Then you can preview and

would like to extend to you a 20% discount on your next order. It's personalize each recipient's letter.

continued business. We'll keep working hard to provide the best po

innovative products, just as we've always done. Thanks again for ch
Step 4 of b

SII"ICETEW; = MNext: Preview your letters

# Previous: Select recipients




Inserting recipient dafa

. Add any other placeholders you want. In our example,
we'll add a Greeting line placeholder just above the
body of the letter.

Mail Merge v

Write your letter

whddressBlocks
If you have not already done so, write your
letter now.
To add recipient information to your letter,
click a location in the document, and then
click one of the items below.
£ Address block...
wGreetingline»
B Greeting Iineg.
A k thi k 16th f doine busi ﬂ Electronic notechne...
s you may know, this year marks our year of doing business, |Insert formatted salutation
Adwarks has grown from a tiny startup into a robust company with Bl More item
Southeast. Our growth would not have been possible without loyal When you have finished writing your letter,
. . click Mext, Then you can preview and
would like to extend to you a 20% discount on your next order. It's personalize each recipient's letter,
continued business. We'll keep working hard to provide the best po
innovative products, just as we've always done. Thanks again for ch
Step 4 of 6
Sincerely, = Mext: Preview your letters

# Previous: Select recipients




Inserting recipient dafa

When youre done, click Next: Preview your letters to
move to Step 5.

Mail Merge Vs

Write your letter

If you have not already done so, write your
letter now.

To add recipient information to your letter,
click a location in the document, and then

For somie letters, you'll only need to add click one of the items below.
an Address block and Greeting line. But ) Address block..
[ Greeting line...
you can also add more placeholders (such as 4 Clctronc postage
recipients' names or addresses) in the body 7l More items..
the letter to personalize it even further. When you have finished writing your letter,

click Mext. Then you can preview and
personalize each recipient’s letter,

Stepd of 6

= Mext: Preview ynurﬂetters
€ Previous: Select recrpients




Step 5

I. Preview the letters to make sure the information from the
recipient list appears correctly in the letter. You can use
the left and right scroll arrows to view each version of the
document.

Mail Merge LS

Preview your letters

Ms. Kathy Albertson
¥ ) i One of the merged letters is praviewed here.
1024 Lakeview Cir To preview another letter, click one of the

Peachtree City, GA following:

Recipient: 1

<5 2

E} Find a recipient... I},

Make changes
You can also change your recipient list:
Dear Ms. Albertson, C# Edit recipient list...
Exclude this recipient

As you may know, this year marks our 16th year of doing business. When you have finished previewing your
Adworks has grown from a tiny startup into a robust company with letters, click Mext. Then you can print the

i B merged letters or edit individual letters to
Southeast. Our growth would not have been possible without loyal add personal comments.

would like to extend to you a 20% discount on your next order. It's
continued business. We'll keep working hard to provide the best po Step 5 of 6
innovative products, just as we've always done. Thanks again for ch => Mext: Complete the merge

- € Previous: Write your letter

Civmmmem e




Step 5

. It everything looks correct, click Next: Complete the
merge to move to Step 6.

Mail Merge e

Preview your letters

One of the merged letters is previewed here.
To preview another letter, click one of the
following:

<= | Redpient: 1 -

[T} Find a recipient...
Make changes

You can also change your recipient list:
C# Edit recipient list...

Exclude this recipient

When you have finished previewing your
letters, click Mext, Then you can print the

merged letters or edit individual letters to
add personal comments.

Step 5of 6

= Mext: Complete thEﬁerge
& Previous: Write youfetter




Step 6

. Click Print to print the letters.

. A dialog box will appear. Decide if you want to print All of
the letfters, the current document (record), or only a select
group, then click OK. In our example, we'll print all of the

letters.
Mail Merge M

Complete the merge

Pail Merge is ready to produce your letters,

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

Merge
&, Print.
Cry Edit irtividual letters...

Stepbofb

& Previous: Preview your letters

Merge to Printer 7 >

Print records

O Current record
O From: To:




Step 6

. The Print dialog box will appear. Adjust the print setftings if
needed, then click OK. The letters will be printed.

Print

? ot

Printer
Hame: O Lexmark MX310dn e Properties
Status: Idle Find Printer...
Type: HP Color Laser)et 2320 AiQ PS5 Class Driver
Where:  USB0OD3 [] Print to file
Comment: [] Manual duplex
Page range Copies
@ Al Mumber of copies: |1 =

Current page Selection 1
() Pages: 1 Collate

Type page numbers and/or page ranges

separated by commas counting from

the start of the document or the

section. For example, type 1, 3, 5-12 or

plsl, pls2, pl1s3—pads3

Print what: | Document Zoom
Print: All pages in range e Fages per sheet: 1 page ™
Scale to paper size: | Mo Scaling b

Options...




Practice

Open our practice document and practice recipient list.

Use the Mail Merge Wizard fo merge the letfter with the
recipient list.

Insert an address block at the fop of the document.
Choose the second format: Joshua Randall Jr.

= Above/the body of the lefter, insert a Greeting Line.
Formdt the greeting line so it says Mr. Joshua Randall,

Check your letters to make sure they are formatted
catrectly. Your third letter should look something like the
fgllowing:




Solution

William Davis |
540 W 4th St, Apt 121
New York, NY H

Mr. Davis,

As you may know, this year marks our 16th year of doing business. Since our launch over a decade ago, |
AdWorks has grown from a tiny startup into a robust company with over 200 employees throughout the

Southeast. Our growth would not have been possible without loyal customers like you. Therefore, we !
would like to extend to you a 20% discount on your next order. It's our way of saying “thanks” for your
continued business. We'll keep working hard to provide the best possible customer service along with

innovative products, just as we’ve always done. Thanks again for choosing AdWok’ks!

Sincerely,

Liz Doe ‘
President and CEO _:




TAE END




