S — ? * Leters

Mail Merge

Create a letter, omitting the

address, greeting, and addressee’s name.

Go to the Mailings tab. Letter is the default choice. Then choose Step by Step Mail Merge

Wizard.
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Step 1-Select document type.

Mail Merge v X

Select document type

What type of document are you
working on?

E-mail messages
Ervelopes
Labels

Directary

Letters

Send letters to a group of people.
‘fou can personalize the letter that
each person receives,

Click Mext to continue.

Step 1of 6

% Next: Starting document

Copyright 2012

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

E-mail messages-Send e-mail messages to a group of people.
Envelopes-Print addressed envelopes for a group mailing.
Labels-Print address labels for a group mailing.

Directory-Create a single document containing a catalog or printed
list of addresses.

This training will demonstrate creating a mail merge letter.
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Step 2-Select starting document.

T B e ¥ *| Use the current document
Select starting document
Howr do you want to set Lp your Start from a template
letters?
P> ® use the current cosument Start from existing document.

Start from a template

Start from existing document

Use the current document

Start fram the dacument shawn
here and use the Mail Merge
wizard 1o add recipient
infarmatian.

Step 2 of &6
This training will use the current document.

% Mext: Select recipients

#  Previous: Select document type

Step 3-Select recipients.

Use an existing list.

Mail Merge v X
Select recipients .
o A table in Word.
_} #* Use an existing list .
o An Excel file.
Select from Outlook contacts
o An Access file.
Type a new list
Use an existing list Select from Outlook Contacts.

Use narmes and addresses from a
file or a database.

Type a new list.

Browse. ..

—

i Edit recipient list...

This training will browse to find the data source.docx, but you could

Step 30f 6 use the Excel or Access documents also.
P Mext: Write your letter

@  Previous: Starting docurment
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Browse to find the data source files below

m Select Data Source il
‘g(‘_)v | ~ Office 2010 Cverview ¥ Word-Advanced v mal-merge v \‘i’ll Search mai-merge el
Organize ¥ Mew folder = ~ [ &

E Microsoft Word =1 Mame * | Date modified | Type
A data source.acodb 6/8/2012 4:11PM Microsoft Acces:

[ Favorites
W Cesktop —
4] data source.xlsx &/8/2012 3:59 PM Microsoft Excel
lp Downloads )
4 Recent Places B Instructions for Mal Merge, docx 6/8/2012 5:09 PM Microsoft Word
W mail Merge All Letters.docx £/8/2012 5: 10 PM Microsoft Word
-] Libraries % criginal letter Practice.docx £/8/2012 4:12 PM Microsoft Word
3 DocLments W Original letter.docx 6/8/2012 3:56 PM Microsoft Word
& Music b
= Pictures
‘ Wideos
ad; Homegroup
& Computer =] |

Mew Source...

File name: Idata source.docx

j |AH Data Sources ("ﬂodc;*.mdj

Tools = Cpen ‘Vl

Cancel |

4

When you select the source, you will see your database.

You have several choices for refining your recipient list.

Mail Merge Recipients

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

Ok,

Data Source [ |LastMame Firstharne - | Address] - | City -

|7 P

CUsers\Lesiie.. ¥ Smokovich Anne £93 Honeyout Blvd,  Burlingto
CiUsersiLesie,., [ wilerbecher Frark. 87 Country Lane Charlotte
CUsers\Leslie.. [ Karthik Brandon 32 Champagne Lane  Santa Fe
CiUsersiLesie.., [ Rodriguez Raguel £725 Chatsworth O, Tulsa
CUsers\Leslie.. ¥ Santos Carlos 145 Regal Road. Alexcandri
CUsersiLesie., [ Olsen Sarah 209 Parrish St Eugerne

Data Source

T sersiLeslistDeskiopOffice 2 ;l

Refine recipient list

4| sort..

i Eilter ...
3 Eind duplicates. ..

- | =
.

| il Walidate sddresses..

Find recipient...

Edlit.. Refresh

Copyright 2012 Web Smart Systems, LLC

Sort-By any field, alpha or
numeric

Filter-Find everyone with a
Texas address or in a
specific zip code.

Find duplicates-In case you
have errors in your
database

Find recipient-1f you want
to be sure a certain
recipient is in the list.

Validate addresses-Requires
software downloaded from
Microsoft.



2|
Filter Records Sort Records | YOLI can Sort by any fleld
Sort by
v| @ pscending ¢ Descending Ascending, descending.
:‘;Zt:\;as;nf (& ascending ¢ Descending
o L
u SIttA:tB i
j @ ascending  ( Descending
Clear All | Ok | Cancel
21|
Eiter Records. | sortRerorcs | You can filter on each field.
Field: Cormparison: Compare to: FOI’ exam Ie fllter evervone
[st=te =] [eaueo =] o pie, y
from TX.
fend =] | ] [
SN -l =l You can edit your list and
N | By .
remove the filter.
| = ] | [ |
| o =y In this training, we will not
gear all_| o« | e || filter or sort.
Step 4-Write your letter.
— T *| Address block
Write your letter
TR | Greeting line
To add recipignt informgt\on o
o e e Electronic postage-You must first download software from Microsoft.
the items below.
P> 1 scress ok More items-allows you to customize by selecting any field you would
2 Greeting line... .
\ like.
=1 Electronic postage...
4 More items...
‘When you have finished writing
your letter, click Mext. Then you
i ol li h . .. P . .
fecients ket This training will include an address block and a greeting line.
Step 4 of 6
% Next: Preview vour letters
@ Previous: Select recipients
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| Insert Address Block

Specify address elements

2l

Preview

[* Insert recipient's narme in this for mat:

Here is a preview from your recipient list:

[* Format address according to the destination cauntry/egion

Josh Q. Randall Jr. Pedro Garcia
Loshua 538 Fairfleld Dr,
10shua Randall Jr, Bedford, T} 78021
Joshua Q. Randall Ir. LI
[¥ Insert compary narme:
|7 Insert postal address:
€ Mewer include the country/fregion in the address
€ alhways include the country/region in the address
e orrect Problem:
& Only include the country/region if different than:
’ ¥ire If iterng in your address block are migsing or out of order, use Match
IUmlEd States LI Fields to identify the correct address elements fram your mailing list.

1 b

Match Fields. ..

<<AddressBlock>>

When you insert the address
block, Word arranges first, last,
addressl, city, state, and zip, just
as you would expect.

If your fields do not have the exact names that Word expects, you will have to choose Match
Fields. In the example below, the data source lists the company first instead of the first name.

Choose Match Fields to cor

rect this problem.

-

Insert Address Block

ER=>)

Specify address elements

Insert recipient's name in this fo

Preview

rmat:

Josh

Josh Randall Ir.

Josh Q. Randall Ir.
Joshua

Joshua Randall Jr.
Joshua Q. Randall Jr.

- 1

Here iz a preview from your recipient list:

I

Insert company name
Insert postal address:

Federal Express
538 Fairfield Dr.
= Bedford, T« 76021

Mewver indude the countryfregion in the address
Always indude the country/region in the address
@ Only indude the countryfregion if different than:

United States

Format address according to the destination country/region

Correct Problems

Ifitems in your address block are missing or out of order, use
Match Fields to identify the correct address elements from your

mailing list.
Match Fields...

| ok

]’ Cancel ]

Parsgraph 2|
Indents and Spacing | L aret B B |
e steps.
Alignment: Laft vI
Quthre level;  [Bocdy Test -
Inderation
Loeft: E' 5‘ Special: By:
Righl: o | (rone) = =]
[ mMrree indants
Spacing
pefore: FI it E Lipe spacing: At
After free 2 il =] s 2]
[ Don't add space hatwaen paragraphs of the sama styls
Freview
Lab.. setsperat | [ o Cangal

To make your address have tighter spacing, follow these
Select the Address Block. Go to the Home tab. Choose the

Paragraph dialog box.

Change the Spacing Before from 10 to 0.
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Insert Greeting Line
Greeting line format:
=~ =l

ﬂ IJoshua Randall Ir.

2 x|

IDear

Greeting line for invalid recipient names:
IDear Sir or Madarm, LI

Preview:

Here is a preview from your recipient list:
Il PP

Dear Pedro Garcia, ‘

orrect Problem:

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
Match Fields...
K I

Cancel |

I Insert Merge Field ilill

Insert:
" Address Fields
Eields:

:I‘

Lastharne

(& Database Fields

Address1

City
State
Zip

personal.

[

Cancel |

Match Fields... | Insert I

Inserting the Date

<<GreetingLine>>

You have many drop down choices when you
insert the Greeting Line.

Dear, To, or None

Many forms of the person’s name. First Last.
First only.

Choice of comma or color.

<<First>> Or Other Fields.

When you choose More Items, you can insert any field within the
document. For example, you can address the person by name
within the document. This gives the feeling that the letter is more

Insert the cursor at the location where you would like the date.

Including the date is important but not part of the actual mail merge.

Go to the insert menu and choose Date and Time.

Date and Time

Available formats: Language:

2| x| Select your format.

2012-06-08
2-Jun-12
5.8.2012

Jun. 8, 12

2 June 2012

June 12

Jun-12

6/3/2012 4:27 PM
6/3/2012 4:27:35 PM
4:27 PM

4:27:35 PM

16:27

16:27:35

( Set As Default | Ok I

=] IEninsh 1.5

LI [~ Update automatically

If you are wishing to date stamp
your document, don’t check mark
the box for the date to update.

[

Then your letter will show the
exact date you created it.

Cancel 6




Onginal letter Practice.docx iLast saved by user) - Micresolt Word

June 9, 2012
whddressBlocks
aGreetinglines

lappreciate your contacting Web Smart Systems regarding our services. We provide Microsoht
Office training, including beginning, intermediate, and advanced levels of Word, Excel, Power
Point, Access, and Outlook. If your company is transitioning from Office 2003 to 2007 or 2010,
we have overview presentations foreach application.

Please let me know a convenient time and telephene numberte be able to contact you and
learn more about yourupcoming training needs.

Sincerely,

References  Madings  Review  View  Developer
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Letter showing

Date
AddressBlock
GreetingLine

Step 5-Preview your letters.

Mail Merge ~ x| Preview your letters.

Preview your letters

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

o | Recipient: 1 |

44 Find a recipient...
Make changes

‘fou can also change your recipient
list:

= Edit recipient list...
Exclude this recipient

When you have finished previewing
your letters, click Next, Then you
can print the merged letters or edit
individual letters to add personal
comments,

Step 5 of 6
% Mext: Complete the merge

¥ Previous: ‘\Write your letter

Copyright 2012 Web Smart Systems, LLC

At this point, you can edit your recipients.




Step 6-Complete the merge.

Mail Merge -~ x| You have 2 choices: Print or Edit individual letters.
Complete the merge L .
Wiail Merge s ready o procice Choose Edit individual letters.
your lethers.
To parsanalize your lettars, click This allows you to save the entire mail merge letter as one long Word
"Edit Individual Letters." This will .
EREm ) CEEMIEE D fellr document with a page for each person.

merged letters. To make changes

o all the letters, switth hack to the

ariginal document, P .
This is the best choice.

Merge

3 Print...
29 Edit individual lethers. .,

If you choose Print and the printer is off line or out of paper or you lose
electric power during the print, you will have to start all over.

Also, you can save the mail merge letter in your files as documentation.

Step 6 of 6

# Previous: Preview your letters

You choose “All” to save your mail merge to a new document. Then
Mergerecords ————————— . . .
GQ:A” you can print at a convenient time.
(" Current recard
 Erom; I Io: I
QK I Cancel |
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