Microsoft Word 2016

S0\ MAJYIINYINISADUWILADS
] COMPUTER SCIENCE DEPARTMENT, CMU

AEENEIAANS unanetaudualku




O\ MAIYIINYINISADUNWILNDS

_;: COMPUTER SCIENCE DEPARTMENT, CMU

Y/ ausSnemdas unpnedo et

10.

Microsoft Word 2016 Basics
Formatting: Font and Paragraph
Formatting: Layout and Page

Table

Picture

Inserting and Managing Other Objects
Printing

Creating a Report

Correction and Review

Mail Merge
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10. Mail Merge

Mailings Tab
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10. Mail Merge

10.1 What Mail Merge Is
10.2 Mail Merge for a Letter or Other Document

10.3 Mail Merge for an Envelop
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10.1 Mail Merge

® Sometime you will need to write multiple mails that are
similar, but with small differences. For examples,

writing mails addressing to multiple recipients.

® Mail Merge is a tool that allow you to combine a
document with a data source. For example, combine a
mail with list of recipients.
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10.1 Mail Merge (cont.)

What you need for Mail Merge

® A Main Document is the document we will use as the source,

such as a form letter, an envelope, or other forms

® A Data Source such as list of names and addresses of
recipients. It can be stored in workbook table or database
table.
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10.1 Mail Merge (cont.)

Dear «recp_name» — A Recipient Data B

Main Document 'S . S
1 recp_name recp_town

\
| hope everything is ' 2 James Brown Chicago

jell at «recp_town». | would like to

\
nvite you to our wedding. The 3 } Mlchael Jackson New Yok
wedding will take place at Chiang Mai |
Los Angeles

Hill hotel. The wedding date is
[Fhursday, October 27", 2016. |} ~ —~— -~ -~~~ ~=-~~ ~—~-= "7 77 I

Regards, Dear James Brown Dear Michael Jackson Dear Sandra Bullock
Paul & Paula Stewart.
| hope everything is well at | hope everything is well at | hope everything is well at Los
Chicago. | would like to invite you to our New Yok. | would like to invite you to Angeles. | would like to invite you to our
wedding. The wedding will take place at our wedding. The wedding will take wedding. The wedding will take place at
Chiang Mai Hill hotel. The wedding date place at Chiang Mai Hill hotel. The Chiang Mai Hill hotel. The wedding date
is Thursday, October 27", 2016. wedding date is Thursday, October 27", is Thursday, October 27", 2016.
2016.
Regards, Regards,
Paul & Paula Stewart. Regards, Paul & Paula Stewart,
Paul & Paula Stewart.
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10.2 Performing Mail Merge

To perform mail merge, you need to do the following 2
tasks:

1. Create the main document and configure mail merge
settings

2. Create recipient’s data in workbook table, or in MS
Excel

These 2 tasks can be done together. However, it’s usually

better to prepare recipient data first
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10.2 Performing Mail Merge (cont.)

10.2.1 Performing Mail Merge with Mail Merge Wizard

H -

File Home

2. Click Mailings tab

3. Click Start ——

Envelopes Labeld

Mail Merge

Create

4. Click Step-
by-Step Mail -
Merge Wizard
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Mail_merge_example [Compatibility Mode] - Word
Insert Design Layout References m Review View u Tell me what you want to do

\4' ..: » Rules G 4 4 M 3
_ ._I—I_ . [vod e * ) 1 S " [ZFind Recipient :
Start Mail | Select Edit Highlight Address Greeting Insert Merge ? Finish &
Merge = fecipients ~ Recipient List Merge Fields Block Line Field v Check for Errors Merge
=] Letters Write & Insert Felds Preview Results Finish

B 1o 200 0B B b B T LB 8t 100 ] ML dZe 1 130 1 M | 150 0

~| E-mail Messages
I Envelopes..
B Labels...

= Directory

‘@‘ Normal Word Document

[N Step-by-Step Mail Merge Wizard...
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<+«— 1. Type up the document
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10.2 Performing Mail Merge (cont.)

Mail Merge -  x

5. Select document » | Sefect document type Step 1: Select
What type of document are you
type. We’'ll pick working on?
_ Document Type
Letters, WhICh cover ) E-mail messages
) Envelopes
other full-page A Labelsp
() Directory

document as well.

Letters

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

Click Next to continue.

<+«— 6. Click Next: Starting

Step 10of 6

=>» Next: Starting document document
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10.2 Performing Mail Merge (cont.)

7. Click Use the
current document to
use the currently

opened document
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Mail Merge -~

%

Select starting document

How do you want to set up your
letters?

(® Use the current document
() Start from a template

() Start from existing document

Step 2: Select

Starting Document

Use the current document

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

Step 2 of 6

=> Next: Select recipients

<« 8. Click Next: Select

€= Previous: Select document type reCipien ts




10.2 Performing Mail Merge (cont.)

Mail Merge -  x

10.2.2 Creating Recipient List from Workbook Table

Select recipients
() Use an existing list

() Select from Outlook contacts

1. Click Type a new list to start creating a new

> (® Type a new list

I iSt Type a new list

Type the names and addresses of
recipients.

@ Create...

2. Click Create... >

‘Create new recipient list

Step 3: Create Recipients

List

Step 3 of 6
=> Next: Write your letter

€ Previous: Starting document
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10.2 Performing Mail Merge (cont.)

10.2.2 Creating Recipient List from Workbook Table (cont.)

New Address List ? X
3. Enter rECi pient,s Type recipient information in the table. To add more entries, click New Entry.
\ || Title v |First Name_‘[Last Name;‘l_Comp...;[Addre...j_Addre...;[Citv ~|state_ ~|ZIP
information intO || WA.eS. AN ANViDY
. AP 1on3g TGN
approprlate entry- :Nm. MNAU Wolng
| WALes. U3 ok ieelonl
|o.ms. LTALL LTHpTo IEIE
| [o.09. Us1nns 9aUANS
oo, AnAa 23IWug
| |o.om. safiing 30
5 Jeyaund

5. Once you have entered all
recipients’ info, click OK

< | >

4.Click New Entry for
next recipient

==-1 New Entry ‘ Eind... 1

Delete Entry ‘ Customize Columns... 0K ‘ Cancel

4
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10.2 Performing Mail Merge (cont.)

10.2.2 Creating Recipient List from Workbook Table (cont.): Saving The

Data

[ save Address List X
4+ < Documents » My Data Sources v O  Search My Data Sources »p
Organize ~ New folder £ (7]
Saved Pictures Name Date modified T
@ SlidesS2Y59
No items match your search.
o Word2016 Workl
| 6. Enter the file name you want
@ Microsoft Word
&3 Dropbox to save the data in File Name;
Z& OneDrive
S This PC
[ I S i 4
File name: 7. C"CK Save V‘
ave as type: MICroso ice ress Lists < ‘
A Hide Folders Tools ¥ Save Cancel
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10.2 Performing Mail Merge (cont.)

Mail M - x
10.2.2 Creating Recipient List from Workbook Table (cont.) Gt

Select recipients

Mail Merge Recipients ? X (®) Use an existing list

This is the list of recipients that will be used in your merge. Use the options below to 8 . C heCK the reci ple nts L Jaelek (onuChlogk ot
add to or change your list. Use the checkboxes to add or remove recipients from the ) Type a new list

merge. When your list is ready, click OK. -yo uwa nt to i n cl u de i 1]

Address L . Use an existing list
...-wm—

InvitedR... ANNDY | AN ‘ HA.AT. | th e ma i I me rg e Currently, your recipients are
InvitedR... I7 yayiden (Bhak) @07 selected from:

[FTEaR. P‘ Sy — _— [Office Address List] in “InvitedRecipie
InvitedR... [V e o3 WA.AT. Select a different list...
InvitedR... IV ey Wil 2.65. £ Edit recipient list..
InvitedR... I7 galAnNT Umms 2.09.

InvitedR... [V oiviug anAa 2./9.

InvitedR... |7 A sEilving  0.e9.

InvitedR... |7 daysyund  weyasnd  o.

< >
Data Source Refine recipient list

InvitedRecipients.mdb

%%ugiicates... 9_ CIiCk C’K

"0 Eind recipient...

Edit... ‘ ‘ Refresh

e ‘ 10. Click Next: Write your —====°

=>» Next: Write your letter
oK —~

€ Previous: Starting document

letter

MAIYIINYINISADUWILODS
COMPUTER SCIENCE DEPARTMENT, CMU

AOUSINENAIAAS UKIBneauLduatkl




10.2 Performing Mail Merge (cont.)

10.2.2 Creating Recipient List from Workbook Table (cont.)

‘é‘\‘1‘\‘z‘\‘3‘\‘4‘w‘5‘w‘5‘\‘7‘w‘8‘\D‘MMa”Mergevx

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

1 2 n CI iCk More items. . n H document, and then click one of

Step 4: Mark How Data Will Be

the items below.

Address block...

Merged into the Document

9 W8 2560

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

17811 <= 11. Click where you want to put a data entry in the
document
589 TN FINATIAUNAT NNATTIRNEINITABNNILAEST

Step 4 of 6

Heasae ludun 19 wmne 2560 ARasatiai aeds. 2

€= Previous: Select recipients
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10.2 Performing Mail Merge (cont.)

10.2.2 Creating Recipient List from Workbook Table (cont.)

Insert Merge Field ? X 1*15. Click x

Insert:

13. Select the data item you want to | O AddressFields  (® Database Fields to close

. Eields: dialo
Insert — °

First Name

Last Name
Company Name
Address Line 1
Address Line 2
City

State

ZIP Code

Country or Region
Home Phone

WorkPhone 14 Click Insert
E-mail Address 1

Match Fields... Insert Cancel
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10.2 Performing Mail Merge (cont.)

10.2.2 Creating Recipient List from Workbook Table (cont.)
oo L L R b s s L T B = Mail Merge -~

Write your letter

16. Tags for each insert data item will

write your letter now.

document, and then click one of
the items below.

To add recipient information to
a p pe a r your letter, click a location in the

Address block...
E Greeting line..

O LHBNEIW 25 oo

TH] More items...

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

Fed « Titlen«First Name»«Last Name»

12

(5049 TN FINATIALIANNG NATNININITARNAILADST
17. Click Next: Preview your letters _ =

R 1 . . v - € Provious: Select recipients
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10.2 Performing Mail Merge (cont.)

10.2.2 Creating Recipient List from Workbook Table (cont.)

2 , | . 1 . l . 2 . I . 3 . I . 4 . I . 5 . I . 6 . I . 7 . I . 8 |~ M 3 | | M o rg o - %
Preview your letters

One of the merged letters is
previewed here. To preview

another letter, click one of the
following:
Recipient: 1

E Find a recipient...

Step 5: Preview the Merged Document

18. You can preview each letter here. If they

Make changes

are all correct, click Next: Complete the merge O U 25@ =

52 Edit recipient ist...

Exclude this recipient

to go to step 6

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

138114 AL AT, LANBLL ﬂw@u‘

v

399 [y EN3INNTIAUNANER NATENINEINITARNNILE

= Next: Complete the merge

., = = ! - . v - - € Previous: Write your letter
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10.2 Performing Mail Merge (cont.)

10.2.2 Creating Recipient List from Workbook Table (cont.)

o s e T s S il Merge <

X

’ Complete the merge

Mail Merge is ready to produce
your letters.

19. Edit individual letters... will merge all [ Topasoraize your ek

"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.

merged copies into one file, where you can edit

_ 9 WHeU 25¢ =
*pl By Edit individual letters.. I

each copy without affecting the others

I AANNILFIDT

Step 6 of 6
J = _ ! i r v B v € Previous : Preview your letters
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10.2 Performing Mail Merge (cont.)

10.2.2 Creating Recipient List from Workbook Table (cont.)

Merge to New Docum... 7 X

20. Select which copies to

merge. All will merge all Merge records

available copies (@ All

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

O Current record

O Erom: To:

21. Click OK >

QK Cancel

After that, the merged copies can be saved, where it can be

used later.
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10.2 Performing Mail Merge (cont.)

10.2.3 Merging with Existing Recipients List

3. Click Start Mail Merge 2. Click Maillings tab

Student_Exam_Room [Compatibility Mode] - Wged

Home insert Design Layout References Review View Design Layout ‘:;3' Tell me what you want to do

o ' ' E [ 9Rules el < 4 > M
[ 3 = : " (g
aa £ = &1 Match Fields T AFind Recipient '
Envelopes Labels | Start Mail| Select Edit Highlight Address Greeting Insert Merge Update Labels Preview Finish &
Recipients ~ Recipient List Merge Fields Block  Line Field Results |« Check for Errors Merge
Create B Letters Write & Insert Fields Preview Results Finish

L
L . _ B oot 1028 30 400500 06 1T 81 91 100 1 L 1120 1 130 1 14 1 15 1 g
(1 E-mail Messages 0 o

=9 Envelopes. 4. Click Step-by-Step Mail Merge Wizard

: 3 Labels..

.: E Directory /

_ @ Normal Word Document

- [y Step-by-Step Mail Merge Wizard... N -
g Fa-unana
- wasday

o - O
1. Create a document
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10.2 Performing Mail Merge (cont.)

Mail Merge -  x

5. Select document type. Sv:,h::‘;:jt;ypty Step 1: Select
We'll pick Letters, which —W>k-gm Document Type
cover other full-page Emll:g

document as well. B

Letters

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

Click Next to continue.

6. Click Next: Starting

document

Step 1 of 6 /
=> Next: Starting document
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10.2 Performing Mail Merge (cont.)

7. Click Use the current
document to use the currently
opened document

Mail Merge -~

Select starting document

How do you want to set up your
letters?

Step 2: Select

'®) 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.

| Starting Document

8. Click Next: Select recipients

Step 2 of 6
| => Next: Select recipients

o

€= Previous: Seleci,

‘Next wizard step
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10.2 Performing Mail Merge (cont.)

Mail Merge -  x

Select recipients

Step 3: Select

(®) Use an existing list
(I Select from Outlook contacts

Recipients List

[ Type a new list

Use an existing list

Use names and addresses from a
file or a database.

9. Click Browse... —> [brouse.,

5‘ Edit recipient list...

Step 3 of 6
=> Next: Write your letter
€= Previous: Starting document
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10.2 Performing Mail Merge (cont.)

[ select Data Source X
T « Documents > My Data Sources v O  Search My Data Sources R
Organize ~ New folder =- O @
= Pictures b gl Name Date modified T
@ CProgramming D +Connect to New Data Source 7/6/2560 23:30 N
Document1 D +NewSQLServerConnection 7/6/2560 23:30 N
o Slidess2y59 & InvitedRecipients 2172560955 10. Select the data file, for
o Word2016 Work| g Student List_ Example 20/7/2560 14:38 N
example:

@ Microsoft Word
23 Dropbox Student_List Example.xlIsx
@ OneDrive

& This PC

.

New Source...

| . Click Open
File name: |Student_List Example ~ | All Data Sources : 4 v ‘

Tools ¥ Open ‘ ‘ Cancel ‘
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10.2 Performing Mail Merge (cont.)

Select Table X
Name Description Modified Created Type
='204100-004%"' 172472017 2:38:15 AM 7/24/2017 2:38:15 AM TABLE
< >

/| First row of data contains column headers OK Cancel
A

1

12. Select the table (only one here), the Click OK
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10.2 Performing Mail Merge (cont.)

13. Confirm that

ou get the correct

recipients list

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... |7 WA, o|T0 | o wimind... |V

Student... \a3r... [uwal.[1  [5508101..|RB3304
Student.. [¥ Twdwe.. waw.. 2 5603102.. RB3304

Student... I7 lwosn  waal. 3  5603102.. RB3304

<

>

Data Source

Refine recipient list

Student_List_Example xlsx : ’%l Sort...
T

...... Filter...

% Find duplicates...
O Find recipient...

2} Validate addresses...

Edit... ‘ Refresh

OK Z 14. Click OK
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10.2 Performing Mail Merge (cont.)

16. Click Insert Merge Field to select data item

Student_Exam_Room [Compatibility Mode] - Word

Home Insert Design Layout References Mailings Review View Design Layout '51;3' Tell me what you want to do

E 2Rules ~ Gy €1 > M _)
== % Match Fields |

_oFind Recipient

. . . Address Greetind Insert Merge | Update Labels Preview Finish &
Inserting items without LSRN -4 Results [ Check for Errors  Merge -
Write & If A Preview Results Finish
the wizard I 4.1 5.1 TR 101110 12011300 1400 1501 AR 17
ia
Insert Mail Merge Field
UIURAR '
yiasaay

sywaindnE |

Fa-uwana

wagday

N :

15. Click where you wish to insert the data item
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10.2 Performing Mail Merge (cont.)

18. Click Finish & Merge then select Edit Individual Documents...

Sign in

H ©- O - Student_Exam_Room [Compatibility Mode] - Word

File Home Insert Design Layout References Mailings Review View Design layout @ Tell m

T _ S Jo— — [=Ty [= [ . =N
=" 9= (= gl [ 0@ ® , | _.?Rutes o M < > M J-)
' == as s = ESg— == % Match Fields [ oFirid Reciprant
Envelopes Labels Start Mail  Select Edit Highlight Address Greeting Insert Merge Update Labals Preview Finish &
Merge - Recipients ~ Recipient List Merge Fields Block  Line Field ~ = " Results ¥ CheckforErrors | Marge ~
Create Start Mail Merge Write & Insert Fields Preview Results " Edit Individual Documents...
IV . 1 2B 30 4 S B T Bt 9 | 10§ L 120 130 | 14 | I ' .

L - L, Print Documents... MAil MAmvmn o
Merge to New Document (Alt+Shift+N)
5= Send Email Messages...

~ Select recipients

= ® lise an existing list

-

iy Select from Qutlook co

i i — — Type a new list

N SUAUNANEY  «SWALNANEM

i Use an existing list

e i:'a—uwﬁqa «Tay CUIUAN T >

- . Currently, your recipients a
namel «ummm»{ selected from:

: ~

17. Click Insert Merge Field until you have inserted every data

item you want
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10.2 Performing Mail Merge (cont.)

? X
19. Select which copies to merge

Merge to New Docum...
Merge records C—

O Current record

O K Cancel - = Letters2 [Compatibility Mode] - Word
ile ome se esign Layout References Mailings deview iew esign )
‘ L X cut CordiaNew |14 - A & Aa- Bp i=-i=-'i. &3= 4] q

e ia New = AsBbCD( AaBbCeD AaBbC AaBbcad AADB aesbea

= vEY o s
Raste W Fornt Painter B I U-abex: X’ Ey'A.' E===501= 8- 1nomal J1no Spac.. Heading1 Heading 2 Title Subtitle

Clipboard L Font o Paragraph Styles
L L P 34005006007 810 +9. 1 1001 11 1200 01300 o440 00150 1 JERES
=
The resulting merge

Hﬁﬁnﬁnm 550810145

20. Click OK
; ﬁ'ﬂ—uwmﬂ uBaIgINT Wi
= Wasaay RB3304
| ; COMPUTER SCIENCE DEFARTMENT, CMU

AOUSINENAIAAS UKIBneauLduatkl




10.3 Mail Merge for Envelop

1. Click Mailings tab

Home Insert Design Layout References Mailings

2. Click Start

Mail Merge - "GN G

Envelopes Labels |Start Mail | Select Edit Highlight Address Greeting i
Merge = Recipients ~ Recipient List Merge Fields Block  Line

Create D Letters Write & Ins
I I B . S

L/
(=1 E-mail Messages o
[=1 Envelopes...

Labels...

3. CIle Step- Directory

by-Step Mail

(IR IS A =

@ Normal Word Document

. >
Merge Wizard : 'y Step-by-Step Mail Merge Wizard..
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10.3 Mail Merge for Envelop (cont.)

Mail Merge ~  x

Select document type

4. Under Select document What type of document are you

working on?
() Letters

type, choose Envelopes

() E-mail messages
fel)> (@) Envelopes
() Labels

() Directory

Envelopes

Print addressed envelopes for a
group mailing.

Click Next to continue.

5. Click Next: Starting

=> Next: Starting document < document
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| *] COMPUTER SCIENCE DEPARTMENT, CMU
L pousSnendAtaas uridnendodoatul

Step 1 of 6




10.3 Mail Merge for Envelop (cont.)

Mail Merge ~ x

Select starting document

How do you want to set up your
envelopes?
Use the current document

(®) Change document layout

() Start from existing document

Change document layout

Click Envelope options to choose
an envelope size.

(= Envelope options...

6. @an Next: Select Step 2 of 6

— I =>» Next: Select recipients I

reCi p i e nts €= Previous: Select document type

Next wizard step
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10.3 Mail Merge for Envelop (cont.)

=
7. 182 NYNIA

BDIIANRNE R

N MAYIINYINISADUWILNODS
*] COMPUTER SCIENCE DEFARTMENT, CMU

AEENEIAANS unanetaudualku

Envelope Options X
Envelope Options Printing Options
Envelope size:
Size 10 (41/8x91/2in) b
Delivery address
Font... From left: |Auto =
From top: |Auto —
Return address
Font... From left: |Auto —
From top: |Auto —
Preview
— B
OK Cancel

8. @an OK



10.3 Mail Merge for Envelop (cont.)

Mail Merge ~ x

Select recipients

9. Select recipients list. For —| e vscaneismgis

{1 Select from Qutlook contacts

his example, click Use an

() Type a new list

GXiS ting Iist Use an existing list

Use names and addresses from a
file or a database.

[erowse. ¢ 10. Click Browse...

F:;_‘ Edit recinient list

Select recipient list file

Step 3 of 6
=>» Next: Arrange your envelope

€= Previous: Starting document
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10.3 Mail Merge for Envelop (cont.)

@ Select Data Source
N « Documents » My Data Sources

Organize ~ New folder

¢ CProgramming *

My Data Sources

Name

v 0

Search My Data Sources

=~ [

Date modified

X
e
@

—

D +Connect to New Data Source 7/6/2560 23:30 N
o SlidesS2Y59 | +NewSQLServerConnection 7/6/2560 23:30 N
o Word2016_Workl IIZE InvitedRecipients 24/7/2560 3:44 N
1 Recipients 24/7/2560 3:53 N
B Microsoft Word @ % <
ﬂ Student List Example 24/7/2560 2:38 N
é? Dropbox
& OneDrive
S This PC
@ Network
v < >
New Source...
File name: |Recipients ~ | All Data Sources X
Tools ¥ Open Cancel

MAIYIINYINISADUWILODS
COMPUTER SCIENCE DEPARTMENT, CMU

AOUSINENAIAAS UKIBneauLduatkl

11. Select the data
file

12. Click Open



10.3 Mail Merge for Envelop (cont.)

Select Table ? X
Name Description Modified Created Type
7/24/2017 4:09:27 AM 7/24/2017 4:09:27 AM TABLE
< >
/| First row of data contains column headers OK Cancel
g .

13. Select table, then click OK
S0\ NAJYIINYINISADUWILODS
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10.3 Mail Merge for Envelop (cont.)

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.

14. Check the Position

reC|p|ents you want Recipie... ram*“g U.. [FDIMANTIA.|MAITING...
Recipie... F’- ANDUD A... TIUAIANT... MATTTINg...

- N

to use i i
Recipie... |7 MaU . grhgAans.. MAlTing..
| ey e I._J- s RGP T i (e A A e S s S i
< >
Data Source Refine recipient list
Recipients.xlsx : ’%l Sort..
T

Filter...

% Find duplicates...
Eo Find recipient...

Edit... Refresh

; Validate addresses...

oK < 14. Click OK

MAIYIINYINISADUWILODS
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10.3 Mail Merge for Envelop (cont.)

gomemnotion - Word Sign in

i m ) 1
Mailings ‘W Tell me what you want to do 74 Share

=5 =B ]| | 5Rules - Gy M 4 P =,
= £ % Match Fields =N : )

— — = Find Recipient =
Address Greeting Insert Merge |, .\ . Preview s Finish &
i Block  Line Field ~ Results (¥ Check for Errors  pearge ~
Write & Insert Flelds Preview Results Finish -
3 oA | BB T B: 1 9. 10 11 12000 13- 1 LW IEe e 26 0 47 | 018 ) 19

= ' ' Mail Merge - x

Select recipients

® Use an existing list
() Select from Outlook contacts

() Type a new list

Use an existing list

Currently, your recipients are
selected from:

[ﬂuﬂapji"l.l!ﬁ] in "Recipients.xlsx"
D Select a different list...

Y .‘.’7 Edit recipient list...
mendt 15, Move the cursor to where you

yd
r'g

want to insert a data item

16. Click Next: Arrange your envelop

/

Step 3 of 6

=> Next: Arrange your envelope
€= Previous: Startil

Next wizard step
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10.3 Mail Merge for Envelop (cont.)

Mail Merge -~  x

Arrange your envelope

If you have not already done so,
lay out your envelope now.

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

17. Click Address block... to insert the of the tems below.

5] Address block...

address block e

[Insert formatted address
g Electronic postage...

B8 More items...

When you have finished arranging
your envelope, click Next. Then
you can preview each recipient's
envelope and make any individual
changes.

Step 4 of 6
=> Next: Preview your envelopes

€= Previous: Select recipients

MAIYIINYINISADUWILODS
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10.3 Mail Merge for Envelop (cont.)

Insert Address Block

18. Select the format for address block

Specify address elements Freview
Insert recipient's name in this format: Here is a preview from your recipient list:

Joshua Randall Jr.
Joshua Q. Randall Jr.
Mr. Josh Randall Jr.
Mr. Josh Q. Randall Jr.

~ 1 [

savAans1aTd f5. Llan¥s utao
MAEAnnsAaniilnas aAarinandans urninetamdaatva 5020

Mr. Joshua Randall Jr.

Mr. Joshua Q. Randall Jr. v

Insert company name
Insert postal address:

Never include the country/region in the address

Always include the country/region in the address

Correct Problems
Only include the country/region if different than:

___Ifitems in your address block are missing or out of order, use Match
United States v Fields to identify the correct address elements from your mailing list.
Format address according to the destination country/region Match Fields...
< -
' 19. Click OK
OK Cancel
—

«AddressBIock» tag will appear nFRINe

This is a combination of multiple data items eser

MAIYIINYINISADUWILODS
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10.3 Mail Merge for Envelop (cont.)

Mail Merge -

Arrange your enve]npe

If you have not already done so,
lay out your envelope now.

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

Address block...
Greeting line...

é Electronic postage...
Ef More items...

When you have finished arranging
your envelope, click Next. Then
you can preview each recipient's
envelope and make any individual
changes.

Step4 of 6

20. Click Next: Preview yours envelopes —,

=> Next: Preview your envelopes

€= Previous: Select recinients
Next wizard step|
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10.3 Mail Merge for Envelop (cont.)

Mail Merge - x

Preview your envelopes

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

‘<‘ Recipient: 1

E Find a recipient...
Make changes

You can also change your
recipient list:

Q Edit recipient list...

Exclude this recipient

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

5 of 6

21. Click Next: Complete the merge

=> Next: Complete the merge

€ Previous: Arranaa vaur anualana
Next wizard step
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10.3 Mail Merge for Envelop (cont.)

goamawinuion - Word Signin

Mailings Review W Tell me v ac

' ?-l | 7Rules - o M
== (W] 3 T : . =
! i—| %" Match Fields A Find Recipient

ress Greeting Insert Merge | & || o | Preview 'D P Finish &
ck Line Field ~ " 7 [Results) ¥Check forErrors  Merge -
Write & Insert Fields Preview Results Finish

Step 6: Complete the

merge

foA B LB T B8 10 e 120 ) o130 - SRS SR B

= ' Mail Merge - x

Complete the merge

Mail Merge is ready to produce
your envelopes.

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

Merge

?@ Print...
ﬂgm]ﬁq %D Edit individual envelopes... «22 . CIiCk Edit

=

309ManT19158 A3, 103y Yo indiViduaI

MAIINNNMIAUANUADS Az INemeaaT

UH1INdeToalni 50200 en VEIOpes. nn tO merge

copies into one file

Step 6 of 6

€ Previous: Preview your envelopes
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10.3 Mail Merge for Envelop (cont.)

Merge to New Docum... 7 X

_ _ Merge records
23. Select which copiesto | 7

merge 1 @Al

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

O Current record

O Erom: To:

24. Click OK >

QK Cancel

You then can save the file for later use
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