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What is mail merge

How to perform mail merge

Contents & Settings

Creating contact list from workbook table

Making envelope from 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 a document with a

data source. For example, combine a mail with list of recipients.
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hat 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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Dear «recp_name»
Main Document

| hope everything is
well at «recp_towny». | would like
to invite you to our wedding. The
wedding will take place at Chiang
Mai Hill hotel. The wedding date is
Thursday, October 27", 2016.

Regards,

A Recipient Data B

| |
recp_name recp_town |
| |
iJames Brown Chicago i
|
|
|
|
|

il\/lichael Jackson New Yok
Los Angeles

ffffffffffffffffffffffffffffff |

A W PO =

L

Paul & Paula Stewart.

Dear James Brown

| hope everything is
well at Chicago. | would like to
invite you to our wedding. The
wedding will take place at Chiang
Mai Hill hotel. The wedding date is
Thursday, October 27", 2016.

Regards,
Paul & Paula Stewart.

Dear Michael Jackson

| hope everything is
well at New Yok. | would like to
invite you to our wedding. The
wedding will take place at Chiang
Mai Hill hotel. The wedding date is
Thursday, October 27", 2016.

Regards,
Paul & Paula Stewart.

Dear Sandra Bullock

| hope everything is
well at Los Angeles. | would like to
invite you to our wedding. The
wedding will take place at Chiang
Mai Hill hotel. The wedding date is
Thursday, October 27", 2016.

Regards,
Paul & Paula Stewart.




Create the main document and settings

Create recipient’'s data in workbook table (excel)



L

‘Create-Main Document-and-Settings .
with Wizard

Type out (or load) the letter.

Click Mailings tab.

Under Start Mail Merge group, click Start Mail Merge.
Select Step by Step Mail Merge Wizard...

Select document type.

Click Next: Starting document to move to step 2.

Under Select starting document, select Use the current document
to use the current document as mail merge’s main document.

Click Next: Select recipients to move to step 3.
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Preview

istart | Seleat Edit j
Merge ~ | Recipients = Recipient List || Merge Fields Block

@' Letters
=

E-Mail Messages

Highlight Address Greeting Insel
Ling

Preview Results.

Results %— Auto Check for Emors || Merge ~

Finish'& || Mergeto
Adobe PDF

_ Acrobat:

Finish

Envelopes...
Lakels..
Directory

Mormal Word Document

[N 0

St_ep'b]-' Step Mail Merge Wizard...
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with Wizard (3)
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Mail Merge v ®

Select document type

What type of document are you
working on?

(%) Letkers

E-mail messages
() Envelopes
() Labels
O Directary

Letters

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

Click Mext to continue,

Step 1 of 6

& Mexk: Startinwggumgnt




e Wy,
SsSATTL
i Nl
> .

Mail Merge * X

- o Select starting document
How dao wou wank o sek up your
letters?

(%) Use the current document ®

() Start from a template

() start From existing document

Use the current document

Skart Framn the document shown
here and use the Mail Merge
wizard to add recipient
infarmation.

Step 2 of B

% Mext: Select recipients ®

4@ Previous: Select document bype
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reating and Using New Recipient List

Under Select recipients, select Type a new list to create a new list of recipients
Click Create... to create new recipient list

Type in recipient’s information such as name, address, title, etc.

Click New Entry to add in another recipient

After you have entered all recipient’s information, click OK

Type in the list file name in File Name:

Click Save

Check the recipients you want to use for mail merge.

Click OK

Click Next: Write your letter to move to step 4.
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Mail Merge * X

Select recipients
() Use an existing list
() Select from Outlook contacts
@) Type anew list @————
Type a new list

Type the names and addresses of
recipients.

IE Create.. @——

Step 3 of B
% Mext: Write your letter

4 Previous: Starting docurment

Mew Address List

Tvpe recipient information in the table. To add maore entries, click Mew Enkry.,

Creating and Using New Recipient List (@

Title w | First Mame w | Last Hame w | Compary Mame w» ] Addrezz Line 1w
AEGH W35l wy adild;s
LR TIAUT UHing
GRERLT) it wiiafiugs
oiansd T HE EF J
£ | >
‘I‘ Mew Entry ] [ Eind... ]

[ Delete Entry ] [ Customize Columns, ., ]

K @ ][ Cancel
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Creat

Sawve Address List

Save in: |==..p ry_datal (D:) v! @ -0 | X ok Eas
s My Recent ii[flbackupData_l.m'-i'mﬁamuﬂ'm_driveD Chanmsduaduuningauunsasaingilss
= Documents I:-r_,"lchnack_lab1EID_seu:B_‘*r_lSseptl‘.:l Chdiaynanad U mauiumsmisssus e
@ Deskbop !i;ijcheck_LnBZD4ID 1_secd iaﬁnﬁnmm aufasDs_Ock0d
1M _Logo_vary |y szmeiimimsousnls029110
IDqucuments ;I_'.jEntertainments i_[jmwﬂwﬁ:ﬁmﬁﬁ'mﬁﬂﬁ'ﬁwLl.nm::lhﬂawnnmzﬁawi:mw
- I“j 1w _WorkCMUL_bk i|_:_'|5ﬂ31-1u_21 nm?S
-j Cgmputer ii_QMyData I@jﬂﬁmﬁ‘uumwuw
I Mok, L |[ChsUMmiay
lj M P !i[ﬂOFFiEEZDD?En Suit_ChMU | Eitssausn S nne
Places ot i L1
| OFfice2007 ThaiSuit_CMU [CIAuiumwzgUssnaunisEariiuad_nnaman
Zipong_t
'RECYCLER
| Systerm Yolume InFormation
i[jtemp_DriveD
Ii[‘_"‘]toel“l
ii'ﬂutil
[ a_ied el
I Eaauidmus o_aumsd aslssrs2

File name: |amumm-ﬁm|

Save as bype: |Microsnﬂ: Office Address Lists (*,mdb) L |

|
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(4)

This is the list of recipients that will be used in vour merge, Use the options below o add to or change waour list, Use the
checkboxes to add or remove recipients From the merge. Wwhen vour lisk is ready, click Ok,

[ata Source [v | Last Hame w | Company Mame

- aEMLn L, Tl 1y 5ilios F330iE ; |

w | First Mame w | Title

amvunaLegey. mdb -.17_ nuing
aFvunaLEy. mdb V¥ dimadune [H B 13158
aFvunaLgey. mdb T 15l hybRkt]
£ | b
Data Source Refine recipient lisk
aFunany. mdb 1 4] sort...
T Filer...

#9 Find duplicates. ..
] Find recipient...

Validate addresses. ..

204100 Microsoft Word 2007

reating and Using New Recipient List

Mail Merge v x
Select recipients

(%) Use an existing list

() Select from Outlook contacks

O Type a new list

Use an existing list

Currently, vour recipients are
selected from:

[Cffice Address List] in "anannaegey.

Select a different list. ..

3’ Edit recipient: list. ..

Step 3 of 6
% Mexk: Write your letker  @——

@ Previous: Starting document




/Creating and Using New Recipient List (5)

Move cursor to where you want to insert a recipient’s data

Click More items...

Select the field you want to insert.

Click Insert

Click Close. Note that you can insert multiple fields before you click Close.

You will see tags of the fields appear on the document, for example, <<First Name>>. Click
Next: Preview your letters to move to step 5.

You will now see previews of your merged letters. Click << or >> to review each copy. When you
have finish reviewing, click Next: Complete the merge. You will go to step 6: Complete the merge.
You can print, e-mail or edit each copies.
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Write your letter

1F you have not already done so,
wirike your letter now,

Ta add recipient information to
wour letter, click a lacation ir the:
dacument, and then click one of
the: items below.

[5] Address black...,

a Greeting fine...

\.___i Electronic postage. ..

4 More items. ..

‘hen you have Finished writing
waur letter, click Mext, Then you
can presview and personalize each
recipient's letker.

Step 4 of 6

S Next: Preview your letters

4 Previous: Select recipients




Insert Merge Field

Insert:
() address Fields (%) Database Fislds

!First Marme

| Last Mamne

| Compary Marme
| Address Line 1
| Address Line 2
| ity

| State

| ZIP Code

| Counkry or Region
{ Home Phone
work Phone

| E-mail Address

iMatch Fields. .. ] L
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Creating and Using New Recipient List (8)

Tags of inserted fields will appear.

Write your letter
IF you have not slready done so,
write your lstber now, :
Ta add recipient information to
wour letter, dick alocation in the:
v docurnent, and then click one of
the items below,

Fed «Titlen First. Name»« Last_Name»‘ 3 s s

2 Grestingline, ..

|- Electronic postags...
2 More teems...

| When you have finished writing
wour letker, dick Mext, Then you
can preview and personalize each
recipient's letter,

(Fa9 W@eydndauiganina1tia N1PREIANAINITABNR

Fiaasae g 20 LWe1el 2553 HRNaIALINA

2/
=< o

18.00 1. T9ARANTNEY CSB100 Inaidlingilazasrtive

%’r o o 3 =4 2 ar @
RO TV IELLITIWILbN BN LLmLﬂumﬂwuﬂﬁﬂm@mm.

Step 4 of 6_
% Next; Preview your letters

= G ’
P29 1NN BT  Previous; Select recipients
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Creating and Using New Recipient List (9)

You can preview each copy here. \

ﬁ Find & recipient...
Make changes

(3e174 94 WITNT N AeTdRg

Yfou can also changs your
recipient list:

(" Edit recipient s,

Exclude this recipient

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

(79 N TauNEIANIAIT NNAITNINEINITABNT
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Complete the merge will appear.

(B 9A.NITEINT Tnyadiiding
mi%mnt.‘.

Q_j Edit individual letters. ..
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“inishing the Mail Merge

e

Select Edit individual letter to merge All copies of letters into one file,

in order to edit individual letters.

Merge to New Document dialog box will appear. Select All to merge
all copies, or select From:, To: to merge only merge on specified

copies. After you have decided which copies to keep, click OK.

You can then save the file and print the letters like other documents.
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Finishing the Mail Merge (2)

(B 9A.NITEINT Tnyadiiding

% Print..,
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LT€94 9A WaeninA Nas 1neiaisima

Merge to New Document | ? | X

Merge records

Iok.
ED

gd0
I
=y
)

@ Current record

/

@Emm: | | To: ‘ ‘

| 53 HNDIAUNG

,
T = (g
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Complete tﬁe-mege
Mail Merge is ready to produce
your letters.
To personalize your letters, dick
“Edit Individual Letters," This wil
open & new document with your
merged letters. To make changes
o) all the Ietters, switch back to
the original document,

L2 Print..,

.y Edit individual letters. .

Step 6 of 6
@ Previous! Preview your letters




5 Open

Save

-
ﬁ Save As

Prepare

Z
gl send

L7 publish
l:_—_T Close

.| Print |3_=

k

-

Preview and print the document
4 Print
L]
™ Select a printer, number of copies, and

other printing options before printing.

' gm Quick Print
L  Send the document directly to the

default printer without making changes.

@\ Print Preview
Preview and make changes to pages

before printing.

{ [ word Optjons-H-X- E;it-.W{:-rd"[.
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Mail Merge from Existing Recipients List

Type out (or load) the letter.

Click Mailings tab.

Under Start Mail Merge group, click Start Mail Merge.
Select Step by Step Mail Merge Wizard...

Select document type.

Click Next: Starting document to move to step 2.

Under Select starting document, select Use the current document
to use the current document as mail merge’s main document.

Click Next: Select recipients to move to step 3.
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List (2)

Click Use and existing list, then select Browse

Select the data file, such as ex_data_mailmerge.xlsx

Click Open

Click OK to confirm the list you will use.

Select the recipients, then click OK

Insert the fields you want into the document and click Close

Click Finish & Merge —> Select Edit Individual Document...
New file containing finished documents will appear.

204100 Microso ft Word 2007
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) Maten Fieids
W

erge eview Finish & |
[’ Merge Fields  Biocl id- (5] Updste Labels || gasuits

Auto Check for trrors || Nerge -

w Resul

E-Mail Messages
Enyelopes...
Labels...
Rirectory
ﬂnrmﬂ ‘Waord Document

ﬁ—llﬂllll

Tlaamou
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@ Leiters &

Onvelopes

Citabes

() Directory
Letters

Send letters to a group of people,

You can personalize the letter
that each person receives,

Click Next to. continue.

m e E

Select starting document
How do you want to set up your
letters?

Cstartfroma template.
() Start from existing document

204100 Microsoft Word 2007

(®) Use an existing st

() Select from Outiook.
(D) Type anew st
Use an existing st

Use names and addresses from a
file or a database.

pd
1 Browse... <

b (. rormpe——

Step30f6
@ Next: Write your letier
@ Previous: Starting document




ﬁocumer_;ﬂ - Microsoft Word

IR
Finish &

| Merge -

I
“Finish:

(O] = 4 b« Work(E) » com_ 10054 » EditSlide » Mailmerge Search Mailmerge
Organize » New folder =
3 Dropbox o Name B
o ] data_mailmerge xlsx - ki
ﬁ...] nm:s @a_m_mmw 1enil Yyl
L App: ) L!bOi)- Mail Merge.docx 7 i v
& Music o~

&= Pictures I [ 0

B videos 530510636 [WHRTETA

[y — 530510678 |wasi§ Al

sasione [wwiend
% Computer | 540110008 |snamdugTim
i Local Disk (C) {

o5 €O Drive () .
Work (E:) 540310080 !L'Nﬁhﬂ‘if_fm
[o) . L

540110269 |unaaiglas

. Backup {F) 540310084 |WHANIEANADY

v <

Mew Source...

File name: ex_date_mailmergealsx | |All Data Sources ("odcmdb; v

Teols » Oper . -
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Document - Microsoft Ward

Finish &
Mesge -

<

Description  Modified

Created

Type

7/15/20149:06:09 AM  7/15/2014 9:06:09 AM  TABLE

[+/] First row of data contains column headers

204100 Microsoft Word 2007

T Editrecpientlist...




Document1 - Microsoft Word

Finlsh &
Merge ~
|| Fnish |

This is the list of recipients that will be used in your merge. Use the options below to add i
checkbaxes to add or remove recipients from the merge, When your list is ready, dick O
<= i iE

v <

530110310
530210114
530310067
530510636
530510672
ex_datas_mailmerg,.. [ g 531310310
ex_data_mailmerg... [ 540110002
540110269
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Document1 - Microsoft Word

Seledt Edit ‘Highlight  Addre

i 5 Greeting Insert Merge e S
Recipients = Recipient List | Merge Fields Block  Line _Fzm:q 2] Update Labels || pesults | 2 Auto Check for Errors
Start Mail Merge: [ ‘Wirite & Insert Fiefds.  Preview Resuits

Pageitof] | Words 6 | O Thal allang) |
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m e

, / = . Page Layout. m | —
1o ® @ o

(BT

24 Match Fields.

sels | StartMail  Select : ighlight  Addres: Verge . Rl
- Merge = Recipients = Recipient List || Merge Fields Black 2] Update Labels L 3 Auta Check for Errors
 Start Mail Merge - Wirite & Insert Fields Preview Results.
Merge to New Doc
Qne of the merged letters is
previewed here. To preview
another letter, dick one of the
following:
simindnm 540110008
'éa-_ﬂ'mmln. unsanafuEnFrB s
T RE3309

Words 13 | G onal
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Creating an envelope From Mail Merge

Click Mailings tab.

Under Start Mail Merge group, click Start Mail Merge.
Select Step by Step Mail Merge Wizard...

Under Select document type, select Envelopes.

Click Next: Starting document

Click Next: Select recipients. Envelope Options dialog box will

appear, select the envelope and printing options you want.
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Creating an envelope From Mail Merge (2)

=

P

mm Insert Hﬂﬂmm References | Mailings Rtﬁmi \';iﬁw Acrob at"' @ .
yStart Mail Merge>| |~ ] Address Block 5 [ = | | T %

=eting Line | S

Preview || Finish & Merge ta
: Merge - || Adobe PDF
ik || Aabat:

E-Mail Messages cert Merge Field = |E]

| Envelopes...
| Labels...
Directory

E | MNormal Word Document

HEi Step by Step Mail Merge Wizard.., |
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Creating an envelope From Mail Merge (3)
Mail Merge v x

Select document type
What type of document are you
working on? :
() Letters

") E-mail messages
@ Envelopes®
(7 Labels

(7) Directory
Print addressed envelopes for a
Click Next to continue.

Step 1 0of 6
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Creating an

envelope

Mail Merge

rom Mail Merge (4)

Eaa

)

How do you want to setup your
-envelopes? :

) bsethe current document
@ Chiang documeit layout

Change document layout
an envelope sze.

Step 2of 6
% Next: Select recipientse °
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Creating an envelope From Mail Merge (5)

Using existing recipients list.
Click Use an existing list
Click Select a different list...
Select the folder where the recipients list is.
Select the file containing the recipients list.
Click Open
Check the recipients you want to create envelopes for.

Click OK
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14.

i

16.
T
18.
19
20.
21.

Creating an Envelope From Mail Merge (6)

Click Next: Arrange your envelope

Click Address block... to add recipients’ address blocks

» Name, Address, City, Postal Code, Country

Select address block’s format.

Add in other details, such as sender’s address, then click OK
Click Next: Preview yours envelopes

Click Next: Complete the merge

Complete the merge bar will appear.

You can then select Edit individual envelopes and all envelopes you
choose will be arranged into one file, for printing and editing later.

204100 Microsoft Word 2007
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Creating an _elnveloggmﬁ.-rom Mail Merge (7)

@) Use an existing list ® e

(7 Select from Qutlook contacts:
(7 Type & new list
Use an existing list

Currently, your redpients are
selected from:

[Office Address List] in "nafia.mdb”
i Select B(ﬁfe‘?ﬂ’l:ﬁﬁ;" ® °

Step3of 6
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Creating an envelope From Mail Merge (8)

- R ]
@] Select Data Source ﬁ

L__,/.'“\,,/l | oy » All Data Sources » - | +4 | Search jol |
Organize » = - 3 @
[¥ Mitrosoft Office W — | d
W Favorites | |

EE Desktop L
W Drrsmiasda 1w gdb +Connect to +MewSQL5erverC e
MNew Data onnection.odc :I‘;'J‘;I;IIZ'\'
i Libraries Source.adc ’ '
L Computer
&, Local Disk (C3)
= Local Disk (D)
== | ncal Mick (F
MNew Source...
File name!  syaiia mdb - [AII Diata Sources (*.odc*mdb:* -
Tocls . [ Dpen @ J ll Carrcet I
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Creating an envelope From Mail Merge (9)

-

4
Mail Merge Recipients Iilﬂ]

This is the list of reapients that will be used in your merge. Use the options below to add to or change your list, Use the
chedkboxes to add or remoue recipients from the merge  When your listis ready  dick Qi
Data Source i | Last Mame ~ | First Name - | Title w | Compary Name -« | Addreas
| | GHEK.co.ltd
swda.mdb ¥ s F11a A IDC.co.ltd 123 sl
s1uda.mdb ¥ Tand #ias A Infopress 16612
1 | i | ¥
Data Source Refine recpient list
swda.mdb o %] sort..
F Filter...
1_‘_4 Find duplicates. ..
o &J Find redpient. ..
Validate addresses. ..
#
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Creating an

envelope From Mail Merge (10)

@) Use an existing list

B Tureaneute:

Currently, your recipients are

selected from: :

[Office Address List] in "na#ia.mdb”
77 select a different list...

Step 3 of 6
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Creating an envelope From Mail Merge (11)

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

Ta aﬁr@mw@tﬂ
envelope, ‘& location in

Emimmrt and then dick one

nﬁmmhépw

2] Address block...®

3 More items...
Mmmhmﬁ%ﬂ '
arranging your envelope, dick
Mext, Then you can preview each

redipient’s envelope and make
any individual changes.

Stepdof 6
% Next: Preview your envelopes
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InsertAddrﬂs Block l

Spedfy address elements

Bl
Prevhen

Insert redpient's name in this format:

Joshua

Joshua Randall Ir.
Joshua Q. Randall Jr. B
Mr, Josh Randall i,

Insert postal address:
) Mever indude the country/fregion in the address
) Always indude the country/region in the address
@ Only indude the countryjregion if different than:
[Thailand

[] Format address according to the destination country/fregion

Here is @ preview from your recipient list:

Aok A5 HlAY
GHE.co.Itd

222{37 wy 2 éhuaduan
dunadias tioalmi
50200

Correct Problefns

If items in your address block are missing or out of order, use
Match Fields tp identify the correct address elements from your
mailing list.

<<AddressBlock>> will appear.

GEETGH

«AddressBlocks|
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Creating an envelope From Mail Merge (13)

Mail Merge v %

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

To add redpient information to.
your envelope, dick a locationin-
the document, and then didk one
of the items below,

= Greeting line...

arranging your envelope, didk
Mext. Then you can preview each
redpient’s envelope and make
wmwdnadmangeg

Step4ofb

% MNext: Preview your envelopes @

4 Previous: Select redpients:
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Creating an envelope From Mail Merge (14)

Mail Merge v x
Preview your envelopes
‘Onie of the mageda‘wdﬂpgsm

previewed here. To preview
another envelope, Iﬁd&m}enf'ﬁ:f
fallowing:

Make changes

;mmﬂmﬂwemmm&
£

ﬂ' Edit recipient list. .,

| Excude this recpient |

mmmmmm
your envelopes, dick Mext, Then
you can print the merged envelopes

or editindividual envelopes to add
personal comments,

StepSof &

% Next: Complete the merge @

¥ Previous: Arrange your envelope
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Complete the merge

Mail Merge is ready to produce your
envelopes,

T reolee Yol ebEopE O

Complete the merge bar will appear, which mean the envelope

is ready.

GFET R

GER R
GHE.co.ltd
222/37 Wi 2 ATLAFMN

sunouiad Fulwi
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