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Mail Merge

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

How to perform mail merge

Gontents & Seings examples, writing mails addressing to multiple

Creating contact list from workbook table

Making envelope from mail merge 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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JVVhat you need for Mail Merge How to Perform Mail Merge

@ A Main Document is the document we will use as the source, 1. Create the main document and settings

such as a form letter, an envelope, or other forms - -
P 2. Create recipient’s data in workbook table

© 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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| CreateMain 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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| Create Main DbtfumeﬁkandSeM

Select document type
What type of document are you

with Wizard (3)
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© Letters

OEnvelopes

Olabels

O Directory
Letters

Send letters to & group of people
ou can personalce the lstter
that each person recsives.

Click Next to continue.

Step10f 6
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with Wizard (4

| Create Main D@mmeﬁ%andSeM

e

Mail Merge v x

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

O start from a template

O start from existing document:
Use the current document

Startfrom the documert shown

here and use the Ml Herge

wizard ta ad recpient
infarmation.

Step2of6

@ Previous: Select dacument type

@ Use the cument dacumert 0—40

@ Next: Selec recipients '—4"




Creating and Using New Recipient List

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

3 Type in recipient’s information such as name, address, title, etc.
4. Click New Entry to add in another recipient

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

6. Typein the list file name in File Name:

7. Click Save

8.

Check the recipients you want to use for mail merge.
9. Click OK

10.  Click Next: Write your letter to move to step 4.
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Creating and Using-New =
Recipient List (3)
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Mail Merge. v x
Select recipients

O Use an existing st

O select from Outlook contacts

@Typeanculs: ——1
Type anewlist

Type the naties snd adresses of
redpents.

e o

step3of6
@ Next: Wirke your tter

@ Previous:Starting document

New Address List

Type recipient information in the kable. To add more entries, dick Mew Entry.
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Customize Columns
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| Creating and Using New

Mail Merge Recipients X)

This is the lst of recipients that wil be used in your merge. Use the options below to add to or changs your fist. Uss the
checkboxes to add or remave recpients From the merge. When your list is ready, click OK,

Select recipients
® Use an existing st
O select from Outlook contacts.

O Type anewlist

Dala Source
o TR
apmsnaidi.mdb uning

apmsnaidi.mdb il

Last Name Tille

apmsnaidi.mdb vimduz:

uA,
anansd
anansd

~ | Company Name

Use an existing list

s Curently, you recients are
| selected from:

] Seect a diferent ..

o Estrocient ot

Daka Source

sy mdb

Refine recipiert st
4] st

3 Eiter....

% Find duplicates
42 Find recipient..

[} validote addresses.

Step3of6
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@ Nest: Wik you etter @—
@ Previous: Starting document

Mail Merge. - x
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Creating and_Using=New- =
Recipient List (5)

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

12. Click More items...

13.  Select the field you want to insert.

14.  Click Insert

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

16.  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.

17. 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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| Creating and
(7)

Insert Merge Field Px

Insert:
) address Fields (%) Database Fields

i
Phone:
E-mail Address | a

watch Felds... | [ feert ) [ close ._}_40
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| Creatingand

Tags of inserted fields will appear.
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Creating and Using New Recipient List (9)

-

[ You can preview each copy here.
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‘ Complete the merge will appear.
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Finishing the Mail Merge

=

18. Select Edit individual letter to merge All copies of
letters into one file, in order to edit individual letters.

19. 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.

20. You can then save the file and print the letters like
other documents.
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Finishing the Mail Merge (3)

|

2 B
10 b

= = 1 N
L3834 9/ Wasnina lwalaciiting
Merge to New Document 4 X

Merge records
@ an INENITABNN
*) Current record

To:

. 53 itz aningy

'
o oo

18.00 1. TI9ATUTNAY CSB100 tmedInnilszasmiie

Y, . X Y. = Y
sanaiaunuiuies uazifunislfinAneaiiens

AN AT

/ e |
Preview and print the document
j New ‘
Print
- Select a printer, number of copies, and ‘
./ GQpen other printing options before printing.

@ Quick Print
save Send the document directly to the ‘

default printer without making changes.

1 saese o | [y PrintPreview
E&’ HEEE LS. Preview and make changes to pages
before prirting.

Print »

?f Prepare b
Cg sed

L publish

-

] close

) Word Optjons | | X Exit Word
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Mail Merge from Existing Recipients List

1. 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.

OO OO N

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

8. Click Next: Select recipients to move to step 3.
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Mail Merge from Existing Recipien -
‘555’/_}_

[ List (2)

9. Click Use and existing list, then select Browse

10. Select the data file, such as ex_data_mailmerge.xIsx

11. Click Open

12. Click OK to confirm the list you will use.

13. Select the recipients, then click OK

14. Insert the fields you want into the document and click Close

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

o ;
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Creating an envelope From Mail Merge (3)

Mail Merge - x

Select document type

What type of document are you
working an?

© Letters

(©) E-mail messages
@ Envelop

(@ Labels

© Directory

Envelopes

Print addressed envelopes for &
croup maiing.

Click Mext to continue.

Step1of6
% Next: Starting document &——
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Creating an envelope From Mail Merge (4)

Mail Merge v x

Select starting document

How do you want to set up your
envelopes?

@ Change document layout

() Start from existing document

Change document layout

Click Envelope options to choose
an envelope size.

=1 Envelope options. .

Step 20f6
% Next: Select recin e

4 Previous: Select document type
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Creating an envelope From Mail Merge (5)

Using existing recipients list.

7. Click Use an existing list

8. Click Select a different list...

9. Select the folder where the recipients list is.

10. Select the file containing the recipients list.

11. Click Open

12. Check the recipients you want to create envelopes for.

13. Click OK
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Creating an Envelope From Mail Merge (6)

14. Click Next: Arrange your envelope
15. Click Address block... to add recipients’ address blocks
e Name, Address, City, Postal Code, Country
16. Select address block’s format.
17. Addin other details, such as sender’s address, then click OK
18. Click Next: Preview yours envelopes
19. Click Next: Complete the merge
20. Complete the merge bar will appear.

21. You can then select Edit individual envelopes and all envelopes you
choose will be arranged into one file, for printing and editing later.
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Creating an _envelope From Mail Merge (7)

Mail Merge v x

Select recipients
@) Use an existing list #————

(©) select from Outiook contacts

(© Type anew list

Use an existing list

Currently, your recipients are
selected from:

[Office Address List] in "no¥a.mdb”
[ Selecta different list... 0—46

= Edit recipient list...

Step3of6
% Next: Arrange your envelope

4 Previous: Starting document
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Creating an envelope From Mail Merge (8)

5] Select Data Source [t
(O [ > midsto sources » [ s || searcn

Organize ~ =2- A @ e

/% Favorites

B Desktop L

D}

4 Downloads ﬂuﬁTdb +~Connectto +NewsQLSenverC

New Data onnectionodc 10 P
4 Libraries

Source.odc availsble.
18 Computer

& Local Disk (C)
(s Local Disk (D)
- lcal Dick (F)

Filename: s1g2.mdb + (Al Data Sources (*.odc;mdb;* +. 0

Tooks ~ Open
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Creating an envelope From Mail Merge (9)
Mail Merge Recipients 1.8 ]

“This s the st of recipients that wil be used in your merge, Use the options below to add to ar change your list. Use the
checkboxes to add or remg, s fror-th ks lictic caadyr cick-OK.

Data Source Last Name ~ | Frst Name w[Tte v [Company Name - | Addresd

GHK.colid

cwfamdb ¥ duna ) an IDC.coltd 123

swiamdb ¥ londr wiad e Infopress 16612

L [ — v
Data Source Refine recipient list

sufamdd o] 4] sort...
¥ il

) Find dupiicates...
~|  #2 Find redpient...

[ validate addresses...
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Mail Merge

Creating an envelope From Mail Merge (10)

X
Select recipients
@) Use an existing list
(©) Select from Outiook contacts
(©) Type anew list
Use an existing list

Currently, your recipients are
selected from:

[Office Address List] in "neda.mdb™
] Selectadifferentlist...

@ Edit recipient list. ..

Step3of 6
% Next: Arrange your envelope ®7

4 Previous: Starting document
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Creating an envelope From I\u/lgil Merge (12)

sert recpients name in this format:

Here s a preview from your recientlist:

K [t

fa nfs fisy
GHK.coltd

222/37 wj 2 i
Snacias it

Never ndude the countryregon n the adress
Hinays induce the country regonin the address Jwam
© only idude the countryregon fdifferent than

Ifitems n youf address block are missing or out of order, Use.

Thaiand Match Fields th identify the correct address elements from you
maiing st

rmat address according to the destination country/region

<<AddressBlock>> will appear. | e

«AddressBlock|
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Creating an envelope From Mail Merge (11)

Mail Merge v x

Arrange your envelope

1f you have not already done so,
lay out your envelope nor

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

2 Addressblock..® |

Greeting line...
| Hlectronic postage. .
[ More items...
When you have finished
arranging your envelope, click
Next, Then you can preview each

reciient's envelope and m
any individual changes.

Step4of 6
@ Next: Preview your envelopes

4 Previous: Select recipients
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Creating an envelope From Mail Merge (13)

Mail Merge

Arrange your envelope
1f you have nat already done so,
lay out your envelope now
To add redipient information to
your envelope, clck a location in
the document, and then cick one
of the items below,

Address block...

Greeting line...
) Electronic postage. .
4 more items.

When you have finished
aanging your envelope, dick
Mext. Then you can preview each
rechient’s envelope and make
any individual changes.

Step4of 6

= Next: Preview your envelopes

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

Mail Merge - x

Preview your envelopes

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

Redpient: 1

474 Find a redpient...

Make changes

You can also change your redipient
list:

[ Editrecpientlist...

Exdude this recipient

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

Step 5of 6
% Next: Complete the merge @—

4 Previous: Arrange your envelope
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Mail Merge - x

Complete the merge  o———

Mai Merge is ready to produce your
envelopes.

To persanalize your envelopes, dick
“Edit Individual Envelopes. “ This will
apen a new document with your
merged envelopes. To make
changes to all the envelopes,
switch back to the original
doaument.

Merge
25 Print...

Edit individual envelopes. .

Step 6 of 6

Complete the merge bar will appear,
which mean the envelope is ready.
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4 Previous: Preview your envelopes
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