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Making envelope from mail merge




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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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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How to Perform Mail Merge

1. Create the main document and settings

2. Create recipient’s data in workbook table

204100 Microsoft Word 2007
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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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with Wizard (2)
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with Wizard

3

204100 Microsoft Word 2007

Mail Merge b

Select document type

what type of document are yaou
warking on?

@ Letkers

E-mail messages
) Envelopes
() Labels
C:} Directory

Letters

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

Click Mext to continue.

Step 1 of 6

& Mext: Startinli:lcucument
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C Aain

with Wizard

4

Mail Merge

Select starting document
Howw dio you want to set up your

letters?
(%) Use the current document ®

{3 Skart from a kemplate
{3 Stark from existing docurment

Use the current document
Skatt From the docurment shown
here and use the Mail Merge
wizard to add recipient
information.

Step 2 of 6

& Mext: Select recipients

4 Previous: Select document type

7
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Creating 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.

204100 Microsoft Word 2007
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- Creating and
2

Mail Merge v x
Select recipients

() Use an existing lisk

() Select From Qutlook contacks

(=) Type a new lisk @

Type a new list

Tvpe the names and addresses of
recipients,

IE Create. ., o

Step 3 of b
& Mext: \Write vour letter

“# Prewvious: Starting docurnent

New Address List

Tvpe recipient information in the table. To add more entries, click Mew Entry,
Title - | First Mame w | Last Name w | Company Mame w | Address Line 1w
A, WSS e Iny adidisG N
A, AU Luing
Y EREL] LAt viafua
Al I3 AS R y
< >
"[. Few Entry ] [ Find... ]
[ Delete Entry ] [ Cuskomize Columns, .. ] oK @ ] [ Cancel
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Creating and_Using-New
= -

Recipient List (3

Save Address List

Save in: |==q|- my_dakal (D) v| @-00 X CyE-
s My Recent | [C)backupData_im3aatioasisn_driveD O anmsdua Funu g i asssreiniisz
9 bocuments IChcheck_lab100_sec3 4 13sep0s [ diayaanadt W anwiumssSssaus
@ Deskkop IC)Check_LAEZ04101_secs Chdrdrwmanfiumas_ Octog
ICCMU_Logo_wary IS uszmeiatiesausalsoz9110
5 El’?" ' IC)Entertainments I rrwElwesying 13 o Fnidnau Az v an AL LA amEELm
OEHMEIES P vy workeMU_bk ) 5U3Au_21 Ams3
L rl;lgmputer ICaMyData |50 gl A uw
) I3 Myweark_ MU [Chsddvias
. r;:;cr';gtwurk I officez007EngSuit_CMU [ it ausmnne S pe
Iy officez007 Thaisuit_CrU IS mudunwnztidssnaumssorhiuas_nnmmaus
El pong_1
RECYCLER
Syskern Wolume Information
B termp_DriveD
I toefl
Il
) waa_imd o
I B anquidsusia_suasAnesadssaese

File parne: |::mumm'3'ru| PS v I

Save as bype: |Miu:ru:us-:uft Office Address Lists (*,mdb) v |

Save ] [ Cancel

Tools -
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__Creating and Using New Recipient List
(4) Mail Merge _—

Select recipients

Mail Merge Recipients @ @ Use an existing list
() Select From Outlook cantacks
) Type a nemw lisk

This is the list of recipients that will be used in wour merge. Use the options below to add to or change wour list, Use the

checkboxes to add or remove recipients from the merge, When your lisk is ready, click Ok,
i 3 U isting list
Data Source [+ | Last Mame w | Firzt Mame w | Title w | Company Mame Sc.an existng s
. r Currently, vour recipients are
i selected From:

p [Office Address List] in "asmunougey. |
amELn g, mdb [v Vg ugz Lt el celect & dfferent list,
amLn LRy, mdb [v | ASguen 1570 oAt

& Edit recipient list...
4 >
Daka Source Refine recipient lisk
aFrn gy mdb 4] sort...

i Filker, ..
= Find duplicates. ..

e Malidate addresses...

o

Step 3 of 6
& Mext: Write vour letter  @——

4 Previous: Starting document
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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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(6)

10

Write your letter

IF vou have not already done sao,
write wour letter now,

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

5] Address black...
5] Greeting line. ..

When you have finished writing
wour letker, click Mext, Then you
preview and personalize each

5109828 194599 20 LE1eY 2553 ANETANNG

@
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Insert Merge Field E| E|

Insert:
() Address Fields
Fields:

Firsk Mame

Last Marme
Comnpany Marne
Address Line 1
Address Line 2
Ciky

Skate

ZIP Code
Country ar Region
Home Phone
\wark Phone
E-rmail Address

____________ L

(¥) Database Fislds

Makch Fields. .. ] [

Insert l [
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g an ISt

Tags of inserted fields will appear.

1 . g . | . 1 . | . 2 . | . 3 . | . 4 . | . 5 . | . [ . | 7

Write your letter

If you have not already done sa,
wirite wour letter now.

To add recipient information ko
wour letter, click a location in the
document, and then click one of
the itemns below,

2] Address block. ..

(58 «Title»«First_ Name»« Last_Name»‘

|2 Greeting line...

jf Electronic postage. ..
jﬂ More ikemns. ..
‘Wwhen you have finished writing

wour letter, click Mext, Then you
can preview and personal lize eac! h

(79 [T 139NNTIAUIAT NIATTIINAINITADNR

H9a9e TAUN 20 LR 2553 ANEIATING

4
=
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Step 4 of 6
o & Next: Preview your letters

¥ 4@ Previous: Select recipients
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Creating and Using New Recipient List (9)

[ You can preview each copy here.

ail ferg: v X
Preview yourSgktters

ndl of the merghd letters is
refiwed h i
ndcher letter, clicl of the
llMing:

[ = et

eI 9A.NITOUNT INLALUIRg
(389 LN FANNEIANIAD NIATTNINEINTABNT

131898928 134919 20 LWE1el 2553 ANTIAUNG

¥
=2 5

18.00 1. T94AAUTAY CSB100 Taeiddnnilazadsiil

o

%) o ar =9!~l) = L ar 2
IO TN I TINWIEN B LL@gLﬂuﬂqﬁ‘ﬁlﬂuﬂﬁﬂ‘]ﬂq@?’N@f

o & Mext: Complete the merge

= o
@ @ q Iq.rﬂ'ul q I m @ (:I\I ¥ 4@ Previous: Write your letter
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(10)

Complete the merge will appear.
| : - :

Majl Merge v X

Emglete the merge
IMail IMerge is ready to produce
wour letkers,
To personalize your letters, dick
"Edit Individual Letters." This will
ik wikh

[T IR WITEUNT bNLAEINRS

25 Print...
L Edit individual lstters. ..

(789 LTI INNEIANIATY NIATTNINEINITABNTR
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o | Step6of6
¥ 4@ Previous: Preview your letters
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Finishing the Mail Merge

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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T personalize your letters, dick
"Hit Individual Letters." This will
10 it with wour

[T IR WITEUNT bNLAEINRS

25 Print...
® L Edit individual lstters. ..
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. 7 ! Mail Merge ¥ x
I O b a\'l Complete the merge

IMail IMerge is ready to produce
wour letkers,

To personalize your letters, dick
"Edit Individual Letters." This will
open a new document with wour

= = Vl G merged letters, To make changes
L3E11d 9A WRRNINA 1N IRCII IR . SRl R
Merge to New Document | LE'] 28 ) Merge
25 Print...
I Merge rECDrdS hj Edit individual letters, ..
= = — \ =]
L3R ——e @ Al INENTTAR NN
(") current record
~_ () From: To:
53 a3 6
Ok ] | Cancel |
—1 — I:I/ o

18.00 W. T99mTUTRT CSBT00 Ineiannilszasmiile

90) [=] ar =9!~l) = L ar 2
FANANTILLLNILNDS wazidlunslinAnsnasiaar

+
o | Step6of6

= G
@ @ 3 ICIN ﬁ I m (a CI\ ¥ 4@ Previous: Preview your letters
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\

\

— g
D

/ Open
A sow
E_\i Save As

Print

5% Prepare
\E Send

ae Publish

| Close

w

Preview and print the document

{3 Print
Select a printer, number of copies, and
other printing options before printing.

[—’; Quick Print
Send the document directly to the

default printer without making changes.

Print Preview
@m Preview and make changes to pages

before printing.

] word Options | | > Exit Word
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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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Mail Merge from Existing Recipients.—

e
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 Microsoft Word 2007
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Page Layout References

Envelopes Labels

Create

E = ty
|27 Rules m |:| B
‘_QMatch Fields 427 Find Recipient i
i Preview Finish &
Merge Fields Block 2] Update Labels || pesypts | 2 Auto Check for Errars Merge -

Envelopes..
Labels...
Directory

Mormal Word Document

Preview Results Finish

<
Step by Step Mail Merge Wizard., .\ |

A
Ta - Wwana
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Mail Merge v X

Select document type

What type of document are you
working on?

Letters

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

Click Mext to continue.

Step1of 6

% niext: Starting docun@Er—
MNext wizard step

Mail Merge v X

Select starting document

How do you want to set up your
letters?

Use the current document (
Start from a template
(_J) Start from existing document

Use the current document

Start from the document shown
here and use the Mail Merge
wizard to add redpient
information,

Step 2 0of 6
% MNext: Select recpients

@ Previous: Seley n
MNext wizard step

Mail Merge v X

Select recipients

Use an existing list
Select from Cutlook con
Type a new list

Use an existing list

Use names and addresses from a
file or a database.

Browse... &

~

i Edit = e
& = Select recipient list file

Step3of 6
& Next: Write your letter

@ Previous: Starting document
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_——= Document1 - Microsoft Word

I
Loy
Finish &
Merge ~
Finish

® -

Organize = MNew folder

%3 Dropbox "

[ Libraries
L Apps
@ Documents
J Music
[E& Pictures

i Videos

) Homegroup

1% Computer
i, Local Disk (C3)
< CD Drive (D)
=a Work (E:)
= Backup (F)

LK 4

Name

@ data_mailmerge.xlsxk

T 0« Work (E) » com_100_54 » EditSlide » Mailmerge

Date n[_

15/7/2

ex_data_mailmergexlsxk

15/7/2

Lab06 - Mail Merge.docx
] Labog 9

15/7/2

v

[v] Search Mailmerge

1

~

330510636

330510678

331310310

&

540110008 |WWaEIAUETTAY

540110265  |u9Emlaian

540310080 |WHEIWT E.fﬂ‘l

540310084  |WHENEEVADY

File name: | ex_data_mailmerge.xlsx

v| |AII Data Sources (*.odc;*.mdb;* v|

204100 Microsoft Word 2007
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T |

Mail Merge v x
Select recipients
(®) Use an existing list
() Select from Outlook contacts
(C) Type a new list

Use names and addresses from a
file or a database.

Browse. ..

7 Editredpientlist...

N

Step 3of 6
& Next: Write your letter
<& Previous: Starting document




Mail Merge > X
Select recipients

(®) Use 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.

Browse...
[ Editrecpientlist...

Name Description  Modified Created Type
=] 2041000030008 7/15/2014 9:06:09 AM  7/15/2014 9:06:09 AM  TABLE

<

First row of data contains column headers

Step3of 6
% MNext: Write your letter

4 Previous: Starting document
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Document! - Microsoft Word

By

Re]
Finish &
Merge -
Finish

Mail Merge 57 B2
Select recipients

(®) Use 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.

Browse...

This is the list of redipients that will be used in your merge. Use the options below to add i 2 ) e N
checkboxes to add or remove recipients from the merge. When your list is ready, didk O Edit recipient list...
I |

Data Source |7

ex_data_mailmerg 4§
A whEadnnd 530110310
Al wunTing 530210114
Taediud waAani 530310067
T whATI AR 530510636
ERIEE ] wanigdl 530510678
whosduysnl  wadiauE 531310310
Fafunt wHATIA UL 540110008
ugTush waaTldian 540110263

ex_data_mailmerg...
ex_data_mailmerg...
ex_data_mailmerg...
ex_data_mailmerg...
ex_data_mailmerg...
ex_data_mailmerg...

ex_data_mailmerg...

KRR R RIRIR R

ex_data_mailmerg...

Data Source Refine recipient list

ex_data_mailmerge.xdsx % $ Sort...

¥ Filter....

#4 Find duplicates. ..
Fndr ipient...
Validate addresses...

Refresh

Step 3 of 6
& Mext: Write your letter

<@ Previous: Starting document
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5 | Table Tools |

Home Insert Page Layout References M gs | Review View Design Layout

= i

2% Match Fields

Envelopes Labels | Start Mail Select Edit Highlight Address Greeting Insert Merge Preview
Merge - Recipients ~ Recipient List || Merge Fields Block Line Field~  |£] Update Labels || Results I% Auto Check for Errors
Create Start Mail Merge ‘Write & Insert Fields Preview Results

Insert:

w5 w5

FHaEUNADE HTHAUNANET O Address Fields @ Database Fields
Fields:

ea _ yEna aiailnAnm

3

wWHAAA

3 Wasdau

Heaal

Page: 1 of 1 | Words: 6 | ;ﬁ Thai (Thailand}
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e Insert Page Layout References Mailings I Review View @
e Ty
=l
?% Match Fields Find Recipient
Jels Start Mail Select Edit Highlight Address Greeting Insert Merge Vil <
Merge ~ Recipients = Recipient List | Merge Fields Block Line Field = |#] Update Labels |||Results I% Auto Check for Errors
Start Mail Merge Write & Insert Fields Preview Results |% Edit Individual Documents... |

25 Print Documents... il
Send E-mail Messages.. | Merge to New Doct

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

£
2|
wid |

e e Redpient: 8
‘Sﬂﬂ'ﬂﬂﬁﬂlﬂ £40110008
Find a recipient. ..
o wmana wnamafuenFriEsiunt Make
* “You can also change your
recipient list:

Hasaau RB3309 Edit recipient list...

Exdude this recipient

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

Step 50f6

% Mext: Complete the merge
4@ Previous: Write your letter

Words: 13 | < Thai (Thailand)
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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)

-
== . Y SHIET=
jﬁg\l j = ) Documentl - Microsgft Word L
"=—/ Home Insert Page Layout References Mailings Review View Acrobat @
——t=& Start Mail Merge '| =] Address Block =P “s =
2] Letters eeting Line - * :
Create - - i Preview || Finish & Perge to
- i E-Mail Messages sert Merge Field * 2] ||Results ~|| Merge - || Adobe PDF
=1 Envelopes... Insert Fields Finish Acrobat
|Z| 'EJ Labels... IR B IR IR (L U5 & LR B 13-1-14-1-15-1-&-1-1_
- E Directory
- [IF Mormal Word Document
- Lp;j Step by Step Mail Merge Wizard...

English (United 5tates)

‘ Page: 1 of1l | Words: 0
L .

—
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Creating an envelope From Mail Merge (3)

Mail Merge b

Select document type

What type of document are you
working on?

() E-mail messages

@ Envelopes®

(") Labels
(") Directory
Envelopes

Print addressed envelopes for a
graup mailing.

Click Next to continue.

Step 1 of 6

& Mext: Starting document @
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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 2 of 6
& Mext: Select redipientse

@ Previous: Select document type
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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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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.
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Creating an envelooe From Mail Merge (7)

Mail Merge

Select recipients

@ Use an existing list @
(") Select from Outlook contacts

() Type a new list

Use an existing list

Currently, your redpients are
selected from:

[Office Address List] in " u&a.mdb”

Select a different list... @

T Edit redpient list...

Step 3 of 6

& Mext: Arrange your envelope

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

@ Select Data Source
UI\J s v All Data Sources » - |¢¢| Search j o |
Organize * = - O @&
v Mifrosoft Office W f):l
[ Favorites | |
Bl Desktop
LTS i gudb +Connect to +MewsSQLServerC .
2 Mo preview
Mew Data onnection.odc .
) available.
- Libraries Source.odc
M Computer
&, Local Disk (C:)
ca Local Disk (D)
== | ncal Thek (F: i
Mew Source...
File name: 5532 mdb - [AII Data Sources (*.odc*.mdb* -
Tools - [ Open @ } { aret ]
.
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Creating an envelope From Mail Merge (9)

-
Mail Merge Recipients

9 |

checkboxes to add or remg,

This is the list of redpients that will be used in your merge. Use the options below to add to or change your list. Use the
- . I L ik O

Data Source

s1uda.mdb

s1uia.mdb

F Last Name | First Name - | Title
v LAY

IF LR a3 N
¥ Tani #1905 L

4]

1} [

w | Company Name

i cl

IDC.co.ltd

Infopress

| Addre

123 w3,
166/2

Data Source

Refine redpient list

Fada.mdb

- ‘%l Sort...
4 Filter. ..
L3 Find duplicates...
3 Find redpient. . .

:l,.-‘ Validate addresses. ..
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Creating

Mail Merge X

Select recipients

@ Use an existing list
(") Select from Outlock contacts
(™) Type a new list

Use an existing list

Currently, your redpients are
selected from:

[Cffice Address List] in “roda.mdb”

Select a different list. .,

7 Edit redpient list. ..

Step 3 of 6

% Mext: Arrange your envelope @

@ Previous: Starting document
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Creating

an envelope From Mail Merge (11)

Mail Merge v X

Arrange your envelope

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

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

] Address block.. ®
=] Greeting line...

;.:j Electronic postage. ..
E'ﬂ More items. ..

When you have finished
arranging your envelope, did:
Mext. Then you can preview each
redpient's envelope and make
any individual changes.

Step 4 of 6

%  Mext: Preview your envelopes

@ Previous: Select redpients
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Creating an envelope From Mail Merge (12

Insert Address Block M

Spedify address elements Freien
Insert redpient's name in this format: Here is a preview from your recipient list:
Joshua - A [ [

Joshua Randall Jr.

Joshua Q. Randall Ir. L4 Ao N5y Ay

Mr. Josh Randall Jr.

Mr. Josh i Randall r. g;';;;l‘td P
Mr. Joshua Randall Jr. e M oE ﬂ.
dunaifias teaini

Insert company name 50200
Insert postal address:

®
() Mever indude the country/region in the address
(70 Always indude the country fregion in the address
_ Correct Problefns
@ Only indude the country/fregion if different than:
Ifitems in your address blodk are missing or out of order, use
Thailand E Match Fields th identify the correct address elements from your
mailing list.
| F t add ding to the destinati tr i
ormat address according e destination country/region Match Fields...

[ oK [ Cancel ]

[
[
.
n
o
i
]

<<AddressBlock>> will appear. S|

«AddressBlo ck»l
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Creating an envelope From Mail Merge (13)

Mail Merge * X

Arrange your envelope

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

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

| Address block. ..

|2 Greeting line...

;.ﬁ Electronic postage. ..
5 mare items. ..

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

step 4 of 6

& Mext: Preview your envelopes @

4@ Previous: Select recpients
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Creating

Mail Merge * X

Preview your envelopes

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

- Redpient: 1 -

427 Find a redpient. ..

Make changes

You can also change your redpient
list:

T Edit redpient list,..

[ Exdude this redpient

When you have finished previewing
your envelopes, dick Mext, Then
you can print the merged envelopes
ar edit individual envelopes to add
personal comments.

Step5of 6

% Mext: Complete the merge @

@ Previous: Arrange your envelope

204100 Microsoft Word 2007
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Mail Merge X

Complete the merge  o—

Mail Merge is ready to produce your
envelopes,

To personalize your envelopes, dick

"Edit Individual Envelopes. ™ This wil CompIEte the merge bar will appear,

open a new document with your

e which mean the envelope is ready.

switch back to the original [I, ,E.,,l.,.z.,.z.,.4.,.5.,.6.,.;.,.5.,.E..,.l.:..
document. ' ' ' - . ' ' .
Merge

L35 Print...

GEETGE
Edit individual envelopes...

- |
AR N3 5 UAY
GHE.co.ltd
222737 Hl_:I: 2 A1A G

a = = '
L] Hﬁﬂwﬂﬁﬂ

0200
Step 6 of 6

Phesha b s |l m I
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