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() Envelopes
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Letkters

Send letters ko a group of people.
ou can personalize the letker
that each person receives.

Click Mext to continue,
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" Select starting document
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(¥} Use the current document ®
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() Start from existing docurnent

Use the current document

Start From the document shown
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aFLn Ly . mdb [w Lgafiuas Ll nansd = Select a diferent list..

aFLn Ly . mdb (v  Aigudh V5 sl

= Edit recipient list...
Q,
O

< >

[rata Source Fefine recipient lisk
aFmnagny. mdb &1 sort...
W Filter...

.4 Find duplicates. ..

1 Eind recipient. ..

_:'L. Yalidate addresses. ..
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Preview and print the document

o %
E

E_:i Print ‘
L Select a printer, number of copies, and ‘
i

|
L/ Open other printing options before printing.
@ Quick Print
Save Send the document directly to the ‘

default printer without making changes.

; 1 Print Preview
Save As ‘ i E :
= v Preview and make changes to pages

befare printing.

Print b

| Prepare

|E Send 4

./ publish

-

|| Close

] Word Options | | X Exit Word
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ARNLRAN OK
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| Mail Merge

| Select docunrent type

working on?

What type of document are you

Letters

You can personalize the letter
that each person receives,

Click Mext to continue,

Step1of 6

Mext wizard step

Send letters to a group of people,

\\,

| Mail Merge v x|

| Select starting document

How do you want to setup your
letters?

) Use the current document s
tart from & template

{_J Start from existing document

Use the current document

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

Step 2 0f 6

% Next: Select recipients

¥ Previous: Seler_'—.“—
Mext wizard step

| Mail Merge > x|

| Select recipients

(@) Use an existing list

(I 'Select from Outlook contacts

_} Type a new list

Use an existing list

Use names and addresses from a
file or & database,

Browse... <

SRS

Step3of 6
& Next: Write your letter

«8 Previous: Starting document

lect recipient list file|
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(€) = 1 o« Work(E) » com_100.54 » Editslide » Mailmerge

Organize - Mew folder
%# Dropbox i Mame

@ data_mailmergexlsx

15772 1

[v] Search Mailmerge

[

(5 Libraries

(] e data_mailmergeadsx

1572 2

|| Apps

& s ‘E!J Lab06 - Mail Merge.docx
ocument

137772 o

JP Music
[E] Pictures
B8 videos

@ Homegroup

/Ml Computer
£, Local Disk (C)
<2 CD Drive (D)
cw Work (E:)
—u Backup (F:)

v £

Mew Source..

330510636

330510678

331310310

340110008

wEnfueial

340110269

unaEnlaiEn

2k

340310030

HRANEEM

12 | 540310034

HIEEanaas

File name: | ex_data_mailmerge.xlsx

w| | All Data Sources (“odc mdb;™ v |

M |

Opene I I

Select recipient
@I Usze an e;dsting_ list
() Select from Outlook contacts
() Type a new list

Use names and addresses from a
file or & database.

B Editrecpientlist..,
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Document1 - Microsoft Word

Firiish &
Klerge =
|| Finish

< L

Desciption  Maodified Created Type
7/15/20149:06:09 AM  7/15/2014 5:06:09 AM  TABLE

First row of data contains column headers

Mail Merge v x
Select recipient
1) Use an existing list
() Select from Outiook contacts
Q‘Tma new list
Use names and addrasses.jfr'm-a
file or a database.

o Editrecpientlist...

Step 3of 6.
4 Previous: Starting dox
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Document? - Microsoft Word

Finish &
Merge -
“Finish i

This iz the list of recipients that will be used in your merge. Use the options below to add . Use the
checkboxes to add or remove recipients from the merge. When your listis ready, dick C
DeaSouee | [v [ e
. N
| ex_data_mailm erg. [¥  dAngun wHATDAmLeT 530110310
ex_data_mailmerg... [¥ #aa whEing 530210114 RB3309
ex_data_mailmerg... [¥ ii!ﬁ‘n'mi wwfizndh 530310067 RB3309
ex_data_mailmerg... [¥ Tasiie wE R 530510636 RB3309
ex_data_mailmerg... [v Foda wwnigyd 530510672 RE3309
ecdata_mailmerg... [¥  whowwusal  wwdeed 531310310 RB330%
ex_data_mailmerg... [¥ s WHATIA LA 540110008 RE3309
ex_data_mailmerg... [¥  slish wnATHl A 540110269 RE330%
Data Source Refine redpient list
ex_data_mailmerge. xlsx - -% L%
" i fﬁm_
- Validate addresses. ..
Editi. Refre=h :
Ok

(®) Use an existing list
i) Select from Qutlook contacts
() Type a new list

Use an existing list

Use names and addresses from a
fle or & database.

] Browse..
Edit recipient list...

‘Step 3of6
% Mext: Write your letter
48 Previous: Starting dacument
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- Edit Individual Documents,..

Start Mail Merge.

5 Print Documents... =
&4 | S2nd E-mail Messages,, | Mergeto New Do

One of the merged letters is
previewsd :

AR 540110008
Ho—unEng samatuen kst
Hoaapu RB3309
_mergefd ia@her&mredfﬂdi\hdtﬁl
letters to add personal comments,

 Previous: Write your letter
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AaNtly Start Mail Merge
ARNLAEN Step by Step Mail Merge Wizard...
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AARNNE

aanLaan Next: Starting document

ARNT Next: Select recipients
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glmesd = +
_'/,r Home Insert Page Layout References | Mailings Review View Acrobat ":ﬂ-'
=9 4 Start Mail Merge ~ . =] &ddress Bloc =P £ :
1 '
||Z]| Letters eeting Line . '
Create ||| —'| — = - Preview || Finish & Merge to
- t=d = E-Mail Messages sert Merge Field = 2] | | Results=|| Merge Adobe PDF
| =9 Envelopes... Insert Fields | Finish Acrobat
m "E__-_il Labels... -II-E-I-IE-|-1:-|-|-11-||-1:-II-1E-|-1I4-|-1E;wﬁ-l-lﬁ!‘@
= 3 Directory
% LI_? Mormal Word Document
- _f_] Step by Step Mail Merge Wizard..,
i
i 3
% -

Page:1ofl ‘Words: 0 English [United States) |

il
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Mail Merge hd
Select document type
What type of document are you
working an?
(7 Letters

) E-mail messages

@ Envelopes®

(") Labels

() Directory

Envelopes

Print addressed envelopes for a
group mailing.

Clids Mext to continue.

Step 1 of 6

% Next: Starting document @
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Mail Merge v x

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

("1 Use the current document
@ 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
@ Next: Select recipientse @
@ Previous: Select document type
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AanNLaan Use an existing list

D

a A

ARNN Select a different list...
adniianlwaiaeInnu Wz udayasy

=\ 6 Qu/ QU
RN WRITUTDURHITL

o3 i g

a

Aanilay Open

q
ARNLAIDIRNN ﬂgﬂ%ﬁfwﬁagaQ’%’Uﬁé’fﬂﬂﬂﬁﬁimﬁhﬁﬁaa

ﬂﬁﬂﬂqw OK

/v
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AaNY Next: Arrange your envelop
I Address block... INalaTanatyiu

£2)))

PINT

; A dl dl 1 Y
ANTILA aﬂg‘ﬂ LL‘U‘Uﬂ’]T)']GT@YIQ%E?U

-

Iy OK

2)D

PINTI

=0

ARNY Next: Preview yours envelopes

D
D

ARNY Next: Complete the merge

9213707111398 Complete the merge

/ |
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Mail Mergeq-l

Select recipients
@ Use an existing list ®

() Select from Qutook contacts

() Type a new list

Use an existing list

Currently, your recipients are
selected from:

[Office Address List] in "oza.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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i#] Select Data Source lé]

ll‘:.._,.a"‘”\.._,.j‘ !g.l » All Data Sources » - | (-f| | Search jo [
Organize = = « 0 ':'E-'
— Ll
[tw: Migrosoft Office W— - ]

¢ Favorites [ [
BE Desktop )
& Downloads s gidb +Connect to +MewSQLServerC s
Mew Data onnection.odc Jf_'_lrlj_r;ll;_"
= Libraries Source.odc i
B Computer
&, Local Disk (C:)
ca Local Disk (D:)
== | nral Thsk (F ¥
Mew Source...
File name:  sqwdia mdb - |AII Data Sources (*.odg;*.mdb;* v|
Tools - Open @ — ot I
P J | |
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-
Mail Merge Recipients

A=)

checkboxes to add or remao

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

Diata Source

s1sda, mdb

s1uda. mdb

|
1 |

L

- | Title « | Company Mame

W

Wi

| GHK.coftd
IDC coltd
Infopress

Data Source

sega.mdb

Refine recipient list
2l sort..
¥ Filter...

ﬁi'"

Validate addresses...
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- 5 |
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:

[Office Address List] in "sndia.mdb”
sl Select a different list. ..

% Edit redpient list...

Step3of 6

@ MNext: Arrange your envelope .

4 Previous: Starting document
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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, didk a location in
the document, and then didk one
of the items below.

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

;.?] Electronic postage...
j’ﬂ More items...

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

Step 4 of 6

& Mext: Preview your envelopes

4@ Previous: Select recipients
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Insert Address Block

5

N

Q

Specify address elements P

[] Insert recipient's name in this format: Here iz a preview from your redpient list:

Joshua . A | [ [

Joshua Randall Jr.

Joshua Q. Randall Ir. [y

o a4 dLAY
Mr. Josh Randall Jr. EIEIILKHEQ &m
Mr, Josh Q. Randall Jr. EEE
MF JoRhia REnd X = 222/37 wy Z_Bi'mtaaqmw
e dinadian tdoainy
EI Insert company name 50200

[#] Insert postal address: ®

71 Mever indude the country/region in the address

i1 Always indude the country/region in the address
- Correct Problefns
@ Only include the country fregion if different than:

zni mailing list.
|| Format address according to the destination country fregion

: : Ifitems in your address block are missing or out of arder, uze
Thailand |Z| Match Fields tp identify the correct address elements from your

Match Fields. ..

Ok

I Cancel I

3:1U51n7)18ANY <<AddressBlock>>

UBRIINTZAN 1

A aTEd

«AddressBlo ck»l
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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, dick a location in
the document, and then dick one
of the items below,

5] Address block...

2] Greeting line...

ﬂ* Electronic postage...
ﬁ More itemns...

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

Stepdof 6

& Mext: Preview your envelopes @

A Previous: Select recipients
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Mail Merge * X

Preview your envelopes

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

. Recipient: 1 .

¢ Find a redpient...

Make changes

You can also change your redpient
list:

7 Edit redpient list...

[ Exdude this redpient

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

Step 5of 6

% Mext: Complete the merge @

“A Previous: Arrange your envelope
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Complete the merge e

Mail Merge is ready to produce your
envelopes,

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

Merge
L35 Print...

%y Edit individual envelopes...

Step6ofe

@ Previous: Preview your envelopes

UJ31n7)11138 Complete the merge
LRAIINTAIARNIYLALWLRIATUUSALLA

iF TR 13 &

- |
A% N3 Y LAY
GHE.co.ltd

222/37 mﬂi 2 ATa G

a = = 1
sunauing Fealw

0200
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