Mail Merge in Publisher using Excel “Recipient List”
Shawn’s Step by Step Notes

*Use these steps if you have your invitation created and opened.

*Use Excel with the EXACT names of the fields.

Tools

  Mail and Catalog Merge

    Mail and Catalog Merge Wizard
Steps 
1. Mail Merge  
a. Next

2. Use existing

a. >click “browse”

b. >find spreadsheet

c. >check tab # if using spreadsheet

d. >click “ok”

e. >uncheck rows not needed

f. >click “ok”

g. >Next

ON the INVITATION:      

3. Highlight the first place holder you want to use

4. Click on the corresponding field for the highlighted placeholder
a. You will notice the brackets change to double Vs (>>) 

b. Follow this step for all your place holders

5. Click “NEXT” this is step 4 of 5
a. Preview each of your invitations to make sure all place holders have been filled in.

6. Click “Next” this is step 5 of 5.  DO NOT PRINT!

7. Go to File      >“Save As”
8. Save this document as “CMPT MERGE Invitation 2 – last name” into your Comp. Apps. Folder, first, then Save this document as “CMPT MERGE Invitation 2 – last name” into the Invitation 2 drop box.
