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Mail Merge

Mail merge is a useful, but not frequently used, function of Microsoft Word. Mail Merge creates a document that is used as a template. This template document makes it much easier to send the same document to everyone in an address book or data file, without needing to edit the individual recipients information. This technique is useful and effective tool for mass-marketing, and is also effective for resumes and cover letters.

Section1: Creating the Main Mail Merge Document


To create the Main Mail Merge Document

1.Open or create a new Microsoft Word document.

2.Click the 
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 menu button at the top of the screen.

3.Click on the 
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 button.

4.Click on the 
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 button (refer to A below).

At this point your screen should look like this: 

 


[image: image4.png]i Tale Wrdn top
werepoauners.. |- | @ BO

[ oocument Type
Dst Source
Slect fiares

Normal = Times New Rar|

[ e E—

& e











A
Clicking the 
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 button will bring up a new window that looks like this: 
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5.Click on the 
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 button, under the 
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 tab (refer to A above).

6.Click on the 
[image: image9.png]Form Letters,



 option that pops up under the 
[image: image10.png]


 button. This will turn the document that you are on into the Main Document for the Mail merge.
You have finished creating the Main Document for the Mail Merge. Proceed to Section 2: Creating a Data Source if you do not have a Data Source or Address Book file. 

Section 2: Creating a Data Source


To create a Data Source file:

1.Click on the 
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 button, under the 
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 tab.

2.Click on the 
[image: image13.png]Create Data Source.



 button (refer to A below). 
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A
This will bring up the Create Data Source window that looks like this: 
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3.Click the 
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 button.

This will bring up the Save As window, which looks like this: 
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4.Type the name you wish to save the Data Source file as in the 
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 dialogue box, and then click the 
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 button to continue.

A new window will then popup on the screen that looks like this: 
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To enter information into the file, click the 
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 button on the menu that pops up. 

You have finished creating the Data Source file. Proceed to Section 3: Editing the Data Source file.

Section 3: Editing the Data Source file

This will open up the Data File that you created. The fields you selected in Section2: Creating a Data Source will be at the top of the new screen. Enter the contact information for each individual in your address book. When you are finished, click the 
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 button at the top of your screen to save the information in the Data File. 

You have finished editing the Data Source file. Proceed to Section 4: Editing the Main Document.

Section 4: Editing the Main Document

Go back to the main document that you created in Section1: Creating the Main Document.

To edit the Main Document:

1.Type the text that will appear in all of the form letters. Form letters are an effective means of mass-marketing. They can be used to market a person (via a template cover letter), products or services (via direct mail).

2.Click the 
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 button at the top of your screen, when you are finished typing, to save your work.

3.Click on the 
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 menu button at the top of your screen.

4.Click on the 
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 button.

5.Check to make sure the 
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 option has a check mark next to it. If the option does not have a check mark, click it and one will appear. Your screen should look like this: 
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This will display the Mail Merge Toolbar at the top of your screen. The Mail Merge Toolbar looks like this: 
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A
To insert Mail Merge Fields:

1.Put the curser where you want the Mail Merge Field to go. In letters, the recipient’s first and last name typically are located in the top left corner, followed by the recipient’s job title, company, and address.

2.Click on the 
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 button (refer to A above).

This will bring a menu up that looks like this: 
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3.Click on the option that you want displayed, such as: 
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Clicking one of the above options will insert the Mail Merge Field into your text. The Mail Merge Field will look like the option you clicked on, surrounded by brackets. For example if you clicked on the 
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 option, text would appear where your cursor was that looked like: {{FirstName}}
3. Click on the 
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 button at the top of your screen, when you are finished inserting Mail Merge Fields into your document, to save your work.

You have completed editing the Main Document. Proceed to Section 5: Merging the Documents.

Section 5: Merging the Documents


The text in your Main Document can now be merged with the contact information in your Data Source file to create a form letter. The result will be multiple documents (one document per contact in the Data Source file) that only differ in the contact information you specified in Step 3: Editing the Data Source file. 

You can now do one of the following: 

· Store the multiple documents in a single new document, so you can edit and print them later

· Send the multiple documents to the printer at once

To store the multiple documents in a single new document:
1.Click on the 
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 button in the Mail Merge Toolbar.

This will bring up a new document, with all of the documents inside it. Review and edit the document, to make sure there are no errors.

2.Click the 
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 button to print all of the documents.

To send the multiple documents to the printer:
1.Click on the 
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 button in the Mail Merge Toolbar.

This will bring up the Print dialogue box.
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3.Select the printing options you want.

4.Click on the 
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 to send the documents to the printer.

Your printer will produce several (as many as there are contacts in the Data Source file) documents that only differ in contact information.

You have completed the Mail Merge tutorial.

NOTE: If you already have a Data Source or Address Book file, skip to Section 3.
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