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Introduction

The Mail Merge wizard in Microsoft Word XP allows you to create a list of mailing addresses in
a data source and then merge them into a standard document file (referred to as the main

document). Microsoft Word can combine, or merge, lists of variable information in one file with
a Word document to individualize form letters and envelopes.

Starting the Mail Merge Wizard

In order to start the Mail Merge Wizard, choose Letters and Mailings from the Tools menu in the
menu bar. Select Mail Merge Wizard. This will open up the wizard in a Task Pane on the right.
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Select document type

What type of dacument are you
working on?

® Letters
E-mail messages
Ervelopes
Labels

Direckary

Letters

Send letkers to a group of people, You
can personalize the letter that each
person receives.

Click Next to continue,
Step 1 of 6

g Next: Starting document

3:01 PM

Please follow along with the steps to this sample mail merge:

Letters

Select Document Type

The first step in the mail merge process is to choose what kind of documents will be produced.
Word offers the following document types:
e Letters- Creates personalized letters for mass mailings.
e E-mail messages- Creates personalized e-mail messages for mass e-mailings.
e Envelopes- Print addressed envelopes for a group mailing.
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e Labels- Print address labels for a group mailing.
e Directory- Creates a single document containing a catalog or printed list of
addresses.

We are going to start out by creating a letter for our mail merge, so select Letters and click on
Next: Starting document to continue onto the next step.

Select Starting Document
The second step in the mail merge process is to select where you want to create your starting
document. Word offers the following three options:
e Use the current document- Allows you to start from the document that is already
open. (This option is not available for envelopes or labels)
e Start from a template- Allows you to start from a ready-to-use template that can
be customized to suit your needs.
e Start from existing document- Allows you to start from a document that has
already been created and saved on your computer.
e Change document layout- Allows you to customize envelope and label options.
(This option is not available for letters, e-mail messages, and directories)

Please select Use the current document and click on Next: Select recipients to continue onto
the next step of our sample mail merge.

Select Recipients
The third step in the mail merge process is to select a list of recipients. Word offers the
following three options:
e Use an existing list- Uses names and addresses from a file or a database.
e Select from Outlook contacts- Allows you to select names and addresses from an
Outlook contacts folder.
e Type anew list- Allows you to type the names and addresses of the recipients.

Please select Type a new list and click on Create... to create your list of recipients.

After you click on Create..., the following window will open:

Continued on the next page...
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Select Recipients Continued...

Mew Address List

Enter Address information -
Title: ||

First Name |

Lask Mame |

Company MName |

Address Line 1 |

Address Line 2 |

City |
[ Ty | J
-
Mew Entry Delete Enkry | Find Enkry ... | Filker and Sort, ., | Cuskomize. .. |
View Entries
Wigw Entry Mumber | | 1 | |
Tokal entries in lisk 1

This is where you will create your list of recipients.

To create your list, follow the steps below:
1. First you need to customize the address list. Click on the Customize... button and delete
the following:
e Company Name
Address Line 2
Home Phone
Work Phone
E-mail Address

2. Click on OK.
3. Enter in the following list one by one. After the first one is entered, click on New Entry
to add another entry into the address list.

The list is located on the next page



Mail Merge for Word XP

Baron Lee Majors
989 Fawcett Way
Portland, OR 45703
United States

Brig Gen Willie Nelson
15 Spur Lane

Luck, TX 38006
United States

Duchess Emma Bunton
2367 Spice Court
London, England
United Kingdom

Swami Chuck Heston
159 Forbidden Road
Primate, NV 64882
United States

Lord Paul Ford

46 York Street
Sydney, NSW 2000
Australia

Monsignor Paul Reubens
825 Herman Place
Peekskill, NY 11036
United States

4. Once you have completed the list, click on Close.
5. Now you will be prompted to save you list. Type in the desired name of your recipient

list and save it to the desired folder.

6. Then the Mail Merge wizard will show you your list. After you review your list, click on

OK.

Now select Next: Write your letter to continue onto the next step.

Write Your Letter

Now is the time to write the letter. Please type the following sample letter in your main

document window:

Continued on Next Page...
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Letters Continued...

*Note: To enter in the address block and greeting line, select Address block... and Greeting
line... from the mail merge task pane and choose the desired style. For our sample, make sure
to uncheck Insert company name and select Always include the country/region in the address.
And to insert the First Name merge field, click on More items... from the mail merge task pane,
select First Name and click on the Insert button.

Insert Address Block

Specify address elements

[+ Insert recipient's name in this Format:

Joshua

Joshua Randall Ir,
Joshua Q. Randall Jr,
Mr. Josh Randall Jr,
Mr, Josh Q) Randall Ir.

L[

Mr. Joshua Randall Ir,

[ Insert compary name:

v Insert postal address:

" Mewver include the country)'region in the address
' Always include the country)region in the address
" only include the countryregion if different than:

Presview

Mr. Joshua Randall Jr,

1 Airpork Way

Kitty Hawk, M 27700
United States of America

Match Fields. .. (04 | Cancel

««AddressBlock»»

««GreetingLine»»

«First Namey, you are cordially invited to join me for the opportunity of a lifetime. You, along
with a select group of others, will be whisked away on a journey beyond your wildest dreams.
All you have to do is to RSVP to this letter as soon as possible and your adventure will begin. I
hope to hear from you soon.

Sincerely,
I. M. Joking

Continued on Next Page...
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Letters Continued...

Preview Your Letters

Once you have finished typing your letter, click on Next: Preview your letters in the mail
merge task pane to get a preview of your letters with the recipients names in the merge fields.
You can view the letters one by one. To see a preview of the rest of the recipients, use the
arrows seen below to scroll through the remaining recipients.

o Recipient: 1 .

Once you have previewed your letters, click on Next: Complete the merge to complete the
merge. Once you have completed the merge, simply click on Print... in the mail merge task
pane to print out your letters. You can also edit individual letters by clicking on Edit individual
letters... in the mail merge task pane. Editing individual letters will open a new window and
you can go through your letters one by one.

Envelopes

Select Document Type

Like before, the first step in the mail merge process is selecting a document type. Instead of
choosing Letters, choose Envelopes and click Next: Starting document.

Select Starting Document

When selecting your starting document, select Change document layout, click on Envelope

options... and the following window will open:

Continued on Next Page...
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Envelopes Continued...

Enyelope Options

Envelope Options | Printing Options l

Envelope size:
Size 10 {4 1/8%91/2in) |

If mailed in the USA
[
[

Delivery address

y Frorm |eft; Im
From kop: Im
Return address

Fort... From left: |-‘:'-'-I'I'I' El
From top: |F'-LItD El

AL SN

AL

Preswiew

|1,

(o] Cancel

Within the Envelope Options window, select the envelope size desired. For our purposes,
select: Size 10 (4 1/8 x 9 Y2 in)

Select Recipients
Since we created and saved a recipient list before, select Use an existing list. To find your list,
click on Browse... and the following window will open.

Picture on Next Page...
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Picture from Previous Page...

Select Data Source

| My Data Sources ﬂ & X * Toals -

—
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@H‘dew a0L Server Connection

24

@dB.ﬁ.SE Files (not sharable)
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@FDXPI’D Files (not sharable)

My Documents @mailmerge

%ME Access 97 Database (nok sharable)
s

@Text Files {not sharable)
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Places Files of type: |.|:|.|| Data Sources j Cancel

Find your recipient list and click on the Open button. Once you click on Open, the following
window will open so you can confirm and edit your list of recipients.

Picture on Next Page...
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Picture from Previous Page...

Mail Merge Recipients

To sork the list, click the appropriate column heading, To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next ka the calumn heading, Use the check boxes ar
buttons to add or remove recipients from the mail merge.

List of recipients:

| *| Last Mame | *| Firsk Mame | *| Title | *| Address Line 1 | > Citby | "|
[ Majors [ Lee 953 Fawcett Way [Partiand | OF
Melsan Williee Brig 3en 15 Spur Lane Luck. T
Bunkon Emma Duchess 2367 Spice Courk London En
Heston Chuck SKanmi 159 Forbidden Road Primate [
Ford Paul Lord 46 York Street Sydney NS
Reubens Paul Maonsignotr 325 Herman Place Peekskil M
£ >

Select Al | Clear all | Refresh |

Find. .. | Edit... | yalidate |

Click on OK once you are satisfied with your recipient list. Then click on Next: Arrange your
envelope in the mail merge task pane.

Arrange Your Envelope
This is when you lay out your envelope. To add recipient information to your envelope, click the

desired location in the document. For our sample merge, insert the address block as seen below:

Picture on Next Page...
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Picture from Previous Page...
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Arrange your envelope

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

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

|ET Address block,
m Gresting line, ..

s )
gediddressBlocks s = Electronic postage...

'0stal bar code, ..
I Pastal bar cod

B More items...

= When you have Finished arranging

- your envelope, click Next, Then you
can preview each recipient's envelope
and make any individual changes,

Step 4 of 6

g Next: Preview your envelopes

<a Previous: Select recipients

Draw= [3  Autoshapes+ ™. \DO‘??I &-i'&'EEEIﬂ-

Page O Sec 1 11 at 22" Ln 2 Col 17 REC TRE ExT OvA Engish(us  GF

*Note: For our sample merge, be sure to follow the same steps as before in entering the Address
Block.

Preview Your Envelopes

Once you have finished setting up your envelope, click on Next: Preview your envelopes in the
mail merge task pane to get a preview of your envelopes with the recipient’s names in the merge
fields. You can view the envelopes one by one. To see a preview of the rest of the recipients,
use the arrows seen below to scroll through the remaining recipients.

Recipient: 1

Once you have previewed your envelopes, click on Next: Complete the merge to complete the
merge. Once you have completed the merge, simply click on Print... in the mail merge task
pane to print out your envelopes. To print your envelopes, you will have to manually feed them
into your printer. You can also edit individual envelopes by clicking on Edit individual
envelopes... in the mail merge task pane. Editing individual envelopes will open a new window
and you can go through your envelopes one by one.

12
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Labels

Select Document Type

Like before, the first step in the mail merge process is selecting a document type. Instead of
choosing Envelopes, choose Labels and click Next: Starting document.

Select Starting Document

When selecting your starting document, select Change document layout, click on Label
options... and the following window will open:

Label Options

Printer infarmation
" Dt makriz

Label information
Label praducts:

Praduck numbet:

s - aLICEEr
3112 - Sticker
3113 - Sticker
3114 - Sticker
3259 - Moke Card
F261L - Label

32615 - Label

{* Laser and ink jet Tray:

Manual Feed (Tray 1) j

Awery standard

=i

Details. . | Mew Label, ., |

Label information

Type: Sticker
Height: z.5"
Widkb: 2,5"

Page size: Letter (8 5 x 11 im)

|-

Cancel

Within the Label Options window, select the desired size of your labels. For our purposes,
select the style shown above [Type: Sticker; Height: 2.5”; Width: 2.5”; Page size: Letter (8 2

x 11 in)].

Select Recipients

Since we created and saved a recipient list before, select Use an existing list. To find your list,
click on Browse... and the following window will open.

Picture on Next Page...
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Picture from Previous Page...

Select Data Source

| My Data Sources ﬂ & X * Toals -

Look, in
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;é_';' ¥@+New a0l Server Connection
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My Documents @mailmerge
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@Text Files (not sharable)

Favorites

=)
] 3 File name:

name: | | New Source... | Open
My Metwork,
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Find your recipient list and click on the Open button. Once you click on Open, the following
window will open so you can confirm and edit your list of recipients.

Mail Merge Recipients

To sort the list, click the appropriate column heading, To narrow down the recipients displaved by a
specific criteria, such as by city, click the arrow next to the column heading, Use the check boxes or
buttons to add or remove recipients from the mail merge.

List af recipients:

| *| Lask Mame | | Firsk Mame | > Title | | Address Line 1 | *| City | "l
| Majors [lee | Baron [ 359 Fawcett Way [Portiand | OF
Melson Willie Brig iGen 15 Spur Lane Luck. TH
Bunton Emima Duchess 2367 Spice Courk London  En
Heston Chuck, SET 159 Forbidden Road Primate M
Ford Paul Lord 46 York Street Sydney M3
Reubens Paul Monsignor  §25 Herman Place Peekskil M
£ | »

Select Al | Clear all | Refresh |

Find... | Edit... | Yalidate |

Continued on Next Page...
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Labels Continued...

Click on OK once you are satistfied with your recipient list. Then click on Next: Arrange your
labels in the mail merge task pane.

Arrange Your Labels

This is when you lay out your labels. To add recipient information to your label, click the
desired location in the document. For our sample merge, insert the address block as seen below:
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Arrange your labels

If you have not already done so, lay
out your label using the First label on
the sheet,

To add recipient information ta your
label, dlick a location in the First label,
and then dick one of the items below,

FT Address block, .
D Greeting line. ..

¥ Electronic postage...
I Postal bar code. .

B More items...

then you have Finished arranging
wour label, click Mext, Then you can
previews each recipient's label and
make any individual changes.

Replicate labels

*fou can copy the layout of the First
label ta the other labels on the page
by clicking the button belaw,

Update all labels

Step 4 of 6
g Mext: Preview your labels

< Previous: Select recipients

Once you have set-up your first label, click on Update all labels (underneath Replicate labels on

your mail merge task pane) to give all of your labels the same layout.

Preview Your Labels

Once you have finished setting up your label, click on Next: Preview your labels in the mail
merge task pane to get a preview of your labels with the recipient’s names in the merge fields.
You can view the labels one by one. To see a preview of the rest of the recipients, use the

arrows seen below to scroll through the remaining recipients.

Recipient: 1

==

Once you have previewed your labels, click on Next: Complete the merge to complete the
merge. Once you have completed the merge, simply click on Print... in the mail merge task
pane to print out your labels. You can also edit individual labels by clicking on Edit individual
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labels... in the mail merge task pane. Editing individual labels will open a new window and you
can go through your labels one by one.

16



