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Introduction

The Mail Merge Wizard for Word 2010 allows, just like Word 2007 allowed, you to
create a list of mailing addresses in a data source and then merge them into a
standard document file that is 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.

Getting Started

To start the Mail Merge Wizard, you MUST choose the Mailings tab on the Ribbon Bar. Once
there, you will see an icon that reads Start Mail Merge. Click that and from the drop down
menu that appears, you will be given seven options as shown below:

Y|
Start Mail Select
Merge = |Recipients =

S Letters

—J E-mail Messages
=1 Envelopes...

i=i  Labels.

_j Directory

|ﬁ| Mormal Word Document

;&d Step by Step Mail Merge Wizard...

For the purpose of this manual and the demonstration, choose the . Step by Step
Mail Merge Wizard is what most are used to from Word 2003. Once you click on this option,
the wizard will open up a task pane on the right side of the screen.

Note: Notice that as you move forward along in your mail merge, the ribbon bar also changes.
You can actually perform your merge from the task pane on the right-hand side of the screen
OR right on the Ribbon itself.

Select Document Type
The first step, regardless if you choose the step by step option or not, is to choose what kind of
documents you want to produce in mail merge. Word offers the following types, which can be
seen above, but below | will type a description of the options.

s The letters option allows you to create personalized letters for mass

mailings.
+* The e-mail messaging options allow you to create personalized e-
mails for mass e-mailings.
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+» The envelope option allows you to print addressed envelopes for a
group mailing.
The label option allows you to print address labels for a group

X/
°

mailing.
The directory option allows you to create a single document
containing a catalogue or printed list of addresses.

X/
°e

Letters

When you are in step by step mode for letters, you will see a hyperlink at the bottom of the
task pane directing you to click Next: Starting document to continue onto the next step. Once
you click on the hyperlink, you will be brought to the select starting document task pane.

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 two options:

7| Mail Merge - X

e
—| Sselect starting document

How do you want to set up your
letters?
@ Use the current document

—7) Start from a template

) start from existing docurnent

Use the current document

Start from the document shown
here and use the Mail Merge
wizard to add recipient

information.
This allows you to start from the
document that is already open.
Be aware that this option is not This allows you to start from a
available for envelopes or labels. document that has already been

created and saved on your
computer.

This allows you to start from a ready-
to-use template that can be

customized to suit your needs.
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Please select, for this manual, 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 these three

options:

Mail Merge X
Select recipients
@ Use an existing list

i) Select from Outlook contacts

i) Type a new list

Use an existing list

Use names and addresses from a
file or a database.

Browse. ..

Here you will use the y Edit recipient list...
names and addresses

that are already

saved on your

computer from other

databases like Access

and Excel. -
This will allow you to type

the names and addresses
of the recipients.

This will allow you to select
names and addresses from
an Outlook contacts
folder.

Note: You can also select your recipients from the Ribbon Bar. Under the Start Mail Merge Group,
select Select Recipients. The same options that appear on the task pane now appear available on your
Ribbon Bar as well. The following image is a comparison of both ways you can select your recipients.
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Mail Merge Wizard Task Pane Ribbon Bar

Mail Merge v X _b".
- 8
select recipients Start Mail Select Edit Highlic
. L Merge * |Recipients *|Recipient List | Merge Fi
@ Use an existing list
- | E— Type Mew List...
i) Select from Outlook contacts

B Use Existing List...
() Type a new list

l = Select from Qutlook Contacts...
Use an existing list

IJse names and addresses from a
file or a database.

Browse...

@ Edit redpient list...

Select Type a New List in either of the above examples in your document to insert your recipients into
your mail merge.

Mail Merge v X

Select recipients

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

Type a new list

Type the names and addresses of
recipients.

Create...

Now, click the hyperlink titled Create... and the following window will appear:

New Address List
Type recipient information in the table, To add more entries, click New Entry.
Title w | First Name w | Last Name w | Compary Name I Address Line 1 vI

L)

4| 1 | P
[ MNew Entry ] ’ Eind... ]

Delete Entry [ Customize Columns. .. als l [ Cancel

P
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Here you will create your list of recipients. To create your list, follow these steps:

Step 1: First you will need to click on Customize Columns (labeled in green above) to customize the

address list. Please delete the following entries:

«» Company Name

«» Address Line 2

+* Home Phone

< Work Phone
Click OK.

Step 2: Enter the following names on the list one by one. After the first one is entered, click on New

Entry to add another entry into the address list.

Lady Stephanie Germanotia
1339 PokerFace Road
Brooklyn, MY 23830

United States
justdance@streamline.com

Sir Clay Matthews

452 Packers Court

GreenBay, Wl 38049

United States
Claymatthews52@packers.com

Brig Gen Willie Nelson

66 Larkspur Lane

On the Road, TX 38006

United States
braidedcowboy@willienelson.com

Step 3: Once you have finished the list, click OK.

Dr. Ben Roethlisberger

10 Steelpill Mews
Pittsburgh, PA 59608

United States

Steelcurtaind7 @steelers.com

Duchess Morgan Lander
900 Raven LookoutStreet
In Winter, Nova Scotia
Canada
kittie_drummer@aol.com

Miss Emma Bunton
2367 Spice Court
London, England
United Kingdom
's-fannabe@zpice.mml

Step 4: Now you will be prompted to save the address list. Name the file address1 and click Save.

Step 5: You will be brought into a recipient table:
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rAan MErge Reciplents B ||t

This is the list of recipients that will be used in your merge, Use the options below to add to or change vour list, Use the
checkboxes to add or remove recipients from the merge, When your list is ready, dick QK.

Data Source v Last Mame | First Name - | Title w | Address Line 1 - | City
addres dh [w elso Brig Ge a6 Larksp ane 0
addressl.mdb ¥ Germanctta Stephanie Lacly 1338 Poker Face Road Brockl
addressl.mdkb v Matthews Clay Sir 452 Packers Court Green
addressl.mdb v Roethlisberger Ben Dr. 10 Steel Mill Mews Pittsby
addressl.mdb v Lander Margan Duchess 900 Raven Leckout Stre.. In Win
addressl.mdkb [¥ Bunton Emma Miss 2357 Spice Court Lendo
1| 11] b
Data Source Refine recipient list
address Lmdb a| Al sort..

5 Filter...

"":rl Find duplicates...
_| 423 Find redpient...
El validate addresses...

Press OK after you review your list. If you need to edit, you will be brought into Access.

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

Writing Your Letter
Now is the time to write the letter. Please type the following sample letter in your main
document window:

YcPlease note: to enter in the address block and greeting line, select Address block... and
Greeting line... from the mail merge task pane and the choose the desired style. Unlike in Word
2007, you don’t need to uncheck Insert company name because since it was deleted already,
it’ll automatically be deleted. However, you have to make sure to 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 Insert button. Notice that
underneath these groups, you will see the Ribbon Bar with the same options.

Ribbon Box 5 = ﬁ

Address Greeting Insert Merge
Block Line Field =

Write & Insert Fields
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Formatting the Address Block

. Inzert Address Block

Specify address elements
Insert recpient's name in this format:

Joshua -
Joshua Randall Ir.
Joshua Q. Randall Ir. (M
Mr. Josh Randall Ir.

Mr, Josh Q. Randall Jr.
Mr. Joshua Randall Jr. ¥

Insert company name
Insert postal address:

71 Mever indude the country/region in the address

@ :Always include the country/region in the address;

) Only indude the country/region if different than:
United States

Format address according to the destination country,region

Preview
Here is a preview from your recipient list:

1 b I

Brig Gen Willie Melson

&6 Larkspur Lane

On the Road, TX® 38008
United States

Correct Problems

If iterns in your address block are missing or out of order, use
Match Fields to identify the correct address elements from your

mailing list.

) [ coneer ]

Y<Please note: Unlike Word 2007, when you click on the hyperlink Greeting line... you will be

given options of salutations to choose.

Inzert Greeting Line

Greeting line format:
Dear E Mr, Randall
Greeting line for invalid redpient names:
Dear Sir or Madarn, |E|
Preview
Here is a preview from your recipient list:

L [ [

(9 |

=] o]

Dear Brig Gen Melson,

Correct Problems

If items in your greeting line are missing or out of order, use Match Fields to
identify the correct address elements from your mailing list.

[ OK J[ Cancel ]
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««AddressBlock»»
««Greeting Line»»

«First_Name», you are cordially invited to join me on a voyage to Bergen and Oslo, Norway and
Copenhagen, Denmark. Along with a select group of others, you will be whisked away on a
journey beyond your wildest dreams where you will explore the fjords looking for buried
treasure. This scavenger hunt is very fun and there will be many surprises in store for you. All
you need to do is RSVP to this letter as soon as possible and your adventure will begin. | hope to
hear from you soon.

Sincerely,
The Game Master

Preview Your Letters

Now that 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 will also have the option, if you change your mind about something, to exclude a recipient.
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.

Fecpient: 1 lEI

You can also preview your letters from the Ribbon Bar as well. Under the Preview Results group
on the Ribbon Bar, you can easily sort through and preview your letters.

«@_l{*j H 41 (S
1 Find Recipient

Preview
Besults —} Auto Check for Errors

Preview Results

Once the letters have been previewed, click on Next: Complete the merge in the task pane to
complete the merge. You can also complete the mail merge under the Finish Group on your
Ribbon Bar.

=i
=]
Finish &
Merge
L_'_’] Edit Individual Documents...
L;-rg Print Documents...
H.h Send E-mail Messages...

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 the hyperlink Edit
individual letters... in the mail merge task pane. Editing individual letters will open a new
window and you will be able to go through your letters one by one.


mailto:dunkelhetstern@writing.com?subject=Norway%20Trip
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Envelopes

Select Document Type
Like before, the first step in the mail merge pane will be selecting a document type. Instead of
choosing Letters, you will choose Envelopes and click Next: Starting document.

Select Starting Document

Unlike with the Letters, you will not have the option to stay in the document as is. Instead,
when you are selecting your starting document for an envelope, you will select Change
document layout (if you already have something saved, you can start from that existing
document) and click the hyperlink that says Envelope options... and the following window will
open:

L

Envelope Opticns @

Printing Options

Envelope size:
Size 10 (41/3%9 1/2in) E

Delivery address

Font... From |eft: |Auto

From top:  [Auto

L AR 1L

Return address

Font... From left: |Auto

From top: [Auto

L1 LA L3

Preview

[ OK ] I Cancel

Within the Envelope Options window, select the envelope size desired. For this manual, | will
be going with the default: Size 10 (4 1/8 x 9 % in).

Select Recipients

Since we created a recipient list for the letters, you can use that same recipient list again for the
envelopes. Select Use an existing list, then to find your list click on Browse... and the following
window will open:
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P A

@ Select Data Source @
@Dv| <« Documents » My Data Scurces - |¢f | | Search My Data Sources 2 |
Organize Mew folder =~ 0 @

Bl Desktop =

Documents library

My Data Sources

Arr I _—
§ Downloads Arrange by:  Folder

=l Recent Places =
il Mame Date modified Type
s Libraries @] + Connect to Mew Data Source 9/25/2000 3:08 PM  Microsoft Of
@ Documents ’@ +MewsQLServerConnection 9/25/2000 3:08 PM Microsoft Of
Gj'i Music 2 6/1/2011 10:55 AM  Microsoft Ac
] Pictures = B addressl 6/1/2011 10:48 AM  Microsoft Ac
B videos
Type: Microsoft Access Database
-~ Size: 340 KB
1% Computer Date medified: 6,/1,/2011 10:48 AM
&L, Local Disk (C:)
@ DVD/CD-RW Drin
. - 4| 1 3
Mew Source,.,
File name: - ’AII Data Sources v]

Tocols - [ Open |v] ’ Cancel ]

Find your recipient list and click on Open. Remember, you can also perform this task action by
looking to your Ribbon Bar for the step by step mail merge process. Once you click on Open, the
following window will open so you can confirm and edit your list of recipients.

11
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Mail Merge Recipients |

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
checkboxes to add or remove recipients from the merge, When your list is ready, dick OK.

1 Filter...

:":-J Find duplicates. ..

Validate addresses. .,

Data Source |7 Last Name - | First Mame - | Title w | Address Line 1 =
TEST2.mdb 0'Connor | Kellan 426 5. Fourth Street
TEETZ.mdk [V Cavaliere lessica Me. 380 Covered Bridge Rd.
TESTZ.mdlk [V (Stephanie Germanctta) Gaga Lady 1338 Poker Face Road
TESTZ.mdk [V Matthews Clay I, 452 Packers Court

1| 1
Data Source Refine recpient list

TESTZ.mdb | %] sort..

-

Click 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. For this manual, | am going to put the address block in the center, as seen
here:

«AddressBlockn
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YcPlease 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 your 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. Remember,
you can also preview your envelopes from the Ribbon Bar as well.

) <¢é;§>] H 41 (|
Recipient: 1
g Iil 1 Find Recipient

Freview
Results —J/ Auto Check for Errars

Preview Results

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.

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 appear:

13
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Label Options

7]
Printer information

(™) Continuous-feed printers

@ Page printers Tray: |Manual Paper Fesd |Z|

Label infarmation

Label vendors: | Avery A4/A5 IEI

Find updates on Office.com

Product number:

Label information

05129061 | | Type: Binder Divider
2430 [l Height: 413"
2431 il Width: -
2457 Width: 9,45
2453 Page size: 11.69" = 8.27"
2490 7
Details. .. ] [ [Mew Label, .. oK ] [ Cancel

Within the Label Options window, please select the desired size of your labels. For our
purposes, we’re going to select the default size shown above, however please add the following
[Type by double clicking on the label information: Sticker; Height: 2.5”; Width: 2.5”; Page size:
Letter (8 % 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 appear:

@ Select Data Source @
@U'| « Documents » My Data Sources - | ‘f| Search My Data Sources jol |
Organize = MNew folder = - [ '@'

Ml Desktop o

Documents library

& Downloads My Data Sources

=2l Recent Places -

Arrange by:  Folder =

MName Date modified Type
il Libraries y@ +Connect to New Data Source 9/25/2000 3:0 Microsoft Of
3 Documents @ +MNewSQLServerConnection 9/25/2000 3:08 PM Microsoft Of
o) Music &2 6/1/2011 10:55 AM  Microsoft Ac
=] Pictures £l @] addressl 6/1/2011 10:48 AM  Microsoft Ac
B videos
Type: Microsoft Access Database
. Size: 240 KB
1% Computer Date modified: 6/1/2011 10:48 AM
& Local Disk () |
¢ DVD/CD-RW Drin
- n 2
-~
File name: - ’AII Data Sources VI
Tools = [ Open |v] ’ Cancel ]

14
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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

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list, Use the
chedkboxes to add or remove recipients from the merge. When yaur list is ready, dlick CK,

Diata Source |7 Last Mame w | First Mame - | Title w | Address Line 1 =
db Cdl O'Connc ol 126 S. Fo
TEST2.mdb [V (Stephanie Germanctta) Gaga Lady 1338 Poker Face Road
TESTZ.mdb [V  Matthews Clay hr. 452 Packers Court
1 | 1 3
Data Source Refine recpient list
TEST2.mdb -

%3 Find duplicates...
E) validate addresses...

Click OK once you are satisfied 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, but be aware “Next Record” will appear as well, unlike in Word 2007.
For our sample merge, insert the address block as seen continued on the next page:

15
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W 9-0 Q3 HI- = B 0=
Home Insert Page Layout References Mailings Review View Design Layout a @

Vie
B DB T R R A g e e
=1 & = g &4 2 Mateh Fields LI
Envelopes Labels | StartMail  Select Edit Highlight Address Greeting Insert Merge Preview
Merge = Recipients = Recipient List | Merge Fields Block  Line Field~ (2] Updatelabels | Resyits
Create Start Mail Merge Nrite & Insert Fields

L]
Finish &
S | Merge~
Finish

7| Mail Merge - x

Arrange your labels

If yau have not already done so,
Iy out your label using the first
Iabel on the sheet.

To add recipient information to
your label, click a location in the
first label, and then dlick one of
the items below.

B8 o
When you have finished
arranging your label, click Next.
Then you can preview each
recipient's [abel and make any
individual changes.

«AddressBlocks Replicate labels

You can copy the layaut of the
firstlabe! to the other labels on
the page by dicking the buttan
below,

Update all labels

Step4of6

xNext Record»

ii|w o w4

Page:1ofl | Words:3 | i | BB =

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.
Here the “Next Record” label will disappear. You can also 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.

- Redpient: 1 IEI

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 the individual labels by clicking on Edit Individual
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
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Tips from the Training Staff

Tip #1: To make your merge easier for you to manage and work with, we recommend creating
your list of recipients in an Excel spreadsheet or an Access database. By doing this, you will
always have access to certain spreadsheets or databases containing specific recipients. You can
also save these spreadsheets or databases according to the population of recipients that you
are working with. Also, it makes it easier for you to actually go into the spreadsheet or database
while working on a Mail Merge, make changes to your recipients and save your spreadsheet or
database with the updated information.

Tip #2: After you have selected the recipient list you plan on using in your Mail Merge, it is
essential that you use the Match Fields button on the Ribbon Bar to make sure that all your
fields in your recipient data source (Excel Spreadsheet or Access Database) are appropriately
matched with the fields in your mail merge document. Matching your fields involves you
looking through all the fields you decided to include in your recipient data source and
compare/match them to the fields in your Mail Merge document. Match Fields look like this:

Match Fields E—==

In order to use special features, Mail Merge nesds to know
which fields in your recipient list match to the required fields.
Use the drop-down list to select the appropriate recipient list
field for each address field component

Unique Identifier (not matched) E| -
Courtesy Title Title ]
First Name First Mame =] |
Middle Mame (not matched) E| 3
Last Mame Last Name E|
Suffix (not matched) E|
Mickname (not matched) E|
Job Title (not matched) E|
Company (not matched) E|
Address 1 Address Line 1 ]
Address 2 (not matched) E|
City City [=]
Chata Chata [

Use the drop-down lists to choose the field from your database
that correspands to the address information Mail Merge expects
(listed on the left.)

Remember this matching for this set of data sources on this
computer

.

If a field is not matched, simply match it by selecting the same field in the drop
down menu as the one listed in the left-hand column.

17
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