Mail Merge
Introduction
Mail Merge is a useful tool that allows you to produce multiple letters, labels, envelopes, name tags, and more using information stored in a list, database, or spreadsheet. When performing a Mail Merge, you will need a Word document (you can start with an existing one or create a new one) and a recipient list, which is typically an Excel workbook.
Optional: If you'd like to work along with the lesson, you can download the examples below.
· Practice document (Word document)
· Recipient list (Excel workbook)
Watch the video below to learn more about using the Mail Merge feature.
https://youtu.be/do9ujnZLIC4
To use Mail Merge:
1. Open an existing Word document or create a new one.
2. From the Mailings tab, click the Start Mail Merge command and select Step-by-Step Mail Merge Wizard from the drop-down menu.
[image: opening the Mail Merge Wizard]
The Mail Merge pane will appear and guide you through the six main steps to complete a merge. The following example demonstrates how to create a form letter and merge the letter with a recipient list.
Step 1:
· From the Mail Merge task pane on the right side of the Word window, choose the type of document you want to create. In our example, we'll select Letters. Then click Next: Starting document to move to Step 2.
[image: completing step 1 of the mail merge]
Step 2:
· Select Use the current document, then click Next: Select recipients to move to Step 3.
[image: completing step 2 of the mail merge]
Step 3:
Now you'll need an address list so Word can automatically place each address into the document. The list can be in an existing file, such as an Excel workbook, or you can type a new address list from within the Mail Merge Wizard.
1. Select Use an existing list, then click Browse to select the file.
[image: browsing for an existing file]
2. Locate your file, then click Open.
[image: opening the source file for the recipient list]
3. If the address list is in an Excel workbook, select the worksheet that contains the list, then click OK.
[image: selecting the desired worksheet]
4. In the Mail Merge Recipients dialog box, you can check or uncheck each box to control which recipients are included in the merge. By default, all recipients should be selected. When you're done, click OK.
[image: selecting recipients]
5. Click Next: Write your letter to move to Step 4.
[image: completing step 3 of the mail merge]
If you don't have an existing address list, you can click the Type a new list button and click Create, then type your address list manually.
Step 4:
Now you're ready to write your letter. When it's printed, each copy of the letter will basically be the same; only the recipient data (such as the name and address) will be different. You'll need to add placeholders for the recipient data so Mail Merge knows exactly where to add the data.
To insert recipient data:
1. Place the insertion point in the document where you want the information to appear.
[image: placing the insertion point]
2. Choose one of the placeholder options. In our example, we'll select Address block.
[image: adding an address block]
3. Depending on your selection, a dialog box may appear with various customization options. Select the desired options, then click OK.
[image: customizing the placeholder]
4. A placeholder will appear in your document (for example, «AddressBlock»).
[image: the added placeholder]
5. Add any other placeholders you want. In our example, we'll add a Greeting line placeholder just above the body of the letter.
[image: inserting a greeting placeholder]
6. When you're done, click Next: Preview your letters to move to Step 5.
[image: completing step 4 of the mail merge]
For some letters, you'll only need to add an Address block and Greeting line. But you can also add more placeholders (such as recipients' names or addresses) in the body of the letter to personalize it even further.
Step 5:
1. Preview the letters to make sure the information from the recipient list appears correctly in the letter. You can use the left and right scroll arrows to view each version of the document.
[image: previewing the letters for each recipient]
2. If everything looks correct, click Next: Complete the merge to move to Step 6.
[image: completing step 5 of the mail merge]
Step 6:
1. Click Print to print the letters.
[image: clicking the Print command in the Mail Merge pane]
2. A dialog box will appear. Decide if you want to print All of the letters, the current document (record), or only a select group, then click OK. In our example, we'll print all of the letters.
[image: choosing which letters to print]
3. The Print dialog box will appear. Adjust the print settings if needed, then click OK. The letters will be printed.
[image: customizing options in the Print dialog box]
Challenge!
1. Open our practice document and practice recipient list.
2. Use the Mail Merge Wizard to merge the letter with the recipient list.
3. Insert an address block at the top of the document. Choose the second format: Joshua Randall Jr.
4. Above the body of the letter, insert a Greeting Line. Format the greeting line so it says Mr. Joshua Randall,
5. Check your letters to make sure they are formatted correctly. Your third letter should look something like this:
[image: Mail Merge Challenge]
6. Complete the merge.

image1.png
ES s

Fle  Home Inset Design  layout References [JYETEES

1 > | B B B
= % o4
ey e B b Addres e e bce

&

Recipients - Recipient List | Merge Felds  Block  Line  Field~ (&
B Letters Wite & Insrt Fieds

=)
=

Greate
E-mail Messages
Enyelopes.

Labets

B Directory

@ Normal Word Document





image2.png
Ly — @ 53

illFisher | 9, Share

Mail Merge o

Select document type.
What type of document are you working on?

Letters

E-mail messages

Envelopes

Labels

Directory

Letters

Send letters to a group of people. You can
personalize the letter that each person

Click Next to continue.

Step1of6
> s i

B -— b+ 100%




image3.png
Mail Merge o

Select starting document
How do you want to set up your letters?
® Use the current document
Start from a template
Start from existing document

Use the current document

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





image4.png
Mail Merge
Select recipients

© Use an existing list
Select from Outlook contacts
Type a new st

Use an existing st

Use names and addresses from a file or a
database.

Dm{b

Step3of6
> Next Write your etter

€ Previous: Starting document




image5.png
0 Select Data Source:

€ v 4[> THsPC > Desktop > AdWorks

Organize v Newfolder

s Quick access
1 Desktop
& Downloads

Documents
B Music

) Pictures
B videos

LR

x
v O Search Ad Works P
o @
Name Date modified e
AdWorks Leter TI/30/15300PM  Microsoft Word Do.
) AdWorks Recipents | T2/1/151000AM  Microsoft Excel Work...
New Source...
<] [AData sources S
oor) -~ (IO Cancel





image6.png
Select Table [

Name Desaption Modted Cresed oe
] 121115 100025 AN 121715100025 M THBLE

Fist row of data contains column headers.





image7.png
Meil Merge Recipients LY

This i the lst of recipients that wil 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 st i ready, dick OK.

M
D Willam M S40W dth st Apt 121
Forest fiza M. PO Box 4551
Jones Dan Mr. 20 Box 05
Post Melizza M. 3202 Maplewood Ave
Thompson Shannon Ms. 500 Acme Ln, Apt 3C.
Waters Chris Mr. 436 Church St

< >
Dsta Source Refine recpient st
AdWorks Recpients isx 8] sott.
0 Eiter..

%3 Find dupliates.

T Find secpient.
[ valigste aoaresses.

i

BN





image8.png
Mail Merge o
Select recipients

© Use an existing list
Select from Outlook contacts
Type a new lst
Use an existing st
Currently, your recipients are selected from:
[Sheet1s] in "AdWorks Recipients.xisx”
[ select a differentst.

[ et recpient .

Step3of6

> Next Wiite youletter
€ Previous: star n“;ﬂnzumtm




image9.png
As you may know, this year marks our 16th year of doing business.
AdWorks has grown from a tiny startup into a robust company with
Southeast. Our growth would not have been possible without loyal
‘would like to extend to you a 20% discount on your next order. It's
continued business. We'll keep working hard to provide the best po
innovative products, just s we've always done. Thanks again for ch

Sincerely,

Page1of1  106words L%

Mail Merge o

Write your letter
1fyou have ot already done so, wite your
letter now.

To add recpient nformation to your eter,
ick a location inthe document, and then
ick one of the ftems below.

) Address block,

B) Greetingine

4 Electronic postage.

5 More items
When you have fnished writing your ettr,

dick Next. Then you can preview and
personalize each recipient’s etter

Stepdof6
> Next Preview your letters

€ Previous: Selectrecipients

B B B - 1 + 100%




image10.png
Mail Merge o

Write your letter
1fyou have not aiready done so, write your
letter now.

To sdd recpient nformation to your etter,
i a ocation in the document, and then
Cick one of the tems below.

) Agoress o

B Greeting

" Insert formatted address|
4 Bectronic postage

B More items.
When you have finished writing your letter,

dick Next. Then you can preview and
personalize each recipient’s etter

Stepdof 6
> Next Preview your letters

€ Previous: Selectrecipients




image11.png
Insert Address Block

Specify address elements

Insert recipient's name in this format:

Preview

Here is 2 preview from your recipient lst:

Joshua
Joshua Randall Jr,
Joshua Q. Randall Jr.
M. Josh Randall Jr.
M. Josh Q. Randall Jr.

~ 1 ()

Ms. Kathy Albertson
1024 Lakeview Cir
o| | Peachtree city, Ga

Insert company name

Insert postal adress:
Never include the country/region in the address
‘Always include the country/region i the address
Only include the country/region if different than:
United States

Format address according to the destination country/region

Correct Prablems

Ifitems in your address block are missing or out of order, use.
Match Fieids to identiy the correct address elements from





image12.png
As you may know, this year marks our 16th year of doing business.
AdWorks has grown from a tiny startup into a robust company with
Southeast. Our growth would not have been possible without loyal
‘would like to extend to you a 20% discount on your next order. It's
continued business. We'll keep working hard to provide the best po
innovative products, just s we've always done. Thanks again for ch

Sincerely,

Mail Merge o

Write your letter
1fyou have ot already done so, wite your
letter now.

To add recpient nformation to your eter,
ick a location inthe document, and then
ick one of the ftems below.

) Address block,

B) Greetingine

4 Electronic postage.

5 More items
When you have fnished writing your ettr,

dick Next. Then you can preview and
personalize each recipient’s etter

Stepdof6
> Next Preview your letters

€ Previous: Selectrecipients




image13.png
«AddressBlock»

«GreetingLine»

As you may know, this year marks our 16th year of doing business.
AdWorks has grown from a tiny startup into a robust company with
Southeast. Our growth would not have been possible without loyal

‘would like to extend to you a 20% discount on your next order. It's
continued business. We'll keep working hard to provide the best po
innovative products, just s we've always done. Thanks again for ch

Sincerely,

Mail Merge o

Write your letter
1fyou have not aiready done so, write your
letter now.

To add recpient information to your eter,
i a ocation in the document, and then
Cick one of the tems below.

[ Adaress block.

B Greet

£Y Eectronicad
Insert formatted sluation
B0 More tere:
Whenyou havefnished wrting your ettr,

dick Next. Then you can preview and
personalize each recipient’s etter

Stepdof 6
> Next Preview your letters

€ Previous: Selectrecipients




image14.png
Mail Merge o

Write your letter
1fyou have not aiready done so, write your
letter now.

To add recpient nformation to your eter,
ick a location inthe document, and then
ick one of the ftems below.

) Address block,

B) Greetingine

4 Electronic postage.

5 More items
When you have fnished writing your ettr,

dick Next. Then you can preview and
personalize each recipient’s etter

Stepdof6

> Next: Preview yourjetters
€ Previous: Select .,L'? nts




image15.png
Ms. Kathy Albertson
1024 Lakeview Cir
peachtree City, GA

Dear Ms. Albertson,|

As you may know, this year marks our 16th year of doing business.
AdWorks has grown from a tiny startup into a robust company with
Southeast. Our growth would not have been possible without loyal
‘would like to extend to you a 20% discount on your next order. It's
continued business. We'll keep working hard to provide the best po
innovative products, just s we've always done. Thanks again for ch

Mail Merge o

Preview your letters
One of the merged letters is previewed here.
To preview another etter, click one of the.
following:

<] Recipient: 1

T Finda recipient
Make changes
You can afso change your recpient st
[ et recpient .
Excuce this recpient
When you ave finihed previewing your
leters, clck Next. Tn you can print the
merged etters or et individual etters to
a4 personal comments,
Step5of 6
> Nest Complete the merge
& Previous: Wit your ltter




image16.png
Mail Merge o

Preview your letters
One of the merged letters is previewed here.
To preview another etter, click one of the.
following:

<< | Recipient: 1

T Finda recipient

Make changes
You can afso change your recpient st
[ et recpient .

Exclude this recipient

When you have finished previewing your
letters, click Next. Then you can print the.
merged letters or edit individual letters to
2dd personal comments.

Step5of6

> Next Complete the nerge.
€ Previous: Wiite you ﬁmu




image17.png
Mail Merge o

Complete the merge
Mail Merge is ready to produce your letters
To personalize your letters, dick ‘Edit
Individual Letters.” This will apen a new
document with your merged letters. To make.
changes to allthe letters, switch back to the
original document.

Merge
By punt
Bry et iehidust etters,

Step6of 6

€ Previous: Preview your ltters




image18.png
Merge to Printer LY

rint ecords
@Gl
O cuent recora
Ofrom: =

o [ome





image19.png
Print

Printer

MName: 5@ Lemark Mi310dn <

Status: ldie

Type:  HP Color Laserlet 2820 AIO PS Class Driver

Where:  USB0O3

Comment:

Page range. Copies

@an Number of copies: 1 +
Current page Selection

O Pages:

Type page numbers and/or page ranges
separated by commas counting from.
the start of the document o the
section. For examle, type 1, 3, 5-12 or
p1s1, pis2, p1s3-pes3

Print what: | Document

Print:

All pages n range v

3

Zoom
Pages persheet: |1 page
Scale to paper size: | No scaling

Broperties
Find printer...

O rint to file
[ Manual duplex





image20.png
William Davis
540 W 4th St, Apt 121
New York, NY

Mr. Davis,

As you may know, this year marks our 16th year of doing business. Since our launch over a decade ago,
AdWorks has grown from a tiny startup into a robust company with over 200 employees throughout the
Southeast. Our growth would not have been possible without loyal customers like you. Therefore, we
would like to extend to you a 20% discount on your next order. It's our way of saying “thanks” for your
continued business. We'll keep working hard to provide the best possible customer service along with
innovative products, just as we’ve always done. Thanks again for choosing AdWo}ks!

Sincerely,

Liz Doe
President and CEO




