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Mail Merge using Word and an Excel spreadsheet 

 
“Header” row    ( Names of the data fields ) 
 

 



 

 
Continuing Education --  WORD ver 2007 

Mail Merge screen shots 
 
File: CE-Word - MM-screen-shots.doc     Tom Gerfen, CSIS Professor 
March 2011   
Class Notes: 
 

 

Mail Merge  -  Word & Excel  Page 2 of 10 
 

 
 

 

        

                            
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
                                                                      Next:  Select 

recipients      
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Select the file 
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Select the TAB name 
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View the data 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Check box to add to or change your list. 
 
You can sort by ZIP code            click on the down arrow  
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Insert the data fields into the document  
 

 
 

 
 
<<First_Name>>    <<Last>>    

 
 

 
 
 

    
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Print letters 
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Labels 
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