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Class Notes:

Mail Merge using Word and data from an Excel spreadsheet

Data is in an Excel File

Filename: mm-names-TTT222.xls

Row 1 has field names  To be used as data field in the Mail Merge

O — S
B C D E F G H
First Name Address City State Zip Amount Date Xblank
2 Gerfen o SO00 L Eoathil Blvd AT At X
3 |Jones Bill 869 N. Grand Ave Duarte CA 91616 5 2599 10/1/2009 X
4 Beedle Linda 8120 S. First 5t Monrovia CA 91016 5358000 5/25/2009 X
5 Reeves Sam 801 Island Bivd Glendora CA 91840 5 603.03 3/20/2010 X
6 |Smith James 1000 W. Foothill Bivd  Glendora CA 91841 5 100.00 1/9/2010 X
7 [McWilliams Mary Ann 1234 M. Ardmore Azusa CA 91801 § 500.00  10/25/2009 X
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In Word

Select the Mailing ta
Start Mail Merge

Documentl - Microsoft Word

N RN TSI TS

i
il
—/ Home Insert Page Layout References Mailings Review View Add-Ins

= Iy = ) 25 Rules

Envelopes Labels Start Mail Select Edit Highlight Address Greeting Insert Merge N i
Merge * |Recipients = Recipient List || Merge Fields Eloc Line Field #] Update Labs
Create Start Mail Merge Write & Insert Fields

1 | Start Mail Merge ":"'%"':"'3|"':""}"':

Start a mail merge to create a form
letter which you intend to print or
e-mail multiple times, sending each

rmmns b = A nmd e

—
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MHormal Word Document

Step by Step Mail Merge Wizard...

Class Notes:
o Mail Merge * x
Insert Page Layout References Mz Select document type
What bype of document are wou
working on?
' - —— (%) Letters
Start Mail Select Edit Highlig .
Merge =~ |Recipients = Recipient List || Merge F (O E-mail messages
3 Letters ) Envelopes
Labels
i1 E-Mail Messages Q
{:} Direckary
=1 Enwelopes...
_,j Labels... Letters
R . Send letters to a group of people.
= Directory You can personalize the letker
i,
Y
(=

]

Next:

©

Mail Merge

Select starting document

Howw dio wou wank o sek up wour
lekters?

{(¥) Use the current document
(" Start From a template

() Skart: From existing document

Use the current document

Stark Fram the document shown
here and use the Mail Merge
wizard ko add recipient
infFormatior,

q
(4]

Select recipients

/

that each person receives.

Click. Mext ko cankinue,

Mail Merge

Select recipients

(%) Use an existing list
) Select From Outlook contacts

) Twpe a new list

Use an existing list

=2 names and addresses From a
\% or & database,
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6 §- et Data Source

Look jn: | | CommEd Classes )

W Mame Size  Type
W' . doc 36 KB Microsoft Office wWo
@ Deskkop ] pssign Word 1.doc 33 KB Microsoft Office wo
IE_]CE-Wnrd-l.dnc 351 KE  Microsoft OFfice W
Bg':cum ents | | BCE-word-2.doc 606 KE  Microsoft Office Wo
My IE_]CE-Wnrd-B.dnc 7O00KE  Microsoft OFfice W
IJ Computer Ig]'1:E—'u'u'|3r'c|—4.cloc 428 KB Microsoft Office Wi
\QMV Mebwork g_’ICnverISD.doc 25 KB Mfcrosoﬂ: OFche W'
Places _]CoverWORD.doc ZBKE Microsoft Office o
B cerfenword2007 . xls 27 KB Microsaoft Office Exc
@_]Gerfeanrde?II.xls 21 KB Microsoft Office Exc
RISTMAS TIME-MoBorders.doc I0KE Microsoft Office Wa
lﬂ_]MM—Letter—Prize—Squad. 25 KB Microsoft Office Wo
TI-Mar TT 19KB Microsoft Office Exc

Select Table @

jption | Modified Created Type
10/21/2008 8:00:04 PM 10/21)2003 3:00:04 PM TABLE
10/21/2008 &:00:04 PM 10/21)2003 3:00:04 PM TABLE

3 10/21/2008 8:00:04 PM 10/21/2008 5:00:04 P TABLE
Sheetd4 10/21/2008 8:00:04 PM 10/21/2005 5:00:04 P TABELE
Sheetss 10/21/2008 8:00:04 PM 100212005 5:00:04 P TABLE

"MM-Mamess

ontains column headers ok ] ’ Cancel

e BB mﬂL AT I'.ALl
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LT B U ne

i) Iype a new sk

i Mail Merge Recipieris

mrm-n Duarke

mm-names-TTT222.[..

5120 5, Firsk 5t Monrovia Ch
mm-names-TTT222.|., 301 Island Blvd Glendora Ch
mm-names-TTTZ22.|. 1000 Wy, Foothill Blvd Glendora A

1234 M, Ardmore Azusa

AR

I mm-names-TTT222.|
mr-names-TTT222, ),

£

[aka Source

o Refine recipient list

rm-names-TTT222 . xls | 21 sort...

You can sort the data by clicking on the arrow
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@ Mailings Review View Developer
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E E =1 |25 Match Fields )

Highlight Address GreetinghnsertMerge
erge Fields Elock Line Field =

Write & In Last
L S First_Mame _
2.. [¥ Reeves &01 Address
Z.. |¥ sSmith 1004 o Insert Mail Merge Field
2. ¥ Mewilliams 1234 ity
2. v State
Zip
Amount
Date_
Refine recipig F3

<<First_Name>> <<Last>>

769 N. Grand Ave
Duarte CA 91616

%%ﬂ (M 41 [» M L—i
- a? Ry

= Find Recipient
Preview Finish &

Results || = Auto Check for Errors || perge - 0
Preview Fesults Finish
BBy d e

£ Edit Individual Doglments...
1! L;,g Print Documents.., e

Lty Send E-mail Messages... !
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3 up Lables

Using Word
Select the Mailings tab then ...

To see the gridlines, make sure and check Layout tab and then View Gridlines

(0n) 190 2& N F VN5
—&-‘y Home Insert Page La References Mailings Review View Add-Ins Design Layout
Ly select~ ﬁ Ed Insert Below lerge Cells || &[] [1° s HE |E B3 E J Al WA F
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7 Properties = Above CFInsertRight | 3 SplitTable || E5 AutoFit ~ =] (=] = pirection Maragins S F
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3 up Labels

| Label Options

N Frinker infarmation

) Continuous-Feed printers

(¥} Page printers Tray: |Default tray (Automatically Select)  w

Label infarmation

I Label vendors; | &very US Letker " l
Product number: Label infarmation .
5143 A Type: Easy Peel Mailing Labels - Fill Across
o1 Height: 1"
4z Width:  2.63" |
5150 Page size: 5.5" ¥ 11"
v

[ Details, . ] [mew Label, ., ] K l [ Cancel ]

Mail Merge

r'f In arder ko apply the selected label options, Word must delete the current contents of MM-screen-shaots.doc, Anyv unsaved changes ko this document
. will be lost,

[ [o]'9 ] ’Cancel
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E Type Mew List...

Use Existing List...

G= Select from Qutlook Contacts...

-

Mailings Review
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View

Developer
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Behind Text
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ext

Top and Bottom
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Bl [
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‘ge Fields Block Line FieM | L£] Update Labels|| puis | 3 Auto Check for Errors Merge =
Write & Insert Field Preview Results Finish
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Insert Clip Art

Clip Art * X

Do) H9- 0 &M IE 6
Y
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D;a. Clip art on Office Online
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