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How to . . . .  Mail Merge

Mail Merge  (Word 97)

This is useful when you want to send one draft letter or document to several people and you want the draft tailored to each person.

Create a form letter (draft)

1
To use an existing letter as a form letter, open the letter.

To create a new letter, click New on the File menu, and then select a letter template.

2
On the Tools menu, click Mail Merge.

3
Click Create, click Form Letters, and then click Active Window.

The active document becomes the mail-merge main document.

4
Click Get Data.

To create a new list of names and addresses in Word, click Create Data Source, and then set up the data records.

Alternatively, the data can be created in a table with the top row used as the field names and the table saved as a document and then used as the data source.

To use an existing list of names and addresses in a Word document or in a worksheet, database, or other list, click Open Data Source.

To use addresses from an electronic address book, click Use Address Book.

5 After you designate the data source and Word displays a message, click Edit Main Document.

6
In the main document, type the text you want to appear in every form letter.

7
Click where you want to insert a name, address, or other information that changes in each letter. On the Mail Merge toolbar, click Insert Merge Field, and then click the field name that you want.

8
After you insert all of the merge fields and complete the main document, click Mail Merge Helper    on the Mail Merge toolbar.

9
Click Merge.

10
In the Merge to box, click Printer.

To send the form letter only to selected addressees, click Query Options, and then specify criteria for selecting the data records.

11
Click Merge.

View merged documents before printing

To check your merge results quickly, you can display merged data in the main document and view the resulting merged documents one by one. To add comments or other information to individual form letters and then print them later, you can collect all resulting merged documents in a single, new document.

Display merged data in the main document

1
With the main document in the active window, click View Merged Data    on the Mail Merge toolbar.

Word displays information from the first data record in place of the merge fields.

2
To view information from other data records, click the arrow buttons on the Mail Merge toolbar, or type a record number in the Go To Record box.

Tip   To print the main document merged with the currently displayed data, click Print

Collect the merged documents in a new document

Click anywhere in the main document, and then click Merge to New Document on the Mail Merge toolbar.

Word places each resulting merged document in a separate section of the new document.

Note   To print the document, click Print  

Print specific letters?

When you merge form letters or similar types of merged documents to a new document, Word places each letter in a separate section of the new document. To print only specific letters from the new document, click Print on the File menu. In the Pages box, type the numbers of the sections that contain the letters you want to print. For example, to print the third, sixth, seventh, and eighth form letters, type s3,s6-s8 in the Pages box. To identify the section number, click a letter and then note the section number displayed at the bottom of the window; for example, "Sec 3."

Mail Merge (Word XP)

Use the Mail Merge Wizard to create form letters, mailing labels, envelopes, directories, and mass e-mail and fax distributions. To complete the basic process, you: 

· Open or create a main document. 

· Open or create a data source with individual recipient information. 

· Add or customize merge fields in the main document. 

· Merge data from the data source into the main document to create a new, merged document. 


The wizard guides you through all of these steps. If you prefer to work outside the wizard, you can use the Mail Merge toolbar. Either way, the end result is that each row (or record) in the data source produces an individual form letter, mailing label, envelope, or directory item. 

Note   You can use mail merge to create any type of document that maps fields to data, not just mailings or directories. For example, if your videotape collection is listed in a spreadsheet, you can use the Labels option to create videotape labels.
More information about mail merge data sources
A data source is a file — for example, a Microsoft Outlook Contact List — that contains the data that varies in each copy of a merged document.
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How data sources work in a mail merge
You can think of a data source as a table. Each column in the data source corresponds to a category of information, or data field — for example, first name, last name, street address, and postal code.

The name of each data field is listed in the first row of cells, which is called the header record. Each subsequent row contains one data record, which is a complete set of related information — for example, the name and address of a single recipient.

When you complete the merge, individual recipient information is mapped to the fields you included in your main document.
Connecting to a data source
By default, you connect to data sources in the Select Data Source dialog box. If you already have a data source to use (such as a Microsoft Outlook Contact List or Microsoft Access database), you can connect to it directly from the Mail Merge Wizard. 

If you don't, you can also create one directly from the wizard. If you only want a simple address list, the Mail Merge Wizard guides you through the process of creating a Microsoft Office Address List. Or you can create a more complex one from within the Select Data Source dialog box. 
Selecting specific recipients from the data source
Once you connect to your data source, the recipient information appears in the Mail Merge Recipients dialog box, where you can select exactly which recipients to include in the merge. 

For example, if you want to target customers in specific postal code areas, you can select only those customers. You can also use this dialog box to perform more advanced filtering and sorting operations. 

 You use merge fields to customize the content of individual documents. When inserted into your main document, they map to corresponding columns of information in your data source. If Microsoft Word doesn't find the information it needs by mapping merge fields automatically to the headings in the data source, it gives you the opportunity to do so as you're inserting address and greeting fields or previewing the merge. 
Address and greeting fields
Word uses two merge fields to insert the basic information for each recipient: 

· The AddressBlock field is the placeholder for the name and address. 

· The GreetingLine field is the placeholder for your chosen salutation. 

You can customize the content in each of these fields. For example, in the address you may want to select a formal name format (Mr. Joshua Randall Jr.); in the salutation, you may want to use "To" instead of "Dear." 
Additional merge fields
You can further personalize each document by including additional merge fields. For example, suppose you're creating a letter to notify local businesses that they've been selected for inclusion in your annual city guide. Instead of manually typing the name of each individual company in the body of the letter, insert the Company field: "««Company»» has been selected for the second edition of our guide..." Word inserts the correct company name into each letter when you complete the merge.
Advanced information: controlling how Word merges data
Here are some examples of using fields to control how Word merges data:

· ASK and FILLIN fields display a prompt as Word merges each data record with the main document. Your response is printed in the specific form letter, contract, or other merged document resulting from the data record. 

· IF (If...Then...Else...) fields print information only if a condition you've specified is met. For example, you can use an IF field to inform clients who live in a particular ZIP Code area that you are opening a nearby branch office. 

· SET (Set Bookmark) fields allow you to assign text, a number, or other information to a bookmark. You can use the information multiple times in the resulting merged documents. If the information changes, then you can edit the SET field once rather than searching through the main document and changing each occurrence. 

You can also use MergeRec, MergeSeq, Next, NextIf, and SkipIf fields in a mail merge. 

Peter Williams
Page 1 of 5
08/07/2004

