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Using Mail Merge


Using Mail Merge

Mail merge allows you to create a form letter.  For example, you might send congratulation letters out to selected friends.  Using mail merge, each friend receives the same letter, but it is personalized with their name and address.

Objective:  Learn how to create a form letter, set up a data file, place the merge fields, and merge the data into your letter

Getting Started

1. Open Microsoft word.
2. Locate and open the letter you created to the superintendent.  Eliminate the following information:  name and address.
Using the mail merge wizard
To use a mail merge you must have a letter that everyone will receive and a data document.  Using the mail merge wizard, we will crate the data document

1. From the tools menu, point to letters and mailings and choose mail merge wizard.
2. The mail merge wizard appears in the task pane on the right-hand side of the screen.
Selecting document type

1. Under select document type, choose letters, and then click next:  starting document.  The wizard guides you through the rest.

2. Under select starting document, select use the current document and click on next:  select recipients.
Customizing the address list

1. Under the select recipients, select type a new list.
2. Under type a new list, click create.
3. From the new address list, dialog box, click customize.
Removing field names

From the customize address list dialog box you will remove the field names that you will not be using.  you will remove company name, address line 2, home phone, work phone, email address and country

1. At the customize address list dialog box, select a field name, here, company name, and click delete.
2. A dialog box opens asking if you want to delete the field “company name” click yes.

3. Use the same procedure to remove the others stated above.
Adding field names

1. At the customize address list dialog box, select the zip code field name and click the add button.

2. At the add field dialog box, type “sonDaughter,” and click ok.
3. Use the same procedure to add the following field names:  “StudentName” and HeShe.”

4. When you are finished, click ok.
Adding information to the data file

1. From the new address list dialog, click in the title field and type “Dr.,” then press enter or press the tab key.
2. Type a person’s first name, and then press enter.  (here you will need to improvise – do any name and address).  After the last entry, “HeShe” click on new entry and a new blank record appears.
3. Using the same procedure, fill in 5 records and then close to end data entry.
4. At the save address list dialog box, for a file name, choose “student data” and click save.
5. When the mail merge recipients dialog box appears, everything should have a check mark.  If this is not the case, click select all before you click ok.

Adding Merge fields to the letter

Using the mail merge wizard you will add placeholders for the title, first name, last name, address, etc. to your letter.

1. At the mail merge wizard task pane, click on next:  Write your letter.
2. In the letter, click where you wish to place the title.
3. In the mail merge task pane, under write your letter, click on more items.
4. At the insert merge field dialog box, click on title, and then click insert.  A placeholder <<Title>> now appears where the blank was.
5. At the insert merge field dialog box, click on first name and then insert.  A placeholder <<First_Name>> appears.  

6. At the insert merge field dialog box, click on last name and click insert, and then press enter.  A placeholder, “Last_Name” appears.

7. At the insert merge field dialog box, click the close button.
8. In your document, press enter.
9. Click on more items in the mail merge task pane.
10. Continue using the insert merge field dialog box to code the document.  

Previewing the Letters

1. In the mail merge wizard task pane, click on Next: preview your letters.
2. In the insert mail merge wizard task pane, click on the recipient arrows to preview the other letters.
3. Now edit the letters.  A change to one letter changes all others automatically.
4. In the mail merge wizard task pane, click on next: complete the merge.
Completing the merge

1. In the mail merge wizard task pane, under merge, click on print.
2. At the merge to printer dialog box, check all and click ok.
3. At the print dialog box, click ok.
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