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INTRODUCTION

These notes and exercises are aimed at those wanting to learn how to produce

mail merged letters and

Knowledge assumed

Areas covered

labels.

experience of using Windows

a good working knowledge of Word

some knowledge of Access would be useful
some knowledge of Excel would be useful

creating a main document

creating a data source

merging the two to create form letters and labels
merging data from different sources

sorting data
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Tﬁ) Document signposts

Instructions for you to type

Bold text
Shortcuts
Reminders
i
Notes
Exercises
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MAIL MERGE OVERVIEW

Mail merge is a feature supported by many word processors that enables you to
generate form letters, labels, envelopes, directories and mass email and fax
distributions.

A form letter is one in which the body of the letter stays the same but specific
information is inserted for or about several different individuals.

To produce a form letter, you first store a set of information, such as a list of
names and addresses, in one file. In another file, you write a letter, substituting
merge fields in place of names and addresses (or whatever other information will
come from the first file).

There are several stages to completing the basic process:

e Create the main document

This contains the form letter that you intend to send to a number of people.
Rather than having to personalise each one individually, you use special merge
fields in place of, for example, the recipient’s name and address. At this stage
you simply enter the text and any graphics you want to include and save the file.

e Create the data source

The data source is the file that holds the information, for example names and
addresses. It can be specific to the letter you are about to produce, or it can be
a large file from which you filter the names that you want to use for this
particular mailing.

Each recipient’s information is contained in a record.

Each individual piece of information within that record, for example a
recipient’s job title, company name, or town, is called a field.

Data need not be names and addresses. It can be anything relating to the
document you are producing (for example dates).

¢ Include the merge fields in the main document

Once the data source has been created, the merge fields can be included in the

main document. Part of the process of creating the main document includes
inserting the merge fields into the text.
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e The merge

The main document and the data source are combined to produce individual
personalised letters. While you can send the output directly to the printer, it
may be wise to write it to a file to enable checking before printing.

Main
document

Merge
document

Data
source

Word2007MailMerge(010808)
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GETTING STARTED

‘

> Double click the Word 2007 icon on the desktop Ig"_"..__.i

or Waord 2007
» Click the Start button

» All Programs

» Microsoft Office

» Microsoft Office Word 2007

The opening window is displayed.

tome | Beet Papelayout  References Muilegn  Redew  View

C = - i == i Hi 3 Fma -
i Cusc o u - (W] (= - 0= RN | sunecn] maseenc maBbC: Aambee  PA i
Pasti J’ B r Uk x - A EERNR S DL THormal | THoSpac. Hesdingl  Heading? - g::bt [ Stieet =
| Dhpeecara & Font = Patagiash & Shyber Gl Eaking

|-|-|-1-|-E TR N e R S R e R T T o TR Ry S G R TRy T

)

On the Office Ribbon:

» Click the Mailings tab
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MAILINGS TAB

The Mailings tab is where you will find commands which enable you to create
letters, envelopes, and labels for mass mailings.

The Mail Merge commands are found in the Start Mail Merge group.

ol
—/ Home Insert Page Layout References Mailings Review View Developer

—pENC@
=SB I g8
Envelopes Labels Start Mail Select Edit Highlight

Merge ~ Recipients ~ Recipient List erg i 0 Li Field | s
Create Start Mail Merge Write & Insert Fields Preview Results Finish

Mail merge
commands

Word2007MailMerge(010808) 6 © De Montfort University, IT Training 2008



THE MAIL MERGE WIZARD

To help you to create form letters, labels, envelopes etc, Word provides a Mail
Merge Wizard which takes you through the process step by step. You are going
to use the wizard to produce a letter and labels.

CREATING A FORM LETTER

From the Start Mail Merge group on the Mailings tab:

» Click Start Mail Merge

» Select Step by Step Mail Merge Wizard

-

Home Insert Page Layout References Mailings Review View Developer Add-Ins
Envelopes Labels .St:r_l‘.-;‘ail Sef: d Highlig ) £s ting se 2rge
fRleroe S HeripEnt Rt R | Mol e et ; ld - |2 Update Labels Exletocks :
Create S Letters i Write & Insert Fields Preview Results Finish
=] E-Mail Messages 5-3-\-.4‘I-SI-I‘B-.I-?-II-B-\-.S-I-IUI-|-11-.\-12‘II-13-|-1I4-|-15:b'16'\'17‘
; =1 Enyelopes...
? =l Labels.. ‘
o = Directory
:— UT Mormal Word Document |
r:"‘" _).I Step by Step Mail Merge Wizard... i
| Mail Merge - x|
Select document type
What byvpe of document are wou
wiorking on?
(®) Letters
The Mail Merge task pane is displayed. L el essaces
() Envelopes
() Labels

() Direchary

Letters

Send letters bo a group of people.
‘fou can personalize the letker
that each person receives,

Click Mext ko continue.

Step 1 of 6

% Mext: Starting document
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The wizard guides you through the mail merge process in a series of six steps -
you are currently looking at Step 1.

As well as moving forward through the steps, you can, if necessary, return to a
previous step.

Step 1 - Selecting the document type

You need to select the type of document you are working on.

You have a choice of five options, and an explanation of the currently selected
option is displayed in the task pane.

Current
choice

Explanation

» Click each of the options in turn to see the explanation
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You are going to create mail merged letters.

» Ensure the Letters option is selected

> Click @ Mext: Skarting document

Step 2 - Selecting the starting document

You are prompted to select the starting document and, again, an explanation of
the currently selected choice is displayed.

| Mail Merge - x|

Select starting document

How da wou wank to set up your
letkers?

(&) Use the current document Use the current document - uses the file you have
) Start From a kemplate open

() Start From existing document

Use the current document

L Start from a template - allows you to browse and
ete and use the Mail Merge
wizard ko add recipient choose a template

information,

Start from existing document - allows you to choose
from a list of existing mail merge documents

Step 2 of B
= MNext: Select recipients

@ Previous: Select document bvpe

You are going to use a letter file that has already been set up.

» Select Start from existing document
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The Start from existing section in the wizard shows you existing mail merge
documents.

Mail Merge v X

Select starting document

Howa do vou want ko sek up wour
letkers?

() Use the current document
() Skart from a template

(%) Start: from existing document

Start from existing

Start Fram an existing mail merge
document and make changes to

Select (More files...) the content of recipients.
to search for an |:'r--1.:.r'e files...)
existing document | MailMergelntro.doc
not shown in the list Labels Merge Template.doc

Step 2 of 6
@ Mext: Select recipients

4 Previous: Select document bype

You are looking for the file named Autumn Season which is located in the
WordMailMerge folder on drive C.

» If the document is shown in the list, select it and click Open
or
» If the document you want is not listed, select (More files....) and click Open

You can then locate and open the file you want.
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The document opens.

F=f FTMEASITO

17 Ageril 2008

Dear

AUTUMN SEASON

Crar oew Aypomn programemne offes somedhing for evearyons, from Shakecneass 1o Rovoell,
fingem Pimiar 10 Sondiedm. For the first ime these's aso a special fan-packed show for the
children whese andisnce pasicimation &n't jai eacowraged, #'s expacad!

Az 2 mobscription member, Yoo cas ke advamage of redoced prices and prioriny booking
Crar oty plasnes aod hooking form ase endosed, ogethes with the Apjpma programme
feroc e

Exjoy browrsing fhrough the brocknsne, et don't ke 100 Jong!  Return vour booking foemas
5000 23 possible 10 eomare the dates and prat vos ragaine

Happy thrasre-going!

Vorars sincerely

Fadih O Comncer
Box Office Mamager

Togs

> Click |#® Mext: Select recipients
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Step 3 - Selecting the recipients

You are required to select the recipients of the letter.

Mail Merge -

Select recipients
(#) Use an existing list
(") Select from Outlaok contacts
() Type a new list

Use an existing list

Use names and addresses From 5
file or a database.

i Browse,..

Step 3 of 6
% Mext: Write vour letker

& Previous; Starting document

You are going to use an existing list named Ticket, and so need to search for it.

> Click Browse

The Select Data Source dialog box is opened.

Word2007MailMerge(010808)
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» Locate the file named Ticket in the WordMailMerge folder on drive C

Select Data Source

Loak in: | [ Wwordmailerge v | @-0h X o .
(-3 My Recent Name - Size | Type Date Modified
Dockments || 5 4 i mn Season 2LKB Microsoft Office Wior...  25/05/2007 15:15
@' Desktop Evening Class 19KE Microsoft Office Exce.,.  25/05/2007 15:15
Evening Course Enrolments 180 KE Microsoft Office Acce,,,  25/0S5§2007 15:15
I qucuments Holiday Destination Q2 KB Microsoft Office Acce...  25/05/2007 15:15
o My IQjSunhiII Holidays 25KE  Microsoft Office Wor.,.  25/05/2007 15:15
t} Computer 40KE  Microsoft Office Wor..,  25/05/2007 15:15
g Iy Metwork
Places

< L
File name: | e | Mew Source. .
Files of bype: | ) Data Sources b |

Open ] ’ Cancel ]

Tools -

» Click Open
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The Mail Merge Recipients dialog box is displayed.

Mail Merge Recipients

This is the list of recipients that will be used in wour merge. Use the options below to add to or change vaour lisk, Use the
checkboxes to add or remove recipients from the merge, When vour lisk is ready, click OF,

] Fileer..
";;J Find duplicates. ..

] |

e Validate addresses. ..

v ki
ChiwordMaiMerge...  [v Martyn Rebecca Miss 160 Westland Avenue Top 54
ChwiordMaiMerge... [ Janes Christopher M Kingston House Skonel
CiwordMailMerge... [ Wright Peter Rev The Wicarage Oakler
ChiwordMailMerge,.. v Deneve Larraine Ms 146 Long Road Eurkist
ChiwordMailMerge,.. [v Anstruther Paul Dr Margaret’s House Lady F
ChiwordMailMerge,..  [¥  Driaszyk Gisela Mrs Easter Cottage Easter|
ChiwordMailMerge,..  [v  Pesendorfer Johann Mr 16 Lake View Terrace Lakesi
CiwordMailMerge,..  [v Heine Theodore Mr & Feltham Green Eurkist
ChiwiordMaiMerge,.. | [v | Beckett Esther Miss 1 May Green Top 54
< Ed

Daka Source Refine recipient: lisk

[CriwordMaiterge\Ticket.dos | 4| sort..,

Everyone listed in the Ticket file is to receive a letter. The tick against each
record indicates that it is selected for inclusion in the merge.

» Click OK

> Click & Mext; Write wour letker

Word2007MailMerge(010808) 14
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Step 4 - Writing the letter

The letter is already written. You are going to add the recipient information to
it.

» Position the insertion point in the document in the blank space between the
date and “Dear”

You can use the Address block to automatically add the name and address to
the letter.

| Mail Merge v X

Write your letter

If wou have not already done so,
write wour letter now,

To add recipient information to
vour letker, click a location in the
document, and then click ane of
the items below,

=] Address block. ..

= Greeting line. ..

_f| Electronic postage. ..
A more items...

WWhen you have finished writing
wour letker, click Mext, Then wou
can previgw and personalize each
recipient's letker,

> Click Address block...

Word2007MailMerge(010808) 15 © De Montfort University, IT Training 2008



The Insert Address Block dialog box is displayed.

Insert Address Block

Specify address elements

Insert recipient's name in this format:

| Joshua |
Jashua Randall I, !
Joshua . Randall Ir, 3 |
Mr. Josh Randall Jr,

| Mr, Josh . Randall Jr, |
{rr. Joshua Randall Jr,

Insert postal address:

Format address according to the destination country/fregion

Presviem

Here is a preview Franm your recipient list:

Rl ] [P

1Mz Rachel Coombes
24 Barber Green
Leighton

Cragland

D5 6R]

Caorrect Problams

If iterns in vour address black are missing or out of order, use
Match Fields to identify the correct address elements From wour

rmailing list.
Match Fields. ..

l[ Cancel ]

[o]4

» Notice that a recipient’s name format is already selected.

This dialog box allows you to select the

way that the address elements will be

presented. The Preview pane at the right shows you what to expect.

» Do not make any changes
» Click OK

The address block field is added to the

letter.

» Position the insertion point next to “Dear” and press the spacebar once

You are going to add the title and last name fields to the salutation.

> Click More items...

Word2007MailMerge(010808) 16

© De Montfort University, IT Training 2008



The Insert Merge Field dialog box is displayed showing you the list of fields in the
Ticket file.

Insert Merge Field

Insert:

() Address Fields (¥) Database Fields

Figlds:

First_Mame

| Last_Marme

| Address1

| Address2

| Ciky
| Poskcode
| Subscription

[-MatchFields...mlm[ Insert ][ Cancel

» Notice that the Title field is already selected

» Click Insert

The dialog box does not allow you to pause to add spaces between fields, so it is
quicker to insert all of the fields that you want, and then insert the spaces
between them afterwards.

» Select Last Name

» Click Insert

> Click Close

» Position the insertion point between <<Title>> and <<Last_Name>>

Position the insertion
point here

» Press the spacebar once

» Position the insertion point before the word “subscription” in the first
sentence of the second paragraph

> Click More items...

» Select the Subscription field

Word2007MailMerge(010808) 17 © De Montfort University, IT Training 2008



> Click Insert
> Click Close

» Press the spacebar once

«AddressBlocks

Dear «Titles «Last Name»
AUTUNMN SEASON

Ournew Autumn programme offers something for everyone, from Shakespeare to Russell,
from Pinter to Sondheim. For the first time there’s also a special fun-packed show for the
children where audience participation isn’t just encouraged, it’s expected!

As a «Subscription» subscription member, vou can take advantage of reduced prices and
prioritv booking. Our monthly planner and booking form are enclosed, together with the
Autumn programme brochure.

You could save the file complete with its merged fields to use on another
occasion. If you open it again in the mail merge wizard, the main document and
the data source are already linked together.

> Click | # Mext: Preview wour letkers
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Step 5 - Previewing the letters

The letter file (Autumn Season) and the name and address file (Ticket) are

merged and you see the result.

RefFT/MS/ASOTO

17 April 2008

MsRachel Coombes
24 Barber Green
Leighton

Cragland

CD36P]

DearMs Coombes

AUTUMN SEASON

Our new Autummn programme offers something for everyone, from Shakespeare to Russell,
from Pinter to Sondheim. For the first time there’s also a special fim-packed show forthe
children where audience participationisn’tjust encouraged, it’s expected!

As a Standard subscriptionmember, vou can take advantage ofreduced prices and priority
booking. Cur monthly planner and booking form are enclosed, together with the Authummn

programme brochure.

Enjoy browsing through the brochure, but don’ttake toolong! Retum your booking form as
soon aspossible to ensure the dates and seats yourequire.

Happy theatre-going!

Yours sincerely

Recipient: 1 i
» To move through the letters, use the buttons in the task

pane

» Click

% Mext: Complete the merge
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Step 6 - Completing the merge

You are ready to produce the letters - either to print them or to edit individual

letters.
| Mail Merge v X

Complete the merge
Mail Merge is ready to produce
wour |etkers,

To personalize vour letters, click
"Edit Individual Letters." This wil
open a new document with your
merged letters, To make changes
ko all the letters, switch back ko
the original document.

Merge

g Prink...
& 7 Edit individual lstters. .,

Step 6 of B

+@ Previous: Preview your letkers

> Notice that the status bar at the bottom of the window shows ‘Page: 1 of 1°,
indicating that there is only one page in the file

If you choose to print, the letters are merged to the printer and you will see the
Print dialog box.
If you want to check the letters before printing, or save the merged file as a new

document so that you can return to it at a later date, you should choose to edit
the letters.

> Select Edit individual letters...

Word2007MailMerge(010808) 20 © De Montfort University, IT Training 2008



The Merge to New Document dialog box is displayed.

Merge records

) Current record
) From: To:

L oK l [ Cancel

» Click OK

The letters are merged to a new file, and the status bar shows ‘Page: 1 of 10,
indicating that there are 10 pages in the file.

» Save the merged file in the WordMailMerge folder on drive C as Autumn
Merged Letters

» Close the file
The underlying file containing the merge fields is still open.

» Close the file without saving

Before continuing, let’s just recap on the mail merge process.

1. Create and save a main document, or load a ready-prepared one.

2. Create a data source, or load a ready-prepared one.

3. Add merge fields to the main document. You can save the file at this stage
which, if you are going to use the letter again, will allow you to merge with

the same recipients’ file or choose another.

4. Preview the result - you see the first letter only (Page: 1 of 1 on the status
bar).

5. Complete the merge.

6. Print or edit - if you choose to edit, a separate document is created showing
all letters (Page: 1 of n on the status bar). You can save this document.
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CREATING LABELS

Next you will create a set of labels for these letters.
» Open a new document
From the Start Mail Merge group on the Mailings tab:
» Click Start Mail Merge

» Select Step by Step Mail Merge Wizard

From the Mail Merge task pane select:

> Labels

> Click % Mexk: Starking document

This time you see the options available for mailing labels.

| Mail Merge v x|

Select starting document

How do wou want ko sek up wour
mailing labels?

() Change document layouk

() Start From existing document

Change document layout

Click Label options to choose &
label size,

j Label options. ..

Step 2 of 6
& Mext: Select recipients

@ Previous: Select document bype

Word2007MailMerge(010808) 22 © De Montfort University, IT Training 2008



» Select Label options...

The Label Options dialog box is displayed.

Label Options

Printer information

) Continuous-fFeed printers

@ Page prinkers

Tray: EDeFauIt trayv { Aukomatically Select)  w

Label information

Label vendars: i.ﬁ.ver';.f A4/ A5 b

Product number:

(L7159 M| Type:

i t;iggx Height:

iLT-"lE-EIX - \iidth:
Page size:

[ Details. .. ] ’uew Label... ]

Label information

Address Label
3.39cm

9.9 cm

21 cm % 29,69 cm

[ ) 4 ]’ Cancel ]

Word has details of many of the commercially-available labels, but if the size
that you want is not listed, you can create your own custom label.

» In the Printer information section, select Page printers

» In the Label information: section, select Avery A4/A5

>

» Click OK

In the Product number: section, select L7162

Word2007MailMerge(010808) 23
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The gridlines of the labels are displayed.

If you do not see the gridlines:
» Select the Layout tab on the Ribbon
In the Table group:

> Select View Gridlines

"Iﬁ?.ﬂ\". Table Tools
8
— Home Insert Page Layout References Mailings Review View Developer Add-Ins Design Layout
lg select - ?"\ % B Insert Below || [ Merge Celis || 8] [339em 3 |HE |ﬁ!f| BH A= [T Al W Repeat Header Rows
JE— ! ly
i View Gridlines HH Insert Left [EH split Cells Sleatem tH HEE — Z == Convert ta Text
= Delete Insert Text Cell Sort
[ Properties 0 | Above HhInsertRight || = split Table || Hi AutoFit - =l = = pirection Margins Fe Formula
Table Rows & Columns F1 Merge Cell Size 7] Alignment Data

View
Gridlines
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By default, Word uses the Normal paragraph style for labels.

However, in Word 2007, the Normal paragraph style has added spacing. In
practice this means that there will be extra spacing between the lines of text on
the labels.

The simplest way to get around this problem is to use the No Spacing paragraph
style.

Applying the No Spacing paragraph style

With the cursor positioned in the first label:

» From the Styles group on the Home tab, select the No Spacing style

AaBbCcD | AaBbCcD || AaBbCi AaBbCc _ ‘%

TNormal |7 Mo Spaci..| Headingl Heading2 - Change
Styles ~

g

Styles fa

You are now ready to continue with the wizard.

> Click % Mext: Select recipients
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You have three choices.

Select recipients
(%) Use an existing list
(") Select from Outlook contacts
) Type a new lisk

Use an existing list

Use names and addresses from a
file ot & database,

Step3of 6
& Mext: Arrange vour labels

@ Previous: Starking document

Mail Merge -

You are going to use an existing list which you need to locate.

> Click Browse...

» Open the Ticket file in the WordMailMerge folder on drive C

The Mail Merge Recipients dialog box is displayed.

Word2007MailMerge(010808)
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You do not want to make any changes.

» Click OK

«MNextRecord»

«NextRecord» «MextRecord»
«NextRecord» «NextRecord»
«NextRecord»

«NextRecord»

» Click

% Mext: Arrange your labels

> Click Address block...

Insert Address Block

Specify address elements

Insert recipient's name in this format:

Preview

| Mail Merge >0

. Select recipients

Step3 of 6
@ Mext: Arrange your labels

44 Previous: Starting document

(®) Use an existing list
() Select from Outlook contacks

() Type a new lisk

Currently, your recipients are
selected fram:

[:\wardmailierge) Ticket. da] in "Ticke
4 Select a different list,..

o Edit recipient list...

Here is a preview from your recipient list:

Joshua

Jnshua Randall Jr.

Joshua Q. Randall I,

Mr. Josh Randall Jr,
Randall

Insert postal address:

Format address according to the destination countryfregion

~ K[|

Ms Rarhel Coombes
24 Barber Green
Leightan

Cragland

CDS ER]

Correct Problems

If items in your address block are missing or out of order, use

Match Fields to identify the correct address elements From your

mailing list.,

Match Fields. ..
==

» Click OK

The address block is added to the first label.

Word2007MailMerge(010808)
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To copy the layout of the first label to the other labels on the sheet:

» Click Update all labels

The address block is copied to the other labels.

«AddressBlock»

«Next Record»«AddressBlock»

«Next Record»«AddressBlock»

«Next Record»«AddressBlock»

«Next Record»«AddressBlock»

«Next Record»«AddressBlock»

«NextRecord»«AddressBlock»

> Click |¢ Mext: Preview vour labels

«Next Record»«AddressBlock»

|
Ms Rachel Coombes

Miss Rebecca Martyn

24 Barber Green 160 Westland Avenue
Leighton Top Scarr

Cragland Scarr Hill

CD5 6PJ SD224FG

Mr Christopher Janes Rev Peter Wright
Kingston House The Vicarage
Stoneley Oakley

Stoneford Stoneford

SD11 6JM 5011 8VG

Ms Larraine Deneve
146 Long Road
Burkiston

Bellwood

CD2 3MF

Dr Paul Anstruther
Margaret’s House
Lady Road
Roydley

CD4 4PB

Mrs Gisella Dziaszyk
Easter Cottage
EasterlLane
Cragland

CD5 3NT

MrlJohann Pesendorfer
116 Lake View Terrace
Lakeside

Loughton

CD8 6PW

B_Ej Mail Merge AT

Preview your labels

Some of the merged labels are
previewed here, To preview
another |abel, click one of the
Following:

Reripient: 1
éi“ Find a recipient...

Make changes

*fou can also change your
recipient lisk;

j’ Edit recipient: list. ..

wWhen you have finished
presiewing your labels, dlick Mext,
Then you can print the merged
labels or edit individual labels to
add personal comments.

Step 5of 6
+
o & Mext: Complete the merge

F 4 Previous: Arrange your labels
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The data from the Tickets file is merged to the labels.

» Click

& Mext: Complete the merge

The labels are ready to be printed, or you can choose to edit individual labels.
You will remember that, if you want to save the labels to use again, you should
choose to edit.

You are going to print and, therefore, would normally put labels stationery in
the printer at this point. For this exercise, however, you will print the labels on

paper.

> Click Print...

The Merge to Printer dialog box is displayed.

Merge to Printer

Prink records

) From:

) Current record

> Ensure that All is selected

» Click OK

The Print dialog box is displayed.

» Click OK

The labels are printed.

» Close the file without saving
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EDITING FIELDS

You are going to perform another mail merge and then learn how to edit the
recipient information.

Instead of using the Mail Merge Wizard task pane to locate an existing file, you
can instead open the file before starting the wizard.

» From the WordMailMerge folder on drive C, open the file Sunhill Holidays

Saphill Holidays
PO EBox 2l
Lincaln
LH13EF

17 Apsil 2008

Dear
SUNHILL HOLIDAYS - 10% DISCOUNT ¥OW AVAILABLE!

from aus records that you travelled with Spphill Holidays tn. Jaanyear. [have srear
enclasinznent Spnhil Halidays brochnse, fall of sven ma iz

SUNHILL HOLIDAYS

» Start the Mail Merge Wizard
> Select Letters

> Select Use the current document
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» Locate the recipient information in the file Holiday Destination in the
WordMailMerge folder on drive C.

Mail Merge Recipients @

This is the list of recipients that will be used in your merge. Use the options below ko add ko or change vour lisk, Use the
checkboxes to add or remove recipients From the merge, When yvour lisk is ready, click K,

Data Source v | Surname w | Title w | Address Line 1 w | Address Line 2 w | City &
- T — T R
Holiday Destination... [+ Catkrel Mr Hillkap 72 Gateway Road Wi
Holiday Destination... [+ Miskry Mrs & Lane Close Hurnberstone Leit
Holiday Destination... [+ | Fowler Dr Flat 4 102 Ivanhoe Street Lee
Holiday Destination... [+  Henderson Mrs 24 Dallys Hill Lane Lon
Holiday Destination... [+ Howard Ms Station House Station Skreet Mor
Holiday Destination... [+ Jenkins Mr 107 Eastfield Drive Leit
Holiday Destination... [+ | Hallam Miss Flat 7 Oriel House Lon
Holiday Destination... [+ | Singh Mr 11 Cemetery Close Bickley Con
Holiday Destination... [+ | Gibbs Mrs 2 Poole Close Carmwick, Linc
Holiday Destination...  [v  Smith-Keble Dr The White House Barsby Road Lee 3
Hlid = Miackim sbice ) TrAmminm - A Crwvea | ana Halker live
< | >
Daka Source Refine recipient list
[Holiday Destination.mdb I 4] sort...

7 Filker...
‘=4 Bind duplicates...
47 Find recipient. ..

J Walidate addresses. ..

Click OK

Insert the Address block between the date and *“Dear”
Position the insertion point after “Dear” and insert a space
Click More items

Insert Title and Surname and then insert a space between them

YV VYV V¥V ¥V V V¥V

In the first sentence, position the insertion point between *“to” and “last”
and click More items

» Insert Holiday Destination
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> Preview the letters

Suphill Holidavs
PO Bax 97
Lincoln

LN1 3EF

17 April 2008

N Wain

13 Wycombe Road
Yardley
Birmingham

B13 3FD

Deear Mr Wain
SUNHILL HOLIDAYS - 10% DISCOUNT NOW AVATILABLE!

I notice from our records that you travelled with Suphill Holidays tg Menorca Jast vear. 1
have great pleasure in enclosing next vear's Suphill Holidays brochure, full of even more
exciting destinations.

As avalued customer, I am sure that vou already know that 1if vou travel with Suphill
Holidays you are guaranteed high quality and enjoyable holidays every time at a price you
gan really afford. No matter which destination vou choose, one of our highly trained
representatives will always be on hand to help your holiday run smoothly.

If you book next year's holiday with Synhill Holidays before 1| November, vou will be
eligible for a 10% discount.

» Notice that the recipients’ first names are missing from each letter

To find out what is causing this problem, and put it right, you need to edit the
address block.
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» Point to the address block in the letter and click the right mouse button to
see the shortcut menu

> Select Edit Address Block...

Sunhill Holidays
P Q Box 97
Lincoln

LN1 3EF

17 April 2008

Mr Wain
13 Wycombe L
Yardley f
Birmingham Ep
B13 3FD B paste
= Update Field

. Edit Address BElock...
Dear Mr Wain =
Toggle Field Codes

SUNHILL HOLIl A Font. VAILABLFE!

; =% Paragraph.. :
I notice fromour r{ | Holidays tg Menorca Jast vear. I
have great pleasurg -=  BuIIEts " idays brochure, full of even more
exciting destinatiof = Numbering 3

The Modify Address Block dialog box is displayed.

Modify Address Block

Specify address elements Preview
[¥]iInsert recipient's name in this Format: | Here is a preview From wour recipient list:

[Jnshua ~ B= 1 bH
Joshua Randall Ir. I -
Joshua Q. Randall Jr,

[r Wain
Mr. Josh Randall Ir. 13 Wycombe Road
Randall I,
3 Vardley
Birmninghiam
B13 3FD

Insert postal address:

Correct Problems

Format address according ko the destination country(region  IF items in your address block are missing or out of order, use
Match Fields ta identify the correct address elements From wour

rmailing list,
Match Fields., ..

O l’ Cancel ]
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> Click Match Fields

The Match Fields dialog box is displayed.

Maich Fields 2

In order to use special Features, Mail Merge needs to know which
fields in wour recipient lisk match to the required fields, Use the
drop-doven list to select the appropriate recipient list Field for each
address field component

Required for Address Block A~
Courtesy Title [Title: _ “
First Marne {nok i'néf'ci'ue;:ij_l' |
Lask Marne $ur_r_|arr!¢ - ~|
Suffis | lfljo_t_r@atch_eu;l) : bl
Address 1 [Address Line 1 w
Address 2 Address Line 2 |
City City ~|
State | (nak ratched) |
Postal Code :F‘Ensltcnd_e' “
Country or Region !fnof i'néf'ci'ue;:ij_l' |

Optional information
Unigue Identifier | {niok matched) v ¥

Use the drop-down lisks to choose the Field from wvour database
that corresponds to the address information Mail Merge expects
(listed on the left.)

[] Remember this matching For this set of data sources on this
computer

When you previewed the letters, the Wizard looked at the file containing the
source data, in this case Holiday Destination, and attempted to match the field
names in that file with the Required for Address Block merge fields.

You can see the results of the Wizard’s work in the Match Fields dialog box.

For example the Wizard has correctly paired the Surname field in Holiday
Destination with Last Name.

However, the First Name field is shown as (not matched). This means that the
Wizard was not able to identify a suitable field to match with First Name. You
need to have a look at the fields that are available and select one that can be
used for a first name.
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> Click the down arrow in the First Name field

Match Fields 25

In order to use special Features, Mail Merge needs to know which
fields in wour recipient list match to the required fields, Use the
drop-doven list to select the appropriate recipient list Field For each
address field component

Required for Address Block ~
Courtesy Title

(listed on the left.)

computer

First Marne
Lask Marne
Suffix Initials
Address 1 Surname
Address 2 Address Line 1
City Address Line 2
Address Line 3
Skate -
City
Postal Code Caunty 1)
Country or Region Postcode (B
Optional information Home Phone
Unique Identifier E-mail Address 3| 1B

Ise the drop-dowin lists ko chaose £ Holiday Destination  |hase
that corresponds to the address inf {nok matched) pects

[] Remember this matching For this set of data sources on this

[9] 4 l[ Cancel l

All of the field names in the Holiday Destination file are displayed, and you can
see that, although there is not a “first name’ field, there is an ‘Initials’ field.

> Select Initials

Match Fields ?)X

In order to use special Features, Mail Merge needs o know which
fields in wour recipient list match ko the required fields, Use the
drop-dovan lisk to select the appropriate recipient: list field for each
address field component

Required for Address Block
Courkesy Title

First Mame ! . |
Last Marme Title |
st
Address 1 Surname E
Address 2 Address Line 1
City Address Line 2

Address Line 3
Skate City
Postal Code County
Country or Fegion Postcade

Optional information Harne Phone

|

E-mail Address

Use the drop-dowin lists ko chaoss £ Holiday Destination  |hace
that corresponds to the address inf (nok ratched) ‘pects
(listed on the left.}

Unigue Identifier

[ remember this matching For this set of data sources on this
compuker

oK l [ Cancel
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Instructing the Wizard to use this field in place of a first name field will ensure
that the recipients’ initials are included in the mail merge.

Another field in the Holiday Destination file is County. Notice that the list of
required information includes ‘State’. You are going to specify that the County
field is used where the Wizard expects to find the state.

» Click the down arrow in the State field and select County

Match Fields ?)X]

In order to use special Features, Mail Merge needs to know which
fields in wour recipient lisk match to the required Fields. Use the
drop-dovan lisk to select the appropriate recipient list field for each
address field component

Required for Address Block ~
Courtesy Title [Tie |
First Mame :_!fnnt-'i'né{che_d}:- v
Last Name [Suname ¥
Suffix [{not matched) v
Address 1 :-;ﬁddres'--s Line i_ -\_'-i
Address 2 :_.ﬁa&ir_ess Line 2 v
Cicy [City []
state [ET——
Postal Code [Postcode |
Country or Region flfnl:ut-'i'néf_che_d}" |

Optional information . ) e
Unigue Identifier | {riot matched) | >

Use the drop-down lisks to choose the Field from your database
that corresponds to the address information Mail Merge expects
(listed on the left.}

[ Remember this matching For this set of data sources on this
compuker

oK ] l Cancel

» Click OK

» Click OK
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The address block in the letter now displays the recipient’s initial(s) and the
county.

YV VYV ¥V V V

Sunhill Holidays
PO Box 97

LN13EF

17 April 2008

Mr J Wain

13 Wvcombe Road
Yardley
Birmingham

W Midlands
BI133FD

Dear Mr Wain

SUNHILL HOLIDAYS - 10% DISCOUNT NOW AVAILABLE!

Inotice from our records that you travelled with Sunhill Holidays 1o Menorca Jast vear. I
have great pleasure in enclosing next vear’s Sunhill Holidays brochure, full of even more
exciting destinations.

Complete the merge

Click Edit individual letters....

Click OK to merge all of the records

Browse through the letters to check them

Close the Sunhill Holidays file without saving

Save the file in the WordMailMerge folder on drive C as Sunhill Merged Letters
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CREATING A MAIN DOCUMENT

During this training session you have used files that have been provided for you.

To reinforce what you have previously learned, you are going to use the Wizard
to create your own main document and data source.

» Open a new document

» Start the Mail Merge Wizard

» Ensure Letters is selected

» Ensure Use the current document is selected

> Type the following letter:

Celebration Caterers Ltd
Unit 10

Abbney Road East

Kings Lynn

Norfolk

PE28 6KG

Insert today’s date

PARTY BOOKING CONFIRMATION

| write to confirm receipt of your instructions regarding the office party is
intending to provide for its staff.

The details have been forwarded to the local branch of our company, and the
manager will contact you shortly to finalise the plans.

May | take this opportunity to wish you all a very pleasant evening.
Yours sincerely

Margo Gough
Corporate Entertainment
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» Save the document in the WordMailMerge folder on drive C with the filename
Confirmation Letter

With the Main document prepared, you are ready to create the data source file.

» Select the next step in the wizard
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CREATING A DATA SOURCE

A data source may be any sort of file that contains the information to be merged
into a document. For example you could use a Word table, an Excel worksheet,
an Access database, or a Microsoft Outlook Contact List.

If the data source does not already exist, the Mail Merge Wizard offers you the
option of creating a new list which is then saved as a database (.mdb) file.

» Select Type a new list

> Click Create...

The New Address List dialog box is displayed.

Type recipient information in the table, To add more entries, click Mew Entry,

Title - | First Hame - | Lazt Hame - | Company Mame w- |.t’-‘n.ddless Line1 = |
s
£ | >
[ Mew Entry ] [ Find... ]
[ Delete Entry ] l Customize Columns. .. ] [ [al'4 ] [ Cancel

» Scroll across to view the default fields that are provided
You can use the fields that are offered, or you can customise them.

Notice that Title, First Name and Last Name are separate fields.
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IMPORTANT TO REMEMBER

Inputting each section of a recipient’s name into individual fields allows you
flexibility when it comes to addressing him or her.

For example, if you have a record for Ms Natalie Wood, you can combine the
first three fields to make ‘Ms Natalie Wood’, while using Title and Last Name
together gives you ‘Ms Wood’. As the First Name is a separate field, if you know
her well, your letter can begin ‘Dear Natalie’.

REMOVING A FIELD

The field State is not required.
» Click Customize Columns...
The Customize Address List dialog box is displayed.

> Select State

Customize Address List

Field Mames

| Title | fdd...

|First Hame

Company

| Company Mame Delete

| Anddress Line 1

| Address Line 2

iCitE

|71P Code

| Country or Region

|Home Phone

| WWork Phone

| E-mail Address
| | Move Down

oKk |

Cancel

> Click Delete

A warning message is displayed.

Microsoft Office Word

.L:..t) Are you sure you want ko deleke field 'State’  Any information contained in this field will be deleted as well,

’ Yes ] ’ Mo l

Deleting a field might have repercussions if it already contains data.
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You have not yet entered any data into the State field so it is safe to delete it.

> Click Yes

The State field is removed from the New Address List dialog box.

» Delete the ZIP Code, Country or Region and Home Phone fields

ADDING A FIELD

You are going to add a new field County, which will be positioned immediately
below the City field.

From the Customize Address List dialog box:

» Select the City field

Customize Address List

Field Mames

Title add...
First Namme

Zompany Mame Delete

| Address Line 1
| Address Line 2
iy
iWUrk Phone
|E-mail Address

Maove Up
|| Move Down
ok ] ’ Cancel ]

» Click Add
The Add Field dialog box is displayed.

» Type County

Add Field

Twpe a name For your fisld

I
| Counky |

Ok l[ Cancel ]

» Click OK
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The County field is added to the list of field names.

Customize Address List

Field Mames

Title add...
First Marne

Company Mame

| Address Line 1
| ddress Line 2 Rename...

| Citi
Work Phone
E-mail address

| | Move Down

5] [ cance

To reposition a field:

» Select the field name and use the Move Up and Move Down buttons

» Add a new field Job Title and position it below Last Name
» Add a new field Postcode and position it below County

» Click OK

The New Address List dialog box is displayed with the amended field names.

New Address List

Tvpe recipient information in the kable. To add more entries, click Mew Entry,
Title w | First Mame w | Last Hame w | Job Title '1 Company Mame w |
i
£ | 2
’ Tew Entry ] ’ Find... ]
’ Delete Entry ] I Customize Calumns. .. l Ok ] ’ Cancel
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ENTERING DATA

» Enter the following record into the address list, remembering to input each
part of the recipient’s name, address, and other details (where available)

into the relevant field

Title Mr

First Name Paul

Last Name Banks

Job Title Personnel Manager

Company Name
Address Line 1

Bill Bloggs Jeans
32-36 Oxford Road

Address Line 2
City

County
Postcode
Work Phone

Norwich
Norfolk

NR2 6RT
01548 655455

E-mail Address

paul.banks@bbloggs.co.uk

» Click New Entry or press the Tab key to move to the next record

The result should look like this:

New Address List Elg]

Tvpe recipient information in the kable, To add more entries, click Mew Entry,

Title - | Firzt Mame - | Lazt Hame - | Job Title - | Comparny Hame - |
M Paul Banks Personnel Manager  Bill Eloggs Jeans
i
< >
l T Entry ] [ Eind...

l Delete Entry ] [ Zustomige Columns. . ] [al'4 ] [ Cancel
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» Add the records below, clicking the New Entry button or the Tab key at the
end of each record

Ms Greta Pigg
Personnel Manager
Atkins Machinery Co
Wains Bridge Road
Thetford

Norfolk

1P24 8KL

01543 875333
g.pigg@atkinsmc.co.uk

Mrs Matilda Dawson
Sales Manager

Derris Construction
76-80 Flowerpot Lane
Middleton

Norwich

Norfolk

NR5 9NK

01546 876277
mcd@derriscon.co.uk

Ms Bhupinder
Patel

Assistant Manager
West End Flowers
25 Paisley Road
Norwich

Norfolk

NR2 4HV

01548 675435
eng@wend.co.uk

Mr Peter Piper
Personnel
Manager
Hotstuff Heating
Perriwinkle Lane
Sproston
Norwich

Norfolk

NR5 8MN

01546 367067
piper@hots.co.uk

Mr Jon Szaja
Personnel
Manager
Wordsmiths plc
Century House
High Road
Cromer
Norfolk

NR27 0AW
01549 874478
szaja@word.co.uk

The result looks like this:

New Address List Elg]

Tvpe recipient information in the kable, Tao add more entries, click New Entry,

Title - | Firzt Mame - | Lazt Hame - |an Title - | Comparny Hame - |
LM Paul Banks Personnel Manager  Bill Bloggs Jeans
| IMs aGreta Pigg Personnel Manager  Atkins Machiner. ..
|| Mrs Matilda Davson Sales Manager Derris Construckion
| _IMs Bhupinder Patel Assistant Manager West End Flowers
M Peter Fiper Personnel Manager  Hobskuff Heating
|| Mr Jon Szaja Personnel Manager Wordsmiths plc
[

£ >
[ T Entkry l [ Find... ]
[ Delete Entry l [ Custamize Columns. .. ] [w]'d l [ Cancel

» Once you have input all of the records into the address list, click OK
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The Save Address List dialog box is displayed.

Save Address List

Savein: ! My Data Sources

[ s My Recent Mame
Dacuments

@ Desktop

= My

"“J bocuments

- i
Computer

g Iy Network
Places

-4

> Size  Type [rate Modified

File name: ”

g

Save as type: |M\crusuft Office Address Lists

"]

Toals -

Cancel

Word automatically offers you the My Data Sources folder in which to store the

address list.

However, for the purpose of this course:

» Save the list in the WordMailMerge folder on drive C as Address List

The Mail Merge Recipients dialog box is displayed.

Mail Merge Recipients

This is the list of recipients that will be used in your merge. Use the options below ko add to or change your list, Use the
checkboxes to add or remove recipients from the merge. When vour list is ready, click QK.

[rata Source v | Last Mame w | First Mame w | Title

Filter. ..

glj Find duplicates. ..

Find recipient. ..

Yalidake addresses. ..

; Cll Exniks 0
Address List.mdb [¥ Pigg Greta Ms Atkins Machinery Co ‘Wains B
Address List. mdb [  Dawson Matilda Mrs Drerris Constroction 76-50 F
Address List, mdb |v  Patel Bhupinder Ms ‘Wwest End Flowers 25 Paisld
Address List, mdb ¥ Piper Peter M Hotstuff Heating Perriwin
Address List, mdb [  Szaja Jon M ‘Wwordsmiths plc Century
Address List.mdb v
3 | >

[rata Source Refine recipient list
Address List.mdb 4] sort...

» Click OK

> Click | = Mext: write your letter
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ADDING RECIPIENT INFORMATION TO THE LETTER

Once the data source file is ready, you can insert the recipient information into
the appropriate places in the letter.

Word uses the Address block and Greeting line fields to

insert the basic information for each recipient:

Address block is a placeholder for the name and
address

Greeting line is a placeholder for your chosen
salutation

Additionally you can use:

Electronic postage, which is only available if you
have installed an electronic postage program

More items - which shows you a list of all of the

fields in the data source from which you can select

the fields you want to insert

Mail Merge v x

Write your letter

If wou have not already done sa,
wribe wour letber nov,

To add recipient information ko
wour letker, click a location in the
document, and then dlick one of
the items below.

= Address black...

= Greeting line...

_fl Electronic postage...
U Mare ikems. ..

When vou have finished writing
wour letter, click Mext, Then you
can preview and personalize each
recipient's letter,

Step 4 of B
% Mext: Previgw your [etters

#  Previous: Select recipients

» Position the insertion point on a blank line between the date and ‘PARTY

BOOKING CONFIRMATION’ and insert an Address block

> Press Enter three times
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» Position the insertion point on a blank line before ‘PARTY BOOKING
CONFIRMATION’ ready to add a salutation

» Click Greeting line...

» Before you click OK and close the dialog box, click the down arrow next to
the punctuation box and select None

Insert Greeting Line

Greeting line farmat:

Dear V Mr., F.andall v J ;‘7
Grgnla_tin__g__line for invalid recipient names: . : No punctuation
|Dear Sir or Madam, v < required so
it select (none)
Here is a preview from your recipient list:
(I
Dear Mr Banks, |

Correct Problems

IF items in wour greeting line are missing or out of order, use Match Fields to

identify the correct address elements From your mailing list,
Match Fields. ..

Ok ]’ Cancel ]

» Click OK

» Insert the Company Name field in the first sentence of the letter between
“party” and “is”
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> Preview the letters

Celebration Catersrs Ltd
Uinit 10

abbney Road East

Kings Lynn

Norfolk

PEZE 6KG

2E April 2008

Mr Paul Banks

Bill Blog=s Jeans
32-36 Oxford Road
Morwich

NR2Z 5RT

Dear Mr Banks

PARTY BOOKING COMFIRMATION

| write to confirm recsipt of your instructions regarding the office party Bill Blozzs J=ans is intending to provide for its
staff.

The details have been forwarded to the local branch of our company, and the manager will contact you shortly to
finalize the planz.

May | take this opportunity to wish you all a very pleasant evening.

“fours sincerely

Margo Gough
Corporate Entertainment
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SELECTING RECORDS TO MERGE

Unless you instruct Word otherwise, all of the records from the data source file
will be used when you merge it with the main document.

You may, however, want to select certain records to be printed, for example
only those recipients who work for a particular company, or female recipients
only.

Do bear in mind that if you want to use the latter criterion, you will need to
ensure that you include a gender field in the data source. You can, of course
select records by the Title field, but if you have titles which can be used by both
men and women, such as Doctor or Professor, Mail Merge will not be able to
distinguish which recipients are male and which female. Additionally, women
may be referred to by several different titles: Ms, Miss or Mrs, and if you are
using Title as the criterion, you will need to include all possibilities in your
selection.

For this exercise, you are going to select the records for companies based in
Norwich.

In the task pane:

» Click Edit recipient list...

The Mail Merge Recipients dialog box is displayed.

Mail Merge Recipients @@

This is the list of recipients that will be used in your merge. Use the options below to add to or change vour list, Use the
checkboxes to add or remove recipients from the merge, When your list is ready, dlick Ok,

Data Source [w | Last Mame w | First Mame w | Title w | Company Mame

Address List,mdb v Piag
Address List.mdb [v  Dawson Matilda Mrs Derris Construckion Ti-30 F
Address List.mdb [v  Patel Bhupinder Ms West End Flowers 25 Paisld
Address List.mdb [+  Piper Peter [l Hotstuff Heating Perriwin|
Address List.mdb [¥ 5zaja Jan e ‘Wordsmiths plc Century
£ >
Data Source Refine recipient lisk
Address List.mdb 4] sort...

3 Filer...

‘i Find duplicates. ..

-] Find recipient...
:l/ Yalidate addresses. ..

The recipients are listed and currently all selected (the checkboxes are ticked).
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Notice that there are both Sort and Filter options available in the Refine
recipient list section at the bottom of the dialog box.

However, you can also access these options by clicking the down arrow next to a

column heading.

» Scroll across to the City field

» Click the down arrow next to the City column heading

> Select Norwich from the list

Mail Merge Recipients

This is the lisk of recipients that will be used in vour merge. Use the options below to add to or change yvour list, Use the
checkboxes to add or remove recipients from the merge. When vour list is ready, click QK.

Mame w | Address Line 1

w | Address Line 2

Bchinery Ca ‘Wains Bridge Road

nstruction 76-80 Flowerpak Lane Middleton
H Flowers 25 Paisley Road

Heating Perriwinkle Lane Sproston
ths plc Century House High Road
hS

w | City w» Postcode

| ‘EJ, Sort Ascending

Daka Source

| Address List. mdb

Refine recipient lisk

‘%l Sork...

ilter ...
";;J Find duplicates. ..

ind recipient. ..

e validate addresses...

%J, Sort Descending Enlcb@derriscor
enq@wend.co

(Al piper@hats. co)
i szaja@word, o
Thetford
Cromer
[Blanks)
[Monblanks) >
[Advanced...)

The list of recipients displays only those records where the City is ‘Norwich’.

Mail Merge Recipients

This is the list of recipients that will 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 vour list is ready, click OK.

Data s

[v |LastM

Address List.mdb ¥ Dawsan
Address List.mdb [v¥  Patel
Address List.mdb [¥  Piper

<

First M

Matilda
Bhupinder
Peter

Tith C

Add

Mrs Derris Construction 76-50 Fl

Ms West End Flowers 25 Paislg

IMr Hotstuff Heating Perriwin
¥

Data Source

Address List.mdb

Refine recipient list

3 Find duplicates...

Find recipient. ..

il Validate addresses. ..
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You can narrow the selection further by including a filter in the Job Title field.
» Click the down arrow next to the Job Title column heading

» Select Personnel Manager from the list

Mail Merge Recipients

This is the list of recipients that will be used in vour merge, Use the options below to add to or change your lisk, Use the
checkboxes to add or remove recipients from the merge. When your list is ready, click QK.

w | Postcode w | Job Title w LCounty -
h | I aul.ba oaas.co.uk | 01 55455 4] sort Ascending Iﬂi

MRS AMK mcb@derriscon, co,uk 01546 576277 & Folk.
ich MR.2 4HY eng@wend, co,uk 01548 675435 i Sort Descending fiolk
ich MRS SMM piper@hots,co,uk 01546 367067 Falk

(AL
Personnel Manager
Sales Manager
Assistant Manager
[Blanks)
< [Monblanks) >
Daka Source Refine recipient lisk
[Advanced...)
Address List,mdb E,L Sotk...

Filker. ..

‘23 Find duplicates...

Find recipient. ..

:l/ Yalidate addresses. ..

The resulting selection shows the recipients that fit the filtered criteria (records
that have Norwich as the city and Personnel Manager as the job title).

Mail Merge Recipients

This is the list of recipients that will be used in vour merge, Use the options below to add to or change your lisk, Use the
checkboxes o add or remove recipients from the merge. When your list is ready, click OK.

Data Source

£ |

Data Source Refine recipient lisk

Address List,mdb E,L Sotk...

Filket. ..

;'J Find duplicates...

429 Find recipient. ..

il Validate addresses. ..,
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» Click OK

To remove a filter from a field, click the down arrow and select (All).

> Click |= Mext: Complete the merge

> Click Edit Individual Letters

» Click OK

The merge takes place and the results are displayed in a file named Lettersl.

> Select the View tab
In the Zoom group:

» Click Two Pages

[eienration Coterersi2d

17 April 2008

Wer Paul Baniks

5l Bigzgs Jeans
22-35 Owtord Fosd
Norwich

NR2 57T

S i Banes,

PARTY BODNING CONFIRMATION

0 provide for its sttt

'fou shortiy to finalise the pians.
Wiy | take this opportunity S0 wish you il avery pleasert seaning.

waurs sinerery

Margo Gough
Corporate Entertainment

write to confirm receit of your instructions regerding the office perty Sl Biazss pps, 45 inendig

The detailts hewe been frwarded to the kool branch of our compeny, and the mansger will antect

‘Celeration Caterers Ltd
Unit

43hopyRond Bxnt

Kings Lynn

Norioi

PEIE SKE

17 april 2008

TR
st Herting
Farriwines Lane
prastan
Narwich

NRS SN

Dear Mr Fiper,
PAATY BODKING CONFIRMATION

write t confirm receipt of your instructions regarding the office party Hotstu Hesting. i intendry
%0 provide for its stat.

The details hewe been forwarded to the kool branch of cur compeny, 2nd the mansger willantect
fou snOrTry to finadise the mens.

Wiy | take this opportunity T wish you il avery plessent Seanig.

“ours sincerery

Margo Gough
Corporete Entertainment
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Zoom

Drag the Zoom slider to the left until all pages in the RS C
document are displayed.

You can, if necessary, work your way back through the wizard to edit your
selection, main document, or data source.

As you are going to edit your selection, you need to close the preview document
currently displayed.

» Close Lettersl without saving
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EDITING A DATA SOURCE

You will probably want to edit your data source at some point, perhaps to add,
amend, or delete a record.

If your data source is a Word table, an Excel worksheet, an Access database, or a
Microsoft Outlook Contact List, you can simply open it up in the relevant
application and make your amendments.

If you have created an Office Address List, the data is stored in a database
format. You can either edit it using the tools in the Mail Merge Wizard, or by
opening it in Access. We shall be using the Mail Merge Wizard to edit the Office
Address list.

ADDING A RECORD

» Click Previous: Preview your letters
» Click Edit recipient list....

The Mail Merge Recipients dialog box is displayed showing the filtered records.

This is the list of recipients that will be used in vour merge. Use the options below to add to or change your list. Use the

< >
Daka Source Refine recipient list

fddress List.mdb

:',/ Yalidate addresses. ..

» Remove the filters from the Job Title and City fields (see page 53)
In the Data Source section at the bottom of the dialog box:

> Click Address List.mdb
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» Click Edit

> Click into the blank record at the bottom of the list or, if there is not a blank
record, click New Entry to create one

» Add the following records

Mrs Patricia Smith Ms Christine McDermott
Catering Manager Manager

Jim’s Big Buffets Top Dog Grooming

Belmont Tower 87 Barking Lane

Bakewell Square Cromer

Thetford Norfolk

Norfolk NR27 9XA

IP24 5JN 01546 772272

01543 876976 christine@tdgrooming.co.uk
psmith@jimsbb.co.uk

When you have entered the two records:
» Click OK

> Click Yes

Mail Merge Recipients

This is the list of recipients that will be used in wour merge. Use the options below to add to or change vaour lisk, Use the
checkboxes to add or remove recipients from the merge,  When vour lisk is ready, click OF,

Data Source [v | Lagt Mame w | Firzt Name w | Title w | Compary Name w | Address]
Address List.mdb [v Bill Bloggs Jeans O
Address Lisk.mdb [v Pigg Greta Ms Atkins Machinery Co Wains B
Address List.mdb [v Dawson Matilda Mrs Dertis Construckion 76-80 F
address List.mdb [+  Patel Bhupinder Ms west End Flowers 25 Paisld
Address List.mdb [v  Piper Peter Mr Hakstuff Heating Perriwin
Address List.mdb [v Szaja Jon Mr Wordsmiths plc Century|
Address List.mdb [v  Smith Patricia Mrs Jirn's Big Buffets Belrnont
Address List.mdb [¥  McDermott Christing Ms Top Dog Grooming &7 Barki
Address List.mdb [v

< | Ed

[ata Source

| &ddress List.mdb |

";;J Find duplicates. ..

| Find recipient...

e Validate addresses. ..
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FINDING A RECORD

When there are more records in the Address List than can be viewed at one time
in the Mail Merge Recipients dialog box, a vertical scroll bar is displayed so that
you can move up and down the list.

However, you can also use Find to help locate the record that you want.

You are going to search for Patricia Smith’s record.

» Ensure that the Mail Merge Recipients dialog box is still open

In the Refine recipient list section at the bottom of the dialog box:

» Select Find recipient....

The Find Entry dialog box is displayed.

Find: _|

Lookin: (&) Al fields
() This Fisld: | |

Zancel

In the Find window you enter text that is unique to the record you are searching
for.

» Type smith

The Look in: All fields option is selected by default, and this will search every
field in the data source for ‘smith’.

To narrow the search:
» Select the option This field

> Click the down arrow and select Last Name

Find: |smith

Lookin: () Al fields

(%) This Field: | Title F
Title A~
Firsk Marme
Job Title
Cornparry Marne
Address Line 1 i
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> Click Find Next

The first record that matches your criterion is displayed.

Mail Merge Recipients

This is the lisk of recipients that will be used in wour merge, Use the options below to add bo or change wour lisk, Use the
checkboxes to add or remove recipients from the merge. When vaur list is ready, click OK,

Data Source | 2 | Lazt Hame w | Firzt Hame w | Title w | Comparny Mame - | Address]
Address List.mdb Iv Banks Paul 0 Bill Bloggs Jeans 32-36 O
Address List.mdb [v Figg Greta Mz Atkins Machinery Co W' ains B
Address List.mdb [v  Dawson Matilda Mrs Dertis Conskruction 76-80 F
Address List.mdb |v  Patel Bhupinder Ms west End Flowers 25 Paislg
Address List.mdb I¥  Piper F‘eter Mr Hokstuff Heating Perriwin
Address List.mdb [v Sza]a W ardsmiths plc Zenkury|
Address List.mdb ¥ m Jim's Eig Buffets
Address List.mdb [v McDertht Chrlstme Top Dog Groanming a7 Barki
#ddress List.mdb [v
< | >
Data Source Refine recipient lisk
[ address List.mdb I
¥ Filker....

";;l Find duplicates. ..

Find recipient. ..

e walidate addresses. ..

If the record is not the one that you want - say there are several Smiths in the
data source file - click the Find Next button to select the next record that
matches your criterion.

As there is only one record with ‘smith’ in the Last Name field:

> Click Cancel
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AMENDING A RECORD

Next you are going to find a record and edit it, so need to open the data source.
In the Data Source section at the bottom of the dialog box:

» Click Address List.mdb

» Click Edit

The Edit Data Source dialog box is displayed.

Notice that there is a Find button which you could use but, while writing this
training guide, it has been our experience that you need to be vigilant if you do.

If you use the ‘Look in: This Field:” option to locate, for example, specific text
in the Last Name field, you may discover that when you close the dialog box you
have inadvertently replaced the last name you have found with the last name in
the previously highlighted record. The advice, therefore, is to use this facility
with caution.

Instead of using the Find option, you will filter the Last Name field.
» Click the down arrow next to the Last Name column heading

» Select (Advanced)

Edit Data Source E]
To edit ikems in your data source, bvpe your changes in the table below. Column headings display Figlds From
wour data source and any recipient: lisk figlds to which they have been matched in parentheses),
Data source being edited:  Address List,mdb
Title w | Firzt Mame w | Last Mame w Job Title - | Compary Mame
R 4] sort Ascending
| |Ms Greta il Sort Descending el Manager Atkins Machiner...
|| Mrs Matilda anager Derris Construckion
| |Ms Bhupinder (ALl Ak Manager  West End Flowers
L Peter Banks el Manager Hotstuff Heating
1 Jon Pt el Manager ‘\Wardsmiths plc
| |Mrs Patricia g Manager  Jim's Big Buffets
M= Christing Daiwson r Top Dog Grooming
Patel
Piper
Szaja
£ Smith L4
[ LSSl l [ Sl ] MecDermott
[ Delete Entry l [ Custamize Columns. .. ] [Elanks] [w]'d l [ Cancel
(Monblanks)
(Advanced...)
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The Filter and Sort dialog box is displayed.

Filter and Sort

ork Records |

Field: Carmparison; Compare ka;

o) (o]

> Click the down arrow in the Field column and select Last Name
» Leave the Comparison field as ‘Equal to’

» In the Compare to field type dawson

Filter and Sort

Filter Recards | Sort Records |

Field: Carmparison; Compare ko

|Last Marme v| |Equa| [da] v| |dawsnn

|and ] | 8 |

o4 ][ Zancel ]

» Click OK
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The record that fits your criteria is displayed.

Edit Data Source

To edit ikems in your data source, bvpe vour changes in the table below. Column headings display Figlds From
wour data source and any recipient: lisk fields to which they hawve been matched in parentheses),

Data source being edited:  Address List.mdb

Title w | First Mame w | Last Mame w | Job Title - | Caormpany Mame w

ﬁ Mrs

< | >
[ T Entkry l [ Find... ]
[ Delete Entry l [ Custamize Columns. .. ] [ Ok l [ Cancel l

Once you have located the record that you want, you can then edit it.

» Change the name of the company that Matilda works for from Derris
Construction to Harris Construction

» Click OK

You are asked if you want to save the amendment.

Microsoft Office Word

Do vou want bo update wour recipient: lisk and sawve these changes to Address Lisk.mdb?

Yes l [ Mo l l Cancel

> Click Yes
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Mail Merge Recipients

This is the list of recipients that will be used in your merge. Use the options below ko add to or change wour list, Use the
checkboxes to add or remowe recipients from the merge, When yvour lisk is ready, click O,

[Data Source [v | Lazt Mame w | First Mame w | Title w | Company Mame w | Address

Address List,mdb |7 Crawsan [atilda i Harris Construckion

£ | hd
Data Source Refine recipignt lisk

Address List.mdb

‘23 Find duplicates. ..

1 Find recipiert. ..

_j/ Validate addresses. ..

» To see all of the records again, click the down arrow next to the Last Name
column heading and select (All)

ADDING FIELDS

Fields may be added to the data source at any time.

» Ensure the Mail Merge Recipients dialog box is still open
» Click Address List.mdb

> Click Edit

» Click Customize Columns...

You are asked if you want to save any changes you have made to the data
source.

Microsoft Office Word

' Before wou can customize this data source, vou must save or discard any changes. Do you want to save the
' changes vou have made to this data source file?

Yes l [ Mo ] [ Cancel ]

> Click Yes
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The Customize Address List dialog box is displayed.

» Add a new field named Vegetarian and position it below Postcode

» Click OK

Customize Address List

| Company MName
| Address Line 1
| Address Line 2
| City

ECounty
IPnstcnde

| Vegetarian

| 'Work Phone
E-mail Address

Field Mames
| Title: Add...
iFirst Mame
| 30k Title Dl

| | Move Down

Rename...

.

Cancel

If you scroll across you will see that the Vegetarian field has been added to the
existing records.

Edit Data Source

To edit items in wour data source, type your changes in the table below, Column headings display fields from

vour data source and any recipient lisk Fields to which they have been matched (in parentheses).

Data source being edited:  Address List.mdb

w | County w | Postcode w | Vegetarian - |W0rk FPhorne | E -mail Addre:
Morfallk IP24 Bkl 01543 875333 g.pigg@atkin:
Morfolk MRS 9MK 01546 876277 mcb@derrise
Morfolk MR2 4HY 01545 675435 enq@wend. o
Morfallk MRS MM 01546 367067 piper@hots, c|
Marfalk MRZ7 04w 01549 574475 szajai@word,
Morfolk: IP24 51 01543 576976 psmith@jimshy
Morfallk MRZ7 984 01546 772272 chiistine@tdg
< | ¥
’ Mew Entry ] [ Find... ]
’ Delete Entry ] [ Customize Columns. .. ] (8] 4 ] ’ Cancel
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» Input the following data:

Name Vegetarian
Mr Paul Banks No

Ms Greta Pigg Yes

Mrs Matilda Dawson Yes

Ms Bhupinder Patel No

Mr Peter Piper No

Mr Jon Szaja Yes

Mrs Patricia Smith No

Ms Christine McDermott Yes

To speed up the process, you might consider customising the list so that the
Vegetarian field is directly below the Last Name field. This then allows you to
see the two fields together without having to scroll across the list. Once you
have input the data, return the Vegetarian field to its original position - below

the Postcode field.

» Click OK

You are asked if you want to update the recipient list and save the changes.

Microsoft Office Word

Do wou wank ko update wour recipient list and save these changes to Address List,mdb?

Yes][

] ’ Cancel ]

> Click Yes

» Click OK
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USING SPECIAL WORD FIELDS

You have already seen that, when you merge the main document and the data
source, the merge fields in the main document are replaced by text from the
data source.

In addition to merge fields, you can also place Word fields in a main document
and these fields instruct Word to perform an action when the merge occurs.

So, for example, you might be sending a letter to your customers inviting them
to attend a seminar which is taking place in both Leicester and Manchester.
Your customers are divided into service areas around the country. You want the
letters to your customers in service areas 1-3 to give details of the seminar in
Leicester, while all of your other customers should receive details of the
Manchester event.

By inserting a Word field in the main document, you can specify the text you

want to appear in a particular letter which, in this scenario, would obviously
depend upon the data in the service areas field.

Specifying text to appear in the merged document

In your letter you want to include a sentence advising those customers who have
staff members who are vegetarian that they will be catered for at the dinner

party.

For those who have indicated that they do not have any staff members who are
vegetarian, an alternative sentence is to be inserted.

The field that you will add to the Confirmation Letter document will check
whether the recipient has stated that they have vegetarian staff members or
not.

If the field is Yes, the letter will include the line ‘Both gourmet and vegetarian
menus are available.’

If the field is No, the letter will state ‘A full gourmet menu is available.’
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» Ensure you can see the field codes in the Confirmation Letter document (the
‘Write your letter’ stage - step 4)

> Position the insertion point before the line *“May | take this opportunity to wish
you all a very pleasant evening.’

Position here

> Press Enter

» On the Mailings tab, in the Write & Insert Fields group, click the down arrow
next to Rules

> Select If...Then...Else...

_./ Home Insert Page Layout References Mailings Review View Developer Add-Ins

z — g = - I ] - o g
== L T @‘ fj ﬂ ﬁ | Rules e |[H 4|1 | M| S
L = = i ] = = =) £ I
: § . Ask... #] Find Recipient i
Envelopes Labels Start Mail Select Edit Highlight Address Greeting Insert Merge - inish &

Fin
Merge ~ Recipients = Recipient List | Merge Fields Block  Line Field = Eill-in... 3/ Auto Check for Errars Merge ™
Create Start Mail Merge Write & Insert Fields H...Then.. Else... Preview Results Finish

E‘|-1‘|-§c-\-1-|‘2-|-3-|-4-|-5-w-5-|-?-|-s-|‘~3-|-1u-|-11‘|-12- Merge Record & A7 118

I'ETj Mail Merge
elebration Caterers Ltd .

Merge Seguence #

- 3 Write your letter
I Unit 10 Write your letter
= Abb Road E Next Record TF wou have not alk
b LDINEY hoa ast eyt Record If... wiite your letter no
] ngs Lynn To add recipient inf
o Set Bookmark.
3 = our |etter, click a
Morfolk E letter, Idkhl
- Skip Record If... locument, and the
m PE28 6KG B the items below,

The Insert Word Field: IF dialog box is displayed.

Insert Word Field: IF ?X
IF
Field name: Carmpatison; Campare to:
(T | |oual o v| | |
Insert this text;
~
v
Ctherwise insert this bext:
-~
“

0K l [ Cancel
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» Click the down arrow in the Field name window and select Vegetarian

Insert Word Field: IF
IF

Eield name: Comparison: Compare to:

Title 5;' |Equal to v| | |
Ciky ~

= |County T
Poskcode A~

‘work_Phone —
Erail_address B’ Bt
Otherwise insert this bext:

a4 l [ Cancel

» Leave the Comparison field as Equal to

» In the Compare to window type Yes

Insert Word Field: IF

IF
Field name: Carmparison: Compare to:
\Yegetarian v| |Equal [ds] vl |‘|’es |

Insert this kext;

Otherwise insert this bext:

(o4 l [ Cancel

> In the Insert this text window type:

Both gourmet and vegetarian menus are available.

» In the Otherwise insert this text window type:

A full gourmet menu is available.
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Insert Word Field: IF

IF
Field name: Comparison: Compare bo:

\egetarian b4 | |Equa| [ds} w | |‘1‘es |

Insert this tewxt:

Baoth gourmet and vegetarian menus are available. ~
v
Ctherwise insert this text:
A full gourmet menu is available. -
v
oK ] [ Cancel
» Click OK

The Word field is inserted into Confirmation Letter.
> Press Enter
> Preview the letters

» Scroll through the letters
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SORTING RECORDS

The records in the data source file are stored in the order in which you create
them.

However, if you want to view them in a different order, you can sort them using
one or more fields.

Sorting on one field

» Ensure the Mail Merge Recipients dialog box is displayed

» Click the Company Name title

Mail Merge Recipients

This is the list of recipients that will be used in vour merge. Use the options below to add to or change your lisk. Use the .
checkboxes ko add or remove recipients from the merge. When your list is ready, click Ok, Click here

Data Source Lazt Mame w | First Hame w | Title w | Compary Mame

= - [d -
Address List.mdb [v Pigg Greta M5 Atkins Machinery Co ‘“Wains B
&ddress List,mdb [V  Dawson Matilda Mrs Harris Construckion 76-80 F
Address List.mdb [w | Patel Bhupinder M= Wesk End Flowers 25 Paisld
Address Lisk.mdb [V  Piper Peter Tl Haotstuff Heating Petriwin
Address List.mdb [v Szaja Jon Ir wwordsmiths plc Cenkury|
Address List.mdb [v  Smith Patricia Mrs Jim's Big Buffets Eielmonk
Address List.mdb [#  McDermatt Christine s Top Dog Grooming &7 Barki
£ ¥
Daka Source Refine recipient lisk
[address List.mdb (] Al sort..
\_555 Eiler. ..

";'J Find duplicates. ..

Find recipient. ..

Ele Validate addresses...

The records in the Company field are sorted into alphabetical order.
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Sorting on multiple fields

Suppose you want to sort the records by City and then, within that sort, you
want to see the Company Names in alphabetical order.

Using a drop menu in the Mail Merge Recipients dialog box is not an option, as

this sorts just one field at a time.

Instead, you need to use the Advanced feature which gives you the option of

sorting on more than one field simultaneously.

The Mail Merge Recipients dialog box should still be open

» Click on the down arrow next to the City column heading

» Select (Advanced...)

Mail Merge Recipients

This is the list of recipients that will be used in wour merge. Use the options below to add to or change vaour lisk, Use the
checkboxes to add or remove recipients from the merge, When vour lisk is ready, click OF,

w | Compary Mame w | Addresz Line 1 w | Address Line 2 w | City w» Postcode
................... e f— sy g —— .
5 Sort & d
Bill Bloggs Jeans 32-36 Oocford Road z. L eEncing
Harris Construckion 76-80 Flowerpot Lane Middleton ﬁ Sart Descending
Hotskuff Heating Perriwinkle Lane Sproston
Jim's Big Buffets Belrmant Tower Bakewel Square (A1)
Top Dog Grooming &7 Barking Lane
West End Flowers 25 Paisley Road Ihetar
Wardsmiths plc Century House High Road MNarwich
Cromer
(Elanks)
- [(Monblanks)
Daka Source Refine recipient: lisk
S [Advanced...)
| &ddress List.mdb 4] sort..,
"3 Filker....

";;J Find duplicates. ..

7 Find recipient...

:1/ Walidate addresses. ..

» Click the Sort Records tab to bring it to the top
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The last sort query that you devised is displayed.

Filter and Sort

| Eier Records || 3ort Records

Saort by | Cornparry Marne

v| ®) tscending () Descending

Then bry: |

4

Then by:

Clear all

oK l [ Cancel

> Click Clear All

You are going to sort the data source into City and Company Name order.

Click the down arrow in the Sort by window

Select City

Click the down arrow in the Then by window

>
>
» Ensure the Ascending option is selected
>
» Select Company Name

>

Ensure the Ascending option is selected

Filter and Sort

: Eilter Records | Sart Records

Sork bey i ik

V| (® ascending () Descending

Then by: |Cnmpany Mame

(O Descending

Then by: |

Clear al

oK ] [ Cancel

» Click OK
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The records are sorted firstly by City and secondly by Company Name.

» Scroll across so that you can see both fields simultaneously

Mail Merge Recipients

This is the list of recipients that will be used in wour merge. Use the options below to add to or change vaour lisk, Use the
checkboxes to add or remove recipients from the merge, When vour lisk is ready, click OF,

FPoztoode

[ High Road Cromer MRZT 0AW
Bill Bloggs Jeans 32-36 Cxford Road Morwich MRz 6RT
Harris Construckion T6-80 Flowerpok Lane Middleton Morwich MRS ANk
Hokstuff Heating Perriwinkle Lane Sproston Morwich MRS Mk
west End Flowers 25 Paisley Road Morwich MRZ 4Hy
Atkins Machinery Co ‘Wains Bridge Road Thetford  IP24 GKL
Jirn's Big Buffets Belmaont Tower Bakewell Square Thetford  IPZ24 510
< | Ed
Daka Source Refine recipient: lisk
[address List. mdb I ‘El Sart...
7 Filker...

";;J Find duplicates. ..

Find recipient. ..

e Walidate addresses. ..

DELETING A RECORD

The Mail Merge Recipients dialog box should still be open.
» Click Address List.mdb

» Click Edit

» Find the record for Ms Greta Pigg

» Click Delete Entry

A warning message is displayed asking whether you want to delete this entry.

Microsoft Office Word

\‘{j Delete this entry?

[ Yes ] I Mo
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» Click Yes
The entry is deleted.
» Click OK
Click Yes
Click OK

Save the changes to Confirmation Letter

YV VYV V V

Close Confirmation Letter
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USING AN EXCEL WORKSHEET AS A DATA SOURCE

You can use an Excel worksheet as a data source.

» Using the Mail Merge Wizard, create the following main document

Adult Education Department
Greenwood Community College
Jane Storer Way

Thurnby

Leicester

LE7 9AB

Date

Dear
ENROLMENT CONFIRMATION
| am writing to confirm your enrolment on the evening classes.

| hope that you will enjoy the course, and look forward to welcoming you to the
college.

Yours sincerely

Jackie Wilson-Taylor
Adult Education Facilitator

To select the recipients:

» Browse for the file Evening Class which is in the WordMailMerge folder on
drive C

> Click Open
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The Select Table dialog box is displayed.

Select Table El[g|

Marme Description  Modified Created Type

"It quarker$' 5/25/2007 $:15:00 PM  5/25/2007 3:15:00 PM  TABLE
Sheetz$ 5/25/2007 5:15:00 PM  5/25/2007 3:15:00 PFM  TAELE
Sheet3d 5/25/2007 311500 PM  5{25/2007 3:15:00 M TABLE

< |

Ok l[ Cancel ]

Firsk row of data contains column headers I

This dialog box shows a list of worksheets within the workbook.

The worksheet 1st quarter is already selected.

Notice that the checkbox “First row of data contains column headers’ is
automatically checked. This means that the wizard will use the first row of data
in the worksheet as field names.

» Click OK

The Mail Merge Recipients dialog box is displayed.

Mail Merge Recipients |E|g|

This is the lisk of recipients that will be used in vour merge. Use the options below to add to or change vour list, Use the
checkboxes to add or remove recipients from the merge, When yvour list is ready, click G,

w | Address] w | Address? i

Data Source Surname

B v |
Evening Class.xls [v 112 Freeman Drive Dadby Leiced
Evening Class.xls [v  Smith 43 Diseworth Road Birskall Leices
Evening Class.xls [v Pandva 95 shepherd Road Leices
Evening Class.xls [v  Arnett 3 Bannister Place Hurnber skone Leices
Evening Class.xls [v  Dolby Flat 4 9 Armitage Crescent Lough
Evening Class.xls [v  Cwen Border House 132 Mander Road Leiced
Evening Class.xls [v | Martindale My &7 Stankon Drive Wigskan Leiced
Evening Class.xls [v  Traylor Mrs 226 Mentor Road Sileby Lough
Evening Class.xls [¥  Somerset-Thomas Miss 66 Pasture Crescent Leiced
£ | Ed
Data Source Refine recipient list
|Evening Class.xls | &) sort..

0 Filker...

:l/ Walidate addresses. ..
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> Scroll across to view all of the fields
> Click OK

» Using whichever method you prefer (Address block, More items), insert the
name and address fields between the date and ‘Dear’

» Ensure that you include the Initials field

» Insert the Title and Surname after ‘Dear’

» Insert the Course Title field in the first sentence
» Preview the letters

» Complete the merge

» Rather than print the letters now, save the file as Enrolment Confirmation in
the WordMailMerge folder on drive C

> Close the file

» Close the document without saving
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USING AN ACCESS TABLE AS A DATA SOURCE

You can use an Access table or query as a data source.

An Access database containing a table and a query has already been set up for
this exercise, and you will use the table to create mailing labels.

Ensure you have a blank document open

Run the Mail Merge Wizard and select Labels
Select Label options

Ensure that Avery A4/A5 is selected

Choose L7162 as the label

Select recipients

YV V VYV Vv VYV VYV VY

Browse for the file Evening Course Enrolments which is in the
WordMailMerge folder on drive C

The Select Table dialog box is displayed containing two items: a table and a
query (shown as type VIEW).

Tarme Description  Modified Created Type
sorted by course 2§2/2005 3:14:32 PV 22/2005 3:14:31 PM VIEW
Enrolments 2212005 31432 P 2/1/2005 4:25:39 M TABLE
< >

oK l [ Cancel

You are going to use the table.
» Select Enrolments

» Click OK

Word2007MailMerge(010808) 77 © De Montfort University, IT Training 2008



The Mail Merge Recipients dialog box is displayed.

Mail Merge Recipients

This is the list of recipients that will be used in wour merge. Use the options below to add to or change vaour lisk, Use the
checkboxes to add or remove recipients from the merge,  When vour lisk is ready, click OF,

v (A
g o s .
Evening Course En... |  Patel Mrs 11 shaftesbury Drive Quorn L
Evening Course En... |+ Dolby M Flak 4 9 Armitage Crescent L
Evening Course En... |v  Martindale Mr &7 Stanton Drive ‘Wigskon L
Evening Course En..,  [v  Parker Mrs 112 Freeman Drive Qadby L
Evening Course En...  [v  Pandya Mr 95 Shepherd Road L
Evening Course En..,  [¥  Thomas Mr 41 Senden Close L
Evening Course En...  [¥  Cwen Ms Border House 132 Mander Road L
Evening Course En...  [¥  Somerset-Thomas Miss 66 Pasture Crescent L
Evening Course En... |  Smith Mrs 43 Diseworth Road Eirskall L
Evening Course En... |v¥  Smith Mrs 75 Highgate Road L
Fuanimm (rvea Fo [ L I ) - 2 Rilern laca | At
< >
Daka Source Refine recipient lisk
[Evening Course Ervalments.me - | 4| sort..,
"3 Filker....

";;J Find duplicates. ..

2

1 Find recipient. ..

J Walidate addresses. ..

» Do not include the following recipients in the mail merge: Mrs D G Smith and
Miss L B D Arnett

Click OK
Arrange your labels

Remember to apply the No Spacing paragraph style (see page 25)

Y VYV ¥V V

Add the recipient information (name and address) using the Address block or
More items

Y

Ensure that you include the Initials field
Update all labels

> Preview
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i T T T :
134 Monet Crescent

Anstey

iLeicester

LE7 THE

The first name on the labels is the one that is currently selected in the Mail

Merge Recipients dialog box. You need to complete the merge to see all of the
labels.
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» Complete the merge

226 Mentor Road
Sileby
Loughborough
LE116XS

Flat 4

9 Armitage Crescent
Loughborough
LE129Y)

112 Freeman Drive
Oadby

Leicester

LE2 9LX

41 Senden Close
Leicester
LE3 2FG

LB Dactica Craccont

T TR T e

SRR

e

B W RIS PRSI

T e L L L s i

VST RU OSSP TSR

TR T e s

NERET e
i Border House

! 132 Mander Road

| Leicester

i LE38JF

A2 Dacoas

e
11 Shaftesbury Drive

Quorn

Loughborough

LE11 8RW

ST
87 Stanton Drive

Wigston

Leicester

LE18 2ED

T o
98 Shepherd Road

Leicester

LE3 1JK

cib Doad

» Save the file to print later as Evening Course Labels in the WordMailMerge

folder on drive C
> Close the file

» Close the document without saving
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