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Performing a mail merge is actually a fairly simply task with MS Word, although there are many steps involved
in the process. The one component that you must have before starting a mail merge process is a document
that contains your source data — this is usually the list that you would like put onto labels or index cards or
signs, etc. The source data can be in a variety of formats, such as an MS Word documents, an Excel
spreadsheet or an MS Access database. The key to success, which is often overlooked, is that your source
file should be a document that has columns (a table in Word, for example), and those columns need to have
column headings! See the example below:

This is an example of a good source file.
It is a Microsoft Word document with
address information. Note that the

' reet City
Rita 304 King Edward PIL East Wancouver
Stephen 312 6th Ave Oakland
14 5. Elm Dr. Iselin

e L 1A
Ch

document is rea”y a table Wlth Column Jeflerson WWalt 23 Tsawassen Bvd. Tsawassen British Columbia T2F M4

. . Smith M. 1001 West Pender Wancouver British Columkbia W3F 2K2
headlngs (SUCh as Last Name, First Grant Arlene 145, rue Chateauneuf Charlesbourg Québec G1H 1G2

Murray Harold 95 Murphy Way Altadena Ca 51001
Name, etC_')' If you have a do_Cument Smith Rebecca 456 Breezewood Ave.  San Diego Ch 52111
such as this one, you can easily perform Herron Tom 9 Wall 5t. New York NY 11373
a mall merge. Harnandez Jim 14 Fifth Ave. Mew York MY 10001
Performing a Mail Me r=e
. . Microsoft Word

To begln the Mail Merge process, pu” Insert Format | Tooks Table Window Help _end
down the Tools menu and select Mail R ¢ Y sdnaiame. 7 ACE
Merge Times Hew Ror | Lord Coure.. E==

Options. ..

You will then see the Mail Merge Helper HEl
dia|09 box. This screen will be your tool Usetis checkit o set s mallmerge, Begin by choosingthe Create
for creating the Mail Merge. From here, 1,@@:::‘
you will o ]
1. create your main document — this pL . PR

document will be the end result — o |

mailing labels or index cards 3 P,
2. locate your source file (as described I

above), L

3. perform the mail merge
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*¢ Prorlosting
Premiere Web Hosting Services
(This is who | use to host my web sites)
Basic Accounts include:

+ 200 MPB’s of Storage space ¢+ 15 GB’s of Bandwidth
+ Unlimited E-Mail Accounts ¢+ Excellent Uptime

Visit them at prohosting.com or call 1-866-566-HOST(4678)

(Tell them you heard about their services from Richard Truxall)
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To start the process, click on the Create
button. A menu will drop down with your
choices of types of merged documents
that can be created. This example will
use Mailing Labels.

After you have selected the type of
document for your main document, you
will have to select or create your data
source. (You will format your main
document after you select your data
source. That seems backward, but it is
necessary). To select your data source,
click on the Data Source button and
select

After selecting your data source, you will
then set up your main document. You will
see a dialog box that will let you choose
your document formatting.

Since | selected labels as my main
document, | am taken to the Label
Options dialog box. From here, all you
need to do is to select the type of Label
that you have purchased. Word makes it
very easy: all you need to do is select the
brand of your label and match that brand
product number with the choices on this
dialog box. This will set up the document
with the proper spacing automatically.
Click on the OK button to continue the
process.

You will now need to tell Word which
fields (columns) that you want to include
on the labels. Click on the Insert Merge
Field and select the fields in the order
that you would like them to appear on
your label. Treat this like a little word
processing document. If you want
particular fields in a particular order, you
need to enter them in that order. If you
want to include other punctuation, such as
a comma, type the character where it
belongs, such as between the <<City>>
field and the <<State>> field.
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Mail Merge Helper

JH EX

button,

Use this checklist to st up a mail merge. Begin by choosing the Create

=
| = rp——

2%

3
] Merge the datawththe document ———————————

Merge...

Form Letters. ..

Envelopes.

Catalag...

Fiestare b Worma W ard Do Eument,

Microsoft Word

& nev document window,

fctive Window

@ Ta create the mailing labels, you can use the active document window Document3 or

et Main Docurment

Cancel

Mail Merge Helper [7]

The next step in setting up the mail merge is to specfy a data source.
Choose the Get Data button.

=
TS st

Create ~ Setup...

Merge type: Mailng Labels
Main dacument: Documenté

E:
Get Data ~

Create Data Source.

3
Use Address Book. ..

Header Options...

Microsoft Word x|

Word needs to set up your main dacument. Choose the Set Up Main Document
button to Finish setting up your main document.,

Label Dptions EHE3
tinter infarmation
_ oK |
Dot matrix
& Laser and ink jet Tray: IManuaI feed j Cancel |
Details, .. |
Label products: Avery standard j =
Mew Label, .. |
Product number: X X
a0 abel infarmation—————— Delete |
Twpe: Sticker
Teil-Label Height: 2.5"
- Label ) "
32615 - Label it 23

3263 - Post Card

Letter (8 145 x 11 in)
3611 - Post Card hd|

Page size:

Create Labels

Choose the Insert Merge Field button to insert merge fields inko the
sample label. You can edit and Format the merge Fields and text in the
Sample Label boz,

@erge Fieldw Insert Postal Bar Code... |

Sample label:
gFrstMamey «LastMames ﬂ
gStreets
wCitys, aStateOrProvincen «PostalCoden

||

oK | Cancel |
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Mail Merge Helper ]

After you have defined your document e e R/ (o, S e
fields, you can simply click on the Merge 1B o
button to continue the process... £ -

Merge type: Maling Labels
Main document: Document3

[
2 Data source

Get Data ~ Edit ~
Data; Cii....\Custamers., doc

38

Query Options. .

Suppress Blank Lines in Addresses
Merge to new dacument

Cancel

. . Merge 2] x|
Then, you will be asked if you want the Herge t:
merge to occur in a New Document, your T — | setup.. | c‘ |

. . Cance|
printer or to an E-Mail message. “Records to be merged —
. . . ~ 5 5 eck Errars, ..
Typically, | would recommend sending it Cl: el o | _ Choskgrors._|
. Query Options.. . |
to a New Document so that you can view When merging record
st . & Don't print blark lines when data figlds are empky,

thedrestllts before prlntlng the flnal € Print blank lines when data fields are empty,
pro uct. Mo query options have been set.

il

You should then see a new document that

contains the results of your merge. If you E‘aiféf’j;?dwardp_l_ _ b g b
are Satisﬁed With the I'eSUltS, put your East Vancouver, British Columbia V3F 445 Cakland, CA 34608

labels into the printer and print the
document just like you would print any

Dale Carter Walt Jefferson
other Word document. 14°5. Elm Dr. 23 Tsawassen Blvd
Iselin, 1T 08330 Teawassen, British Columbia T2F 8M4
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