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Introduction §k|1|55'§
Mail merge is a very important facility provided by word processors, especially in the world of business and
commerce. A single document (often a letter) is merged with a data set (often names and addresses) to produce
several documents, each of which is personalised using information from the data set. At home this often arrives
in the post as junk mail, but it could equally be a valid letter - eg a bank statement or reminder of a hospital
appointment. A secretary at the bank/hospital hasn't typed out your letter personally; instead, they have used
a mail merge to combine a standard letter and your details (probably along with those of other clients) to

produce one or more letters at the same time.

Mail merge can work with any dataset. The data may be held in a database, in a spreadsheet, in a table in a
document or a list of email contacts. You can even use tab-separated values in a very simple text file. This is
then combined with a Word document which contains fields. The fields match the column headings in the table
or spreadsheet.

The aim of this document is to remove the mystery surrounding mail merge and to show you the facilities
which Word provides to help you.
Creating a Data Set

As mentioned above, the data for a mail merge often comes from an outside source such as an Access database, Excel
spreadsheet or your Outlook contacts. You will be looking at these types of data source later. As an introduction to mail
merge, create your own simple dataset as follows:

1. Start up Microsoft Word as usual (or press <Ctrl n> for a new document if it’s already running)

2. Type in the following field headings, pressing <,> (or <Tab>) between each entry:
Title, First Name, Family Name, Department

3. Press <Enter> for a new line then type in a row of data (eg your own details) pressing <,> between each field (ie Mr,
John, Smith, French)

4. Repeat step 3 with the details of one of your friends/colleagues

5. Continue adding data for other people if you like (though 2 records is enough to demonstrate a mail merge) - don't
press <Enter> at the end of your last line of data

6. Press <Ctrl s> for [Save] and call your file data (press <Enter> for [Save])

7. Now press <Ctrl F4> (or move to the FILE tab) to Close your document (but leave Word running)

Creating the Merge Document

You next need to create the merge document - here, a memo to be sent out to all those in your data file. In order to be
able to enter field codes representing the data, you first have to associate the two documents together. You can, of course,
write the bulk of the text without the codes (or use an existing document) and then add the codes later. Let's do that here:

1. Press <Ctrl n> to create a new blank document
Type Memo to: then press <Tab> followed by <Enter>
Type Department: then press <Tab> followed by <Enter>

2
3
4. Click on the list arrow attached to the [Borders] button (in the Paragraph group) and select Horizontal Line
5

Press <Ctrl r> (for [Align Right]) then move to the Insert tab and click [Date & Time] in the Text group — turn on the
Update automatically option if you always want today’s date

6. Select your preferred format from the Available formats: list then press <Enter> for [OK]

7. Press <Enter> for a new line, press <Ctrl I> (for [Align Left]) then press <Enter> again

Now type in the following memo (or something similar):

8. Type The next meeting of the Committee is on Friday at 2:00pm.
9. Press <Enter> then sign off with your name

Your document is now ready for data field codes to be added and for the merge to be carried out.
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There are two ways to carry out the mail merge - you can take command of the process yourself using the buttons on the
Mailings tab on the Ribbon or you can seek the help of a Wizard.

Try using the buttons first (working across the Ribbon from left to right).

1. Move to the MAILINGS tab then click on the [Start Mail Merge] button and choose which type of mail merge you want
— here, choose Letters

2. Click on the [Select Recipients] button and choose Use Existing List ...
3. Click on the Documents button on the left side of the Select Data Source window
4. Select the file data.docx then press <Enter> for [Open]
Nothing appears to have happened but your data file is now associated with the current document.
Press <Ctrl Home> then <End> to move the typing position after Memo to:
5. Click on the words of the [Insert Merge Field] button in the Write & Insert Fields group and select Title
6. Repeat step 6, choosing First Name then Family Name
7. Press <Esc> to [Close] the Insert Merge Field window then type in spaces between the fields
8. Press <down arrow> to move down to Department: then repeat step 6, this time choosing Department
9. Move the typing position down to the start of the first (blank) line of the memo (before The...)

10. Repeat step 6 again for the First Name then press <Esc> and type a ,
11. Your document is now ready for the merge - click on the [Preview Results] button

Your data fields are now replaced by real data. To the right of [Preview Results] is the [GoTo Record] button (currently
displaying record number 1). To the left and right of this are buttons for [Previous Record] and [Next Record] (and [First
Record] plus [Last Record]).

12. Use the [Next Record] and [Previous Record] buttons to view the other memos
Once you have checked the merged memos are correct you have a choice of either sending them directly to the printer or
storing them in a new document.

13. Click on [Finish & Merge] then choose Edit Individual Documents... - the following window appears:

rMe,ge 5 New Doceer i e ]—iE-I You can now decide whether you want to have all
the memos (records) or just some of them. You get
the same dialog box if you choose Print
Documents....

Merge records
® All
Current record

) From: To:

[ OK J[ Cancel ]

A

14. Accept the All option - press <Enter> for [OK]

A new document called Letters1 appears, with each memo on its own page (a Section Break (New Page) separates
them). You can edit the individual memos if you need to - try adding a postscript to one.

16. Press <Ctrl F4> to [Close] the document, saving it as invites

17. End by clicking on the [Preview Results] button to turn this off and return to the data field codes in your
merge document

Modifying the List of Recipients

If you don't want all the records in your data to add further people), you can select the

file used in the merge (or, indeed, if you want records you do want via the [Edit Recipients



List] button: 1. Click on [Edit Recipients List] - 2. Click on the data file in the lower Data Source
the third button in the Start Mail Merge group box then on the [Edit...] button - a Data Form

The following window appears: appears
3. Click on [Add New], type in the data for the new
recipient then click on [Close]

(" Mail Merge Recipient L2 . .
ez o 4. Remove the tick from the check box in the top
This is the list of recipients that will be used in your merge. Use the options below to add to or change youl ,
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK. row (you don't need to send yOUrself a memo -
Data Source [v | Famiy_Name w | First_Name v | Ttle w | Department - .. . .. ..
m E pores - this is how to remove individual recipients from
\\ndrive\visroger\... [¥ Davis Susan Mrs Chemistry the mall merge)
\\ndrive\visroger\... [¥ Jones Sarah Miss History

5. Click on [OK] then on [Preview Results] - note
Data Source Refine recipient list that record 1 is missing but that an extra memo

\\ndrive\visroger.do_not dé 21 sont

=y has been added for the new recipient
| Eilter...

% g dupliates.. 6. Click on [Preview Results] again (there's no

7; Find recipient

.

,,,,,,,,,, need to [Finish & Merge])

Validate addresses

7. End by closing the file — press <Ctrl F4> (or move

L - to the File tab and choose Close)
To change any of the data or add a new recipient (or
delete an existing one):

Microsoft Word I&J

‘e} Document2 is a mail merge main document that is attached to a data source data.docx that has not been saved. Do you want to save
data.doo?

Yes ] ‘ No ! l Cancel ]

8. When asked, save the changes you've just made to your data file (press <Enter> for [Yes]) and save the merge
document as memo

If you open up your data file, you will find that the extra record has been added and that your own record is still
intact - turning off the check box doesn't delete the record from the file (you would have had to use the [Delete]
button on the Data Form to do that). To see this:

9. Move to the FILE tab, choose Open then select data.docx from the list of Recent Documents

Note how double quotes have been placed around the data for the extra recipient. In this simple comma
separated file, these cause no problem. If, however, the text is converted to a proper table then they do appear in
the merge:

10. Press <Ctrl a> to select all the data
11. Move to the INSERT tab, click on the [Table] button and choose Convert Text to Table...

12. Press <Enter> for [OK] and the text becomes a proper table

When performing a mail merge, people often create tables like this in which to store their data. As you have
already seen, you don't have to do this - but it can simplify data entry. To check that the mail merge still works:

13. Press <Ctrl s> to save your new layout

14. Move to the FILE tab, choose Open then select memo.docx from the list of Recent Documents

15. Click on [Yes] when a warning message (about an SQL command) appears — this is normal

16. Move to the last record and note that the double quotes now appear

17. Move to the data file via the Task Bar then press <Ctrl h> for [Replace] and set Find what: to “ —click on
[Replace All] then press <Enter> twice (for [Yes] and [OK]) followed by <Esc> for [Close]

18. Press <Ctrl F4> to close the data file — press <Enter> to [Save] the changes

The Address Block and Greeting Line data fields (rather than having to add each
Word provides two special codes (Address Blocks individually, as you did above):

and Greeting Lines) to allow you to insert multiple



1. Move to the MAILINGS tab and click on
[Preview Results] to turn this off and return to
the codes

2. Remove some of the current codes - drag
through the three codes after Memo to: and
<Delete> them

3. Next click on the [Address Block] button in the
Write & Insert Fields group

-
Insert Address Block

Specify address elements Preview
[V Insert recipient's name in this format:

| Joshua - K4 3 P M

Here is a preview from your re

| Joshua Randall Jr.

|Joshua Q. Randall Jr.

| Mr. Josh Randall Jr.

| Mr. Josh Q. Randall Jr.
7 Joshua Randall Jr. x|

Insert company name

Miss Sarah Jones

[7] Insert postal address:

Never include the country/region in the address

Always include the gion in the address

@ Only include the country/region if different than:

United Kingdom Correct Problems

your mailing list.

[V] Format address according to the destination country/region If items in your address block
Match Fields to identify the cc

.

In the box on the left, you can choose various
formats for the recipient’s name — here, Mr. Joshua
Randall Jr. is fine. Only the name appears in the
Preview area even though Insert postal address is
clicked on. Depending on what you’ve used for your
column headings, even the name might not appear.
To rectify this:

4. Click on [Match Fields...] — the following dialog
box appears:

L2 N

In order to use spedal features, Mail Merge needs to know
which fields in your recipient list match to the required fields.
Use the drop-down list to select the appropriate recipient list
field for each address field component

Required for Address Block -

.
Match Fields

Courtesy Title Title [=l |
First Name First_Name E] A
Last Name Family_Name [<] 3
] Suffix (not matched) [+]
Company (not matched) E]
Address 1 (not matched) ‘z
Address 2 (not matched) E]
City (not matched) [+]
State (not matched) \z]
Postal Code (not matched) E‘
Country or Region (not matched) Iz

Optional information 25
Use the drop-down lists 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 computer

E OK | [ Cancel ]

S

You'll see that Family Name has been matched
correctly to Last Name and that the two fields above
have also been matched too. The other fields are
not matched, however, but it’s easy to do so:

5. Click on the arrow to the right of Company and
choose Department

Note the option to Remember this matching for this
set of data sources on this computer. If you turn this
on then you wouldn’t need to Match Fields if you
were to use the same data file with another merge
document.

6. Press <Enter> for [OK] to close the Match Fields
dialog box

The Preview now shows the department from your
records (which you don’t want).

7. Turn off the Insert company name: option then
press <Enter> for [OK] - the block is added to
your memo

Each Address Block can be customized and you can
use this method to insert different fields at various
locations in your document. Try adding another
block for the Department:

8. Remove the current code by dragging through
<<Department>> and pressing <Delete>

9. Click on the [Address Block] button and, this
time, turn off both the Insert recipient’s name ...
and Insert postal address options

10. Press <Enter> for [OK] to insert the new block

11. Click on [Preview Results] to see the result then
again to return to the codes

In this particular example, it would have been easier
to use the Department field directly, but it does
show you what can be done. Also, you didn’t have to
turn off the Insert postal address option because the
fields don’t exist here.

Next, add a Greeting Line:

12. Move down to the start of the memo and
<Delete> the first line (<<FirstName>>,)

13. Click on the [Greeting Line] button in the Write
& Insert Fields group — a dialog box appears as
below:

(2 e |

”
Insert Greeting Line

Greeting line format:
Dear B Mr. Randall B . E]
Greeting line for invalid recipient names:
Dear Sir or Madam, E|
Preview
Here is a preview from your recipient list:

Kd 3 b M

Dear Miss Jones,

Correct Problems

If items in your 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 l




14. Using the list arrow, change Dear to To: You’ve finished seeing how the buttons on the

MAILINGS tab work, so:

17. Press <Ctrl F4> (or move to the File tab) and
Close the memo file, saving the changes when
asked

15. Also, change Mr. Randall to Joshua then press
<Enter> for [OK]

16. Click on [Preview Results] to see the result (use
[Next Record] to move through the records)
then [Preview Results] again to return to
viewing the codes

The Mail Merge Wizard

The Mail Merge Wizard takes you through the above process one step at a time; there are 6 steps in all. Once you
are used to it, it makes mail merge even simpler. If you ever need to take control yourself then simply redisplay
the toolbar and make the necessary changes using the buttons.

1. Press <Ctrl n>for a new document (a document must be open for the Wizard to work)
2. Move to the MAILINGS tab, click on [Start Mail Merge] and choose Step by Step Mail Merge Wizard...

The Task Pane appears on the right of the screen. This changes with each step, as shown below:

1)

Mail Merge ik

Select document type

What type of document are
you working on?

o) Letters
E-mail messages
Envelopes
Labels
Directory

Letters
Send letters to a group of
people. You can personalize
the letter that each person
receives.

Click Next to continue.

Steplof6
=> Next: Starting document

4)

Mail Merge ¥

Write your letter

If you have not already done
so, write your letter now.

To add recipient information
to your letter, dlick a location
in the document, and then
click one of the items below.
[E] Address block...
B Greeting line..
Greeting wizard...
=Y Electronic postage...
M Barcode..
L'l Postal barcode (Japan)...
Bl More items..

When you have finished
writing your letter, click Next.
Then you can preview and
personalize each recipient’s
letter.

Step4of 6
->» Next: Preview your letters

€ Previous: Select recipients

2)

5)

Step 1: Setting Up the Document Type

You haven't considered document type yet. Basically, mail merge can be used for different types of document

Mail Merge Lt

Select starting document

How do you want to set up
your letters?

®) Use the current document
Start from a template

Start from existing document

Use the current document

Start from the document
shown here and use the Mail
Merge wizard to add
recipient information.

Step 2 of 6
=> Next: Select recipients

€ Previous: Select document ty

Mail Merge R

Preview your letters

One of the merged letters is
previewed here. To preview
another letter, click one of
the following:

~- | Recipient:1 [ __
[[© Find a recipient...
Make changes

You can also change your
recipient list:

> Edit recipient list..

Exclude this recipient

When you have finished
previewing your letters, click
Next. Then you can print the
merged letters or edit
individual letters to add
personal comments.

Step5of 6
- Next: Complete the merge

€ Previous: Write your letter

3)
Mail Merge TS

Select recipients

@) Use an existing list
Select from Outlook contacts

Type a new list

Use an existing list

Currently, your recipients are
selected from:

[Office Address List] in "newdata.

[T Select a different list..,

E; Edit recipient list...

Step 3 of 6
=> Next: Write your letter

€ Previous: Starting document

6)

Mail Merge v x

Complete the merge
Mail Merge is ready to
produce your letters.

To personalize your letters,
click “Edit Individual Letters.”
This will open a new
document with your merged
letters. To make changes to
all the letters, switch back to
the original document.

Merge
Ba, Print...

Efy Edit individual letters..

Step6of 6

€ Previous: Preview your letter:

including a letter/memo, a set of envelopes, an email, address labels and a list/catalogue (directory).

The default type of document is a letter and, to keep things simple, that's what you'll create first:

3. Leave document type as Letters - click on Next: Starting document at the foot of the pane

5



Step 2: Select the Starting Document

In step 2 you can choose which document you want for your merge document. This can be an existing document
(or template) or the current document.

4. Leave starting document as Use the current document - click on Next: Select recipients

Step 3: Select Recipients

In step 3 you need to identify the data file containing the recipients. If no such file currently exists then you can

create one - try this next:

5. Under Select recipients click on Type a new list
then Create... - a data form appears:

~
New Address List m
Type recipient information in the table. To add more entries, click New Entry.
| Title v ) First Name v | Last Name v I Company Name v [ Address Line 1 w I
I
4 m »
[ mewenty | | Find.. J
[ Delete Entry l [ Customize Columns... ] oK Cancel
| /

6. Click on [Customize Columns...] - another dialog

box appears:

~
Customize Address List l ? ﬂj
Field Names
I - Add... |
First Name
Last Name m
Company Name
Address Line 1
Address Line 2 Rename...
City
State
ZIP Code
Country or Region
Home Phone
Work Phone
E-mail Address
- Move Down ‘
I OK ] [ Cancel ]
|

This provides a list of the most likely fields you will
be using - but it's set up for writing a letter and uses
American field names. That's no real problem as you
can customize the list to rename fields, delete ones
you don't want and add new ones you do require:

7. Select Company Name then click on [Rename...]

8. InTo: typein a new name of Department then press <Enter> for [OK]

9. Next, select E-mail Address and [Delete] it - press <y> for [Yes] to confirm this

10. Repeat step 8 eight times to leave just the first four fields in the list

11. Now create an extra field - click on [Add...]

12. Type in a new field name Partner then press <Enter> for [OK]

r ™y
Rename Field lM
Change field name
From: Company Name
To: Department]
[ 0K ] ‘ Cancel
|
r B
Add Field L2

Partner

Type a name for your field

[

OK ] [ Cancel

Note: Use the [Move Up] / [Move Down] buttons to alter the order of the fields on the form.

13. Press <Enter> for [OK] again to return to the form then enter some data, as you did earlier, starting with
yourself - for just some of the recipients include their partner's first name

Tip: If you press <Enter> (or <Tab>) at the end of each form it takes you to the [New Entry] button. Press <Enter>
again and you can enter your next set of data.



14. When you have added 3 or 4 recipients, click on [OK]

15. Save the address list in My Data Sources, calling it newdata (press <Enter> for [Save]) - note that this file
uses an Access database format

16. The Mail Merge Recipients window now appears, allowing you to specify exactly which recipients you want -
here, press <Enter> for [OK] to accept them all

17. Move on by clicking on Next: Write your letter

Step 4: Write Your Letter

You now have to write your letter. Again, try writing a memo similar to earlier:

18. Type Memo to: then press <Tab>

19. In the Task Pane, click on Address block... — turn off Insert postal address then press <Enter> for [OK]
20. Press <Enter> for a new line, type Department: then press <Tab>

21. In the Task Pane, click on More items... to see the list of merge fields

22. Select Department, press <Enter> for [Insert] then <Esc> to [Close] the Insert Merge Field dialog box

Tip: It can be very annoying, having to close this dialog box each time you insert a field. Remember that you can
always use the [Insert Merge Field] button on the Ribbon. In fact you can choose between the Ribbon and Task
Pane Wizard for any of the commands.

23. Press <Enter> for a new line then move to the Home tab, click on [Borders] and choose Horizontal Line 24.
Next, click on Greeting line... in the Task Pane

25. Change the format from Mr. Randell to Joshua and Cynthia then press <Enter> for [OK]

26. Press <Enter> then type in a short memo: Don't forget the meeting on Friday.

27. Again, press <Enter> then sign off with your name

28. Move on by clicking on Next: Preview your letters

Step 5: Preview Your Letters

The fifth step of the Wizard allows you to preview the results of the merge.

29. Use the Recipient buttons in the Task Pane to move between the memos

30. When you reach the memo to yourself, click on [Exclude this recipient] - you don't need one

31. Click on Edit recipient list... if you want to make any further changes to the list of recipients - click on [OK] to
return to the merge

32. Click on Next: Complete the merge to move on
Step 6: Complete the Merge

The final step of the merge allows you to send the letters to the printer (Print...) or edit individual letters (as you
saw earlier).

33. Click on Edit individual letters... in the Task Pane
34. Accept the default option All - press <Enter> for [OK]
The merged memos appear in a separate file, Letters2, as they did earlier.

35. Press <Ctrl F4> or click on the [Close] button — here, there's no need to save the file

Changing the Data Source to an Access File 1. Click on Previous: Preview your letters then

At any time you can move backwards through the Previous: Write your letter and finally Previous:
Wizard to change any of the settings. Here, try Select recipients

changing the data source to use a database: 2. At Step 3, under the heading Use an existing list,

click on Select a different list...



3. Click on My Computer then choose Data (D:),
open the folder Training and select
example2013.accdb — press <Enter> for [Open]

You now have a list of 390 imaginary students for
the mail merge. The next section shows you how to
select a subset of records from the list.

Sorting and Filtering

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 your list is ready, click OK.

(2 [

example2013.acc
example2013.acc
example2013.acc
example2013.acc
example2013.acc
example2013.acc
example2013.acc

Mrs 23 Maldon Street

30 Thunder Avenue

M 65 Farnborou:
M 26 Stroud S
Mrs 36 Larkspur Street
Mi 67 Axbridge Road
M 38 Norfolk Way

Data Source

example2013.acc

db

How can you select a subset of recipients from the list? For example, you might want to send a memo just to male
students living in a certain Hall of Residence. Currently, the list is unsorted so you would have to work through the
entire list to find the recipients you require. However, if the list were sorted by Hall of Residence, then all the
records you would need would be next to each other. It's easy to sort the list - you just click on the column

heading of the data to be sorted.

1. Using the horizontal scroll bar, move the display to the right to see the Hall field

2. Click on the Hall column heading then use the vertical scroll bar to check the results are sorted Note: If you

click a second time, the records are sorted in reverse alphabetical order.

Removing the ticks on the left for those records you don’t want can be very time-consuming. Sometimes it’s
easier to remove all the ticks and then turn back on those records you want. To clear the ticks:

3. Click on the tick used for the column heading (between Data Source and Surname) — the ticks disappear 4.

Repeat step 3 to turn them all back on

A better way to select just certain records is to use a filter:

5. Click on the filter arrow on the left of the Title column heading and select Mr - only males are now shown

6. Repeat step 5 but this time click on the Hall column's filter arrow

7. Choose (Advanced...) - the Filter and Sort
window appears (with the first filter already set)
8. On the Filter Records tab, click on the list

arrow for the second row Field: heading

9. Select Hall from the list of available fields
10.

11.

Filter and Sort

[0

|
Fieid:

Title

And q

[ gearan |

|{ Eilter Records || Somt Records

Comparison:

[~ Eaualto

Compare to

=] M

Cancel

Under the Compare to: heading type in the required hall (eg Wantage)

Click on the list arrow for the Comparison: heading - note what's provided but leave the setting as Equal to

Note that you can set alternative filters using Or. If you wanted the male students from two halls you would need
to set two further filters, one saying Or Title Equal to Mr and a fourth saying And Hall Equal to Windsor.

Next have a look at the sort options:

12. Click on the Sort Records tab:

13. Click on the list arrow against Sort by: and change Hall to Surname

Filter and Sort

B

14. Repeat step 13 for Then by: and choose FirstName - here you can perform sorts within sorts

15. Press <Enter> for [OK] to close the Filter and Sort window
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The Mail Merge Recipients list has now been shortened to include just

males in the chosen hall.

16. Click on [OK] then on [Preview Results] - an error message appears:

-
Invalid Merge Field

D [

This merge field is used in the main document,
but it does not exist in the data source.

Department ‘

You can remove the invalid merge field from
the main document.

Or, you can replace it with a valid merge

Fields in data source:

field from the data source, StudNo E]
Sample data:
44426827
0K ] [ Cancel J

A

This is because there is no Department field in the new data source. You could replace it with another field (using
the list arrow attached to the box provided) or remove it from the merge.

17. Click on the [Remove Field] button to erase the field from the main document

18. Use the [Next Record] and [Previous Record] buttons to view the memos

Using an Excel File as a Data Source

Currently, you are using an Access database for your data source but you can equally use an Excel spreadsheet. It
so happens that the database had just a single table, so Word could identify the data source without asking. If the
database has several tables/queries then you have to specify which one you want.

The Excel file you are going to use has more than one worksheet, so you'll be able to see the extra step in this

next example.
1.

Using the link provided in the Task Pane, click on Select a different list...

2. Click on My Computer then on Data (D:) and double click on the Training folder to [Open] it 3.

Select the file advanced.xls and press <Enter> for [Open] - the following screen appears:

r ~N
Select Table |2 [
Name Description Modified Created el
2] Accountss | 1/27/2014 5:00:09 PM  1/27/2014 5:00:09 PM T =
data 1/27/2014 5:00:09 PM  1/27/2014 5:00:09 PM T! 3
Date_of_Birth 1/27/2014 5:00:09 PM 1/27/2014 5:00:09 PM T
First_Name 1/27/2014 5:00:09 PM 1/27/2014 5:00:09 PM T
Hall 1/27/2014 5:00:09 PM 1/27/2014 5:00:09 PM T
Option 1/27/2014 5:00:09 PM 1/27/2014 5:00:09 PM T
E Other Initials 1/27/2014 5:00:09 PM _ 1/27/2014 5:00:09 PM T. 7
< | m »
[¥] First row of data contains column headers [ oK l [ Cancel ]
A

A similar window appears if your Access file contains more than one ta

ble or query. You now have to choose the

source of the data. Not only is each worksheet in the file listed (these are denoted by $ signs), but each column

heading too.

4. Select the worksheet students$ then press <Enter> for [OK] - the list of Mail Merge Recipients appears (note

that this is the same imaginary set of students used previously):


http://www.reading.ac.uk/web/files/its/advanced.xls
http://www.reading.ac.uk/web/files/its/advanced.xls
http://www.reading.ac.uk/web/files/its/advanced.xls

- N
Mail Merge Recipients @li—]

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 your list is ready, click OK.

Data Source [v | Sumame | First_Name « | Title w | Student_No + | Other_lnitial »
advanced.xlsx Nl 2hem | Brendan | Mr | 14004 |H —
advanced.xlsx [V Aikman Suzanna Miss 21478 g2
advanced.xlsx [V Ainsworth Alexandra Miss 18870 D
advanced.xlsx [V Albury Abraham Mr 11788
advanced.xlsx [V Alder Alyson Miss 13876 1
advanced.xlsx [V Allerston Brenda Miss 19053 F
advanced.xlsx [V Ambrose Marion Miss 25623 S
advanced.xlsx ¥ Anderson Aileen Miss 27380 D i
i = - . S = "
Data Source Refine recipient list

advanced.xlsx - 5‘,], Sort...

7 Eitter...

¥ Find duplicates...
< [7) Find recipient...
[ Validate addresses...

&

It so happens that this list is almost identical to the Access table used previously (though not all of the fields are
included and it's sorted by surname). As such, the original merge should still work:

5. Click on the [OK] button to see the merged memos then use the [Next Record] button on the Ribbon to view
some of the merged records

6. End by closing the file — press <Ctrl F4> or click on Close (there's no need to save the file)
Labels, Envelopes and Directories

The first step of the Wizard was to choose a document type. The default type is a Letter. In this next section, have
a look at the other types:

1) Labels
If you want the mail merge to produce a set of labels labe Opnoes -l
Printer information
then you proceed as follows: B o T Bt
. © Page printers Tray:  Default tray ( Automatically Select)
1. Press <Ctrl n> for a new starting document S ’ ronees [
2. Move to the MAILINGS tab, click on [Start Mail [
Find updates on Office.com
Merge] and choose Step by Step Mail Merge Productnumber _____________ Labelinformation
. - | Type: 1/2 Letter Postcard
£Lox Height:  21.59 cm
Wizard... m t:g:: A Widgth: 1397 cm
. . 30 Per Page | Page size: 27.94 cm x 21.59 cm
3. Atstep 1 of the Wizard, choose Labels then click 30 Per Page =]
. . Details.. | [ New Label... | oK [ cancel
on Next: Starting document 4. Click on Label ¢

options... to set up your labels:

5. Change the Label vendors: (manufacturer) if necessary then select the correct Product number: (here choose
Microsoft and 30 Per Page — the second one, ie 2.54cm x 6.67 cm) - press <Enter> for [OK]

6. Click on Next: Select recipients

7. Use an existing list and click on Browse... to find it then on My Computer

8. Select Data (D:) then double click on Training and then on example2013.accdb to [Open] it
9. Click on [OK] to close the Mail Merge Recipients window

A skeleton set of labels is displayed with all but the first containing the special <<Next Record>> code. Codes like
this are dealt with in the final section of this document.

10. Click on Next: Arrange your labels to move to step 4 of the Wizard
11. Click on Address block... and turn off Insert postal address - press <Enter> for [OK]
12. Press <Enter> for a new line then click on More items... in the Task Pane

13. Choose Hall, press <Enter> for [Insert] then <Esc> to close the list of fields

10



You now have the correct field codes on the first label but the others are all empty. Were you to view the labels,
just one label per sheet would show. The <<Next Record>> code moves on to the next recipient but no details are
included on the label. You need to replicate the codes on each label:

14. Click on the [Update all labels] button (or use [Update Labels] on the Mailings tab) - the field codes are
copied to all the labels

15. Click on Next: Preview your labels to view the actual labels

16. End by closing the current document — press <Ctrl F4> or click on [Close] - there's no need to save it

Note: If the addresses don't fit onto a single label, you may need to change the paragraph spacing or font size
after step 13.

2) Envelopes

A similar process to the above could be used to print mail merge data on a set of envelopes. There's no need to go
through the whole process in these notes but it is worth looking at the initial steps:

1. Press <Ctrl n> for a new starting document
2. Move to the MAILINGS tab, click on [Start Mail Merge] and choose Step by Step Mail Merge Wizard...
3. Atstep 1 of the Wizard, choose Envelopes then click on Next: Starting document

4. Click on Envelope options... to set up your envelopes:

The Envelope Options window has two tabs as shown below:

- [ ) : L2 )
Envelope Options L Envelope Options L
{Enveiope Options 1| printing Options | ) | Envelope Options | { Brinting Options !
Envelope size: Printer: \\labprint\ITS-A4B&W
size 10 @1/8x91/2in) [~] Feed method
Delivery address r I 1 1
! dre ) | F= 0= | | [ Br]]| ] K|
[ Eont.. | From left: |Auto 5 [[2 |2 2| |2 = || &
From top: Auto = 1 — 1 L I L | 1
@ Face up Face down
Return address .
[& From left: |Auto = Clockwise rotation
Fromtop: |Auto 2 Eeed from:
Automatically Select
Preview [=]
Word recommends feeding envelopes as shown above.
If this method does not work for your printer, select the
= ] correct feed method.
| OK I \ Cancel OK [ l Cancel
L

On these you need to set up the correct Envelope size: and the Feed method for your particular printer. Note also
the Preview envelope. This has an area for the Return address at the top left and for the Delivery address in the
lower middle. You can change the settings for these if you need to.

5. Select an Envelope size: of DL then press <Enter> for [OK]

6. The current typing position is ready for you to type in your Return address (if you want one)

7. Press the <down arrow> key twice to move the typing position into the text box provided for the Delivery
address (lower centre of envelope) — or you could use the mouse to click in it

You would now link in the data file and insert an <<Address Block>> but there's no need to continue here.

8. End by closing the document — press <Ctrl F4> (or move to the File tab and choose Close) - there's no need to
save it

Note: Once you have set up the Envelope options for one mail merge, Word remembers the settings for future
merges. Similarly, Labels options are retained from one merge to the next.

3) Directories

You can merge data into a list such as a catalogue or list of members. Word calls such a document a directory. If
you select this option at step 1 of the Wizard then you are forced into creating a new document at step 6 (you
don't have the option of printing the merged records directly to the printer).
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Press <Ctrl n> for a new starting document

Move to the MAILINGS tab, click on [Start Mail Merge] and choose Step by Step Mail Merge Wizard...
At step 1 of the Wizard, choose Directory then click on Next: Starting document

Click on Next: Select recipients then Use an existing list and click on Browse... to find it

Click on My Computer then on Data (D:); double click on Training, select example.accdb and [Open] it
Click on [OK] to close the Mail Merge Recipients window

Click on Next: Arrange your directory

In the Task Pane, click on Address block... and turn off Insert postal address - press <Enter> for [OK]

0 O N U e WNPRE

Type a , then click on More items... in the Task Pane

10. Choose Hall, press <Enter> for [Insert] then <Esc> to close the list of fields

11. Press <Enter> for a new line

Your document is now set up for the merge. The list only shows when you get to the final step of the Wizard so,
to speed things up, use the toolbar button to carry out the merge:

12. Click on the [Finish & Merge] button and choose Edit Individual Documents... - press <Enter> for [OK] for All
records

You should find that you now get a list, with several records on each page.

13. Close the merged file by pressing <Ctrl F4> or clicking on [Close] - there's no need to save it

You could equally well have used a one-row table for your merge document, in which case you would now have a
complete table. If you wanted your table to have column headings, you would add them to the final document,
not the merge document. To see this:

14. Press <Backspace> to delete the blank line — the typing position should be immediately after the <<Hall>>
code

15. Next, press <Ctrl a> to select the whole document
16. Now move to the INSERT tab and click on [Table] and choose Convert Text to Table...
17. Set the Number of columns: to 2 - press <Enter> for [OK]

18. Move to the MAILINGS tab, click on [Finish & Merge] and choose Edit Individual Documents... - press
<Enter> for [OK] for All records

19. Now add the headings — right click in the top row of the table, choose Insert then Insert Rows Above
20. Type the headings Name and Hall and apply any formatting (eg [Bold] and [Center])

21. Move to the TABLE LAYOUT tab and click on Table Properties... and click on the Row tab

22. Turn on Repeat as header row at the top of each page then press <Enter> for [OK]

23. Scroll down your new document to see the results

E-Mail Messages

Mail merge can also be used to send emails to a list of recipients (eg from your Outlook contacts). The email
addresses could also be in an ordinary data file — here we will use the Access database again:

Press <Ctrl n> for a new starting document

Move to the Mailings tab, click on [Start Mail Merge] and choose Step by Step Mail Merge Wizard...
At step 1 of the Wizard, choose E-mail Messages then click on Next: Starting document

Click on Next: Select recipients then Use an existing list and click on Browse... to find it

Change Look in: to Data (D:) then double click on Training, select example2010.accdb and [Open] it

o v kW NPRE

Click on [OK] to close the Mail Merge Recipients window
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7. Type in a message then, to speed things up, click
on [Finish & Merge] and choose Send Email
Messages

8. Set the To: to the Email field and fill in the Subject line

Merge to E-mail [ 2 [
Message options
Tor ErT - |
Subject line:
Mail format: |y El

Send records

@ All
Current record

From: To:

9. You would now confirm you want to send the messages but, here, click on [cancel]

10. End by closing the current document — press <Ctrl F4> or click on [Close] - there's no need to save it

Word Fields

Word has a small number of special field codes primarily for use with mail merge. You've already seen one
(<<Next Record>>) but others allow you to type in additional data (ie not held in the data file) or display a

particular data item only if it meets certain criteria.

You should currently be looking at your directory list. If you only want a list of students who live in a Hall of
Residence then you could either set up a filter on the Recipients List (as you saw earlier) or you could make use of

another Word code:

1. Click on [Close] to close it - there's no need to
save the merged document

2. Next, click on [Preview Results] to redisplay the
merge codes

3. Press <Ctrl Home> to move to before the
<<Address Block>>

4. Click on the [Rules] button on the Mailings tab
and choose Skip Record If...

6. Press <Enter> for [OK] then on the [Finish &
Merge] button and choose Edit Individual
Documents...

7. Press <Enter> for [OK] to see All the records - no
students in Private accommodation are now
listed

8. Close the merged file by clicking on [Close] -
there's no need to save it

The list could be improved if the word Hall was
added to each record where applicable (you
wouldn't want Dunsden Hall, however, as it’s
Dunsden Crescent). To achieve this you need
another special Word field:

9. Move the typing position immediately after the
<<Hall>> field code and press the <spacebar>

5. Fillin the dialog box as below (ie change Field
name: to Hall and Compare to: to Private):

r B
Insert Word Field: Skip Record If IM

Field name:

Hall i~

Comparison:

Equal to El

Compare to:

Private

[ oK |{ Cancel ]

|

10. Now click on the [Rules] button and choose If ...
Then ... Else ...

11. Fill in the new dialog box as below - change the
Field name: to Hall, Compare to: to Dunsden
then Insert this text: to Crescent and
Otherwise insert this text: to Hall

IF
Field name: Comparison: Compare to:
Hall E] Equal to E] Dunsden

Insert this text:
Crescent N

Otherwise insert this text:
Hall -

L

r .
Insert Word Field: IF (L2 [imsm

Skill India

IR WA - A WRA

12. Click on [OK] then on the [Finish & Merge] button and choose Edit Individual Documents...

13. Press <Enter> for [OK] to see All the records

14. Close the merged file by clicking on the [Close] button - there's no need to save it



