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Course contents

Overview: Malilings en masse
_esson 1. How it works
_esson 2: Set up your recipient list

_esson 3: Perform a complete mall
merge

Two of the three lessons include a list of suggested tasks; each includes a set of test questions.



Overview: Mailings en masse

You need to send to each of your
employees a letter or e-mail message
containing personal tax withholding and
salary information.

Creating each item individually would take
hours. Enter mail merge.

Using mail merge, you create one
document containing the information that's
the same in each copy, and add
placeholders for the unigue information.
Word takes care of the rest.



Course goals

Understand how mail merge works so
that you can get the results you want.

Set up a document for a mass mailing.

Use the Mail Merge Wizard to perform a
basic mail merge.



How it works
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How it works

In any mail merge,
you'll deal with three
different elements.

Understanding these
elements will help you
get the mail merge
results you want and
expect.
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Main document

The main document is
your starting point.
The main document
can be a letter,
envelope, e-maill, or
even a coupon.

It contains the
elements shown here.
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Recipient information

B
Street Address

Anderson 123 Main St.
Recbe 567 Country Rd.

MNancy Anderson
123 Main St.

Dear MNancy,

In a mail merge, the
recipient’s information,
which is unique in
each merged copy,
fills in for the
placeholders that you
added to the main
document.
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Recipient information

Recipient information

_ must be kept in a data
123 Main St.
567 Country Rd. source.

Dear MNancy,
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Recipient information

B
Street Address
Anderson 123 Main St.

Recbe 567 Country Rd.

MNancy Anderson
123 Main St.

Dear MNancy,

The recipient
information is usually
listed in columns and
rows, as shown in the
table in the picture.
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Finished set of documents

MNancy Anderson
123 Main St,
Bellingham, WA 14456

Ann Beebe
567 County Rd,
Bellingham, Wa 14457

Richard Carey
290 Center Blvd,
Bellingham, Wa 14456

When you finish a mail
merge, you get what'’s
pictured here.
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Finished set of documents
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Test 1, question 1

In a mail merge, what is the main
document? (Pick one answer.)

1. The document you start with that contains both text that is
iIdentical for each merged letter, envelope, and so on, and
placeholders for the unique recipient information.

2. The first document in the set of finished merged documents.

3. Adocument that contains only the text that is identical in each
merged copy.



Test 1, question 1: Answer

The document you start with that contains both text that is identical for each merged
letter, envelope, and so on, and placeholders for the unique recipient information.

The main document is your starting document, where you add all the
text that will be the same in every copy as well as placeholders that

iIndicate what the unique recipient information will be and where it will
appear.



Test 1, question 2

The main document with the text and
placeholders is automatically saved after
the merge is complete. (Pick one answer.)

1. True.

2. False.



Test 1, question 2: Answer

False.

You should save the main document, so that you can use it again to
complete a new merge.



Test 1, question 3

Why does the unique recipient information
you use in a mail merge have to be stored in
a data source file? (Pick one answer.)

1. Data source files are a special type of file that only works with
mail merge.

2. Data source files organize information in a way that lets you
match specific pieces of that information with specific
placeholders in the main document.

3. Data source files are designed to hold a lot of information.



Test 1, question 3: Answer

Data source files organize information in a way that lets you
match specific pieces of that information with specific
placeholders in the main document.

It's the structured way that information is organized in the files that
makes it possible for you to put information from one cell in that file into

one unique document.



Set up your recipient list
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Set up your recipient list

You know what the
basic elements of a
«Street Address» mail merge are.

Street Address City

Dear «Name»

Now you'll learn how
to set up your main
document and
connect it to the
recipient list.
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More about the recipient list

A recipient list can be
Ay B | ¢ any file that organizes

1 [First Name Last Name " Street Address

2 MNancy | Anderson 123 Main St. re Cl p | e nt | n fO rm atl O n

R |  Beebe 567 Country Rd.. 2

into columns and
rows. You can create it
using lots of different
programs, such as
Excel, Access, or
Outlook.
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More about the recipient list

It's these columns and

. rows that make it

Bl First Name T.Esﬁﬁame ‘E’tr?etfﬁaaress

2 MNancy | Anderson 123 Main St. pOSS|b|e tO get unlque

R |  Beebe 567 Country Rd.. 2

recipient information
iInto documents during
a mail merge.
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Where the recipient list comes from

In many cases, the

‘!‘-;h‘:rcscﬁ Outlook Access Microsoft E"“':;! reC|p|ent ||St that you

S Contacts Office_Address_List Nainic Numbe: want to use will
Last N

Hafiey:Alidesson First Name Nancy Anderson 123 Mau

Ann Beebe e already exist.
Richard Carey 890 Centi
Aaron Con 3456 Man

Willis Johnson 234 Circi
Sunil Koduri eiamese | For example, you

i s Jfleiiiies | might have access to
| afile with a list of the
| following.

Nancy
Ann
Richard
Aaron

Richard Carey

;s wWiN =

Aaron Con
Willis Johnson
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Karin Zimprich
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Where the recipient list comes from

If the list exists, you

Microsoft Outiook Microsoft Access Mlicrosoft Excel Can Just Connect |t

: A

9 - 0O ffice Address List I .

81 Contacts o Office_Address Lis Name Numbe: durlng the |||a|| Illel‘ge
Nancy Anderson First Name ~

Nancy Anderson 123 Mau
Ann Beebe Ann Beebe 567 Coulls
Richard Carey Richard Carey 890 Centi
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Willis Johnson 234 Circu
Sunil Koduri 789 Sidey
Tracy Tallman 6789 Cus
Karin Zimprich 456 Cnur]
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Fields

#Address Block »

Dear «First Names,

After you connect to
the recipient list, you
can specify the
information that you
want to include in the
mail merge by using
fields.
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Fields

#Address Block »

Dear «First Names,

i

#

In a mass mailing, the
fields you use are
called merge fields,
and they are the
placeholders for the
unigue information
that comes directly
from a recipient list.
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Merge fields

MNancy Anderson
«Address Block » 123 Main St
Belingham, WA 14456

You can create a
merge field by
combining other fields,
or group fields and
then use spaces, line
breaks, and
punctuation marks as
you would normally in
a sentence.
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Merge fields

You can also control
how recipient

information looks in
MNancy Anderson
«Address Block » ——[123 Main St th e me rg ed
Belingham, WA 14456
documents by

formatting the fields.
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Suggestions for practice

Divide the data in the Name column Into
two columns.

Create a Personal Note column.
Save the Excel worksheet.

(requires Excel 2007)


http://office.microsoft.com/training/training.aspx?AssetID=RP102778131033&CTT=6&Origin=RP102778251033

Test 2, question 1

What is the relationship between your
recipient list and the fields you insert into
the main document? (Pick one answer.)

1. There is no relationship.
2. Fields are equivalent to the columns in the recipient list.

3. Each field represents one cell in the recipient list.



Test 2, question 1: Answer

Fields are equivalent to the columns in the recipient list.

Adding a field to the main document means that information stored in the
corresponding column in your list will appear in the merged documents.



Test 2, question 2

How can you distinguish a field from other
text in a main document? (Pick one answer.)

1. Fields are always formatted as bold text.
2. Fields are italicized.

3. Fields are surrounded by chevrons (« »).



Test 2, question 2: Answer

Fields are surrounded by chevrons (« »).



Test 2, question 3

You must have an existing recipient list in
order to perform a mail merge. (Pick one
answer.)

1. True.

2. False.



Test 2, question 3: Answer

False.

You can create this list as part of the mail merge process. If you have
only a few people for the mail merge, it may be easiest to type the list
during the process.



Perform a complete mail merge
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Perform a complete mail merge

-lt‘ SRR LR Microsoft Word
" Home Insert Page Layout References Mailings

Envelopes Labels Start Mail Select
Merge »~ Recipients ~

it ' Mail Merge ¥ X ,,

Select document type

What type of document are you
waorking on?

Letters
E-mail messages
@ Envelopes
Labels
") Directory

Belingham, WA 14458

Now you'll walk
through the process of
performing a mail
merge by using the
Mail Merge Wizard.
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Open the Mail Merge Wizard

Microsoft Word To perform a mail

ST EEET Ton =R e merge, click Start
Calibr (o) MESM WSS SRME L] Mail Merge on the

"% < Format Painter s V=" |2 I\/Iailings tab, and

Clipboard [ T Paragraph

then click Step by
Step Mail Merge
Wizard.

Animation: Right-click, and click Play.
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Open the Mail Merge Wizard

E——— To perform a mail
Page Layout References Mailings Review View merge’ CIICk Start

= Bl W= IR Mail Merge on the
Fnvelopes Labels JIF?;;;E'” F!.ECJiEIIiEE:tS' Fec E List || Me _- :;:e-.:::.'- _E:: :;-FF - ei'-.;;: -_ * 3 - Mal I | n g S tab, and

Create 3| Letters Write & Insert Fields

i= | E-Mail Meszages then ClICk Step by

= ;ﬂEElCIFIEE... - Step Mail Merge

d| abels.. Wizard, as shown
i here.

[iw Hormal Word Document

I & Step by 5tep Mail Merge Wizard...
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Set up the main document

Mail Merge Mail Merge v ions The Second Step In
the wizard is to set up
the starting document.

Select document type Select starting document Printing Options

() Directory ‘

Envelopes ch

Print addressed envelopes =1 Envelope options... _
for a group mailing. Preview

Step 1 of 6 Step 2 of 6

@ Mext: Starting document %3 & Mext: Select recipients
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Set up the main document

. = — ST | he options in the
. ; Envelope Options | Printing Options WI Zard Vary aCCO rd I n g
fouwamgon s | i - to the type of

(7 Letters -~ document Se|6Cted In

(™) E-mail messages @ Change document layout

liver
@ Envelopes () Start from existing doc th e fl rSt Ste p .

Change document layout

Select document type Select starting document

(71 Labels

(") Directory Return address

Envelopes 0 _ . Font... You selected

Print addressed envelopes

for a group mailing. Preview enve I (@) p es - Wh I C h h as

Step 1 of 6 Step 2 of 6 =
@ Mext: Starting document %3 & Mext: Select recipients E th ese O ptl O n S -
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Set up the main document

. = — ST | he options in the
. ; Envelope Options | Printing Options WI Zard Vary aCCO rd I n g
fouwamgon s | i - to the type of

(7 Letters -~ document Se|6Cted In

(™) E-mail messages @ Change document layout

liver
@ Envelopes () Start from existing doc th e fl rSt Ste p .

Change document layout

Select document type Select starting document

(71 Labels

(") Directory Return address

Envelopes ° : - Font... You selected

Print addressed envelopes

for @ group mailing. Preview enve I (@) p es s Wh I C h h as

Step 1 of 6 Step 2 of 6 .
@ Mext: Starting document %3 & Mext: Select recipients th ese O ptl O n S -
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Connect to the recipient list

Mail Merge

Select recipients
(@ Use an existing list
(") Select from Outlook contacts
(1 Type a new list

Use an existing list

Use names and addresses from
a file or a database.

il Browse...

dit recipient ist..

Step3of 6

% Next: Arrange your envelope

In Step 3, you connect
to the recipient list that
you want to merge
into your documents.

You have three
options.
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Connect to the recipient list
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Connect to the recipient list
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Choose the recipients for your mailing

"

Mail Merge Recipients

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

Data Source MName » | Address 1 - | City

| Bellingham | WA
Bellingham WA

Mancy Anderson | 123 Main 5t.
567 County Rd
890 Center Blvd  Bellingham W4

3456 Main 5t

Mass mailing list....
Mass mailing list.... Ann Beebe
Mass mailing list.... Richard Carey

Mass mailing list.... Aaron Con Bellingham WA

1| 1]

Refine recipient list |

Data Source

Mass mailing list. xlsx : 4] sort... : ind recipient. ..

Filter. .. e Validate addresses. ..

5 Find duplicates. ..

w | State | Postal Code

14457
14456
14458

After you connect to
the recipient list, you
choose the recipients
that you want to
include in your
mailing.
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Choose the recipients for your mailing

[ Mail Merge Recipients I YOU dO a.” thIS |n the
This is the list of recipients that will be used in your merge, Use the options below to add to or change your list, M a| I M er g e

el : _ Recipients dialog
Mass mailing list.... Mancy Anderson | 123 Main 5t. | Bellingham | Wa, .
Mass mailing list.... [v¥  Ann Beebe 567 County Rd Bellingham bOX, Wh |Ch Opens

Vlazs mailing list.... [¥ Richard Carey 890 Center Bl 1ellingham .
:-a':as.s. r'r1ai:ir1|-:;|1 :|:: |; ;-.ar}cnn ?:n:nn - Elj_'f:t'n |"-.-'1atir1 :tl j ;E::iﬂ;:‘lar‘ﬂ Y 58 aUtomatlcally after you
< | | connect to or create a

\ata Source tefine recipient lis 2 Te] .
e Refine recpientlist recipient list.

Data Source Name w | Address 1 - State | Postal Code

Mass mailing lis ) =1 Sort... ] Eind recipient...
Filter... Validate addresses. ..

5 Find duplicates. ..
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Choose the recipients for your mailing
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] Home Insert Page Layout References

Envelopes Labels Start Mail  Select Edit
Merge ~ Recipients -~ Recipient List
Start Mail Merge

Mailings Review Views

= B e

Address Greeting Insert Merge

Block Line Field ~
Write & Insert Fields

Mail Merge

Arrange your envelope

To add res
your env

j Address block...

= Greeting line...

m@mrrange the

main document, which
means putting content
into It.

Animation: Right-click, and click Play.
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- ] Home Insert Page Layout References Mailings Review View m)@mr ran g e th e

i B d g M 2N dOCumMent, which
|| el saress denen® g means putting content

Ingert recipient's name in this format; Here is a preview from your redpient list: ) . . . .
Sosh A% = | P * into it: the information

Josh Randall Ir.

Josh Q. Randall Jr. Nancy Anderson | th at Stays the same in

Joshua ins
e, WA 14456
Joshua Randall Jr | | Belingham, wa 14456 v done each me rge dco PY,

Joshua Q. Randall Jr.

Insert company name - an d p I ace h o) | d ers for

Insert postal agddress: ocation in

Format address rding to the In click th e reCI p I e nt d a.ta. | n
0 S cach merged copy.
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Arrange the main document

ol J =
- ‘ﬂ Home Insert Page Layout

Josh
Josh Randall Ir.

). Randall Ir.
Joshua

Joshua Q. Randall Jr.

Insert postal agddress:

Faormat address according to the
destination countryfregion

References Mailings Review View

Preview

view from your redpient list:

Mancy Anderson
123 Main 5t.
Bellingham, Wa 14456

ation to
ocation in
n dick

The quickest way to
add a delivery address
IS to click Address
block in the wizard.
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HEAIEY

References Pailings Review View

j :| j j J_P Rules -

Highlight Address Greeting Insert Merge o
Merge Fields Elock Line Field =

Write & Insert Fields

Ann-Beebaf
567 County-Rdy

Bellingham, WA 144577

= Match Fields

H 4|2 [ B
Find Recipient

4

Preview _
Results || S Auto Check for Errors

Preview Results
Mail Merge

Preview your envelopes

One of the merged enw

Redpient: 2

ind a redpient. ..

Make changes

After you've added all
the content and fields
to the main document,
you're ready to
preview how the
merged documents
will look.
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Preview

Depending on how the first document looks, you have several choices:

If things don’t look right, click Previous at the bottom of the
wizard. By returning to the previous step, you can add,
delete, or match fields, or make other corrections so that

the information is displayed correctly.

» |f things look good, click the double right arrow button at the top
of the wizard to page through a few more of the merged documents,
as shown in the picture.



Preview

Depending on how the first document looks, you have several choices:

If you want to view the merged document for a particular
recipient, click Find a recipient to search for that person.
As you page through the documents, you can exclude any
person from the merge by clicking Exclude this recipient.

Note that you're excluding a recipient only from the final
merge results, not deleting anything from the recipient list.

* |[f you realize that the merge includes some recipients you don’t
actually want to include, click Edit recipient list to open the Mall
Merge Recipients dialog box. As described previously, you can use
this dialog box to narrow down the recipient list.



Complete the merge

Mail Merge

Complete the merge

Mail Merge is ready to produce
your envelopes.

To personalize your envelopes,
dick "Edit Individual Envelopes.”
This will open a new document
with your merged envelopes, To
make changes to all the
envelopes, switch back to the
original document,

Merge

4 '.%_ g
&g Print...

;._' . ] Editindividual envelopes...

Step6of6

When you're satisfied
with previews of the
merged documents,
you're ready to print
the final results.

Click Print to open the
Merge to Printer
dialog box.
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Complete the merge
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Complete the merge
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Cancel or resume a merge

@ 90 * You_ can cancel your
mail merge at any

time before

completing it.

Recent Documenis »
#| Microsoft Office Word

Opening this document will run the following SQL commanc
SELECT *FROM "Customers$®

Data from vour database will be placed in the document.
Do you want to continue?

‘ Show Help >> _

5

(5= S (=0 B Lo B (=)
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Cancel or resume a merge
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INUroOAucClirig Iaill merges Usliliig uic

Microsoft Word

Haome Insert Page Layout References Mailings Review

= __"_| Start Mail Merge = j =] Address Block

(8l select Recipients - = Greeting Line

Create Highlight

=P Rules ~

Y . -
r iy Match Fields

View

.IE;;.- _|
Preview | Finish &

T Edit RecipientList || perge Fields O3 Insert Merge Field = 2] Update Labels | Resuits | Merge -

Start Mail Merge Write & Insert Fields

Finish

Did you notice that the
commands in the
Mailings tab become
available as you step
through the wizard?
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Introducing mail merges using the Ribbon

d9-0 s

Haome Insert Page Layout

3

= Start Mail Merge - j
_?13 Select Recipients =

Highlight

i Edit Recipient List Merge Fields

Start Mail Merge

Microsoft Word

References Mailings Review View

=] Address Block <P Fules ~

=] Greeting Line
. Preview | Finish &
Insert Merge Field = |£] Update Labels ||Rasylts ~| Merge =

Write & Insert Fields Finish

The commands you
use on the Mailings
tab are in these four
groups.
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INUroOAucClirig Iaill merges Usliliig uic
Ribbon

-E' H ) - s Microsoft Word T h e CO m m an d S yo U

o Haome Insert Page Layout References Mailings Review View use On the Malllngs
VE e sl tab are in these four
=] Greeting Line

=7 Start Mail Merge - j =] Address Block B Rules ~
_?13 Select Recipients =

Highlight . Preview | Finish &
&4 Edit Recipient List || perge Fields Insert Merge Field = |£] Update Labels F!_E5u|t;v Merge ~ groups-

Start Mail Merge Write & Insert Fields Finish
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Suggestions for practice

Open the Mail Merge Wizard and set up
the main document.

Connect to your recipient list and
choose the people you want to send
mail to.

Type content and insert fields.
Preview and match fields.
Complete the merge.

(requires Word 2007)


http://office.microsoft.com/training/Training.aspx?AssetID=RP102778141033&CTT=6&Origin=RC102778121033

Test 3, question 1

How do you open the Mail Merge
Wizard? (Pick one answer.)

1. Click the Microsoft Office Button, and then Word Options.
2. Onthe Mailings tab, click Start Mail Merge.

3. Onthe Insert tab, click Quick Parts.



Test 3, question 1: Answer
On the Mailings tab, click Start Mail Merge.



Test 3, question 2

How do you exclude a person from a
mail merge? (Pick one answer.)

1. Delete all the information in the recipient list for that person.

2. Delete the document addressed to that person when you
preview the merge.

3. Use the check boxes in the Mail Merge Recipients dialog
box.



Test 3, question 2: Answer

5 Use the check boxes in the Mail Merge Recipients dialog
OX.

The Mail Merge Recipients dialog box is where you can designate the
people that will be included in the final merge.



Test 3, question 3

After you choose to preview your
documents, the merge is complete and you
can’t make changes. (Pick one answer.)

1. True.

2. False.



Test 3, question 3: Answer

False.

Preview gives you a chance to look at your merged documents before
the merge is complete.



Quick Reference Card

For a summary of the tasks covered in this course, view
the


http://office.microsoft.com/training/Training.aspx?AssetID=RP102778171033&CTT=6&Origin=RC102778121033

WWwWw.brainybetty.com



http://www.brainybetty.com/

