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Objectives
"

e Show Mail Merge process in
Microsoft® Word



Parts of a Mail Merge

1. Data source
2. Main document
3. Results
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Word 2000 Mail Merge

The Word 2000 Mall
Merge Helper

Three main parts

— Actual process took
more than three steps



Main Improvements
-

e Clearer process

e Mail Merge Wizard Task Pane
— Visible during entire process
— Title of the current step
— Options available for the current step
— Actions for the current step
— A description of the step
- Navigation forward and back through the wizard



Word 2002 Mail Merge Steps
-/

1. Select document type

2. Select starting document

3. Select recipients

4. Write or arrange main document
5. Preview merge

6. Complete the merge




4 7 Mail Merge -

Select document type

Wehat type of document are you

Step 1 : WDFZQL::I;S
Select Document Type o=

i Envelopes

i Direckary
o Lette rs Letters

Send letkers to a group af people,
e E-mail messages ol
e [Faxes
e Envelopes
e Labels
. Click, Mexk bo conkinue,

e Directo ry Step 1 of 6

g Mexk: Starting document



4 o Mail Merge b

Ste p 2 : Select starting document

Haoww do wiou wank ko set up your

Select Starting

(™ [Jse the current document

D o c u m e nt ) Start fram a kemplate

0 Skart From existing dacument

Skart From the document shown

e Use the current document T
e Start from a template

e Start from existing document

Step 2 of 6

o Mexk: Select recipients

43 Previous: Select document bype



A Mail Merge -

Select recipients

Ste p 3 : ® Use an existing list

i Select From Quklook, contacts

SeIeCt ReCipientS ) Type a new list

I__Ise nares and addresses From a
® Use an eX|St|ng IlSt file or a database.
Browse, .
e Select from Microsoft Edit recipient list...
Outlook® Contacts
e Type a new list

Step 3 of 6

g Mexk: Write wour letker

48 Previous: Starting docurment




Step 3: (con’td)
Select Recipients
-/

e Using Outlook as a data source

— Uses Outlook field names in the list of standard
merge fields, so that mapping is automatic

— Supports more Outlook contact fields



Step 3: (con’t)
Select Recipients
-

e Create a new list

Mew Addrezz List ' ilil

Enter Address infarmakion ﬂ
Title |

Firsk Mare |

Last name |

iZprnpany Mams I

Address Line 1 I
Address Line 2 I

Ciy |

=E = I

Mer Enkry I Celete Entry I Find Entry ... i Filker anu:li-:rt...l

e Enkries

Wiy Entry Mumber Firs: I Preswous I 1 Mexk I Last I

Takal ertries in lisk 1




Step 3: (con’t)
Select Recipients
-

e Microsoft Word 2002 introduces a new Mail Merge Recipients
dialog box

— Filter and/or sort the recipients list

M ail Merge Recipientsz TR =]
To sort the lisk, cick the appropriate colanmn Feading. To narrove doean cthe recipierts displayved by a
sp=cific crkeria, such as by cicy, dick bhe arroew nes=t o the codlumn heading. Uss the chec boxes ar
brttons bo add or remows recipients Froon Eha mail mergs.
Li=k of recipicrks:
| LRk | FRr... | Sodesz +~ Citw | *| Stats | = Z .

] 229 5. Man [=i]

Hoffman Baibaia 123 Man dvwe R edmord 12345

Flarnirez Francizco 1220 Fu=t 51._. 0 allas 12345

Og=u Fukiko 990 Soubhy Ches ol 11101

Chapman Greg 100 E ozt S 12345

BanSac.. |do 107 wast [Hiankz] 10010

Erawvar Jao 200 Souty [Hanblank.=) 12020

Mofzkil-..  Fahba 100 Padasay [t anced. . 2020m

[ Plormae Laura 12356789, . T pr— 12247

=] Gamnande .. Patthew 203 Galena Ci=llas T 20202

W Mo, o Mkl 220w 1=t Fedro... s 202049

Select & | Clzar all | Refresh |
Eind... | Ede... | validate | ok |
]




Step 4:
Write or Arrange Main Document

o pmmmmms g

wWrite your letter

IF wvou have not already done =so,
wrike wour letker nows,

o Add reCi pient i nfo rm atio n To add recipient inForrmation ko

wour letker, click a location in the
docurment, and then click one of

— AddreSS bIOCk the items below,

. . Fj Address block. ..
- Greetlng Ilne |?‘] Gresting line. ..

= Eleckronic poskage. ..

— Electronic postage NIl Postal bar code. ..

.....

- Postal bar code s

wwhen wou hawe Finished wriking
wour letker, click Mexk, Then wau

- More items (lists all merge can preview and personsiize sach
fields)

Step 4 of B

o Rlexk: Preview wour letters

4@ Previous: Select recipienks



Step 4: (cont)

Write or Arrange Main Document

e Insert address block

Insert Address Block i pd

Specify address elements

W Insert recipient's name in this Format:

Joshua

Joshua Randall Jr,
Joshua &, Randall Jr,
Mr. Josh Randall Ir.
Mr, Josh O, Randall Jr.

L Lo

M. Joshua Randall Jr,

v Insert COMMpany narne

¥ Insert postal address:

¥ MNever include the country/region in the address
" Always include the countryregion in the address
i only include the countryfregion if different than:

Previgw

Mr. Joshua Randall Ir.
Blue Skv &irlines

1 Airoork Waw

Fitky Hawk, MC 27700

Match Fields. .. I Cancel




Step 4: (cont)
Write or Arrange Main Document
-

e Insert greeting line

Greeting Line . 2] x|
iareeting line Format;

™| |Mr. Randal il |
iareeting line for invalid recipient names:

Diear Sir or Madam, hd
Preview

Dear Mr. Randall,

Match Fields. ., | QK I iZancel




Step 4: (cont)
Write or Arrange Main Document

Match Fields o 2] x|

Mail Merge has special Features For easily wnrkjng with addresses, Please

= ify address field components ko simplify address insertian,
¢ Match fields

[ ) Add ress bIOCk and Required information | — =
. . = Last Mame LManme -

greeting line both tie E— Fome <]
into Match Fields i e

e Easier to work with s e~
data sources with State Sate ]
d ifferent field names :;Zilﬂeclfif:t Mame Il{zli::;t available) j

Optional information

o Map non'Standard Middle Mame ||[n|:|t available] ;I

field names to built- = r—
Ise the drop-down lists to choose the Figld From wour database that

i n fi e I d names i;u:'u:it:?spcnnds ko the address information Mail Merge expects (listed on the

Zancel |




Step 5:
Preview Merge
—

e Preview the merge results
e Make changes to the letter
e Exclude recipients

A Mail Merge v

Preview your letters

ne af the merged lekkers is
previewed here, To preview
anaother letter, click one of the
Follawing:

o Fecipient: 1 .

E Find a recipient...

Make changes

%ou can also change your recipient
lisk:

Edit recipient list. ..

Exclude this recipient

When vou have finished
prewviewing your letkers, click Mexk,
Then wou can print the merged
letters or edit individual letters ko
add personal comments.

Step 5 of 6

g MNext: Complete the merge

48 Previous: \Write your letker



€ % Mail Merge hd

Complete the merge

|
Ste p 6 m Mail Merae is ready to produce

wolr lekters,

C O m p I ete t h e M e rg e To personalize your letkers, click

"Edit Individual Lekters," This wil
open a new docurment with wour
G - c-c eers 7o ke changes

to all the letkers, swikch back ko the
e Print
Merge

ariginal document.
e Edit individual letters % prin...

% Edit individual letkers. ..

Step b of 6

4@ Previous: Preview yaour [etkers



Differences in Some Steps for
Other Document Types

e E-malil messages
e Envelopes
e Labels



E-Mail Messages
-

e Message options Merge to E-mail i 2 x|

Meszage options

To:

......................................................................................................

......................................................................................................

Subiject line:

Mail Format:  |HTML

Send records
L |

™ Current record

- Fronn: I To:

0] 4 I iZancel




4@ Mail Merge -

Select starting document

How do you want ko set up your
envelopes?

E n v I ® Use the current document
e o pes ¢ Change document layout
G,
Change document layout

e Select starting document Clek Envelops sptons to chooss
o Change dOCument IaYOUt [=] Envelope options. ..

Step 2 of B

g Mext: Seleck recipients

48 Previous: Select document bvpe



Envelopes
S

e Envelope options
e Printing options

Envelope Options

Printing Options I

Envelope size:
|5ize 10 (4 1/5 %9 1/2 in) ~]
If mailed in the US4
I Delivery point barcode
™ FIM-A courtesy reply mai
Delivery address
Font... | From left: |Auto ﬂ
From top: |Auto ﬂ
Return address
Fontk... | From left: |Auto ﬂ
From top: |Auto ﬂ
Preview
= .
Ok Cancel




Labels
.-

e Select starting document
e Change document layout

e Label OptionS Label Options L d

Prinker infarmation

™ Dot maktriz
% Laser and ink jet Tray: |Manual Feed j

Label infFarmatian

Label products: Awery skandard j

radu

.................. —Label information

2162 Mini - Address Type: Address

2163 Mini - Shipping Height: "

2164 - Shipping _ .

2130 Mini - File Folder Width: 2.63

2181 Mini - File Folder Page size: Mimi (4 14 x5 in)
=156 Mini - Diskette |

Dekails. .. Mew Label, .. | [elete (0] % Zancel




@ Mail Merge v X
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A

items below,

|§l] Address block., ..

La be I S (2) m Gareeting line. ..

Greeting wizard. ..

o [l
® Arrange Labels Il Postal bar code. ..
El More items. ..
® U pdate al I Iabe I S When wvou have finished arranging
wour label, click Mext, Then wou

B EaSier tO mOdIfy and Update can preview each recipient's label
eX|St| ng |abe|S and make any individual changes.

Replicate labels

You can copy the layout of the Firsl
label to the ather labels on the
page by clicking the button below,

Update all labels

Step 4 of 6

g Mext: Preview wvour labels

48 Previous: Select recipients



Mail Merge Toolbar
—

e Intended for users very familiar
with Word’s Mail Merge

[Mail Merge

Is =121 B nsertword Field = 57 [ By
4 4 1 r MG B Dy3s D0




