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Word Wrap
MAIL MERGE
To begin the mal merge process.
Sdect the M ailings command tab on the Ribbon.
Click on Start Mail Merge icon in the Start Mail Merge group.
Click the Step by Step Mail MergeWizard nin
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Step 1. Sdect document type.
(Ietters, email messages, enveopes, |labds or directory)
Step 22 Sat up and display theletter.
To gart with the document currently shown in the document window: o Click Usethe current
document.
Click Next: Sdlect recipients
Step 3: Sdect redipients
To locate or cregte adata source and then sdect recipients, do one of thefallowing:
Connect to an exigting list such as adatabase of office addresslist 0 Under Sdlect recipients,
dick Usean exiding lidt.
o Click Browse,
o Inthe Sdect Data Source didog box, locate and dick the datasource. (By default Word
opensthe My Data Sourcesfolder.) o Click Open.
0 Depending on the type of datasource, other diaog boxes may
gppear asking for spedificinformation; eg., if datasourceis an Excd worksheet that has
information on multiple tabss, select the tab containing the information, and then dlick OK.
All of the entriesin the data source appear inthe Mall Merge Redipientsdid og box, wherethe
list of recipients can be refined.
Click Next: Writeyour |etter.
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Sep 4: Completetheletter and add mergefidds
If not dready added to the main document, type or cut and paste the text to appear in every
form letter.
Insert merge fidlds where merge names, addresses, and other datafrom the datasource areto
gppear by usng thefollowing procedure.
o Inthe main document dick wherethefidd isto beinsarted. o Insert any of thefollowing:
Address block with name, address, and other information Greeting line
For other fidds of information, dick Moreitems and follow the prompts
Step 5: Topreview thelettersand finetunetherecipient lid.
Do oneof thefollowing:
To preview the merged items, dick the double chevron buttonslocated in the wizard pane.
or
To locate and preview aspecificitem, dick Find arecipient, and then
enter the search criteriain the Find Entry didlog box. For Heponan
option, dick the question mark, and then dick the option.
If necessary, fine-tunethe recipient ligt; do one of thefallowing:
0 To exdude aparticular recipient from the merge, dick Exdudethisrecipient.
o To changethelist of recipients, dick Edit recipient list, and then
make your changesin the Mall Merge Recipients dialog box.
Click Next: Completethe merge.
Step 6: Completethemerge. Do any of thefollowing:
To persondizeindividud documents, edit theinformation in the resulting merged document.
o Click Edit individud letters.
o Inthe Mergeto New Document did og box, sdect the records you want to merge.
o For Help on an option, dick the question mark icon, and then click the option.
0 Click OK.(Microsoft Word crestes and opens anew merged document. The main document
aso remains open; switch back to it to make achangeto dl documents)
o Scrall to theinformeation to edit and make changes.
o Print or savethe document.
To print thelettersdo one of thefollowing:
o If itemswere persondized and the merged document is active: On the File menu, dick Print.
Sdect the desired options.
o If youwant to print directly from the Mal Merge Wizard:
In Step 6 of the Mail Merge Wizard (Completethe merge), dlick Print.
Inthe Mergeto Printer didog box, do one of thefollowing, and then dick OK.
o To print dl the documents, dick All.
0 To print the document thet you see in the document window, dick Current record.
o To print arange of documents, click From, and then type the record numbersin the From and
To boxes. Inthe Print didog box, sdect from options provided.
For Help on an option, click the question mark icon and then dick the option.
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