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Word 2003: Mail Merge

Learning Guide

Getting started
Mail merge techniques allow you to create a document which
combines repetitive text elements with data drawn from an external
data document. To perform a mail merge, you'll need the
following:
e atemplate document (previously created, or generated
during the merge)
e adata source (created during the merge, or an already
existing file)
Word will then create a new document by inserting the data from
your data source into the structure of your template document.

Opening the mail merge wizard
e To begin, open the document you want to use as the template
document for your form letters.

e From the Tools menu, select Letters and Mailings, and click
on Mail Merge Wizard.

Tools

% speling and Grammar. .. F7

Language 3

Caompare and Merge Documents. ..

| Letters and Mailings 4 || Mail Merge. .. I~y |

Qptions. .. Show Mail Merge Iu:u?Pbar

£

=1 Ernvelopes and Labels, ..

Letker Wizard...
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Word’s task pane will open to the right of your document. In
Word 2003, the task pane serves as the main interface for all

your mail merge projects.

Mail Merge -

Select document type

What tvpe of document are wou
working on?

@ Letters

() E-mail messages
() Envelopes

() Labels

O Direckory

Letters

Send lekters ko a group of people,
Wou can personalize the letter that
each person receives,

Click MNext ko conkinue.,

Step 1 of b

% Mext: Starting docunient
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Choosing the type of mail merge you want to perform
You can create form letters, e-mail messages, envelopes, labels,
and directories using Word’s mail merge capabilities.

e Inthe task pane’s Select document type area, click on one of
the option buttons to select the kind of mail merge you would
like to perform. For example, if you are creating form letters,
click on the option button labeled Letters.

Mail Merge
18| A

Select document type

What type of document are wou
working an?

%etters
-mail messages

() Envelopes

() Labels

{:} Direckary

e At the bottom of the task pane, click on the link labeled Next:
Starting document.

Step 1 of 6

& [exk: Skarking dncumenlélb

Tip: Buttons are often replaced in Word 2003 by blue text links
that act as a buttons. When you place your cursor over a link, it
becomes underlined. Clicking on the link brings you to the next
step in the process.
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Opening your existing document
Word gives you three options for choosing the main template for
your mail merge letters:

Click on the option button labeled...
The document currently open in the | Use the current document
document window.

A word template (for example, a fax | Start from a template
template) as the main document for
your mail merge.

A document already saved on your | Start from existing document
computer.

e Since your startingdocument is already open, click on the
option button labeled Use the current document.

Mail Merge v

Select starting document

Haow do wou wank to set up your
E-Mail messages?

&Use the current docurnent
kart from a template

() Start: From existing document

e At the bottom of the task pane, click on the blue text labeled
Next: Select Recipients.

Step 2 of 6
& Mext: Select recinientsitl
@ Previous; Select docurtetit bype

Tip: If you need to go back at any time and change a previous
selection that you made, click on the blue text labeled Previous
at the bottom of the task pane.

Step 2 of B

& Mext: Select recipients

@ Previous: Selecgldncument byvpe
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Choosing a Data Source

Now that you have selected the type of mail merge you would like
to perform and opened the starting document for the merge, you
will need to choose your data document. In most cases you will
use a data document you have already created.

e Inthe Select recipients area, click on the option button labeled
Use an existing list.

Select recipients
Ise an existing lisk
elect from Cutlook contacts

() Type a new list

e Inthe Use an existing list area, click on Browse.

Use an existing list

IUse names and addresses From a file
ot a datahase.

| Bruwsi. s
i

e A Select Data Source window will appear. Navigate to the
file you would like to use as your data source, click on its file
name, and click Open.

e Next, a Mail Merge Recipients window will appear.

Mail Merge Recipients E|
Ta sort the list, click the appropriate column heading. To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next ta the column heading. Use the check baxes ar
buttons ta add or remave recipients from the mail merge.,
List of recipients:
| Last_Mame First_Marme > Title w D.. = EBuiding

] [ Andros [ Matthew Sr. Cont .. .

Earley Operati... Confe... 108 Packard ...

Hanelt Program.., Confe,., 108 Packard ..,

Sass0 Coardin... Confe... 108 Packard ...

Sciacca Budget ... Confe... 108 Packard ...

Tringale Director... Confe... 108 Packard ...

[ Select All ] [ Clear all ] [ Refresh ]

Ceng ] (et ] (oo ) ks
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Tip: Using an Excel spreadsheet

If you are using an Excel spreadsheet or Access database as your
data source, Word will not automatically display a Mail Merge
Recipients window. Instead, Word will ask you to choose the
spreadsheet or Access table that you want to use as your data
source. From the Select Table window you can select the data you
would like to use for the mail merge. Once you have selected the
data table you’d like to use, click OK to continue.

Select Table E|
Marne Description  Modified Created Type
'Full lists! BI9)2004 Z:44:14 PM 6/9/2004 2:44:14 PM TABLE
Full lisk§' 6/9/2004 2:44:14 PM  6/9/2004 2:44:14 PM  TABLE
botalsd 6/9/2004 2:44:14 PM 6/9/2004 2:44:14 PM  TABLE
< ¥
First row of data contains column headers ok N [ Cancel

Tip: Switching your data source

If you are using a document that is already been used in a mail
merge, Word 2003 will retain your document’s link to its data
source. In this situation, the Use an existing list area will display
the text Currently your recipients are selected from and the name
of the file that is being used as the data source.

Use an existing list

Currently, your recipients are
selected from: %

[:\Leslie's Folderimail merge docsiconfery

However, if you would like to switch the data source to another
data source, you can click on Select a different list.

Use an existing list

Currently, wour recipients are
selected From:

[:\Leslie's Folderimail merge docsiconfers

=] Gelect a different list., .

= Edit recipient list...
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Editing the recipient list
Word 2003’s powerful Mail Merge Recipients window allows
you to control your data from within Word. From this window you

can:

e Select and deselect individual recipients in the list
e Sort items in the list

e Filter items in the list

e Edit individual records

Selecting recipients from your data source

The ability to include and exclude specific records in your data
source can be helpful when you want to select only a few
recipients from your data source.

e When the Mail Merge Recipients window is open for the first
time, all the recipients will appear with a checkmark next to

their name.
| Last_Mame  *| First_MName *| Title »| D... *| Buiding
[ [andrus | Matthew ... | Confe... | 108 Packard ...
Earley Revan Operati,,.,  Confe... 108 Packard ...
Hanelt Jodi Program... Confe... 108 Packard ...
Sasso Theresa Coordin,,.  Confe... 108 Packard ...
Sciacca Lee Budget ... Confe... 108 Packard ...
Tringale Paul Direckor...  Confe... 10§ Packard ...

e To exclude a recipient from the list, click on the box to the left
of the recipient’s name to remove its checkmark. Without the
checkmark, the recipient you chose will not be included in the
data to be merged.

w| Last_Mame | First_Name *| Title > D.. = Buildng
|| andrus | Matthew Sr. Corf... | Confe... | 105 Packard ...
Earley Ryan Operati,..  Confe... 108 Packard ...
% Harelt Jodi Program... Confe... 108 Packard ...
Sasso Theresa Coordin... Confe... 108 Packard ...
Sriacca Les Budget ... Confe... 108 Packard ...
Tringale Paul Director...  Confe... 108 Packard ...

e To reselect that recipient, click to replace the check mark in the
box.
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Tip: If you know you want to include most of the list in your merge,
click on the checkboxes next to the names you want to deselect.
Alternatively, if you want to include only a few records from the
data source, click Clear All, and then click the checkboxes next the
names you want to include.

Sorting items in the list

Sorting your data can be helpful if you want your merged
document to be organized in alphabetical or numeric order. When
you sort using the Mail Merge Recipients window, you’ll
immediately see the results of your sort in your recipient list.

e To sort data from the Mail Merge Recipients window, click
the column heading of the item by which you want to sort.
For example, if you want to display the list
alphabetically by last name, click the column heading

Last Name.

Mail Merge Recipients @

To sork the list, click the appropriate column heading. To narraw down the recipients displaved by a
specific criteria, such as by city, click the arrow next to the column heading. Use the check boxes or
buttons to add or remaove recipients from the mail merge.

List of recipients:

| Lastpfame | First_Mame x| Title *| D... | Buiding
= | Director... | Confe... [ 108 Packard ...
Sriacca Lee Budget ... Confe... 108 Packard ...
Sasso Theresa Coordin,,, Confe... 108 Packard ..,
O Hanel Jodi Program... Confe... 108 Packard ...
Earley Ryan Operati... Confe... 108 Packard ...
Andrus Matthew Sr. Conf... Confe... 108 Packard ...

[ Select all ] [ Clear Al Refresh ]

J |
] [ ‘alidake ]

[(End. ][ e

e After sorting the list, you may opt to click on the checkboxes to
the left of the recipients’ names to continue eliminating records
from the list.

e Click OK and Word will use only those recipients that have
checkmarks next to their names.

e At the bottom of the task pane, click on the blue text Next:
Write your letter.
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Inserting Merge Fields

Although Word offers you a variety of generic options for adding
merge field data to your form letter, in most cases you’ll have
more success directly inserting fields from your data document.

To insert data from your data document:

Click on your document to place the insertion point in the
location where you wish to insert the field.

Next, in the task pane’s Write your letter area, click on More
items.

Write your letter

If wou have not already done so,
write wour letker now,

To add recipient infarmation to yaur
letter, click a location in the
docurment, and then click one of the
items below,

=] Address black. ..
= Greeting line. ..
_f| Electronic postage. ..

Il Postal bar cade. ..

......

5 Mare ikermns. E

An Insert Merge Fields window will appear with a list of the
merge field names from your data source.

Insert Merge Field Pg|
Insert:
(7 Address Fields (%) Database Fields
Fields:
Last_Marne [\!S
Title
Depl
Building
MMatch Fields. .. ] I Insert l l Zancel
c‘“\qmmb‘h
9 é o e ¥ 185t e
P, &8
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e From the Fields list, click to highlight the field whose data you
would like to insert into the merged document.

e Click Insert to place a marker for that field into your document
at the insertion point.

e Click Close when you are finished inserting merge fields at this
location in your document.

e To add more merge fields elsewhere your document, click to
place the new insertion point at a new location in your
document.

e Repeat the process of selecting and inserting merge fields.

e At the bottom of the task pane, click on Next: Preview letters.

Tip: Adding multiple fields

Adding one field at a time can be tedious when you are trying to
add address data at the top of a letter. In this case, you may want
to add all the address fields at once. To add multiple fields in
quick succession, add each field after the other without moving the
insertion point. Once you have finished inserting your field
markers, click the Close button. Then, move each field marker to
an appropriate spot in your document.

For example, if you need to create an address header, you can add
the street address field, city field, state field and zip code field all
at the same insertion point. Then, once they are all inserted into
the document, you can add the spaces, punctuation and line breaks
between each address field.
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Previewing your merge document

Navigating through your data

e From the Preview your letters task pane area, click on the
arrow buttons to navigate through the data from your data
source.

Preview your letters

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

Recipient: 1 ;

-j}. Find a recipient. ..

== | Displays the previous record
=» [ Displays the next record

e When you are ready to proceed, click on the text Next:
Complete the merge at the bottom of the task pane.

Excluding data from the merge

You can also exclude recipients as you preview the merged data.

To exclude a recipient:

e Use the left and right arrow buttons at the top of the task pane
to navigate through the data until you find the recipient you
would like to exclude.

e Click on the button labeled Exclude this recipient. The
recipient’s data will be excluded from the final merged
document.

Make changes

Yau can also change wour recipient
lissks

5 Edit recipient list. .,

l Exclude this recipient [:%

11




Editing your merge data

While you preview your merged data, you can also edit the list of

recipients that will be used in the final merge. To edit the recipient

list:

e Click on the blue text Edit recipient list on the task pane.

e The Mail Merge Recipients window will appear.

e From this window you can sort, filter and select recipients for
your final merge.

Searching for a record in your merge data
You can also search for a specific recipient whose letter you would
like to preview. To find a recipient:

e Click on Find a recipient below the navigation buttons on the
task pane.

Preview your letters

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

Recipient: 1

_33 Find a recipient. ..

e From the Find in Field window, type some text from the
record you would like to find in the box labeled Find what.

e Click on the down-facing arrow next to the In field box.

e From the drop-down menu that appears, choose the field in
which you would like to search.

e Click Find First to search your data source for the text you

specified.
Find in Field X
Find what:
Josh wilson|
In Field:
First_Marme Ad

e The first record that matches the search criteria will be
displayed in the document window.
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Completing your merge
On the Complete the merge task pane you are given two options:

If you want to ... ~ Clickon ...
Merge the documents directly to the printer Print.
Create and open a new merged document, Edit individual

which allows you to edit the merged documents | letters...
individually and save them for later use

Printing your document
To print, click on the blue text labeled Print in the Merge area.

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

To personalize your letkers, click "Edit
Individual Letters." This will open a
new document with vour merged
letters, To make changes ko all the
letters, switch back to the original
dacument.

Merge

L5 Prink.,.

t-'.'_’] Edit |Evidual letkers. ..
e Next, a Merge to Printer window will appear.

Merge to Printer @

Prink records

(7 Current record

O From:

I Ok %l[ Cancel l

e Click on the option button next to the print option you would
like to choose. You can print all of the records you’ve selected
in the Mail Merge Recipients window, the current record or a
range of records.

e Click OK. to print your merged document.
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Editing individual letters
e Click on the blue text Edit individual letters in the task pane’s
Merge area.

Merge

L35 Print...

L9 Edit individual letters. ..

e Next, a Merge to new document window will appear.

Merge to Newr Document g|

Merge records

() Current record

Ofom:| | 1 [ ]
I Ok N[ Cancel l

e Click on the option button next to merge option you wish to
select.

e Click OK to create a new document will containing your
merged letters.

e You can edit each letter individually, print the letters, or save
the merged document as a regular Word document.
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Advanced techniques for filtering your data

Filtering items in a data source is useful when you want to select
and include only a specific set of records in your merge based upon
specific criteria. Word 2003 offers two ways to filter data. To
filter quickly, Word offers pre-set criteria in the drop-down menus
of the Mail Merge Recipients window. These pre-set criteria can
be used to instantly filter for any record matching those criteria.
The more advanced filtering feature allows you to set sophisticated
queries for retrieving specific records that match your criteria.

Using quick filtering criteria

Click on Previous at the bottom of the task pane to navigate
back to the Preview your email messages task pane view
(Step 5 of 6).

Click on Edit recipient list.

Make changes

You can also change your recipient
lisk:

7 Edit recipient list, ..

Exclude this recipie

15
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When the Mail Merge Recipient window appears, click on the
down-facing arrow next to the heading of the column whose
data you want to use in your filter.

*| Last_Mame  w| First_Name *| D... = Buiding
o) [ Tringale  [Paul _[Direc confe.. | G
Sciacca Lee Confe. .. i 1Y
54550 The.resa Confe. ., {Blanks)
O Hanelt Jodi . Corfe... (Nonblanks)
Eatley Revan Canfe..,
Andrus Makthew . Confe... {Advanced...)

A drop down menu will appear offering you quick filtering

options:

Sorting Option  Description

All Displays all the records in the data source

Specific Displays records whose data matches a field

field values value appearing in the drop-down menu
(shown in the example below)

Blanks Displays all the records that have this field as
blank

Nonblanks Displays all the records that contain
information in this field.

Advanced Takes you to a new window that will allow
you to filter records.

List of recipients:

Mail Merge Recipients @l

To saort the list, click the appropriate column heading, To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next to the column heading. Use the check boxes or
buttons to add or remove recipients from the mail merge.

*| Last_Mame  +| First_Mame »* Title * D0, | Building |
Tringale Paul ey
Sciacca Lee Director, Conference Bureau and Summer Programs
Sasso The_resa Budget Coordinatar
L1 Hanel Jodi Zootdinator
Earley Favan
Andrus Matthew

Program Administrakor k

Operations Administrator
Sr. Conference Coordinator
{Blanks)

(Monblanks)

(Advanced...)

Select Al ] l Clear all

Refresh ]

l
l

Find... ][ Edt...

J |
l [ Yalidate l

Filtering for all records whose Title field contains Program Administrator

16
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e Click on the data you would like to use as your filter. For
example, if you want to display only the records that have data
in the Title field, click on Nonblanks.

» Title
Al
Budget Coordinator
Coordinator
Directar, Conference Bureau and Summer Programs
Operations Administrator
Program Adminiskrator
ar, Conference Coordinatar
(Elanks)

(Advanced...) %

e Click OK to proceed with your merge.

Tip: When you are dissatisfied with the results of a filter and want
to display all the records again, go back to the drop-down menu
you used to filter the list and select All. All of the records from the
data source will reappear on the recipient list.

* Title

Sr. Conference gnrdinator

Praogran Administrator

Cperations Administrator

Director, Conference Bureau and Summer Programs
Coordinator

Budaget Coordinataor

(Elanks)

(Monblanks)

(Advanced, ..}

e At the bottom of the task pane, click Next: Complete the
Merge.
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Advanced Filtering

The Advanced Filtering process in Word 2003 uses queries to
allow you to specify the data records to utilize in your merge as
well as the order in which your data will be sorted.

e From the Mail Merge Recipients window, click on the down-
facing arrow next to any column header.
e From the drop-down menu that appears, click on Advanced.

(Al

Hanelt
Sciacca
Andrus
Tringale
Earley
Sasso
(Blanks)
(Monblanks)

e When the Query options window first opens, the Filter
Records tab will be displayed. Here, you can specify up to
five criteria to determine which of the records in your data
source will be merged with your main document.

e Select the field to be used for filtering by clicking on the down-
facing arrow next to the Field box in the window's top row.

e From the drop-down menu that appears, click on the name of
the field containing the data that will identify the records to be
used in your merge.

Query Options El
Filter Records | Sork Records

Field: Comparisan: Compare ka:

e Click on the down-facing arrow next to the box labeled
Comparison.

e From the drop-down menu that appears, select the comparison
operator (equal to, greater than, less than, etc.) that you wish to
use in your filter.
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Finally, type in the data value in the Compare to field. Only
records match this combination of field, comparison operator,
and data will be included in the merge.

In the example below, only records whose Title field data is
equal to Budget Coordinator will be included in the merge.
All other records will be filtered out.

Query Options PZ|
Filter Records | Sort Records
Field: Compatison: Compate to:
|T\tle R | |Equa| to v | |Budget Coordinator |, |
(and ]| ] 1]
.

To filter by more than one criterion, select a field from the
Field menu in the second row and repeat this process.

Now, click OK.

The Mail Merge Recipients window will display only the data
that matches the query you created.

From this filtered list, you can click on the checkboxes to the
left of the recipients name to continue eliminating records.
When you are finished editing the list, click OK to proceed.

19
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Editing records
From the Mail Merge Recipients window, you can also edit
individual records of each of your recipients.

Click the Edit button at the bottom of the window.

Mail Merge Recipients

List of recipients:

To sort the list, click the appropriate column heading. To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next to the column heading. Use the check boxes or
buttons to add or remove recipients from the mail merge.

| Last_Mame = | First_hame | Title | D.. ¥ Buiding

O Hanel Jodi Program... Confe... 108 Packard ...

Sciacca Lee Budget ... Confe... 108 Packard ...

Andrus Matthew St.Conf... Confe... 108 Packard ...

Tringale Paul Director... Confe... 108 Packard ...

Eatley Ryan Operati,..  Confe... 108 Packard ...

Sassn Theresa Coordin,..  Confe... 108 Packard ...

[ Select Al ] [ Clear al ] [ Refresh ]

[ Find... ] [TEdr ... [ yalidate ]

A Data Form window will appear that allows you to edit and
delete your existing data records, or add new data records.

Data Form PZ|
First_Mame: o [ Add Mew ]
Last_Mame: Sciacca J_ =
Title: Budget Coordinator =
Dept: Conference Bureau
Building: 108 Packard Ave, [ Find. .. ]

b
s 1]z D00

When you are finished working with the entries, click Close.
Next, click OK on the Mail merge recipients window.

20
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Creating a data document

Data file formats
Word is able to use many different data file formats to supply data
for a merge, including:

Word tables

Excel worksheets
Access tables
Access queries
Delimited text files

Of these formats, Word tables are most appropriate as simple data
documents, since they are perhaps the easiest to create, maintain,
and update.

Creating a table

To create a new Word table, first open a blank document.
Next, choose Insert...Table from the Table menu.

Specify the numbers of columns and rows in your table, and
click OK.

Insert Table E|
Table size
Murmber of columns: | 3
Number of rows: 2 =
AukoFit behavior
(%) Fixed column width: Auka I
O AutoFik ko conkents
) AukaFit ko window

Table skyle: Table Grid AutoFormat. ..

[] remember dimensions for new tables

Ok ‘ E‘% Cancel

21
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Editing a table
Data may be added to a Word table by simply typing in each cell.
To move between cells:

Click on a cell to place the insertion point in that cell.

Use the Tab key to move the insertion point one cell to the
right.

Hold down the Shift key and then type the Tab key to move
one cell to the left.

Use the vertical arrow keys to move up and down between
cells.

Use the horizontal arrow keys to move within a cell.

Hold down the Control key and use the horizontal arrow keys
to move between cells with text in them.

To select cells, simply drag the mouse over the cells to be
selected. Columns can be selected by clicking at the top of the
column. Unfortunately, clicking at the left edge of a row will
not select the entire row.

Adding & Deleting Cells

To delete a column, select those cells by clicking at the top of
the column. Next, from the Table menu, choose Delete, and
then Columns.

To delete a row, select those cells by dragging across the row.
From the Table menu, choose Delete, and then Rows.

To insert a row, click in the row above which you want to
insert the new row. From the Table menu, choose Insert
Rows.

To insert multiple rows, you must first have at least as many
rows in your table as the number of rows that you wish to
insert. Drag to select the number of rows you wish to insert,
then choose Insert Rows.

To insert a column, click in the column to the left of which
you wish to insert the new column. From the Table menu,
choose Insert Columns.

To insert multiple columns, you must first have at least as
many columns in your table as the number of columns that you
wish to insert. Click to select the number of columns you wish
to insert, then choose Insert Columns .

22




Using data from a spreadsheet

Like Word tables, Excel spreadsheets can also be used as the
source of data for a mail merge. Although you can select a
spreadsheet as your data source in nearly the same way that you
select a Word table, there are a few differences between the two
processes.

e Asyou did when selecting a Word table for your data source,
navigate to step 3 of the mail merge process and click on
Browse.

e Navigate to and select your data source. Click OK.

e Inthe Select Table window, select the table you want to use
and click OK.

Select Table E|

Mame Description | Modified Created
‘Conference bureau datas’ 5/11/2004 11:09:13 AM  5/11/2004 11:09:13 AM
“wright Center Datag' S/11/2004 11:09:13 AWM 5/11/2004 11:09:13 AM

< >

First row of data contains column headers [ s ] [ ] ]

e Finish performing the mail merge the way you would normally.
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