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Job Aid: Word 2003: Using a Mail Merge and Creating Form Letters

Mail Merge feature is the easiest option. A Mail Merge allows you to enter fields
(such as name, address, city, state, etc) that will change according to information
contained in a data source (such as an Excel spreadsheet).

When you need to have a document personalized for many different recipients, the

Open Microsoft Word 2003.

1. You can create a mail merge from a blank document or an existing one.
Open the document you want to work with (either a new document, or hit File > Open
and select the document to modify).

2 Click Tools > Letters and Mailings > Mail Merge. This opens the Mail Merge pane
on the right hand side of the document.

Note: Make sure that the Mail Merge toolbar is open. You can click View > Toolbars and if
‘\‘ there isn’'t a check mark next to Mail Merge, click on Mail Merge.

Mail Merge *
®|0|a

Select document type

What type of document are you
working an?

O] etters Radio Buttons
) E-mail messages
) Envelopes

(") Labels

'l:? Directory

Letters

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

Click Mext ta continue,

Step 1 of 6

& Mext: Skarting document

3. Step 1 of 6: Select the Letters radio button, and click Next on the bottom of the pane.

4. Step 2 of 6: Select the Active Document radio button, and click Next again.
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5. Step3of6: Clickthe & Browse.. jing

6. From the Select Data Source window, navigate and find the Excel spreadsheet that
contains your data. Double click the file.

7. From the Select Table window, select which worksheet your data is on.

Hint: When creating Excel spreadsheets to be used in a mail merge, always name your
worksheets and delete unused worksheets.

Select Table E|
| Mare Description | Modified Created Tvpe '
B 9f13/2005 3:06:21 PM 9f13§2005 3:06:21 PM TAELE
9/13/2005 3:06:21 PM  9/13/2005 3:06:21 PM  TAELE
Sheet3$ 9/13/2005 3:06:21 PM - 9/13/2005 3:06:21 PM TABLE

| 3|

First rows of data conkains column headers [

K ][ Cancel ]

8. From the Mail Merge Recipients window, make sure that the checkboxes to the left of
the data that you want to include in the merge are checked off. Also, make sure none
of the blank records’ checkboxes are marked. Click OK.

Mail Merge Recipients
To sott the list, dlick the appropriate colurn heading. To natrow 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 fram the mail merge.
List of recipients:
*| Last Mame *| Firsk Mame x| Major =] Y.

Jones Chris Hisktary Junior

Roberts Mike Comput..,  Senior

Sullivan Reyan Economics  Junior

Delude a1 Enginee... Sopho...

Martins [atk Enginee... Fresh...

Adarns John Music Fresh...

Merillan Jen Pswchol.,.  Junior

Iglesias Julic Spanish Junior

[ Select Al ] [ Clear all ] [ Refresh ]

g.  Click the Next: Write Your Letter link on the bottom of the Mail Merge pane.

10. Step 4 of 6: Compose your letter or modify the existing document.

11. When you want to insert a field (data) from the spreadsheet, click the insert merge
field button (5) from the Mail Merge toolbar.
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12. From the Insert Merge Field window, select the merge field you want to enter, and
click Insert, and then click Close.
13. Once your letter is done, it should look like the example below.

Hello «First Mames «Last MNames,

Congratulations on entering vour « Y ears as a «Majors student! We are looking forward
te having vou baclk.

sincerely,

The Administration

H:_” Note: You can see how the merge fields are represented with the double brackets.

14. Click the Next: Preview Your Letters link on the Mail Merge pane.

15. Step 5 of 6: You are now viewing the preview of your merged document. You can
cycle through all the recipients’ letters by clicking on the double arrow buttons on the
Mail Merge Pane.

Recipient: 1

16. Click the Next: Complete the Merge link.
17. Step 6 of 6: Click the Edit Individual Letters link in the Mail Merge pane.

§ Mail Merge *
© 10| A

Complete the merge

Mail Merge is ready to produce
wour letters,

To personalize vour letters, click
"Edit: Individual Letters." This will
open a new document with vour
metrged lektters, To make changes
to all the letters, switch back to the
original document:.

Merge

L2 Print...

L 9 Edit individual letters. ..
Step b of 6

4 Previous: Preview vour letters

18. Select All and click OK to merge all records.
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Merge to New Document [5_<|

Merge records

.......

) Current record

I Ok I [ Cancel ]

19. Click the Save button in the new document to save the merged document.

20. To Print, select File > Print.
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