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Using the Mail Merge
facilities in Microsoft
Word 2003

The Mail Merge facility of Word 2003 is used to combine information contained
in two different files. For example, it can be used to insert items such as
names, addresses or dates into a form letter to be sent to a number of people.
It can also be used to create mailing labels.

This document provides instructions for using Mail Merge in this way.
Previous familiarity with Word is assumed and some experience of creating
and editing tables would be helpful.

#

SEm—

v
v
v
v
v
v

W
Iy, /"

AR
WP Durham
University 6 O p



Document code: Guide 20

Title: Using the Mail Merge facilities in Microsoft Word 2003
Version: 1.0
Date: August 2005

Produced by: University of Durham Information Technology Service

Copyright © 2005University of Durham Information Technology Service

Conventions:

In this document, the following conventions are used:

e Abold typewriter font is used to represent the actual characters you type at
the keyboard.

e Aslanted typewriter font is used for items such as filenames which you should
replace with particular instances.

e Atypewriter font is used for what you see on the screen.

¢ Abold font is used to indicate named keys on the keyboard, for example,
Esc and Enter, represent the keys marked Esc and Enter, respectively.

e« Where two keys are separated by a forward slash (as in Ctrl/B, for example),
press and hold down the first key (Ctrl), tap the second (B), and then release
the first key.

e Abold font is also used where a technical term or command name is used in
the text.
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Introduction

This guide describes how you can create personalised letters and mailing
labels using the Mail Merge facilities.. It is assumed that you are already
familiar with Word and it would be helpful if you know how to create and
edit tables.

The Mail Merge facility is probably most often used to create a set of

personalised letters, individually addressed to a number of different people,
based on a common form letter. An example might be a letter to invite
applicants to attend for a job interview. In this case the basic wording would
be the same for all letters, but the date, time and place of the interview
would be different for each letter, as would the name of the addressee. A
set of matching mailing labels could also be produced.

2 Creating personalised letters

When you merge information in Word, you use the Mail Merge Helper to
combine the information from two different files. The Mail Merge Helper is
similar to a Wizard — it takes you through a three-step process:

Select or create a Data Source

Select or create a Main document
Perform the merge.

The Data Source file contains the details required for the individual letters.

The Main document file contains the text of the form letter with field

codes indicating where the details from the Data Source file have to be
inserted. The Data Source file needs to be attached to the Main document
before the two files are merged.

A Data Source file might look something like this:

Title |Initials |Last_Name |[Address_1 |Address_2 City Postcode Date Time
Mr A. Bamber 35 Hill View | The Downs Dipton DI5 4EQ Monday 24 |11.00a
August m
Miss |C.G. Clarkson 49 College Durham DH6 7HG Monday 24 |9.30am
Road August
Mrs D.B. Gates 18 North Manston MA3 8LW | Thursday 3.30pm
Crescent 27 August

The first row contains field names.

Notice that there is one record (or row) of data for each letter you want to
produce.
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A Main document might look like this:

28-Tune-20029]
1
«Title»-«Initials»-«Last Name»q
«Address Line 1»9
«Address Line 2»9

«City»9|

«Postcodex» |

T[ . -

««Greeinglines»q

Following-your-recent-job-application, I-am-writing-to-invite-you-to-attend- an-
interview- on-«Date»-at-« Time». - Please-let-me-know-if-you- cannot-attend- at-this-time. -
I-have-enclosed- a-mapr-to-help-you-to-find-your- way-here.q

\l

Yours-sincerelyq

)l

Notice that the field names (column headings) in the Data Source file are
used as merge fields in the Main document.

When merged, these files would produce a set of letters like this:

28 June 2002

Mr A. Bamber
35 Hill View
The Downs
Dipton

DI5 4EQ

Dear Mr Bamber,

Following your recent job application, | am writing to invite you to attend an

interview on Monday 24 August at 11.00am. Please let me know if you cannot attend at this time.
| have enclosed a map to help you to find your way here.

Yours sincerely

28 June 2002

Miss C.G. Clarkson
49 College Road
Durham

DH6 7HG

Dear Miss Clarkson,

Following your recent job application, | am writing to invite you to attend an

interview on Monday 24 August at 9.30am. Please let me know if you cannot attend at this time.
| have enclosed a map to help you to find your way here.

Yours sincerely

and so on.

2.1 Data Source files

You can use any of the following as Data Source files:
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Access databases
Excel spreadsheets
Word tables

HTML files

Other database files
Text files

Outlook Contact Lists
Office Address Lists

Alternatively you can use the Mail Merge Wizard to create a new Data
Source file. You will learn to do this now. Later you will see how to use
existing data.

2.2  The Mail Merge Wizard
1 Start up Word.
2 From the Tools menu, select Letters and Mailings.

3 Select Mail Merge Wizard.

This will open up the Mail Merge Pane on the right on the screen.

Mail Merge ¥

|
=0 R )

Seleck docunvent bype

wehat type of document are you
working on?

& Letiers
Ervelopes
Latweds
Ciireschary

Lektters

Send letters to & group of peaple,
Yo can personalize the latter that
aach person neceivas,

Click: Naxt bo conkinue.,

Step 1 of 6
% Mext: Starking document

Guide 20: Using the Mail Merge facilities in Microsoft Word 2003



There are 6 steps in the Wizard.

2.2.1 Step 1: Select document type
1 Select Letters.

2 Click on Next: Starting document — at the bottom of the Pane.

2.2.2  Step 2: Select starting document.

3 Asyou are going to create the form letter from scratch, select Use
current document.

4 Click on Next: Select recipients.

Step 3: Select recipients.

5 Select Type a new list.

6 Click on the Create link that appears below.
The New Address List dialog box appears.

Enter Address information i
Title || :I

First Mame I

Last Mame I

Company Mame I

Address Line 1 I
&ddress Line 2 I

city |
kb~ I
=
Mew Entry | Delete Entry | Find Entry ... | Filter and §ort...| Custamize. .. |
rView Entries
Wiew Entry Number First | Preyiolus Il Mgk | a5t |
Tokal entries in lisk 1

Cancel |

It already has some suggested fields. In this instance we want to have
different ones so the list needs to be changed

7 Click on the Customize button.
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Customize Address List ] 2] =]

Field Names

*

dd

First Mame

Last Mame
Company Mame
Address Line 1
Address Line 2 Renarne
Ciby

Skate

ZIP Code
Counkry
Harme Phone
Work Phone Move Lip
E-mail Address

Delete

S

-ﬂ Mowe Down

O, I Zancel

First, remove the field names that you don’t want.

1 Select First Name in the Field names: box.
2 Click on Delete.
3 Click Yes to confirm.

4 Repeat for all the other field names that are not required:
Company Name, State, ZIP Code, Country, HomePhone,
WorkPhone and E-mail Address.

Now add the new field names that you require.

1 Click on the Add button

2 Inthe Add Field: box type
Initials

3 Click OK.

4 Enter the remaining field names, Postcode, Date and Time (as
shown on page 1) in the same way.

Note that the field names must all be different, they are not case sensitive
(Title would be regarded the same as title), they can be up to 40 characters
long but may not include spaces. So long as the Add Field Name button
remains black (rather than grey) you will know that what you have typed in
the Field name: box is an acceptable field name.

It does not matter what order the fields appear in the Data Source file.
Word inserts the merge field data wherever you specify it in the Main
document regardless of the order in which it appears in the Data Source. |f
you do want to move a field, highlight it and use the up and down Move
arrows to adjust its position.

5 Highlight the Initials field and use the Move Up button to position it
after Title.



6 Click on OK.
7 You are now ready to start adding data.

8 Type in the appropriate spaces all the data required for the first
letter, pressing Enter to move to the next field, then click on New

Entry.

Title: Mr
Initials: A.

Last Name: Bamber

Address Line 1: 35 Hill View
Address Line 2: The Downs

City: Dipton
Postcode: DI5 4EQ
Date: Monday 24 August
Time: 11.00am
rEnter Address information ;I

Last Rame: |Bamber

Address Ling 1 |35 Hill View

Address Line 2 IThe Downs

ity |Diptan
Postcods |DIS 4EQ
Date |Monday 24 August

Time |11.00am

-

Delete Enkry | Eind Enkry ... IFiIterandﬁnrt...I Customize, .. I

Wiew Entries

Wiews Entry Number First |Previu:uus |1 Mexk I Last |

Total entries in lisk 1

Close |

This will form the first record of the Data Source file. There will be one
record for each letter required.

9 Insert the details for each of the other two letters in a similar way.
(See page 1))

Note that whilst you are editing the data file in this way you can move to
any of the records by using the buttons at the bottom of the window.

10 Click on the Close button.

11 In the Save Addess List dialog box, type a suitable name for your
file (e.9. mmdata) into the File name: box.

12 Select the J: Drive icon from the selection on the left and click on
Save.
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The Address List is saved as Office_ Address_List within an Access
database file (mmdata.mdb).

After your data file, Word will display the following window.

Mail Merge Recipients 2l
Ta sort the list, click the appropriate column heading. Tao narrow 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 remove recipients From the mail merge.
List of recipients:
*| Lask Mame | Address Line 1
EBamber 25 Hill Yiew
arkson Miss 49 Callege Road Durham
Gates Mrs 15 Marth Cresent Manskol
«| | »
Select Al | Clear all | Refresh |
Find. .. | Edit... | Validate |
Z

This window allows you to manipulate the data in the recipients list.
13 Click on OK.
Word will now return you to the Main document.

14 Before moving to the next Step, notice the two options available in
this Step:

. Select a different list
o Edit recipient list

You can return to this Step later if you want to do either of these.

Notice that the Main document is now displaying an extra toolbar. This is
the Mail Merge toolbar (if it is not showing use View | Toolbars | Mail
Merge to display it) and it has a number of special buttons to help you
prepare the Main document and carry out the merge.

=t

= E12] B | insertwordField = | %7 [2] By ] [ M 4 3 r M B R 3D iE.,

1 To find out what the buttons do, point but do not click over each one
in turn.

2 Click on Next: Write your letter.

2.2.4  Step 4: Write your letter

You can insert recipient information in several ways. One way is to use the
items listed in the Wizard Pane.

1 Click on Address block.

A list of available formats is shown. The normal one used in Britain (e.g. Mr

T Smith) is not available, so in this instance we will not be able to use this
option.
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2 Whilst you have this dialog box open, investigate the options shown
there, then click on Cancel.

3 In the Main document , type the date and press Enter a few times to
make some space under it.

4 Click on the Insert Merge Fields button on the toolbar, select Title
from the list and click Insert.
Notice that the field name is displayed in the document enclosed by double
chevrons (<<Title>>).

5 Click Close.

6 Press the Spacebar, insert the Initials field in the same way, press
the Spacebar again and insert the LastName field.
Notice that you need to put a space (or any other punctuation needed)
between merge fields just like you would between ordinary words.

7 Press the Enter key to move to the next line.

8 Insert the Addressl, Address2, City and Postcode fields,
remembering to press Enter after each one to move to the next line.

«Title»-«Initials»-«Last Name»9|
«Address Line 1»9
«Address Line 2»9

«City»q|

«Postcode»|

It's important to press Enter, rather than Shift | Enter, after each line of the
address. This prevents addresses appearing with blank lines in them
where there are blank fields in the Data Source.

We can use the Greeting Line option in the Wizard Pane to insert the first
line of the letter.

9 Press Enter twice to move down the page.
10 Click on Greeting Line.
11 Make sure that the option shown is Dear Mr Randall, and click OK.
12 Complete the rest of the letter as shown on page 2.

13 Click on Next: Preview your letters.

Step 5: Preview your letters

One of the merged letters is now displayed on the screen.

14 Use the arrow buttons in the Wizard Pane to move through the
recipient list and view the other letters.

Guide 20: Using the Mail Merge facilities in Microsoft Word 2003



2.2.6
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Notice that you can make changes to the recipient list from this Step.

NOTE: The View Merged Data, Next Record and Previous Record
buttons on the Mail Merge Toolbar also let you view and move in this way.

15 Click on Next: Complete the merge.

Step 6: Complete the merge
There are 2 options available.

e  Merge to the printer
e  Edit individual letters — this will produce a new document containing
all the merged letters

Merge to printer will give you the choice of printing all the letters, the
current record, or a range by record number.

If you want to make changes to individual letters in the list, or if you are not
ready to print yet, or if you wish to have the set of letters as a file —perhaps
to send to someone else —you should choose the 2™ option.

16 Click on Edit individual letters.

17 Choose the All option and click OK.

A new file called Letters1 is displayed. This contains all the merged letters
— separated by page breaks.

If it is possible that you might need to send out a similar letter in the future,
you should save the original document, not the Letters1. To make changes
to Letters1 would mean making the same changes to each of the letters
within the document. What you should do is amend the text of the original
document and then re-run the merge.

18 If you wish to save the Main document to use again, save it now,
giving it an appropriate name.

The Wizard is now complete. You can move to any of the Steps within the
Wizard to re-do or amend steps if you wish.



3 Some questions answered

3.1 Can |l use an existing file as a Data Source?

Yes. You can use just about any type of data source you want for a mail
merge. For example:

Access database

Excel spreadsheet

Word document — this must be formatted as a table
HTML file

Other database file

Text file

Outlook Contact List

Office Address List

3.1.1 Word files

The document must contain a single table, with the first row containing
headings and the other rows containing the records you want to merge.

1 Start a new document.
2 Select Tools | Letters and Mailings |[Mail Merge Wizard.
3 Complete Steps 1 & 2 as you did previously.

4 In Step 3 of the Wizard choose the option Use an existing list and
Click on Browse.

5 Open the file T:\its\Word\Merge\club members.doc.
6 Click OK.

7 The mail merge could now be continued. For now, close the
document without saving the changes.

If you wish you could open the file T:\its\Word|Merge\club members.doc to
see how it looks as a Word document.

3.1.2 Excel Files

An Excel file can be opened as a data source in the same way as shown
above. When you select the file, you will be asked to specify the
Worksheet you wish to use. The first row of the worksheet must contain the
headings and the other rows the records you want to merge.

3.2 Can I change the Data Source file attached to the Main document?

Yes.
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3.3

3.4

3.4.1

3.4.2

1 Open the Main document file.
Either
2 Open the Mail Merge Wizard using Tools | Letters and Mailings |
Mail Merge Wizard.

3 Use the arrows at the bottom of the Pane to move to Step3 and click
on Select a different list.

4 Select the required file.

2 Click on the Open Data Source button on the Mail Merge Toolbar.

3 Select the required file

Note that the field names in the new Data Source should be the same as
those in the old one. If this is not the case you will be asked, for every field
name not found, to specify whether you wish to delete it from the main
document or replace it with a field name from the data source.

Can | view more than one record of the Data Source at the same time?

Yes, you can. In fact there are two ways you can do this.

One is simply to open the file that contains the data, within the appropriate
application.

Alternatively, if you have the Main document file open, click on the Mail
Merge Recipients button.

Can | choose to merge only selected records?

Yes, there are a number of ways to select the records you wish to merge.

Specifying a range of records

You can specify a range of records in the final printing or merging stage.
See section 2.2.6.

Selecting records based on data values

You can use the Mail Merge Recipients dialog box to select records
according to their data values. For example, you might want to merge only
those records for which the Title field has the value Mr.

1 Return to the mail merge document you created in section 2.
2 Click on the Mail Merge Recipients button.

3 Click on the down arrow at the top of the Title column.

4 Chose Mr from the drop-down list.

5 Click OK.
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3.4.3

3.5

12

6 Now only 1 letter is included in the merge —uverify this by going to
Step 5 and previewing the letters.

More complicated conditions can be used for selection. For example only
those whose last names started with letter G.
7 Click on the Mail Merge Recipients button.

Note that once you have specified one or more conditions for selecting
records, these remain in force until cancelled. The settings are still for Title
to be Mr. You must remove this to return to the full list, before setting any
new conditions:

8 Click on the arrow next to Title (this will be showing blue) and
choose (All).

9 Click on the arrow next to Last Name and choose (Advanced).
10 From the Field list choose Last Name.
11 From the Comparison list choose Equal to.

12 In the Compare to box type G
NOTE: Notice that you can set up more complicated conditions in this
dialog box by combining conditions using And and OR.

13 Click OK.

14 Preview the letters again.

Removing Merge Conditions

Once you have specified one or more conditions for selecting records,

these remain in force until cancelled. To remove selection conditions:
1 Select Clear All from the Filter and sort dialog box.

If you find that you are not getting the records you expect from a selection,
make sure that you are not selecting records by number and by query
options at the same time!

Can linclude extra text in some letters depending on values in the Data
Source?

Yes.

This is done using Word fields. For instance, in the example used so far,
you may wish to insert extra text offering overnight accommodation to those
applicants not living locally i.e. those whose postcodes do not start with DH.

1 Make sure that all the letters are included in the merge — with no
conditions set.

2 Position the insertion point at the place in the Main document
where you want the extra text to appear (at the end of the letter).

3 Click on the Insert Word Field button.
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4 SelectIf...Then...Else...

Insert Word Field: IF =]
IF

Field name: Comparison; Compare ko:

IF‘:::stu:u:ude j Ir'-.lcut equal ko j IDH*|

Insert this bext:

It wou wish I can arrange overnight accommodation for vou either before =~
or after the day of your interwew.

ki

Qtherwise insert this text:

|»

L«

(] 4 I Cancel

5 Fill in the boxes in the Insert Word Field: IF dialog box as shown
above and click OK.

DH* indicates any entry beginning with the letters DH. A Word Field Code
will be inserted into the Main document. This will cause the extra text to
appear in all letters with postcodes that do not start with DH.

What you see in the Main document will depend on whether or not the
View Merged Data button is selected (ie showing the data or showing only
the merge fields), whether or not the current record (check the Go to
Record box on the Toolbar) satisfies the condition, and whether Word is
set to display field codes or not (the default is not).

If the current record does satisfy the condition, you should see the extra
text. If the current record does not satisfy the condition then you will not see
it (unless Word is displaying field codes).

If you want to display the field code you have just entered, point at the
paragraph that contains the conditional text (it doesn’t matter if you can’t
see the text), right-click and select Toggle Field Codes. You should then
see something similar to:

{IF DI5 4EQ <> “DH* “If you wish | ........." "}

To turn off the display, point, at the paragraph, right-click and select Toggle
Field Codes.

4 Producing a set of mailing labels

You can use the Data Source file that you have just created for the
personalised letters to create a set of matching address labels.

1 With a blank document open, select Tools | Letters and Mailings |
Mail Merge.

2 In Step 1 choose Labels.
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14

3 In Step 2 choose Change document layout and click on Label
options.

The Label Options dialog box will appear.

Printer information
i Dok rakris
* | azer and ink jet Traw: ’Manual Feed :J

Label information

Label products: fvery standard j

Product number: . .
....................................................................... —Label informmation

2160 Min - Address
2162 Mini - Address Type: Address
ke Shipping Height: 2.54 o

- Shipping .
2180 Mii - File Folder width: 6.67 cm
2181 Mini - File Faolder Page size: Mini £ 1 = 5 in)
2186 Mini - Diskette |

Details, .. Mew Label. .. | [ielete | Ik I Cancel

The details in the dialog box are probably different from the one you are
looking at. This is because you may be using a different printer or have
some different option settings.

Now you can specify the type of labels you are using. You choose the
make and type of label from the Label products: drop-down list. Note that
as you select each different Product number: the Label information box
gives details of the sizes of the corresponding labels.

It is by far the easiest option to select one of the commercial label
templates from the lists. Avery labels are probably the most well known
brand, but they are rather expensive. However, there are cheaper clones
available that are identical in label size and layout and can therefore be
used successfully with the corresponding Avery template.

If you cannot find the template you want, or you don’t know the name, you
can define a custom template. See Section 4.1.

4 When you have selected the appropriate label, click OK.

The main document will change to show a table with the same dimensions
as the labels.

5 Step 3 Select recipients — select mmdata.mdb as your data source

6 Step 4 Arrange your labels — You design the label using the first
label on the page. When you are happy with this you can replicate it
to the other labels on the page.
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7 The insertion point should be flashing in the top left label on the
screen. Insert Merge fields as in section 2.2.4 so that the label
shows the name and address.

8 Format the text as you wish (ie change the Font and Paragraph
formatting). Remember to select the fields before applying the
formatting.

9 Click on the Update all labels button in the Wizard pane.
If you want to make further changes, change the top left label and then click
Update all labels again.

10 You can now complete the mail merge as before.

4.1  Creating custom labels

If you really can't find the label template that you want in the Label Options
dialog box, you can create your own by selecting the New Label... button.
The New Custom Laser box appears, displaying the settings for whichever
standard label template is currently selected.

Mew Custom lazer EE
Preview
Side margins
Tap marﬂl + p—Harizantal p|t||:h
[ : Murnber down
Wertical pikch idth ;
Height
I "
—umber across—»
Label name: I
Top margin: l1.2? o E‘ Label height: l2.2 cm 5‘
Side margin: IEI.? crm E‘ Label width: BZom =
Wertical pitch: !2.5 cm 5‘ Mumber across: |3 5‘
Horizontal pitch: !3.4 cm E‘ Mumber down; l? E‘
Page size: l.':'|4 (21 % 29.7 cm) ;I
(0] 4 I Cancel I

1 Itis best to complete the Number across and Number down boxes
first. Count the number of labels on your sheet.

2 Check that the page size is correct.

3 Measure the dimensions on your labels carefully and adjust the
settings in the dialog box.

4 Enter a name for your new label.
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4.2

5 Click OK.

6 Complete the merge process as described above.

This label will be added to the list of labels and will be available to you for
future use.

Amending labels

You can amend the details in the labels from Step 4 of the Wizard.

It is not possible to change to a different label size and automatically keep
the existing label information. If you wish to do this you could either copy
the label contents first and then paste it into the top left label of the new
size (use Step 2 to change to a new label size and Step 4 to Update all the
other labels on the page), or re-design the label information from scratch.

5 Printing from a merged document

16

A document produced by a mail merge is automatically broken into sections
— one for each merged letter.

Each section contains however many pages the form letter consists of. For
example if a letter is 3 pages long and the merge creates 10 letters, the
merge document will have 10 sections, each of which will have 3 pages.

This will be reflected in the status bar at the bottom left of the window.

For example, if the insertion point is positioned in the 2" page of the 3rd
merged letter the status bar will show:

Page 2 Sec3

There may be times when you may want to print only part of a merged
document. (An alternative would be to re-merge the form letter and data,
setting the options to only merge selected parts of the data.)

To print a range of pages from the merged document you need to specify
the Section as well as the Page. This is done in the Page range part of the
Print dialog box.

Examples

1 To print the 4th letter of the merge where each letter is 3 pages long,
type:
pls4-p3s4
in the Page range box of the Print dialog box

2 To print the 2nd and 3rd letters of a merge where the letter is 2
pages long, type:

pls2-p2s3

3 To print the 5" letter of a merge where the letter is 1 page long, type:
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pls5
Use the information in the status bar to work out the pages and sections
you want.

5.1  Mailing labels

A merged document containing mailing labels is divided into sections —
one for each page. So to print the 4™ page of labels, you would type p1s4.
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