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In this lesson you will learn how to:

e Use the Mail Merge Wizard to create a Mail Merge
e Complete each of the 6 steps

e Select Document Type

e Insert a Recipient List

e Add address block & Greeting Lines

e Write your Letter

e Preview Letters

e Merge
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Print out this lesson so that you can work along side it, practising the
techniques as we go on your own PC.

Mail Merge
Power up Word 2007

To create a mail merge in Word 2007, we need a document to merge to and a
data source.

The data source can be an existing data source such as email contacts, an Access
database, a table or a new list.

First we will create a document. On a new page type the letter you want to create
a mail merge to or if you just want to practise type out the following letter. Do not
add the name, address or salutation but make space for them.

Name
Address

Dear Salutation

Thank you for downloading a PDF from bytesizeoffice.co.uk, | hope you gained a new skill from
the lesson.

Please take the time to evaluate the lesson, so that | can continually improve my service.
There is an evaluation form enclosed with this letter.
Sincerely

Christine/Trainer

Save your letter, then we will start a mail merge. Go to Mailings at the top of your
ribbon. The ribbon will then change to show the Mailing options. Choose Start
Mail Merge.

Docurnentl - Microsoft Word
Home Insert Page Layout References Mailings Reviews ey Acrobat
— _j b.. 'Tq . =P PRules pec) | 4 { | | |
= -&° . < Match Fields » | 4 Find Recipient
Ermelopes Labels Start Mail Select Edit Highlight &ddress Greeting Insert Merge Previews 2 Finish &
Merge ~ Recipients = Recipierft List || Merge Fields Block Line Field #] Update Labels || pesyits | D¢ Auto Check far Errors || perge

CV Start Mail Merge Wirite & Insert Fields Prewiew Results Finish
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Home Insert Page Layout References Mailings Renwiew
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Envelopes Labels Start Mail Select Edit Highlight Address Gre
Merge * |Recipients = Recipient List || Merge Fields Elock L
Create _4] Letters | L)l

[=]  E-Mail Messages

=1 Enwelopes..

il Labels.
E Directary

i Mormal Word Document

L=1  Step by Step Mail Merge Wizard..,

Go to the Step by Step Mail Merge Wizard. A task pane will then open up on the
left hand side; this is the Mail Merge Wizard which will help you create a Mail
Merge.

Mail Merge Wizard/Select Document Type

| Mail Merge v X

Select document type

‘what bype of document are you
arking on? . . . .
There is an option radio circle that you can check as to

il what kind of mail merge document you want to use.

() Envelopes

® Label: Ensure Letters is ticked off.
() Directary
Letters At the bottom of the Mail Merge Wizard you will see that
Send letkers bo a group of peaple. . . o
Vou can prsonalzs the et there are 6 steps. The first step is starting a Document.

that each person receives,

Click Mesxt ko continue,

Click on Next: Starting a Document.

Step 1 of B

% Mexk: Starting docurent

The next screen we see is Select a Document.

We will choose use the current document. Once we have checked that off,
another task pane appears with the next step which is Select Recipients, click on
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type a new list. We can use an existing list, select from Outlook contacts, or
database,

Create an Address List

Click on Create.

E‘Tg Mail Merge v X

Select recipients

() Use an existing list
(7 Select From Cutlook contacks

@ Type a new list

Type a new list

Type the names and addresses of
recipients.,

Create, ..

The next box that appears is the New Address List. Fill in the fields that you want
to use and ignore the other fields.

Type in Susan in the first box then Baker in the second, miss the company name
and type in the address in Address Line 1 14 Mount Road, and miss the second
Address Line 2 until you get to City, which we do not want to use at all.

Mew Address List @lﬂ_hﬂ
T P A - e Clkc v -
Title - I First Mame - I Lazt Mame vI Company Mame I Address Line 1 vI
B
4| 1 | k
[ Tew Entry l [ Eind. .. l
[ Delete Entry l [ Customize Cu:ulumns.!i [8]'4 l [ Cancel
A

So click on Customise Columns
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Customize Address List

Field Mames
Title » cli i
ck on City and then
First Name y
Last Mame Rename

Delete

Company Mame
Address Line 1

Rename...

It §

Country ar Fegion
Home Phone
hark, Phone

E-mail Address Mave Lip

j

Mawe Dawn

[ (4 J [ Cancel ]
FP— - »
-
Rename Field @'ﬁ
Zhange field name
From: Ciky
To: Tu:uwn|

— = W a

Change City to Town, do the same for all of your fields that you want to change,
just ignore the ones you do not want to use.

Continue adding in the information you need: Town — London and rename the Zip
to Post Code if it is an English address. The Post Code is SE1 2TP.

Create a new entry

Click on new entry.
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Mew Address List m
Type recipient information in the table. To add more entries, click Mew Entry,
Ew I Address Line 1w | AddreszLine 2 I Town w | State - I ZIP Code -
4 | m | 3
/[’Mew Entry ] l Find... l
[ Delete Entry ] ’ Customize Columns. .. l [ (a4 l [ Cancel ]/
4

d

Add the following: Michael Brown 43 Nutfield Close London SE23 4TU
with two entries added that is enough to practise a Mail Merge, so click on OK.

You will then be prompted to save your list, call it practise mail merge list, note
that the document will be saved as a data source if you look at the top of your

save box.

You will then see this list

r

- 1
Mail Merge Recipients @lﬂ |

This is the list of recipients that will be used in vour merge. se the options below to add to or change vour lisk, Use the
checkboxes bo add or remowve recipients From the merge, when yvour lisk is ready, click O,

Data Source |7 Lazt Mame | Firzt Hame - | Title w | Company Hame

Practise Mail Mer... Baker

Practise Mail Mer... |7 Brown Michael 43 Nut

1| 1 | i
Data Source Refine recipient lisk

Practise Mal Merge List.mdb o | 4] Sork..,

7 Filker...
*24 Find duplicates...
2 Find recipient...

- [l vdlidate addresses...
Edit... Refresh
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Note all of the fields that we ignored such as State have simply not appeared.

The boxes are ticked because they are the entries on our Address list that will be
used, you can customise and un-tick the boxes if you need to later on when you
create your own mail merges when you do not want to use all the entries.

The next step, if we look at the bottom of the Mail Merge Wizard is:

Write your letter.
Click on Write your letter now. If you have not already done so, write the letter.

Do not add the name and address details. But you will need to make room for
them on your letter.

Ea| Mail Merge v X

Write your letter

If wou have not already done o, Here we have a line for the Address Block,
warike your letber now, which would include the Name, Greeting
To add recipient information ko Line, Electronic Postage, More items.
vour letker, click a location in the
dncgment, and then click one of If we click on More items. A box appears
the items below, .
where we can add a name in the content
= Address black. .. of our letter if we wanted to personalise it
further.

= Greeting line...
j Electronic postage, ..
?ﬂ Moare items. ..

When wou have finished writing
vour letker, click Mext, Then wou
can preview and personalize each
recipient's letker,

Insert Fields
For now, we want to add the address block to our letter.

Click on address block.
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Insert Address Black Ii‘-g—hj

Specify address elements Preview
Insert recipient's name in this Format: Here is a preview From your recipient lisk:
Joshua - kl <l |t B B

Joshua Randall Jr,
Joshua Q. Randall Ir.

Mr. Josh Randall Jr, ?:slazuﬁnikliruad
Mr, Josh Q. Randall Jr. Landan
Mr, Joshua Randall Jr, SE1 2TP

Insert company name
Insert postal address:

(7 Mever include the countryfregion in the address
() Always include the countryfregion in the address

@ Only include the countryregion if different than:

United kingdarm E Correct Problems

Format address according ko the destination countryfregion  IF ikems in ywour address block are missing or out of order, use
Match Fields ko identify the correct address elements Fram your

mailing list.
Match Figlds. ..

[ K, l[ Cancel ]

There is a preview of our Address block, which we can change if we want to.
In the first elements box, we can choose how we want to present the name.
We must un-tick insert company name.

We need to tick on Insert Postal address.

You can choose the Country if different to UK, and in the new country you can

format the address according to that country’s style. As this is set up as we like it
we can click on OK.

Click OK and then Word 2007 insert the address block, it is not merged yet but the
address block has been inserted.

Do the same for the Greeting Line.
Click in the space where you want the Greeting line to go.

Click on the arrow next to the Greeting line name, to choose a format that you like
for your letter.
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Insert Greeting Line . (B

Greeting line Format;

Dear E I, Randall |Z| ' E

Greeting line For invalid recipient names:
Dear Sir or Madam, E
Preview

Here is a preview From vour recipient list:

Kl | M

Dear Susan Baker,

Correct Problems

IF items in your greeting line are missing or out of order, use Match Fields to

identify the carrect address elements From wour mailing lisk,
Match Fields. .

| ok || cancel |

Click on OK and your letter will be prepared for you.

Susan Baker
14 Mount Road
London

SE1 2TP

Dear Dear Susan Baker,

Thank you for downloading a PDF from bytesizeoffice.co.uk, | hope you gained a new skill from
the lesson.

The letter | have prepared now looks like this. With the Address Block and
Greeting Line added. If your does not go back and practise again.

The next step is to Preview the letters. Step 4 of 6.
Preview Letters

Click on Preview your letters at the bottom of the Mail Merge Wizard. Here you
can check that everything is OK, if it is click on the next step:

Complete the Merge.

You are then given the option to print your letters or to Edit individual letters.

Choose Print your letters to print or edit to edit. That is a mail merge.
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Do not save your letters, if you do the source list you created will be lost to you.
Close the file and choose the option - do not save.
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