Akron-Summit County Microsoft Office 2016

Public Library Mail Merge
330-643-9145 Electronic Services Division
0 South High Street, Akron, OH 44326
Mail Merge Components ‘ | -
In order to understand how mail merge works you need to examine the —
elements involved in the process. In any mail merge, you'll deal with three

different elements:

¢ Main Document — form letter, mailing label, envelope, or directory
(a single document that stores addresses)

o Data Source — information such as names and addresses

e Finished Documents — mail merge documents that can serve as templates for future
mailings.

The Main Document consists of: Information that is

identical in each copy, such as the main body text

of a form letter. You only have to type this

information once regardless of how many letters £

you intend to print. pear(flams )———

e Placeholders for unique information. For
example, in a form letter, the address block
and greeting name would be unique in each
copy.

The Data Source consists of: Files or tables that
contain the data (information) that you will use to
merge data into a merge document. The data will be
the parts of the document that varies (names, addresses, etc.). Some examples of data sources
are Microsoft Word tables, Microsoft Outlook contact list, Microsoft Excel worksheet, Microsoft
Access database, or text files.

Finished Documents consist of: Merged main documents and data sources that create your
final products (i.e. labels, letters, and envelopes). They can then be used as templates for your
future mail merge needs.

Mail Merge Wizard

In Microsoft Word 2016, there are two different ways to complete the Mail Merge process. There
is a wizard which can assist with the mail merge process, or you can use the buttons on the
ribbon. First we will walk through the wizard. Then we will try it with the buttons on the ribbon.

To get started creating letters:

e Open a New Blank word document.
e Click on the Mailings tab.
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Click on the Start Mail Merge button. —> B

[}
e Click Step by Step Mail Merge Wizard. 5;:‘;9"‘25”'
e The wizard will open in the task pane to the right.
e The letters radio button is already selected in the task pane.
Mail Merge v X
Select document type
What type of document are
you warking on?
® Letters
E-mail messages
Envelopes
Labels
Directory
Steplofb
o Click Next: Starting document. =» Next: Starting document
e You can choose a document you currently have displayed in the main Word window,
start from a template, or choose an existing document file. For class, select the Start
from existing document and the start from existing documents option will become
available. Click the Open button. Select the
MailMergelL etter.doc from the Mail Merge folder in Step 20f b
the Documents folder. 3 Next: Select recipients
e Then click on Next: Select recipients from the € Previous: Select document ty
bottom of the task pane.
(Note: You can always go backwards by clicking on the Mail MEI‘QE v X
Previous links.)
Select recipients
. . # Use an existing list
¢ You will then be prompted to select your mail merge
recipients. You can choose an existing list, use your 2 [ERs LTS LS E
Outlook mail contacts*, or type a new list. Type a new list
(*If your Outlook mail is not configured, then you will not be ~ !s€ an existing list
able to use this option.) Use names and addresses
from a file or a database.
] Browse..
e Choose Use an existing list and click on Browse.../ SIS
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e The Select Data Source window will (‘Select Table 1 [E=c=)
open. Choose your list from its location Nome —— P -~
on your computer. You can use an Excel [ Sheetis | 10/30/2014 9:14:09 AM  10/30/2014 9:14:09 AM  TABLE
document, an Access table, or a list
created in Word (which we will cover
later). For class, click on the Documents
folder, open the mail merge folder, and . .
select the lettermailmerge.mdb. (If you R
would like to know how to create your

own Excel address list at home, see Appendlx A)

¢ Because we opened an access database, sometimes a dialog box will appear that will
ask which worksheet tab the information is located on. Make sure you are on the correct
sheet and click on OK.

Mail Merge Recipients \ 5 @‘ﬂ
This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.
H Nt 1 1 Use the checkboxes to add or remove recipients from the merge, When your list is ready, click OK.
hd The Mall Merge RECIpIentS WlndOW WI” Dats Source ‘p ‘LastName v|F\rstName v|'m|e v‘AddressLmeW v‘Addres
Open, aSkIng WhICh peOple On yOUf |ISt Lettermailmerge.... [¥  Partridge Shirley Mrs. 1234 Anywhere Lane Aptl
. h . I d . h I Lettermailmerge... [¥  Kramden Ralph Mr. 328 Chauncey Street Apt 34
you wish to Iinclude in this mailing. Lettermaiimerge... [ Amsz Desi Mr 623 EsstBth Street
Lettermailmerge... [*  Stevens Samantha Mrs. 1164 Morming Glory Cir..
UnCheC_k anyone you want to e)_(CIUde' Lettermailmerge... [* Brady Michael Mr. 4222 Clinton Way
Then C||Ck on OK to Close the d|a|0g I | Lettermailmerge... [¥  Stone Donna Mrs, 453 Elm St
box. |
MK m v
Data Source Refine recipient list
l Lettermailmerge. mdb | #| sort.
Tj Eilter...
=4 Find duplicates... jE
L II) Eind recipient...
[ Validate addresses...
e Once you have chosen your data

source you must click on the Next:

Write your letter link at the bottom of the task pane___| Step3ef®

\‘—} Mext: Write your letter

¢ Now we are going to insert the address block, € Previous: Starting document
greeting line, first name, donation amount and
organization. Click on an empty spot of your document where you would like the
recipient’s address to appear.

e Then click on Address Block... from the task pane to the Mail Merge v
right.
Write your letter

If you have not already done
5o, write your letter now.

To add recipient information
ta your letter, click a location
in the document, and then

click one of the items below.,

D Address block...

E] Greeting line...

|—_‘|-*' Electronic postage...
Bl More items...
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name and address.

Insert Address Block

The Insert Address Block window will open and you can choose the format of the

L7 i

Specify address elements Preview

Insert recipient’s name in this format: Here is a preview from your recipient list:

b M

Joshua - 1
Joshua Randall Jr,

Joshua Q. Randall Ir. |:|
Mr. Josh Randall Jr.

Ir, Josh Q. Randall Jr.
Mr. Joshua Randall Jr. kT

Mrs. Shirley Partridge

1234 Anywhere Lane

Apt1

San Pueblo, California 94806

Insert company name
Insert postal address:

() Mever include the country/region in the address

() Always include the country/region in the address

. Correct Problems
@) Only include the country/region if different tt@n:

United States

your mailing list.
Format address according to the destination country/region

If items in your address block are missing or out of order, use
Match Fields to identify the correct address elements from

Match Fields...

e After you click OK, you will see a place holder on the page that says
«Address Block». Once we get to the next step you will see actual names and
addresses in that space.
e Click in an empty space a few lines down so that we can insert a greeting line.
H H H i nsert Greeting Line =8 |
e Click on Greeting line... from the task pane e F e
on the right. Select the format for the name Greeting line format:
and the greeting. If you don't like the options . ':.""'"I. fE . ”’I'.:a”“.a'.' — 2 AE
they have given you, you can always type your | “ooic o vagn, =]
own greeting in the box that says “Dear” and | Prevew I
your own punctuation in the appropriate box. | aaz s e mm m e |
e Then click OK. t 1PN :
e You will see a place holder that says Dear Mrs. Partridge, |
«Greeting Lil’le». Correct Problems
If items in your greeting line are missing or out of order, use Match Fields
i - [_M 3 to identify the correct address elements from your mailing list.
Insert Merge Field -
Insert: [ ok ][ cana |
(") Address Fields @ Database Fields -_==— )
Fields:
- , : "
First Name e The More Items field allows you to insert additional
| Last Mame fields or match fields from an existing database or
Address Line 1 . . .
H | Address Line 2 spreadsheet file. Replace the question marks with
il | City First Name, Donation Amount and Organization.
|t Highlight each question mark (?) and change it to the

Country or Region
Home Phone
E-mail Address
Donation Amount
Organization

[MatchFields...][ Insert ][ Cancel I
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e Once the appropriate fields have been added to your letter it will resemble the example
below:

wfddressBlocks

wGreetinglines»

Thank youy «First_ Mamex» for your contribution of «Donation_Amount» through this year's campaign.
Your tax-deductible contribution to «Organization» year-round will help solve our community’s most
pressing problems. No goods or services were provided in exchange for this contribution. Please keep a
copy of this for your tax records. Consult your tax advisor for more information.

Sincerely,

e Then click on the Next: Preview your letters link at the Step 4 of 6
bottom of the task pane.

. . Mext: Preview your letters
e Once the recipient fields have been set you can then B !

preview your letter with the fields populated. You have the € Previous: Select recipients
option to click back and forth from recipient to recipient and can even edit out selected
recipients.

Mail Merge hsd

Preview your letters

One of the merged letters is
previewed here, To preview
another letter, click one of
the following:
Recipient: 1

<< S

[?} Find a recipient...
Make changes

You can also change your
recipient list:

C# Edit recipient list...

Exclude this recipient

‘When you have finished
previewing your letters, click
MNext. Then you can print the
merged letters or edit
individual letters to add
personal comments,

o Notice that the fields are populated with your recipients.

. - Step5of b
¢ Once you have finished previewing your letters you must
click on the Next: Complete the merge link at the bottom > Next: Complete the merge
of the task pane. # Previous: Write your letter
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e The last step allows you to either print your letters or edit individual letters as needed.

Mrs. Shirley Partridge

1234 Anywhere Lane

Apt1

San Pueblo, California 94806

~Mail Merge hed

Dear Mrs. Partridge, Complete the merge

Mail Merge is ready to

Thank you Shirley for your contribution of 500.00 through this year's campaign. Your tax-deductible produce your letters.

contribution to Akron Canton Regional Food Bank|xear7round will help solve our community’s most

pressing problems. No goods or services were provided in exchange for this contribution. Please keep a To personalize your letters,

copy of this for your tax records. Consult your tax advisor for more information. click “Edit Individual Letters.”
This will open a new

Sincerely, document with your merged

letters. To make changes to
all the letters, switch back to
the original document.

NOTE: For class the entries are red but when printing you will wantto  perge
change the font color to match the rest of your letter. By, Print...

Cry Edit individual letters...

To get started creating envelopes:

e Click on the New button on the Quick Access
Toolbar or open a blank word document under File,
New.

e Click on the Mailings tab.

e Click on the Start Mail Merge button and select
Envelopes...

e Inthe Envelope Options dialog box, select the
options you want, such as envelope size, font size,
printer feed method, rotation, and printer tray feed.
Then click OK.

I—

etters

E-mail Messages
Envelopes...
Labels...

Marmal Word Document

ARM#zA0D D

Step-by-Step Mail Merge Wizard...
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. - PR .
Envelope Options M Envelope Options M

Printing Options

Envelope Options

Envelope size: Printer: “\staff-serverl\ES1300

Size 10 4178 x9 1/2 in) - Feed method

Delivery address
i =1 =] = W i i
From left: |Auto

@ Faceup () Face down

Ak |4

From top: |Auto

Return address

From left: |Auto

D LClockwise rotation

L LAR(E] L

From top: |Auto Eeed from:
Automatically Select |E|
Preview
Word recommends feeding envelopes as shown above,
If this method does not work for your printer, select the
= ] correct feed method,
OK ] [ Cancel - ] l i
o
e Your page will become the same dimensions as an envelope. If you want to include a
return address on your envelope, type it in the upper-left corner of the document.
e Now we need to choose a recipient list. See the next page for creating a list using
Microsoft Word.
(22
Select Edit
To get started creating a Data Source within Mail Merge F::'pw:levlut =
[ Use an Existing List...
e Click the Select Recipients button and then on B Choose from Outlook |
Type New List...
e Enter the information for your “Newaddress st [E_——
recipients across the row and click Type recipient information in the table. To add more entries, click New Entry.
New Entry to proceed to the next E\Tme v [FrtName  ~[lastName  + | Company Name  [Address ine 1 |
recipient.
e By selecting Customize Columns...
you can add fields relevant to your
recipients like spouse’s name or
suffix.
e The Customize Address List dialog
box will appear. You can add or < | '
delete fields and change the order in | tewer [ fna. |
which they appear. [ Delete Entry | [ Customize Columns... |

e When you are done creating/editing your address list, click on the OK button.

e Give your list a name and click on Save.

e To edit your list in the future, click on the Edit Recipient List button once it has been
selected as the list to use for that document.
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¢ In the window that opens, click on the name of the list from the box in the lower left
corner then click on the Edit button.

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.

Data Source |7 Last Name | First Name - | Title | Address Line 1 w | Addresg
Lettermailmerge.... v Shirley b 1234 Anywhere Lane
Lettermailmerge.... [¥  Kramden Ralph Mr. 328 Chauncey Street Apt 34
Lettermailmerge.... ¥ Amaz Desi Mr. 623 East 68th Street
Lettermailmerge.... [¥  Stevens Samantha Mrs. 1164 Morning Glory Cir...
Lettermailmerge.... 2 Brady Michael Mr. 4222 Clinton Way
Lettermailmerge.... [¥  Stone Donna Mrs. 453 Elm 5t
| »
Data Source Refine recipient list
2] 2| sor.
T Eilter...

4 Find duplicates...
g E) Find recipient...

[} validate addresses...
Edit... Refresh
g
A
=]

Sorting
e Click the Edit Recipient List form the Start Mail Merge group.
o Click on Sort...
e Choose what column you want to sort by.
o For class, choose Zip Code.
Then, click OK.
Click OK again.

Filtering
e Click the Edit Recipient List form the Start Mail Merge group.
e Click on Filter...
e Choose what column you want to sort by.
o For class, choose First Name.
o Choose contains
o TypeD.
o Click OK.

Eilter Records | Sort Recards

Field: Comparison: Compare to:

First Mame Izl Contains Izl d

e You will see a list of only recipients with the letter D in their first name.
e Click OK again to use these recipients only.
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Back to Envelopes

e Click in the center of the envelope towards the bottom and a N D B o
text box will appear. (Click around until you find it.) 55
Address Greeting Insert Merge

e Make sure your cursor is blinking inside the text box and insert ~ EBlack  Line Field ~
the appropriate merge fields (Address block, Postal bar code, etc.) by
clicking on the buttons in the ribbon or select individual fields just like you “@i’
want them to appear on the envelope from the Insert Merge Field button in _
the Write and Insert Fields group. F;r:f;’

e Once you have inserted the appropriate merge fields you must click on the Preview
Results button from the Ribbon.

J
"M 46 b M o Use the arrow keys on the Ribbon to view your recipients.
=p
e From here you can print your envelopes by clicking on the Finish &
Finish & Merge button and on Print Documents... Insert Merge ~
your envelopes into the printer the way you previously By Edit Individual Documents..
specified.

E:E'ﬂ Print Documents...

D Send Email Messages...

To get started creating labels:

e Click on the New button on the Quick Access Toolbar or open a blank word document
under File, New.

CIICk on the Ma”ings tab Address Label 20 Per Page information PR

e Click on the Start Mail Merge button and select p——
Labels.

e The Label Options window will open. Select your
label brand and type from the list. You can modify the
dimensions by clicking on the Details... button.

e |f you do not see your label number listed in the box,
click on the New Label... button. You can measure
your labels and enter the information into the == TN~
appropriate boxes. vesalphs  [275_ Fe] umbergross [0

e When all of your label options are selected, click on | oo = - e 2
the OK button(s). |

—MNumber across

Label name: 30 Per Page

Top margin: 0.19 z Label hgight: 263

Page size: Letter landscape (11 %8 ¥ in) E il

Page width: 11 *| Page Height: 8.5

o For class, choose the 30 per page. ! ([ cnc ]
e Click on the Select Recipients button from the ribbon ]
and select Use Existing List...
Copyright © 2006 ASCPL 1/18/2017 12:57:03 PM/DM
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o8

[ "]
Select
Recipients =
] Type a Mew List...
[] Use an Existing List...

[E=] Choose from Qutlook Contacts...

The Select Data Source window will open and you will be able to choose by going to the
Mail Merge Folder and selecting CustomerAddressLabels.xIxs. Make sure you choose
the sheet labeled Adult Info. When creating your Mail Merge labels, documents, etc.
you can choose whatever list you would like by navigating to another folder to find your
list.

The individual label spaces will be marked as «Next Record» (except the first one).
Click on the empty, first label. Click on the Address Block button from the ribbon and
choose your address style (like we did on page 4.)

Select the Update Labels button to copy the formatting of your first
label to all other labels. The records will be marked as [3 Rules ~

«Next Record»«AddressBlock». DO NOT FORGET THIS STEP! IT 7 & Match Fields
IS VERY IMPORTANT!

[ Update Labels

Click on the Preview Results button in the “@3 D-}
ribbon. Preview .
Results Finish &
Click on the Finish and Merge button in the ribbon and Mergev_ o
then on Print Documents... Remember to put your label Cy Edit Individual Documents,
paper in the printer, first! & Print Documents...

E.  Send Email Messages...

Directory
A directory is a single document containing a catalog or printed list of addresses.

Click on the New button on the Quick Access Toolbar or open a new blank document
under File.

e Click on the Mailings tab.

e Click on the Start Mail Merge button and select Directory.

e Click on the Select Recipients button and select Use Existing List...

e The Select Data Source window will open. Click on Documents and open the Mail
Merge folder. Select the phonedirectory.xls document. Select Sheet 1 and click on
OK.

o Place merge fields on the page as you would like them to appear in your directory. (In a
phone directory, the fields normally appearing are Last Name, First Name, Title, and
Phone Number).
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Press the spacebar.

Click Insert Merge Field, choose Last_Name.
Press the enter key.

Click Insert Merge Field, choose Title.

Press the enter key.

O O O O O O O

Click Insert Merge Field, choose First_Name.

«Titlex»

wFirst Mame» «Last Name»

«Phone_MNumbers

Click Insert Merge Field, choose Phone_Number.

e Make sure you press the enter key a few times below the last item on the page so your

directory items will not be squished together.

e Once you have inserted the appropriate merge fields you must click on the Preview

Results button from the ribbon.

e To merge your directory into one document, you will have to click on the Finish & Merge

button and select Edit Individual Documents...

¢ A window will open, asking you which recipients you
want to include in the new, merged document. If you
want them all, make sure the circle next to All is
selected. Then click OK.

-

e Your new directory will appear in the new window.
o This is where you would type the title and
make any editing changes to this document
that you wish.
o Remember to save it before closing.

Nancy Davolio

=

Finish &
Merge -

ED Edit Individual Documents...
E:g, Print Documents...

L B Send Email Messages...

Merge to Mew Document

) |

Merge records

) Current record

) From:

Cancel

Sales Representative =
330-753-4375

Andrew Fuller
Vice President, Sales
330-555-1234

Janet Leverling
Sales Representative
330-555-4567
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Mail Merge Quick Tools

Microsoft Word has several quick tools that will allow you to create envelopes and labels

ikl EEmrer S

Envelopes | Envelopes | Labels |
e To access the Delivery address: EE~
QUICk tOOI’_ C.:|ICk Ijl Akron-Summit County Public Library -
on the Malllngs Envelopes 60 S High St A
tab and then on Akron OH 44326
the Envelopes
button. -
[7] Add electronic postage
e Enter the delivery and return Return address: EE = [C] omit
addresses into the appropriate Dawn Meehan =] Preview Feed
boxes. 55 5 Main Street D
Akron OH 44326| = ] 0
e To modify the font style of the
addresses or select your o
printing options, click on the _ _ o
Options button Verify that an envelope is loaded before printing.
° DO yOU r(-a.r.nember. the Print I I Add to Document J fgptions... ] l E-postage Properties... ]

envelope options from before?
It's the exact same thing.

Cancel

1| Printing Options

Envelope size:
Size 10 418x9172in) ]
Delivery address
Eont... From Jeft: |Auto
From top: [
Return address

From top: [

Envelope Options

Printer: \\staff-serverl\ES1300

Feed method

&) 2] T A

@ Face up () Face down

[] Clockwise rotation

Feed from:
Automatically Select |E|
‘Word recommends feeding envelopes as shown above,

If this method does not work for your printer, select the
carrect feed method,

[ ox ][ can.:al]
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When finished selecting your envelope options, click on the Print button.

Labels
e To access the quick tool, click - i
on the Mailings tab and then on —3 e =
the Labels button. Envelopes | Labels
Labels
Address: [EER Use return address
e Enter your address into the text box. pors. Shiey E
1234
e Choose whether you would like a full Anvhere
page of the same label or just one ant1 =
label. If you choose one label you will print Label
need to select which row and column to Eull page of the same label Avery US Letter, 5267 Easy Peel Re...

@ single label Easy Peel Return Address Labels

- o : E]

print it on.

To select the correct label type, click on

the Options.-- bUtton The Same Label Before printing, insert labels in your printer's manual feeder,
Options window we saw on page 8 will [ options.. | [ Epostage Propertic.. |
appear.

Cancel

You still have the option to customize
the measurements like before with the Details... button. Select your label type and click
OK.

If you want to preview your labels, click on the new document button. You can print
from here.

If you just want to print, you have no need to preview, click on the Print button to print
your label(s).

Appendix A
To get started creating a Data Source in Microsoft Excel E
e Open Excel. T 5
iMicrozaft
Excel

In cell A1, type the first heading of the information that you would like to
place in the data source. For example, “First Name". Note that not all information in
the data source has to be included in the merged document.

Press Tab key on your keyboard to move to cell B1, and type the next heading and
press the Tab key again. For example, “Last Name".

Continue typing the headings for all of the columns of information that you need for the
data source and press Enter. Other heading examples are “Address”, "City”, “State”,
or “Zip". Remember to separate each piece of information into another column.
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¢ Next, type in the data under the correct heading. For example, type the document
recipient’s first name, press Tab, type the recipient's last name, press Tab, and continue
to input each individual's information. When you are ready to go to the next individual’s

A | B e | D | E | F

1 |First Hame Last Name Joh Title Business Name Primary Address Line Secondarny Address Lir
2 |

3

record press Enter.

e Click on the File menu and select Save. Save and name the file.
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