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Prerequisites
This document assumes that you are familiar with the use of a computer
keyboard and mouse and have a working knowledge of Microsoft Windows
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1 Introduction

Objectives To introduce the main concepts and terms used in mail merge

Activity 1.1  Mail Merge Structure

You may use Word’s Mail merge function to produce standard
letters or labels for sending to groups of people.

The mail merge itself is comprised of

¢ A main document — in effect, a template, that contains
standard text that will not change on each letter or label and
the markers to hold the information that will change — names,
addresses and so on.

e A data source, containing the information to be fitted in to the
main document. The data source must be a table of
information, but whether that table is a Word document, an
Access table or an Excel spreadsheet does not matter — you
should store your information in whichever format suits you
best.

When you run a merge you create a third document, which you
should check and print but not save — the idea is to run the merge
each time you want to run off labels or letters, so as to take
account of any changes to the names and addresses in the data
source.

2 Download files

Download some data to save us typing in names and addresses

Objectives from scratch

Activity 2.1  Open Internet Explorer

We will download a data source in a variety of formats, to use
later on.

e Open Internet Explorer
e Browse to www.bbk.ac.uk/ccs/docs/resources

You will see a list of files. You should save four of them to your n:
drive.

e In turn, right-click on the files listed below
e Choose Save Target As

Birkbeck College Central Computing Services 1



Doc. 5.125 Ver 2 Mail Merge

e Save the file to your n: drive
e Click Close on the popup window when the file has been saved

The files you need are
Mergedata.doc
Mergedata.mdb
Mergedata.xls
Mergeletter.doc

2 Birkbeck College Central Computing Services
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3 Create mailing labels from a Word data source

Objectives To create a template which links to our data source
Use Word’s Mail merge function to define the main document and

Method
the data source
Activity 3.1  Create a main document
e Open Word (under Start — Programs)
Mail Merge v X
Mail merge options are accessible from @ N
the Tools menu
Select document type
e Choose Tools - Letters and Mailings — e
Mail Merge O} Letters
. . . ) i E-mail messages
The window shown in Figure 3-1 will 5 Erwelopes
appear, asking us what type of & Labels
document we are going to create 5 Divectory
e Click on Labels to select that option  Labels
e Click on Next: Starting document to fﬂr;:iitn;ddress ek o = araus
continue to the next stage T s bl o
Step 1 of 6
& Mext: Starting docurment
Figure 3-1
o - Mail M -
Activity 3.2 Choose label size R -

The window should now change as in
Figure 3-2 — if not, click next again.

e Click on Label options

Word has many of the most popular
label types pre-installed. Note that to
find Avery labels, you may need to
change the “Label Products” to Avery A4
and A5 sizes, as in Figure 3-3

Birkbeck College Central Computing Services
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Select starting document

How dio wou wank to set up waur
mailing labels?

¢ Use the current docurment
® Change document layout

0 Skart From existing docurment

Change document layout

lick Label options to choose a
label size.

:j Label options. ..

Step 2 of 6

& Mext: Select recipients

W@ Previous: Select document bype
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Activity 3.3

Activity 3.4

Label Options =4
Printer information

" Dot matrix

' Laser and ink jet Tray: |Default tray (Aukarmatically Selej
Label information

Label products: I.ﬁ.very Ad and AS sizes j

Product numbet: bl i "

L300VF - Viden Face S (ki

L300Y3 - Yideo Spine Type: Address

L7159 - address Height: il 5"

| . "

L7161 - Address Wideh: 2.5

L7162 - Address Page size: 84 (21 x 29,7 cm)

L7163 - Address hd

Details. .. | Mew Label. .. | [e|ete | K I Cancel |

Select the data source

We now need to tell Word where our
data is kept. We have downloaded
three potential sources — all containing
the same information — and will use the
Word document.

e The settings shown in Figure 3-4 are
fine — we are using an existing list

e Click Browse

e Use the drop-down to browse to
wherever you saved the documents
we downloaded earlier

¢ Double click on mergedata.doc (or
single-click and choose open if you
prefer)

Mail Merge Recipients =l

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 to the column heading. Use the check boxes or
buttons to add or remove recipients from the mail merge.

List of recipients:

Mail Merge

Figure 3-2

Pick a label size
Click OK

Click Next: Select
recipients

Figure 3-3

Mail Merge * o

@ o G

Select recipients

@ Use an existing list
7 Select from Outlook contacks

0 Type a new lisk

Use an existing list

=2 names and addresses from a
file or a database,

i Browse...

¥ Edit recipient lisk. ..

Step 3 of 6

>| Surname | ¥l csl | | Addressz | ¥l x| G, | x| Fores
0 Mary 5G13 9
Llang 153b Shoredi,,, | London EN7 3MU colleague  Freida
Austen 67 McAlpine ... Stoke Mewin... | NS ZRN friend Jane
Forth 1071 Miceda...  ‘Wimbledon SW19 SRT colleague  Jane
Haopkin 100 Sackville ...  Reading Rl 50T friend Ali
Perkins 54 Meanwoo...  Manchester M1 SRD friend James
Hargan 93 Redditch ... Ealing WS 3AT friend Fiona
Joyce 52 Authors ... Fulham SW15 4RE friend James
Muller 63 Redwood ... Thatcham RG31 26D friend Fern b
Scokk 7 Great Alpin...  Wimbledon SW19 FTY colleague  Alan
Masterson 31 Perkins Lane | Brighton BM3 55E friend Guy
|7|I Wnnn Ala Havill Av... | Meanwnnd 1513 7FF Irnllﬁaru I® 'IﬁFFrﬁ\;l;‘
4 3
Select all | Clear all | Refresh |
Brd.. | Edt. | veldaie |

P

Figure 3-5

Layout the labels

& Mext: Arrange your labels

@ Previous: Starting document

Figure 3-4

The first few recipients
are shown — note that
you may use this
screen to remove
people from the mail
merge

e Click OK

e Click on Next:
Arrange your labels

The next step is to tell Word where to place each individual item

Birkbeck College Central Computing Services
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of data from the data source on the labels. Word will try to group
any address and addressee fields together so as to make it easier.

e Click on Address Block

The popup window allows you to check where each field will
appear on the label

- The box at the top allows you to select a different format for
recipients’ names

- The Match fields button allows you to check that Word has
picked out all fields containing address information (of
particular use if any of your fields have an unusual name)

Iail Merge has special features For easily working with addresses. Use the drop-down list
to select the proper database field for each address field component.,

e Click on Match fields

Match Figlds. ., |

Word has found the
Surname field, but not
that for First name

Required information -

Last Mame SUrnane -
Firsk Name i
Courkesy Title
Carnpanty
fddress 1
ik

Farename
Surname
Address1

-
-

Figure 3-6

e Use the drop-down to tell Word to use the Forename field as
First Name, as above
e Use the drop-down to tell Word to use the Address3 field as

City
e Click OK
e Click OK

That has setup only the first label — it is important that you now
click the Update all labels button, as in Figure 3-7
Replicate labels

You can copy the layvout of the Firsl
label ta the ather labels on the
page by clicking the butkon below,

pdate all labels

Step 4 of 6

& Mext: Preview vour labels

@ Previous: Select recipients

Figure 3-7

Preview your Labels

The mail merge is now set up, we may now see the labels with
details filled in.

e Click Next: Preview your labels
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You will see name and address details from the data source within
the main document.

Mail Merge * X
At this point you may use the Previous: @ [ [fa
link to go back if you have missed out

X Complete the merge
any fields.

Mail Merge is ready ko produce

wour mailing labels,

e Click Next: Complete the merge _ :
To personalize wour labels, click

"Edit Individual Labels." This will

The two options here allow you either to ~ 9Ren & new dacument with your
merged labels, To make changes to

Print the merge, or to create a new, all the labels, switch back ko the
separate document (Edit individual eiteliel e BumETt,
Iabels) Merge

5 Print...

. . Ly Edit individual labels. .,
Whichever you choose, Word will ask “J

which records you wish to include in the
final document that is produced.

Step b of &

Merge to Printer El @ Previous: Preview vour labels

Prink records

'FE" Figure 3-8

" Current record
 From: | To: | Usually you will want all records

and can thus click OK
| o]’ I Cancel |

Figure 3-9

Final Steps

Once you have printed the document, it is important to remember
that you should save the main, original, document.

If you click on Edit individual labels, a document called Labelsx.doc
will be created. This document may be printed, but should not be
saved if your data source will change as it is a snapshot of the
data — any new additions will not be added.

e Save the main document as Mailing Labels.doc

On clicking Save, you may see a message asking if you want to
save the data source as well, as in Figure 3-10 — click Yes

Birkbeck College Central Computing Services
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Microsoft Office Word x|

LABELZ003,doc is a mail merge main document that is atkached to a data source
mergedata.doc that has not been saved, Do you want o save mergedata,doc?

ko Cancel |

Figure 3-10

Reusing the document

Once you have saved the main document, you may re-use it as
many times as needed, re-running the merge each time to take
account of any new additions.

When you open a mail merge main document again, the popup in
Figure 3-11 will appear — this re-links the main document to its
data source, and you should click Yes to continue.

Microsoft Office Word x|

Cpening this document will run the Following SQL command:
& SELECT * FROM MMy Documnentst Training materialsiwordimergedata. doc

Craka from wour database will be placed in the document, Do you wank o continue?

Figure 3-11

To merge the documents again, choose Tools - Letters and Mailings
— Mail Merge from the menu.

Birkbeck College Central Computing Services 7
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4 Edit the Data source

Objectives

To change the data contained in the merge, and check that the
updated information is included on the labels

Activity 4.1

Activity 4.2

Activity 4.3

The data source structure

The data source we used in the above example is simply a word
document with information contained in a table.

¢ Open mergedata.doc

There are a few rules if you are to produce a mail merge data
source. The document

1. should be a table, with no other formatting

2. the top of the document should be the top row of the table —
do not include a heading or other text before it

3. the top row of the table should contain headings. These
become the “merge fields” we used above

Add arecord

e Scroll to the end of the document
e Add a new record with your own information

(to add a new line to a word table, click into the last cell and press
the TAB key)

e Save and close the document

Testing the mail merge

We will run the original merge again and check that the new
record appears in the results.

e Open your document, Mailing Labels.doc — you should find it
listed at the bottom of the File menu, which lists the most
recent files opened

Word will ask for
confirmation that you
want to link the
document with the
data source, as in
Figure 4-1

Microsoft Office Word o x

Cpening this document will run the Follawing SOL command:
& SELECT * FROM M: My Documents| Training materialsyWordimergedata. doc

Daka from your database will be placed in the document, Do vou wank to continue?

Figure 4-1
e Click Yes

Word should automatically update the preview with the new

Birkbeck College Central Computing Services
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details. Check that your address appears on the list that is
produced — it will be at the end.

Birkbeck College Central Computing Services 9
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5 Sort the Mail merge alphabetically

Objectives To sort the generated document into alphabetical order

Mail Merge

Activity 5.1

10

Mail merge toolbar

The individuals in the mail-merged documents we have produced
so far have appeared in the same order as in the data source. It
might be more useful to put them in alphabetical order.

e Use the tabs at the bottom of the screen to return to Mailing

Labels.doc (or open it again if you have closed it)

e Choose Tools - Letters and Mailings — Show Mail Merge Toolbar

AL S R

AL IEANE T

Figure 5-1

e Click on the third icon from the right, —“f7 Mail Merge recipients

The data source pops up

You may sort by any field
in the document.

e Click on Surname
The data within the popup
and the document itself

are sorted alphabetically
by surname.

e Click OK

Mail Merge Recipients

To sort the list, click the appropriate column heading, To narrow
specific criteria, such as by city, click the arrow next to the colum
buktons ko add or remove recipients From the mail merge.

Lisk of recipients:

| *| surname [ *| Forename | =1 addresst [ =

Farth Jane
Hearn John
Hopkin ali
Horgan Fiona
Joyee James
Llong Freida
Masterson Euy

1071 Miceda...  ‘Wimk
10 Mary Close  Mary
100 Sackwille ...  Read
93 Redditch ... Ealine
52 Authors 5., Fulhe
153b Shoredi...  Lond
31 Perkins Lane | Brigh

Figure 5-2

Birkbeck College Central Computing Services
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6 Filter the records to be merged

To filter the mail merge document so as to use only some of the

Objectives names and addresses in the data source

Activity 6.1  Filter by Field

The same option on the toolbar may be used to include only
certain records in the mail merge.

You may filter records by ticking the records to be used in the
data source, though it will generally make sense to add a field (a
column of the data source) specifically for this purpose — that field
need not appear on the final, merged document.

The data source we used earlier has a ‘group’ field to delineate
individuals.

If you completed exercise 5, above, you can skip the following
instruction

e Choose View - Toolbars — Mail Merge to display the mail merge
toolbar

A X 22E[RERBIK 4 > MBI DRk
Figure 6-1

List of recipients;

e Click on the Mail merge recipients

] _-f *| Surname | *| Forename | *| £
icon ==

Farth lare 10711

. . Hearn Jahn 10Ma

The tickboxes on the left of the list Hopkin Y 1005,

allow you to select or deselect Horgan Fiona a3 Re

individuals. Joyce lames 52 AU

Figure 6-2

e Scroll to the right to find the Group field

Should you choose to add a field to group your address details, it
can be called anything you want, and contain any information you

want — numbers, abbreviations etc. [+ Group <] |
| fal

The drop down at the top allows you to select a frisnd

value on which to group records — in this case, all (Blanks)
individuals are either “friend” or “colleague” (Nonblanks)
(Advanced,..)

colleague

Figure 6-3
¢ Select colleague from the drop-down menu

Birkbeck College Central Computing Services 11
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Activity 6.2

12

The list is reduced to include only those with the word colleague in
the group field

e Click OK

The preview shown in the main document will now show only five
records.

More Advanced options

You may want to have several ways of marking different people in
your data source. More advanced options are available from the
drop-down menu to give more flexibility.

¢ Click on the Mail merge recipients icon i

e Scroll to the right to find the Group field and use the drop
down to select All to show all records

Note that the Group field’s drop-down appeared

blue to show that a filter had been applied. il: f;‘;nafﬂﬁ 1=
il
(Blanks)
rMonblanks)

e On the Surname field drop-down, select
Advanced

(Advanced...)

Figure 6-4

The Query options window pops up, allowing you to specify a
range of options

e In the example in
Figure 6-5, two
surnames are

Query Dptions

Filter Records | Sort Records I

specified and onl Field: Comparison: Compare to:

tk?ose records wiI)I/ be |surname ] |Equalte x| [masterson

merged Jor =] [sumame =] [Eaualta <] frter
Figure 6-5

e In the different
example in Figure
6-6, surnames |
beginning with A-G Field: Comparisan: Compare to:

Query Options

are rU|ed out ISurname j IGreater than j IH
Figure 6-6

Birkbeck College Central Computing Services
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7 Merge to a Letter

Objectives To produce a mail merged letter from our current data source

Activity 7.1

Activity 7.2

Activity 7.3

Set up the letter

We will use the letter document downloaded earlier to produce
merged letters. The process is similar to setting up labels.

e Open the document mergeletter.doc

This short letter will be our mail merge main document.
e Choose Tools - Letters and Mailings — Mail Merge

The mail merge helper window pops up

o “Letters” are the default type of Mail merge so you may click
on Next: Starting document

The next step asks whether you want to use the current document
or create a new one

¢ Make sure Use the current document is selected
e Click Next: Select recipients

Mail Merge * X
Choose the Data Source

) @ 2 G
We now need to link the letter to a data
source. We will use the same document  Select recipients
as in previous exercises. ® Use an existing list

i Select from Cutlook contacts

e Click on the Browse link 2 Type a new lisk

e Open the document mergedata.doc Ltz s zslisding el
from your n: drive Use narmes and addresses from a
) file or a database,
e Click OK when the list of recipients o EOOHSE .
appears i Edit recipient list...
e Click on Next: Write your letter
Step 3 of 6

S Mext: Write vour letker

Figure 7-1

Add merge fields
To insert merge fields, click to place the cursor at the correct

Birkbeck College Central Computing Services 13
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Activity 7.4

14

place in the document, and choose the Match Ficlic SR

Iail Merge has special featuesses, Use the drop-down

field to insert from the Mail merge to select the praper databasmpanert.
d Ial Og ue. Required information |
Last Name
e Click to insert the Address block at e e
y Title {not matched) =
the tOp Ieft Comparny (not matched) -]
e Use the Match Fields button to assign et
the Forename field to “First Name” State Group
. - . Postal Code Farename z‘
and Address3 to City, as in Figure 7-2 e Fret Hame sumame 4]
Dptional information Address1
Middle Mame Addressz
LFFi
Use the drop-down lists to case t| Postcods the
address information Mail Mel M
Figure 7-2
To add other fields, you should use the Insert Merge Feld : ]
H Insert:
More ltems Ilnk  address Fields % Database Fields
Fields:
|Groui ‘l
Surnarne
e Place the cursor before the , of Dear , Acresst
Address3
A Poskcode
e Click on More Items
e Select Forename and click Insert
=l
° CIICk Close Match Fields. .. | Insert I Close |
Figure 7-3
e Place the cursor between “valued of”
e Click on More Iltems
e Select Group and click Insert
e Click Close
e Click Next: Preview your letters
Preview merged letters
The letter document will now show the letter with information
from the first record from the data source filled in
Mail Merge r oW
If there are any errors — e.g. no space SIS
between <<forename=>> and '
<<surname>> — you should fix them on Eicacyiyourd|ct oris
. . . . Cne of the merged letters is
the mail merge main document by clicking previewsd here, To preview
on Previous: Write your letter. another letker, click one of the
Follawing:
} Recipient: 1
To preview other records, use the arrows
as in Figure 7-4 —j_sl Find a recipient. ..
Figure 7-4

Birkbeck College Central Computing Services
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Complete the Merge

. . Merge
Finally you may print all the letters. .
g Print...
e Click Next: Complete the merge 5] Edit individual letters. .

Figure 7-5

To send all the letters to a printer, click Print in the Mail Merge
window, as in Figure 7-5. Note that using the normal print
command on this screen will print only the record that is currently
being previewed.

To see all the letters in a separate [Merge to New Document X
document, click Edit Individual letters.  Merge records
0+ i

Whichever option you choose, the @ Ct

confirmation screen shown will pop  From: |— T |—
up — click OK to merge all records. - B |
| oK, I Zancel

Figure 7-6

Birkbeck College Central Computing Services 15
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8 Merge from an Excel Spreadsheet

Objectives

To produce labels as before, but using an Excel spreadsheet as
the data source

Activity 8.1  Set up the document

Producing the main document follows the same pattern as before,
with just the data source being different.

Close and save any mail merge main documents or data
sources that are open in Word

Start a new document (cTRL+N or click the O icon at the top
left of the screen)

Choose Tools - Letters and Mailings — Mail Merge

Choose Labels from the list

Click on Next: Starting document

The next window in the Mail Merge helper asks which label size to
use.

Click the Label options link

Choose the label size required — remember that popular Avery
size labels will appear under Avery A4 and A5 sizes

Click OK

Click Next: Select recipients

Activity 8.2 Choose the data source

We now need to tell Word which data source to use. We use the
same menu as before, but need to tell Word to look for Excel
spreadsheets.

16

Click on the Browse link

Browse to wherever you saved the downloaded files earlier and
double click on the file mergedata.xls to make it the data
source (you may single-click and choose open if you prefer)

Select Table x|

Marne Descriptinn| Modified | Created Tvpe

Addressest B/18/2004 4:14:25 PM  8/18/2004 4:14:25 PM  TAELE

1| | »
¥ First row of data contains column headers CK I Cancel |/
Figure 8-1

Birkbeck College Central Computing Services
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The window shown in Figure 8-1 will appear. For a more
complicated spreadsheet there might be several options
(representing different sheets within the Excel workbook), but for
our purposes there is only the one.

e Click OK
Again the list of recipients will pop up.

e Click Ok

Activity 8.3  Set up the labels

Match Fields x|
The rest of the exercise is the
same as that completed above. s e -
Last Hame Gurame =] |
First Name: Forename S
e Click Next: Arrange your labels Coury e e
Address 1 Address1
A City City -
e Click on Address Block e (ol eiced -
e Click on the Match Fields button | sesrtir. (oot e
e Use the drop-down to add the e e [(Cot neiched) ]
Forename field to the First e e g S o 2 ot coresbondstorhe
Name Cancel
Figure 8-2

Update all labels

Click Update all labels on the mail merge window
Click Next: Preview your labels

Click Next: Complete the merge

Save the mail merge main document

Finally, choose either Print to send all labels to print, or Edit
individual labels to create a separate document containing them
all. In either case, click OK on the window which pops up.

9 Merge from an Access database

To produce labels as before, but using an Access database as the

Objectives data source

Activity 9.1  Set up the document

Producing the main document follows the same pattern as before,
with, again, just the data source being different.

¢ Close and save any mail merge main documents or data
sources that are open in Word

e Start a new document (cTrRL+N or click the DI icon at the top
left of the screen)

Birkbeck College Central Computing Services 17
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e Choose Tools - Letters and Mailings — Mail Merge
e Choose Labels from the list
e Click Next: Starting document

e Click on Label Options
e Choose a label size and click OK
e Click Next: Select recipients

Activity 9.2  Choose the data source

The next step is to select the data source. Again, we use the
Browse link, but must tell Word which type of file to use.

e Click on the Browse link

e Browse to your n: drive and select the database,
mergedata.mdb

e The list of recipients pops up — click OK

Activity 9.3  Set up the labels

Match Fields e x|

The rest of the exercise is the
same as those completed above. s e K
Last Hame Gurame =] |

First Name: Forename S

e Click Next: Arrange your labels Coutear T -

Address 1 Address1 -

i City City -

e Click on Address Block e e

e Click on the Match Fields button | sesrutir. (oo mefched) =
e Use the drop-down to add the e e [iot metched) ]
Forename field to the First S et s e o iy = e e

Name Cancel
Figure 9-1

Update all labels

Click Update all labels on the mail merge window
Click Next: Preview your labels

Click Next: Complete the merge

Save the mail merge main document

Finally, choose either Print to send all labels to print, or Edit
individual labels to create a separate document containing them
all. In either case, click OK on the window which pops up.

18 Birkbeck College Central Computing Services
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	S
	S
	T
	F
	S
	T
	C
	T
	M
	Y
	C
	S
	N
	O
	F
	T
	I
	F
	I
	F
	M

	Merge to a Letter
	O
	T
	S
	W
	O
	T
	C
	T
	“
	T
	M
	C
	C
	W
	C
	O
	C
	C
	F
	A
	T
	C
	U
	F
	T
	P
	C
	S
	C
	F
	P
	C
	S
	C
	C
	P
	T
	I
	T
	F
	C
	F
	C
	F
	T
	T
	W
	F
	M

	Merge from an Excel Spreadsheet
	O
	T
	S
	P
	C
	S
	C
	C
	C
	T
	C
	C
	C
	C
	C
	W
	C
	B
	F
	T
	C
	A
	C
	S
	T
	C
	C
	C
	U
	F
	C
	C
	C
	S
	F
	M

	Merge from an Access database
	O
	T
	S
	P
	C
	S
	C
	C
	C
	C
	C
	C
	C
	T
	C
	B
	T


