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Mail Merge using Microsoft Word XP

In Microsoft Word, go to the top tool bar and select Tools, Letters and Mailings, Mail Merge
Wizard...

5l Document3 - Microsoft Word

- File Edit ‘iew Insert Format | Tools I Tahle Window Help
DEHoan sl y & Spelingand Grammar... F7 | 45 Normal -~ Bookman Oid ¢
El Language '.-5-|-s-|-;-|-s-|-9-
Speech
Letters and Mailings 3 | Mail Merge Wizard... |
Tools on the web, .. Show Mail Merge Toolbar
Customize, ., [=1 Envelopes and Labels. ..
- Options. .. Letter Wizard. ..
3
~N

You will then see a column at the left-hand side of your screen which allows you to select your mail
merge options in Word.

- Select document type

‘What type of document are you
working on?

@ Letters

1 E-mail messages
1 Envelopes

7 Labels

1 Direckory

Letters

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

Click. Mext ko continue.
Step 1 of 6

g Mext: Starting document

on|e
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If you are creating a mail merge letter then select document type, letter from the first list of choices.

Then click on ‘Next’ at the bottom of the page.

On the next page of options, select “Use the current document”, then click on ‘Next’ at the bottom
of the page.

. _iBix]

W Help

100%: -

Type a question For help [= %
» ° Bookman Old Style = 12 = id
@ & Mail Merge * X

Select starting document

Haowe do vou wank to sek up your
letters?

® Use the current docurment
 Start fraom a template
7 Start From existing docurnent

Use the current document

Skark From the document shown
here and use the Mail Merge wizard
to add recipient information,

LI Step 2 of B
t

e
¥

i

o Mext: Select recipients

43 Previous: Select document bype

On the third page of options select to use an existing list and click on ‘Browse’ to select your data

file.

JU -
-

DRI I 20IE o L -
-

vg o a| % % Mail Merge * X

-

«on|d

i

Select recipients

# Use an existing lisk
2 Select Fram Outlook contacts

0 Type a new list

Use an existing list

Use names and addresses From a
file or a database,

Browse. ..

Edit recipient list...

Step 3of 6

gy Mext: Write vour letber

48 Previous: Starting document
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This will open a Select Data Source window as shown below. Here you should choose to ‘Look In’
your C:\ drive and locate the file tb2mail.doc. Open this file.

|2 © FHe-mE @ X O - Tk

1 Tiwdderno Frunlog. txt
1 TrackbaseSdisk @ my_lables_3x8 doc
1 tweak Metlog. txt

T —
5 8
S5y ) Z
= El

|l upgrade readme_nimda, txt
[ webpass Setuplog, bkt
| 1'windows Setupslg.tat
My Documents |1 Ws.ftp SMDR200001 31 TXT

L] xeroxdrivers SMDR20000207. TAT
L-_Ei 1_Docl.dos SMDR20000214.TXT
12.12.20000019.03.2007 k= SMDR20000221.TXT

Q

Desktop Boatiog.tt SMDR20000228.TXT
datafilel tat SMDR20000306. TXT
ﬁ B8] datafile2 vl SMDR2000033.TKT
' Detiog.tst SMDR20000320.TXT
Favarites B9 forget do SMDRA20000327 TXT
[+
j File name: I j Mew Source... | Open
Web Folders g of Lype: IAII Diata Sources (*.odg;* . mdb; *.mde;’j Cancel
e —

You will then need to confirm the data Source file type, select Word Documents (*.doc) and then
click on ‘OK’, as shown below.

Confirm Data Source 2|

Open data source;

OLE DB Database Files “
|All word Documents ¢*.doc, *.dat, *.htm, *.html, *.url, *,
“ord Documents i *,dac)
Word 6.0095 For Windows&Macintosh via Converter (*.doc
wiordPerfect 5.x via Converter (*.doc)

wiordPerfect 6.x via Converter (*.wpd;*.doc)

Word 97 wia Converker (*.doc) ﬂ

[ show &l Ok I Cancel |

In the Mail Merge Recipients window you should click on the ‘OK’ button as we do not need to
rearrange the data for a Trackbase Lite Mail Merge.

Mail Merge Recipients ﬂﬁl

Ta sark the lisk, click the appropriate column heading, To narrow down the recipients displaved by a
specific criteria, such as by city, click the arrow next ko the column heading. Use the check boxes or
buttons ko add or remove recipients from the mail merge.

List of recipients:

| =l lastname | =l fistname | *| company_name | ¥| company_address] I

MM Fuddle wilkingon Li.. | 84 Lincaln Road

1| | 3

Select All | Clear all | Refresh |

Find... | Edi... | Yalidate |
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In the screen shot below you can now see that your data source has been selected as tbh2mail.doc
(this is the data file you created in Trackbase Lite). You can now click on the ‘Next’ button to go to
step 4.

> = ® BookmanCldStyle - 12 - %

@ & Mail Merge v X

|
o

Select recipients

@ Lse an exisking list
7 Select from Outlaok contacts

O Type a new list

—1 Use an existing list

Currently, vour recipients are
selected From:

[:4tbZmail.do] in "tbZmail, doc"
Select a different list...

Edit recipient list. .,

LI Step 3 of 6

3
o g Mext: Write yvour letker
¥ 4 Previous: Starting document
Y
REC TRE EXT owr [CH v

To write your letter you will need to include merge fields. To add these, click on ‘More Items...’

il Document3 - Microsoft Word i ]
File Edit Wiew Insert Format  Tools Table ‘Window Help Tvpe a question for help =) 2

DEedsn &LV

Ex [« - ¥ 100% ¢ 2 - Bookman OldStyle » 12 - 2
(] Lol 12 03 i 1B b e @ T 1 cg e o @ Mal Merge > x

Write your letter

If vou have not already done so,
write your letker now,

To add recipient information ko
wour letter, click a location in the
docurnent, and then click one of
1 the items belaow,

_ [Z] Address block. ..

- F‘] Greeting line. ..

N * Electronic postage, ..

o El More items...

- when you have finished writing

5 wour letter, click Mext, Then wou
- can preview and personalize each
. recipient's letker,

=

o LI Step 4 of 6

. +

T o g Mext: Preview vour letters

™ F 1 Previous: Select recipients
= o= 4 | »

Page 1 Sec 1 11 Ak 2.5cm Lo Cal 1 REC TRK EXT ovR [Od 7
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This will bring up the window shown below where you can select your merge fields. You will need
to select your fields from the database fields list (do this by highlighting the Database Fields option
as shown below).

To insert fields from the list, highlight the field you wish to include and then click on ‘Insert’. Repeat
this until you have added all your merge fields. Click ‘Cancel’ to return to the letter.

Insert Merge Field il |

Insert:
" address Fields ¥ Database Fields

company _addressz
company _address3
company_address4
company _addresss
company_addressa
company _address7?
company _phone
company _fax
PEFSON_name
design

first_name
last_narme
rale_nurmber

niocy

project_tite
project_value j

Match Fields, .. | Insert I Cancel |

Once you have added all of your merge fields you will need to arrange the fields into a letter
format. You can do this by adding spaces and returns between the merge fields as shown below.

5l Document3 - Microsoft Word =1o|x]

File Edit ‘iew Imserk Format  Tools  Table  window  Help Twpe a question for help =1
DeEeEary &@ % B <~ 8 100%  + % Gookman QldStyle = 12 - B U %
K -

Ll Z LBl de LB LB i T L& 19110 e @ % Mail Merge
\ . \ \ \ \ \ \

|

Write your letter

If vou have not already
done so, write your letter
N,

To add recipient information
o vour letter, click a
location in the document,

ACOIMPENY_Nnames and then click one of the
— ikems below,
company_addressls
wcompany_addresz2»company_address3xcompar
v_addressSweompany_addresséxcompany_addre [=] Grestingline. .

|§’] Address black...

' Electranic postage. ..
P El mare ikems. ..

wehen vou have finished

- wiriting your letter, click
Mext. Then vou can preview
and personalize each

. recipient's letter,

e || step4ofs
2

- o g Mewxk: Preview your letters
¥ 4a Previous: Select recipients

= w@]s 4 | ]

Once you have inserted your mail fields you can then write your letter text and then click on ‘Next’
to go to step 5 and preview your letters.
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i3l Document3 - Microzoft Word

- File

Edit  Wiew Inserk  Format  Tools  Table  wWindow  Help
DEEHaSn & [® v - ¥ 10% = > Bookman

w

1

-

Ir]

LI B [ [

| c4-1 -5 REES

COMPAany_narmes

wcompany_addresz1s»
company_addrezzls
wcompany_addrezad»
wompany_addresads
wcompany_addreszSy
company_addreszt»
company_addreza?»

Dear «designs dagt_name
Fleaze find attached our com |

@
¥

You can use the arrow buttons in the Mail Merg

=0l ]
Twpe a question for help =€
Cldstyle =12 = B U 2
@ & Mail Merge r x

Write your letter

If you have not already
daone so, write your letter
now,

Ta add recipient information
o wour letter, click a
location in the document,
and then dlick one of the
items below,

|E'] Address block, .
m Greeting line. ..
* Electronic postage. ..
El More items...
wehen wou have Finished
wiriting wour letter, click
Mext, Then you can preview

and personalize each
recipient’s letter.

Step 4 of 6
o Mexk: Preview yvour letters

4 Previous: Select recipients

e helper column to scroll between the letters you

have created, and also in the ‘Make changes’ options you can choose which letters you want to

discard or keep.

Once you are happy with your letters you can click on ‘Next’ at the bottom of the page to complete

your mail merge.

-0l
- File Edit Wew Insert Format  Tools  Table  Window  Help Type a question for help |+ 122
DEeEEHaSY &0 % BE v @ 0% -2 Gokmanoldstye « 12 - B O 2
[c] '"1'."2".'3"'.4'"5."'5'."?".'8'".9"'10.‘¢'Ma“Merge TR

Preview your letters

Cne of the merged letters is
previewed here, To preview
anather letker, click one of
the Faollowing:

Recipient: 1

Ruddle Wilkingon Limited ) N

n 84 Lincoln Road m Find a recipisnt. ..

T Peterborough Make changes

N Cmbridgeshir.e Wiou can also change your

~ PE1 25W recipient lisk:

- Edit recipient list...

* Dearsir
N When you have finished

- : previewing vour letters, click

& Fleagze find attached our company brochure R, 0 W G

- the merged letters or edit

wn individual letters ko add

- personal comments,

- | stepsofs

- +

n o g Mext: Complete the merge
N ¥ 4 Previous: Write your letker
=e[E[= 4] | |

Page 1 Sec 1 111 at 55cm Lo cal 10 REC TRE EXT ovr  [Gdf 7
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The final screen of the Mail Merge helper allows you to print all letters or edit individual letters.

You can then save your document to retain your template for future mail merges by going to File,
Save as.

-l
- File Edt Wew Insert Format Tools Table  ‘Window  Help Twpe a question for help [+ 12
NEEHsS® SAY BR ©- @ 10% -2 Bookmanodsyle =12 - B O 2
[] -|-1-||-2-||-3-|-|4-|-5I-|-5-||-?-|I-s-|-|9-|-1ulA"MailMerge T X

Complete the merge

Mail Merge is ready to
produce your letters,

To personalize your letters,
click "Edit Individual Letters,"
This will open a new
document with your merged

Fuddle Wilkinzon Limited letters, To make changes to
N a4 Lincoln Road all the letters, switch back to
- the original document.
- Paterborough
- Cambridgeshire Merge ==~~~ 0
4
- PE1 253W D5 print...
o . Ty Edit individual letters. .
. Dear 31r
-+ .
- Fleagze find attached our company brochure
i
- =
+
N o  Stepbofi
™ ¥ 4@ Previous: Preview your etk
= a[g]= 4 | 5
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