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Mail Merge using Word and an Excel spreadsheet
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Tom Gerfen, CSIS Professor

’l:gn‘ = & SE-& F - mm-names-TTT222 [Compatibility Mode] - Microsoft Excel
=Y
—-/ Home Insert Page Layout Formulas Data Review View Add-Ins
= Cut ==
J % Cu Arial 110 ~||A A = = =||®-| | SwWrap Text General - E:I‘“__;‘l
=3 Copy EE]
Paste S| = = S == = | 1 < et =0 .00 Conditional
- # Format Painter il e & — — G [ ESRE - Ll Formatting -
Clipboard IF Font I Alignment LF] Number (F] s

D
City

F G

Address

Zip Amount Date

Tom 1000 W. Foothill Blvd  Glendora CA, 91841 $1.500.25  11/15/2008
3 Jones ’ 569 M. Grand Ave Duarte CA 91616 i
4 |Beedle Linda o120 2. T - e o .a.0a0.00 5/25/2008
5 Reeves Sam 501 Island Blwd Glendora CA 91840 5 603.03 3/20/2009
6 |Smith James 1000 W. Foothill Blvd  Glendora CA 91841 5 100.00 1/9/2008
7 |McWilliams Mary Ann 1234 M. Ardmore Azusa CA 91801 5 500.00  10/25/2008
8
9
10
11

“Header” row ( Names of the data fields )

First-Name::Last-NameY
Addressf|

W—-Zﬁpﬂ

Dear.FlrstName
Congratulation-on-yourselection-asthe-2009-Prize-Squadwinnerinthe-Amount:
of--Ameount--from-the-city-Qf.-Gity-- This-selection-was-from-a-large-pool-of
nominations g

1
Please callthistoll-free-numberto collect-yourwinnings-1-888-999-1212 1

1
Sincerely |
L
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Insert Page Layout Refere Mailings
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="
Start Mail Select Edit Highlight Addr
Merge = Recipients = Recipient List || Merge Fields Blos
9 E‘Tg Mail Merge v
o . Select document type
What tvpe of document are wou
Insert Page Layout References Mz working on?
By {i} Letters
é:l > () E-mail messages
Start Bail Edit Highlig {:} Envelopes
Merge = |Recipients = Recipient List || Merge F {:} Lahels
Sl Letters () Direckaory
E-Mail Messages
= - : Letters
=1 Enyelopes... Send letkers to a group of people,
LSl Labels... You can personalize the letter
— | that each person receives,
3 Directory A .
Click. Mexk to continue.
[[_v_t" Mormal Word Document
__"_| Step by Step Mail Merge Wizard...
I ﬂ —
1| Mail Merge v
Next: Select recipients @ .
9 Select recipients
(1| Mail Merge v X {®) Use an exisking lisk
select starting document () Select From Cutlook contacks
Howe do wou wank to set up wour {:!' Twpe a new list
lekters?
(¥} Use the current document Use an existing list
") Skart: from a kemplate Nl Use names and addresses From a
Fil database,
() Skart: From existing document &i Hf 8 Aatahase
zi Browse,.,
Use the current document 1
Skart: From the document shown i

here and use the Mail Merge
wizard ko add recipient
information, I
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Select Data Source
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Laok in: | [5) CommEd Classes

la Recart Marne Size | Type
lﬂ_]ﬂ.ssign Word 1 sample.doc 36 KE  Microsoft Office o
@ Desktop ] pssign Waord 1.doc 38 KB Microsoft Office wo
IE_]CE—Word—l.dnc 351 KB Microsoft Office W
Dg'gcum ente | | CE-word-2.doc BOGKE  Microsoft Office Wo
My IE_]CE—Word—B.dnc FO0KE  Microsoft OFfice W
- Computer B cE-ward-4.doc 428 KB Microsoft OFfice W
‘SMV YI— g_]CwerISD.doc 28 KB Mfcrosoﬂ: OFche W
Places JCUverWORD.ch ZAKE Microsoft Office o
@_]GerfeanrdZDD?.xls 27 KB Microsoft Office Exc
B cerfertord200711. xls 21 KB Microsoft Office Exc
IE_]JLIST £ THOUGHT AT CHRISTMAS TIME-MoBorders . doc 30KB Microsoft Office Wo
Ig]MM—Letter—F‘rize—Squacl.cluc 25 KB Microsoft Office wo
=1 mm-names-TTT 19KE  Microsoft Office Exc

Select Tahle

Marme Description | Modified Created Type
'TM-Mamnest’ 10/21/2008 &:00:04 PM 10/21)2003 3:00:04 PM TABLE

0 Sheetz§ 10/21/2008 §:00:04 PM  10/21/2005 §:00:04 PM  TAELE
Sheet3$ 10/21/2008 8:00:04 PM 10/21/2005 5:00:04 P TABELE

P Sheett$ 10/21/2008 8:00:04 PM 100212005 5:00:04 P TABLE

o Sheet5$ 10/21/2008 5:00:04 PM  10£21/2008 §:00:04 PM  TABLE

E4

E4

£

9 JES | &

2 First row of data contains calumn headers k. ] ’ Cancel

B m [SE o = mﬂLUIF_G I'.ALl
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7]

LI 220500y e

) IYpe a new st

i HMail Merge Recipients

This is the list of recipients that will be used in your merge, Use the options below to add to or change yvour lisk, Use the

; checkboxes to add or remove recipients From the merge. When wour lisk is ready, click Ok,

1 | Data Source [w | Lazt w | Addresz w | City w | State - | Zip w | First M3
mm-names-TTTZ22... |¥ Jones 769 M, Grand fwve Duarte Ch 91616 Gl
mm-names-TTT222... [ Eeedle 120 3. Firsk 5t Monrovia A 21016 Linda
mm-names-TTT222... [ Reeves 301 Island Blvd Glendora A 1740 Sam
mri-names-TTT222,.,  [¥  Smith 1000 W, Foothil Bled Glendora A Q1741 James

I mm-names-TTT222,..  [v  McwWiliams 1234 M, Ardmore Azusa A 1701 Maty &y
mm-names-TTT222...  [v

;r

ol
4 | »

o Diata Source Refine recipient list

rr-names-TTT222, xls | 41 sort...
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Mailings Review View Developer
j j ] =P Rules ~ A
4 Match Fields .
Highlight Address GreetlnghnsertMerge Preview
erge Fields Block  Line Field~ | (£] Update Labels || pesyits
Write & In Last
e 2 First Name |4~ * ~ 1 -+ ¢
2. F Reeves 201 Addrass
2. ¥  Smith L0u0e] i Insert Mail Merge Field
2. ¥ Mowilliams 1234 ity
2. v State
Zip
Amaunt
Date_
Refine recipiq F3

<<First_Name>> <<Last>>

| Y
5=
Finish &
@ Merge =
= h_‘| Edit Individual Documents...
S || 4|1 [ M| o i
h -- _.;,p,z" i | &g | Print Documents..,
&7 Find Recipient — :
Preview Finish & &l Send E-mail Messages..,
Results | = Auto Check for Errors || Merge - '
Preview Fesults Finish
B B AT
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Print letters
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f Label Options

M Printer inforrmation
) Continuous-feed prinkers

{*) Page printers Tray: |Default kray (Automatically Select)  w

Label infarmation

I Label vendors: | &wery US Letker w l
Produck number: Label infarmation o
5143 ~ Type: Easy Peel Mailing Labels - Fill Across
gi:g Height: 1"

- 514? B W|dth: 2.53" _—
5150 Page size: 8.5" % 11"
x

[ Details. .. ] [Mew Label... ] (0] 4 l [ Zancel ]

Mail Merge

' In order ko apply the selected label options, WWord must delete the current contents of MM-screen-shots.doc. Any unsaved changes to this document
e Y wil be lost,

[ Ok ] ’ Cancel
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_l s | L:ﬁ - Documentl - Microsoft Word

References Mailings Review View

1 =
Select View |Properties Insert Insert Insert Insert Split Split

- Gridlin Above Below Left  Right Cells  Table
Rows & Columns (P Merge

-z---.xag-a---

AutaFit |
Yo

-

Table Tools
Design Layout

"

A Height: |1° . :E ribute Rows

=3widtr g Distribute Column|

-
Cell Size
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Page Layout References kdailings

ki3

Use Existing List... !

i Edit Highlight Ad
* |Recipients *|Recipient List || Merge Fields B <
E Type Mew List...

Tom Gerfen, CSIS Professor

-

&l

1g In Line with Text L,

Square

Behind Text

||'|'n'|'|||l

ext

Top and Bottom

[ 1= [ (e (g G [

G= Select from Qutlook Contacts...
Through
N : .
Edit Wrap Points
Maore Layout Options...
DR B
Mailings Review View Developer Design Layout
: = = ey ||H 4|1 [ M| 2
= = - . - o=
oy Match Fields 4 Find Recipient

ghlight Address Greeting Insert flerge Priview
‘ge Fields EBlock  Line FieN | [£] Update Labels || plsyits

Finish &
—}Autn Check for Errors Merge *

Preview Results Finish

Tom-Gerfenq] i Bill- Jlonesq {inda-Beedleq
1000-W.-Foothil-Bhvdq) 769-N.Grand-AveY) 8120-5.-First-519]
Glendora€A917419 DuarteCAS16169 Monrovia<CAS10169
1] 1] o

Sam-Reevesq] i JamesSmithq] Mary-AnndcWilliamse
201 -I1sland Bhedq) 1000-W.-Foothill-Bhvdq) 1234-N.-Ardmoref)]
Glendora€a 917409 Glendora€a917419) AzusaCA917019]

i} i} 54

- \ -1 -1

1 1 1

1] 1] o
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Clip Art - x
Search Far;
|Summer | Go
Search in:
| Al collections | - |
Fesults should be;
M

| Al media file types

I::Htiﬂisr chairs, ¢
1050 (w] x 781 (h] pixels, 293 KB, JPG

i
Bt :-_,u--él"-?.l

=

hais

e lounges...

Fis

Tom Gerfen, CSIS Professor

X

..1"

TomGerfen--
1000-W. Foothill 4
Glendora CA"91740x=

«NextRecords 1]
TomGerfen- -
1000-W. Foothill 4]
GlendoraCA91740x

&

«NextRecord="1]
TomGerfen--
1000-W. Foothill 4
GlendoraCA-91740x

«NextRecords 1]
TomGerfen- -
1000-W. Foothill 4]
GlendoraCA91740x

«NextRecord= 1

«NextRecord» -1

R

«NextRecord» 1 @
TomGerfen~ B2
1000°W. Foothillq \5\@
GlendoraCA"91740x
«NextRecord» 1 @
TomGerfen- - B2
1000°W. Foothillq \5\@
GlendoraCA"91740x

fa a

«NextRecord» -1
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