Word 2002 Mail Merge

Use the mail merge feature to create the same letter for a large number of people, yet customizing each letter with the recipients name and address.  You can also use mail merge to create labels and envelopes from a list of addresses.

Form Letter Mail Merge with an Excel File

1. Begin with a New blank Word document

2. Pull down the Tools menu

3. Choose Letters and Mailings and then Mail Merge Wizard.  The Mail Merge Wizard opens in the Task Pane on the right-hand side of your screen.

4. Step 1:  Select Document Type. 

a. Click on the Document Type you’d like to create. In this case, leave Letters selected.

b. Click on Next: Starting document at the bottom of the task pane

5. Step 2: Select your Starting document. 

a. This would usually be the document you currently have open, so you would leave “use the current document” selected.

b. Click on Next: Select recipients at the bottom of the task pane

6. Step 3: Select Recipients. You have three options for selecting recipients:

· Use an existing list – you can connect to lists in Excel, Access, Word tables, and other ODBC databases.

· Select from Outlook contacts

· Type a new list – this option allows you to create a data source file in Word

a. Leave Use an existing list selected and click on Browse
b. Navigate to the desired Excel file and double-click on it to open it.

c. Double-click on the sheet that you want to merge with

d. Click on OK on the Mail Merge Recipients dialog box

e. Click on Next: Write your letter at the bottom of the task pane

7. Step 4: Write your letter.

a. Enter the current date by pulling down the Insert menu, choosing Date and Time
b. Click on the third date format listed

c. Click on Update Automatically to turn the feature on. This puts in the current date every time you open this letter.

d. Press Enter 4 times
e. If the Address file you are linking to is set up with standard column headings such as FirstName, LastName, etc, you can use the Address Block feature to enter the Address. Click on Address Block and click on OK.

f. Click on the Match Fields buttons and make sure your fields match with the Address Block’s fields. Click on OK when finished.

g. Press Enter twice.

h. Finish typing your letter. If you need to add any more fields from your data source, click on More items…, double-click on the field to enter, and click on Close.

i. When finished, click on Next: Preview your letters. 

8. Step 5: Preview your letters. 

a. This step allows you to scroll through the letters and examine how they look. You can also exclude records if you choose.

b. When finished previewing, click on Next: Complete the merge
9. Step 6: Complete the merge. 

a. Before merging, click on the Save tool to save your form letter. 

b. In this step you can send the letters directly to the printer by clicking on Print… 

c. You can also merge the letters into a new document by clicking on Edit individual letters… This feature allows you to save the merged file as a separate file from the form letter.

Label Mail Merge with Excel File

1. Begin with a New blank Word document

2. Pull down the Tools menu

3. Choose Letters and Mailings and then Mail Merge Wizard.  The Mail Merge Wizard opens in the Task Pane on the right-hand side of your screen.

4. Step 1:  Select Document Type. 

a. Click on the Document Type you’d like to create. In this case, select Labels.

b. Click on Next: Starting document at the bottom of the task pane

5. Step 2: Select Starting Document
a. Click on Label Options…

b. Choose the correct number from your Avery standard labels and click on OK
c. Click on Next: Select recipients at the bottom of the task pane

6. Step 3: Select recipients
a. Click on Browse…

b. Navigate to the desired Excel file and double-click on it to open it.

c. Double-click on the sheet that you want to merge with

d. Click on OK on the Mail Merge Recipients dialog box

e. Click on Next: Arrange your labels at the bottom of the task pane

7. Step 4: Arrange your labels
a. If the Address file you are linking to is set up with standard column headings such as FirstName, LastName, etc, you can use the Address Block feature to enter the Address. Click on Address Block and click on OK.

b. Click on the Match Fields buttons and make sure your fields match with the Address Block’s fields. Click on OK when finished.

c. Click on the Update All Labels button

d. Click on Next: Preview your labels at the bottom of the task pane

8. Step 5: Preview your labels
a. Use the arrows to preview your labels if you have more than one page

b. Click on Next: Complete the merge at the bottom of the task pane

9. Step 6: Complete the merge. 

a. Before merging, click on the Save tool to save your label form. 

b. In this step you can send the letters directly to the printer by clicking on Print… 

c. You can also merge the letters into a new document by clicking on Edit individual letters… This feature allows you to save the merged file as a separate file from the form letter.

