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Merging
· MS Word includes a Mail Merge feature to create:
·  letters 
· envelopes 

· labels

· directories

· A merge takes two files:

1. The Data Source  file – contains the variable information that is inserted during the merge process
2. The Main Document file – this document contains the standard text along with fields identifying where variable information is inserted during the merge
· Two ways to begin a mail merge process:
1. Manual Merge – using the Mail Merge buttons in the Mailings tab

Mail Merge Wizard – a step-by-step guide to take you through the mail merge process

· Creating a Data Source File

· Word provides predetermined field names you can use when creating the data source file
· Variable information in a data source file is saved as a “record”

· A record contains all of the information for one unit

· A series of fields makes one record
· A series of records makes a data source file
· A table created in MS Word can serve as a data source:

· The column headings will become the “Field Names”

· The row contents will become the “records”

· To Create a Data Source File:

1. Click - Mailing tab
2. Click - Select Recipients button

3. Click - Type New List in drop-down list

4. Type data in predesigned fields or create desired custom fields

5. Click OK
6. Name the file and save to a desired location on a drive

7. Click – Save 
· When saving a data source file, MS Word saves the file as an Access database (however, you do not need MS Access on your computer to complete a merge with a data source file

· Editing a Data Source File

· You will need to edit a data source file on a periodic basis to add or delete names, update fields, insert new fields, or delete existing fields
· A main document can be edited in the normal manner by opening the document in MS Word and make any changes as necessary
· Since a data source is actually an Access database file, you cannot open it in the normal manner
· To Edit a Data Source File:

1. In the Mailings tab, click -  Edit Recipient List button

2. In the “Data Source” box, click the data file name shown

3. Click – Edit button

4. Make desired changes and/or additions in  the “Edit Data Source” dialog box

5. Click – OK
6. Click – the Yes button to update list and save changes

7. Click - OK
· Selecting Specific Records

· Not all records in a Data Source file may or may not be needed (a check mark before the first field in each record verifies that it will be used in the merge process)

· To have the merge process not include a record in a merge, remove the check mark before the first field in each record

Creating a Mail (Main) Document
· When you begin a mail merge, you specify the type of mail (main) document you are creating first

· You insert the mail document fields identifying where you want the variable information to be inserted when the document is merged with the data source file

· A field name is inserted in the mail document surrounded by “chevrons” (<< and >>),which distinguish fields in the mail document, but do not display in the merged document

· To Create a Mail Document:

1. Click:  Mailings tab

2. Click:  Start Mail Merge button

3. Click desired document type at drop-down list

4. Type main document text and insert fields as needed

· Previewing a Merge
· The Preview Merge is used to view how the main document will appear when merged with the first record in the data source file
· Viewing the merged document before printing is helpful to ensure that the merged data is correct

Mail Merge Wizard (Step-by-Step method)

· To Create Merged Letters:
1. Click: Mailing Tab
2. Click: Start Mail Merge button in Start Mail Merge group
3. Click: Step-by-Step Mail Merge Wizard
4. Click: Letters on Select Document Type section (if it is not already slected)
5. Click: Next: Starting Document
6.  Click: Use the current document  - or – Start from existing document from Select Current Document section
· Note:  If you chose Start from Existing Document, click the Open button and locate the existing filename of the main document and open it to your blank screen
· Note:  If you chose Use Current Document, you will use this blank screen later to key the body of the letter and insert fields at the step: Write your letter
7. Click: Next: Select Recipients
8. Click: Type a new list  --or – Use An existing list from Select Recipients section
· Note:  If you chose Type a new list, continue with step 9 below…………
· Note:  If you chose Use An Existing List, click the Browse… button and locate the existing filename of the data source (skip steps 9-13 & continue with step 14 below)
9. Click: Create…
10. Key-enter Data Source information (names, address, etc.)
11. Click: OK button
12. Name and save the Data Source filename to a desired location
13. Click: OK button
14. Click: Next: Write your letter
15. At this current document screen, write your letter and to insert the Address Block, Greeting Line and/or insert fields as desired (for listed field, click – More Items… and select desired fields)
16. Click: Next: Preview your letter
17. Preview your letter for accuracy and make any changes as needed to individual letters
18. Click: Next: complete the merge
19. Click: Edit individual letters…
20. Click: All button on the Merge and New Document dialog box
21. Click: OK button on the Merge and New Document dialog box
22. You can now print and/or save the merged letters
Mail Merging (without the Wizard help)

1. Click: Mailing tab

2. Click the Start Mail Merge button from the Start Mail Merge group
3. Click Letters at the drop-down list

4. *You can key the body of the main document letter here – or – you can open up an existing main document letter to the screen (if your existing document already has field codes in the document, skip steps 6-10)
5. Click Select Recipients button from the Start Mail Merge group

· Note:  Click - Type New List… to key a new data source and save it

· Note:   Click - Use Existing List…  to locate and use an existing data source file name

6. Place your insertion point at the desired location for the date and key the date

7. Place your insertion point at the desired location for the inside address
8. Click - Address Block from the Write & Insert Fields group, select the desired style and click - OK
9. Place your insertion point at the desired location for the greeting line
10. Click - Greeting Line from the Write & Insert Fields group, select the desired style and click - OK
11. Insert any desired fields into the document from the Insert Merge Field button from the Write & Insert Fields group

12. Click Finish & Merge button on the Finish group
13. Click Edit Individual Documents…
14. Click All (round button)

15. Click OK button

16. You can now print and/or save the merged letters
Merging Envelopes (without the Wizard help)
· An envelope can be a main document
· You complete an envelope as a main document and merge it with a data source file
· To Prepare a Merging Envelopes:

1. Click - Mailings tab

2. Click - Start Mail Merge button

3. Click - Envelopes at the drop-down list

4. Specify the desired envelope size and any other needed changes

5. Click - OK
6. Click the Select Recipients from the Start Mail Merge group 

· Note:  Click - Type New List… to key a new data source and save it

· Note:   Click - Use Existing List…  to locate and use an existing data source file name
7. Click in the lower/middle section of the envelope (where the address should appear)and a box with a dashed blue border displays
8. Click the Address Book button in the Write and Insert fields group, select a style and click - OK
9. Click - Finish & Merge button on the Finish group
10. Click - Edit Individual Documents…
11. Click All (round button)

12. Click OK button

13. You can now print and/or save the merged envelopes
Mailing Labels (without the Wizard help)
· Labels can be a main document
· To Prepare Merge Labels:

1. Click - Mailings tab

2. Click - Start Mail Merge button

3. Click - Labels at the drop-down list

4. Choose the correct label (product number)

5. Click - OK
· If label gridlines are not visible, do this:

1. Click – Home Tab

2. Click – Border icon in Paragraph group

3. Click – View Gridlines
6. Place your insertion point on the first label block (if it is not already at that position)
7. In the Mailings tab, Click - Select Recipients from the Start Mail Merge group 

· Note:  Click - Type New List… to key a new data source and save it

· Note:   Click - Use Existing List…  to locate and use an existing data source file name

8. Insert the appropriate fields (Address Book button – or—Insert Merge Fields button) on the Write and Insert Field group
9. Click - Update Labels button in the Write and Insert Field group to have the field(s) be placed on each label in the document
10.  Complete the merge by clicking - Finish & Merge button on the Finish group
11. Click -Edit Individual Documents…
12. Click - All (round button)

13. Click - OK button

14. You can now print and/or save the merged labels
Merging a Directory (without the Wizard help)
· This feature (unlike letters and envelopes) will have the merged information to remain on the same page
· Useful when creating a list such as a directory or address list
· To Prepare a Merging Directory:

1. Click - Mailings tab

2. Click - Start Mail Merge button

3. Click - Directory at the drop-down list
4. Click - Select Recipients from the Start Mail Merge group 

· Note:  Click - Type New List… to key a new data source and save it

· Note:   Click - Use Existing List…  to locate and use an existing data source file name
5. You can key text at this screen, such as the field name headings  you want to use (you may want to set tabs to insert text in column form)

6. Insert the desired fields in the directory document by clicking the “Insert Merge Field” icon
7. Click - Finish & Merge button on the Finish group

8. Click - Edit Individual Documents…
9. Click - All (round button)
10. Click - OK button
11. You can now print and/or save the merged directory
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