MS Word 2003
Creating a Mail Mergetc "MAIL MERGE DOCUMENTS" \f C \l 1
The Mail Merge Task Pane allows you to personalize form letters, envelopes, memos, and mailing labels.

MAIL MERGE ESSENTIALStc "MAIL MERGE ESSENTIALS" \f C \l 2
Whether you are printing envelopes, designing labels, or creating a form letter, a mail merge involves just three types of documents:

1. The main document contains the information that does not change.  This can be the body of a letter; the city, state and ZIP Code for mailing labels being sent to the same area; or a salutation at the top of a form letter.  The main document also contains merge fields, which are special codes that tell Word where to insert each unique piece of data.

2. The data source contains the data that Word inserts into the merge fields of your main document.  This document typically contains names, addresses, telephone numbers, ages, dates of birth, amounts paid, amounts due, invoice numbers and so on.  This information can be stored in a Word Table, an Excel spreadsheet, a database or a text file.  In a mail merge, Word will use the descriptive names from the top of your table as the merge field descriptions.  In other words, the heading name at the top of an address table will be equivalent to the name merge field.

3. The merged document contains the final results of your mail merge; for instance, it might contain each personalized copy of a form letter you are sending to 50 people.

The Letters and Mailing command on the Tools Menu opens the Mail Merge Task Pane and automates several popular kinds of mail merges (form letters, mailing labels, envelopes, e-mail).  When you choose this command, Word guides you along step-by-step in the creation of form letters, envelopes, mailing labels, etc.  Word also provides a special Mail Merge Toolbar, which you can use to manage and manipulate data in your main, source, and merge documents. Go to View>Toolbars>Mail Merge to display the Mail Merge Toolbar.
Mail Merge Task Pane
The Mail Merge Task Pane can assist you in creating all the necessary documents, and help you to design, enter data into, merge and save all the necessary documents.

To create a mailing label merge:


1. [image: image1.png]Label Options

Frinter information
O Dot matrix
(@) Laser and nk jet

-

Product nuber:

Labelnformation

614 - Card
5066 - Fle Folder Type: Address

5095 - Name Badge: Height i

5096 - Diskette a

5097 - Disette i e

5155 - Ackress Pagesze:  Letter (8 % 111n)
5160 - Acdress

ot [(ewiaba ) Lo




Open the Tools Menu and choose Letters and Mailings and then click on Mail Merge.  The Mail Merge pane appears.  Select Labels as your document type. 


2. Click on Next: Starting Document.
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The next pane in the Mail Merge Task Pane prompts you to Select a starting document.

3. We are going to chose Change the document layout.

4. Then click on the Label options link.

5. This will bring up the Label Options window.


6. Select the type of mailing labels you are using.  Then select the type of printer and printer tray source settings for your printer.  The Avery Standard 5160 works best for most labels I have every used to create mailing labels.  It has 3 labels across and 10 labels down.  

7. Click OK.


8. Click on the Select recipients link.
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9. The select recipients pane appears.  Click on Use an existing list.  Then click on Browse.

10. The Select Data Source window comes up and you then browse to the location of your data file.  Click on the file and then click on Open.
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11. After selecting the data file, the Select Table dialog box opens.  In most cases you will select the option that has “Print_Area” in the name.  Click on that option and then click on OK.
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12. The next window you will see is the Mail Merge Recipients window. At the same time the document in the background will have some code added which begins the setup of the labels document.  On the Mail Merge Recipients window you have several options including sorting, selecting or deselecting recipients, displaying by certain criteria, etc.  In most cases you will Select All and then click on OK. 
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The Arrange your labels pane is next.  Here click on Address block.  This option allows you to determine which information will be included in the address block and how it will be ordered.  For example, you could list names first name first or last name first. The Match Fields button opens the Match Fields (see next page) dialogue box and allows you to make sure the information in the address block and your source data all match up. For example, State might not be showing in the right hand column. Or, you don’t want the Spouse First Name matched. This is all done in the Insert Address Block dialogue box and Match Fields dialog box.

14.  Once you have arranged the label, click on Update all labels.  
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15. The next step is to click on Next: Preview your labels.

16. This brings up the Preview your labels pane.  Note you can go back to the recipient data source by clicking on the Edit recipient list and adding or removing individuals from the list.  Once you have finished previewing and everything looks ok, click on Complete the Merge.
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 Completing the merge means you are ready to produce the mailing labels.  Note that at this point you can also edit individual labels.  Once you are ready, click on Print and your labels will be sent to the printer.  Be sure you have your label paper loaded properly before printing.












18. The process for letters is very similar.  The main difference is you will have to create a source document for the letter, but the Mail Merge Task Pane assists you with that process.  
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