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_ Module 38 - Mail Merge Usage in MS Word

Q CBSE ™ Merge
I:I Mail Merge in Microsoft Word is a powerful feature that lets you create a batch of

@ |CSE documents that are personalized for each recipient. These documents could be
:_‘. f

iew
Line Field Update Labels | pecyits Check for Errors Merge

1 letters, labels, envelopes, emails, or even certificates.
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! __ Banking & Mail Merge document type in Microsoft - —
1 LTS Word: B Latters
=y Z rmail Mzssages
1 * Letters - Used to create personalized letters for | -, ...
2 Central Govt. multiple recipients, like invitation or T Labek..
2 Service announcement letters.
28 e Directory - Generates a single document that B Directan/
2 lists all records, useful for directories, catalogs, B Normal Word Document
24 or rosters.
288§ METERCDIN o Labels - Creates mailing or product labels with [N “Step-by-Step Mail Merge Wizard...
2 Services recipient info from the data source.
2 e Email Messages - Sends personalized email messages to Mail Merge -
28 each recipient via Outlook using the merged. fields. S lect document type
2 LAW e Normal Document - A regular Word document without e s e
3 ST mail merge functionality; used when not merging data. ® Letters
3 * Envelope - Used to print personalized envelopes with R
3 each recipient’s name and address from the data source. e
3 The Step-by-Step Mail Merge Wizard in MS Word is a L?{;t\if toasroupor
3 guided tool that walks you through the entire mail merge the letter that eacn per:on
3 process in six easy steps. Here's a quick overview of each Click Mest 1o cantinue.
3 step:
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Step 1

Celect Tahle

Select Document Type is the
first step in the Mail Merge
Wizard in Microsoft Word. It
lets you choose what kind of
document you want to create
and personalize using your
data.

"y

[«

Available Document Types:

W

Cancel

e Letters - Create personalized letters for
each recipient.

¢ Email Messages - Send customized emails
through Outlook.

¢ Envelopes - Print envelopes with each
recipient’'s name and address.

e Labels - Make address or product labels
using recipient data.

e Directory - Compile multiple records into
a single list, like a contact directory or
catalog.

Step 2:

¢ Select Use the current document, then
click Next: Select recipients to move to
Step 3.

Step 3:

Select Recipients

This is where you choose the data source

Mail Merge

Select starting document
How do you wantto set upyour letters?
®| Use the current document
start from a template

Start from existing document

Use the current document

Start from the document showin here and use
the Mail Merge wizard toadd recipient
information.

Step 2 of b
= MNext Select recipients

€ Previous: Séxdct document type

that contains the information you want to merge (like names, addresses, emails,

etc.). You have three main options:
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e Use an existing list - Choose an Excel file,
Access database, or another data source that
already has your list of recipients.

e Select from Outlook contacts - Use your
Outlook address book if your contacts are stored
there.

e Type a new list - Manually create a new list R
right inside Word by entering each recipient’s

info.

e Select Use an existing list, then click Browse to

select the file. Step 3 of 6

e Locate your file, then click Open.
o |f the address list is in an Excel workbook, select

Mail Merge

Select recipients
#*) UUse an existing list

Select from Cutlook contacts
Type a new list
Use an existing list

Use names and addresses from a file or a
database.

=3 Mext: Write your letter

4 Previous: Starting document

the worksheet that contains the list, then
click OK.

¢ In the Mail Merge Recipients dialog box, you can check or uncheck each box to
control which recipients are included in the merge. By default, all recipients should

be selected. When you're done, click OK.

Click Next: Write your letter to

move to Step 4. [ Select Data Source %
“ (&1 « Documents > My Data Sources v o Search My Data Sources o
centrul -GO". Organize v New folder =~ H @
se"lce 8 This pC A Name - Date modified Type
7_- 3D Objects faml +C ct to New Data S 30-Sep-12 2:41 AM Microsoft Offic
. - W B Deskrop “f@) + NewSQLServerConnection 30-Sep-12 2:41 AM Microsoft Offic
Mail Merge s
g & Downloads
D Musi
Select recipients = pictures
i State Govt. P =i
. . . . ‘ie Local Disk (C:)
Services ®| Use an ezisting list  octoners o
- 1TB(E)
Select from Cutlook cantacds - TEE v o<
New S
Type a new list File name: [ <] [AiDeta Sources =
L Aw Tools  ~ Cancel
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Use an existing list
Currently, your recipients are selected from:
[Sheet15] in "AdWorks_Recipients.xlsy’

[E] seled a differenl lisl..

C# Edit recipient list...

Steplof b
a.

Meaxd: Write yous letter
& Previous Startin;dncument

Corporate Office : ABHYAS ACADEMY, Near Govt. PG College, Ambala Cantt., Haryana (India)

www.abhyasonline.in

@ abhyasonline.info@gmail.com

3of6

® (+91)94165-41198, 81689-25411
(o] | [ATTAVES f v

> [in)



KG-10 (School and Olympiads)

®
Mms.‘ Entrance Exams (Navodaya, Sainik School etc.)
il Bank, SSC, Railways & Other Govt. Exams

Course Mail Merge Usage in MS Word

& I EEE EEN EEE DI EEE DS DI EEE S EaE IS S B B S S . . = -
TeSt Serles Mail Merge Recipients 1 X
|f you don't have an existing address This is the list of recipients that will be used in your merge, Use the options below to add to or change your list. Use
. . the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.
list, you can click the Type a new =r = =
. . Last Name * First Name
list button and click Create, then AdWorks_Recipi.. . | 1028 Lakeview Gi
type your address list manually. AdWorks Recipie.. [ Brennan Michzel Mr. 1123 Main St
AdWorks Recipie.. [ Davis William Mr. 540W 4th St Apt 121
AdWorks Recipie.. [¥ Forest Eliza Ms. PO Box 4331
AdWorks Recipie.. [V Jones Dan Mr. PO Box 805
AdWorks Recipie.. [¥ Post Melissa Ms, 3202 Maplewood Ave
AdWorks Recipie.. [¥ Thompson Shannon Ms. 500 Acme Ln, Apt 3C
AdWaorks Recipie.. ¥ Walters Chris Mr. 436 Chureh 5t
< )
Data Source Refine recipient list
AdWarks_Recipients sk 4| sort..
T: Eilter...
. R} Find duplicates...
SteE 40' . U) Eind recipient..
Now you're ready to write your 3 Validats dresses..
letter. When it's printed, each copy
of the letter will basically be the

same; only the recipient data (such
as the name and address) will be different. You'll need to add placeholders for the
recipient data so Mail Merge knows exactly where to add the data.

— Banking &

Insurance

You can add merge fields from the wizard, or from the following list:

Central Govt.
Service * Write & Insert Fields group on the ribbon:
e Address Block: This is @ combination of fields to MailMerge X
insert the names and addresses of recipients. 3 .
. . o_ g o 3 o it tt
m IPIPN P ) ° Greeting Line: This is a combination of fields to I:’y:u’::; nn:m@ F—
P insert the recipient’s name in the greeting line. letter now '
¢ Insert Merge Field: When you click this button, Ta add recpient infomation to your letter,
. . . . click a location in the document, and then
a list of additional merge fields you can insert tlick one of the items below.
appears. £ Address block...
=] Greet line...
Entrance _1 .
: Electromic pcstage...
I:I B0 more ems.,
When you have Tinished writing your letter,
MBA click Mext. Then you can preview and
personalize each reapient s letter.
Entrance
I:I Step 4 of 6
=¥ Mext: Freview your letters

& Previous: Select recipients
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2 inthis format Hara is 3 praviaw from vour recipient lish:

| Wi, Jush Ranidall Jr,
| br, lazh O, Randall Ir,

S
(=]
3

=
2
(1=

.
2
(=]

3,
a2

3,

If items in your address block are missing or
incia o fialch Fieids Lo ideniify the comedl addiess

o your mailing list.

vl Furmal adudiess accomding Lo Lhe deslinglion counliyiegion

IMatch Feids..
[a]4 Canral
II CK II Canc
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¢ Preview the letters to make sure the information from the recipient list appears
correctly in the letter. You can use the left and right scroll arrows to view each

(LRI version of the document.
Service

e If everything looks correct, click Next: Mail Merge v X
Complete the merge to move to Step 6.
16 m State Govt. Freview your letters
16 Services SteE 6: gl Lhe merged lellers is previewed here.,
X . . To preview another letter, click ore of the
e Click Print to print the letters. FoRowing
e A dialog l?ox will appear. Decide if you ] Recipient 1 [,
want to print All of the letters, the current
NI document (record), or only a select group, [ Find a recipient...
~ then click OK. In our example, we'll print Make changes
_ all of the letters. You tan also change your recipient list:
17 MBA [ Edit recipient list...
Merge to Printer ? X Exclude this recipient
Entrance J -
: When you have finished previewing your
Prmt__[ffmds letters, click Mext. Then you can print the
(OHAT merged letters or edit individual lztters to
R.“*u’s T Moks D Current record add personal comments.
='_ Services From: To:
O from = Step 5 of 6
.many more Cancel 2 M%
. ; - € Previous: Write youfetter
abhyasonline.in
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T . The Print dialog box will appear. Adjust the print settings if needed, then click OK.
est Series . :
The letters will be printed.
Drint ? e
Hame: rE  Lexmark MX310dn e Properiies
Chatie Idla o
"""" Find Printer..,
Tvpe: HP Caolor Laserlet 2820 AiCy PS Class Driver
R R —— !_!D et & Fila
Where: USBO03 LI Frimt o Tije
Comment: U1 pianuai dujpiex

Lopigs

pumber of copies: | -
m 1
i E— | i E— |
[ Bl [E] I TP
=Y I e ] Lollate
| H (- =
- [ L1
tort
_ section, For exampie, type 1, 3, 312 or
ols1, ml1s2 ols3-pls3
sl plsg, Rlaa-puss
. Print what: | Document Zoom
— Banking &
o . = hsst: 1
Insurﬂnce Tint: Ali pages in range ~ Fages per shect ' page >
_ 5cale to paper size: | Mo 5caling e
1
Dptions... | oK p | Cancel
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