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Microsoft Word 2 

 3 

Module 38 - Mail Merge Usage in MS Word 4 
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Mail Merge 6 

 7 

Mail Merge in Microsoft Word is a powerful feature that lets you create a batch of 8 

documents that are personalized for each recipient. These documents could be 9 

letters, labels, envelopes, emails, or even certificates. 10 

 11 
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 16 

Mail Merge document type in Microsoft 17 

Word: 18 

• Letters – Used to create personalized letters for 19 

multiple recipients, like invitation or 20 

announcement letters. 21 

• Directory – Generates a single document that 22 

lists all records, useful for directories, catalogs, 23 

or rosters. 24 

• Labels – Creates mailing or product labels with 25 

recipient info from the data source. 26 

• Email Messages – Sends personalized email messages to 27 

each recipient via Outlook using the merged fields. 28 

• Normal Document – A regular Word document without 29 

mail merge functionality; used when not merging data. 30 

• Envelope – Used to print personalized envelopes with 31 

each recipient’s name and address from the data source. 32 

The Step-by-Step Mail Merge Wizard in MS Word is a 33 

guided tool that walks you through the entire mail merge 34 

process in six easy steps. Here's a quick overview of each 35 

step: 36 

37 
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Step 1 38 

Select Document Type is the 39 

first step in the Mail Merge 40 

Wizard in Microsoft Word. It 41 

lets you choose what kind of 42 

document you want to create 43 

and personalize using your 44 

data. 45 

Available Document Types: 46 

• Letters – Create personalized letters for 47 

each recipient. 48 

• Email Messages – Send customized emails 49 

through Outlook. 50 

• Envelopes – Print envelopes with each 51 

recipient's name and address. 52 

• Labels – Make address or product labels 53 

using recipient data. 54 

• Directory – Compile multiple records into 55 

a single list, like a contact directory or 56 

catalog. 57 

Step 2: 58 

• Select Use the current document, then 59 

click Next: Select recipients to move to 60 

Step 3. 61 

Step 3:  62 

 63 

Select Recipients 64 

This is where you choose the data source 65 

that contains the information you want to merge (like names, addresses, emails, 66 

etc.). You have three main options: 67 

68 
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 69 

• Use an existing list – Choose an Excel file, 70 

Access database, or another data source that 71 

already has your list of recipients. 72 

• Select from Outlook contacts – Use your 73 

Outlook address book if your contacts are stored 74 

there. 75 

• Type a new list – Manually create a new list 76 

right inside Word by entering each recipient’s 77 

info. 78 

• Select Use an existing list, then click Browse to 79 

select the file. 80 

• Locate your file, then click Open.  81 

• If the address list is in an Excel workbook, select 82 

the worksheet that contains the list, then 83 

click OK. 84 

• In the Mail Merge Recipients dialog box, you can check or uncheck each box to 85 

control which recipients are included in the merge. By default, all recipients should 86 

be selected. When you're done, click OK. 87 

Click Next: Write your letter to 88 

move to Step 4. 89 

 90 
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 105 

If you don't have an existing address 106 

list, you can click the Type a new 107 

list button and click Create, then 108 

type your address list manually.109 

  110 

 111 

 112 

 113 

 114 

 115 

Step 4: 116 

Now you're ready to write your 117 

letter. When it's printed, each copy 118 

of the letter will basically be the 119 

same; only the recipient data (such 120 

as the name and address) will be different. You'll need to add placeholders for the 121 

recipient data so Mail Merge knows exactly where to add the data. 122 

 123 

You can add merge fields from the wizard, or from the following list: 124 

 125 

• Write & Insert Fields group on the ribbon: 126 

• Address Block: This is a combination of fields to 127 

insert the names and addresses of recipients. 128 

• Greeting Line: This is a combination of fields to 129 

insert the recipient’s name in the greeting line. 130 

• Insert Merge Field: When you click this button, 131 

a list of additional merge fields you can insert 132 

appears. 133 

134 
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 135 

 136 
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 153 

Step 5: 154 

 155 

• Preview the letters to make sure the information from the recipient list appears 156 

correctly in the letter. You can use the left and right scroll arrows to view each 157 

version of the document. 158 

 159 

• If everything looks correct, click Next: 160 

Complete the merge to move to Step 6. 161 

 162 

Step 6: 163 

• Click Print to print the letters. 164 

• A dialog box will appear. Decide if you 165 

want to print All of the letters, the current 166 

document (record), or only a select group, 167 

then click OK. In our example, we'll print 168 

all of the letters. 169 

 170 
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The Print dialog box will appear. Adjust the print settings if needed, then click OK. 171 

The letters will be printed. 172 

 173 


