


Setting up a Merge Document

This paper focuses on seiting up a merge document using Word and Excd (having aready crested the
lig in Excd), specficdly a mal merge form letter. WEIl be desgning a business letter for our mall
merge. The software | use is Word and Excd 2000. The XP versons of these programs is dightly
different (a paper on these versonswill be out shortly).

An overview...

Word Merge
Excel List Document

Output - Finished
Product

Seting up a merge condsts of three components the list information (names and addresses, for
example), the merge document with the codes (codes that point to the ligt information) and the resultant
documents, the product of our merge.

For the lig, you have to edit it a some point, either entering the names and addresses or importing the
information from another system.

For the merge document, you have to edit this as well. You have to type your letter (or labels, etc.) and
enter the merge field information so Word knows where you want the name and address informetion to
appear within your letters.

For the output, our finished product, this is the piece of the process that you do not edit. If you've
created your list correctly (free of typos, etc.) and you've created your form letter correctly (again, free
of errors), then there should be no edits required on the finished product, our merged results.
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Let'sset up our first merge.
Closedl of your other programs you have running and then start Microsoft Word.

Word should give you a new document to begin with. If not, click on the File menu and choose New. A
diaog box will open. Choose Blank Document.

Set your page margins (File > Page Setup) and any other formatting items before beginning. After that's
complete, click on the Tools menu, choose Mall Merge and adialog box will appear (Figure 1).

ik

se this checklist to set up a mail merge. Begin by choosing the Create
buttor,
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Figure 1

Click on the Create button and choose Form Letters. A window (Figure 2) will open above this one,
choose the Active Window option to work with the blank document you have opened in Word.

Microsoft Word ) x|

[’-‘? To create the Form letters, vou can use the active document window Document3 or a
new document windo,

Ackive Window Mew Main Document I

Figure 2
Click on the Get Data button and choose Open Data Source (Figure 3). A dialog box will appear where
you can navigate to the folder where you Excd file is located. Once you find it, highlight it and click on

the Open button.
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The next step in setking up the mail merge is ko specify a data source,
Choose the Get Data button,
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Figure 3

A gmdl window will appear (Figure 4). Depending on how you set up your lig in Excd (if you have
multiple worksheets), your window may appear differently. Click the OK button to use the Entire
Spreadshest.

Mamed or cell range:

(4 I Zancel I

Figure 4

The next window (Figure 5) is a typicd message because you are starting with a blank document. Click
the Edit Main Document to start creating your business |etter.
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Microsoft Word =]

[ < ) ‘Word found no merge Fields in your main document. Choose the Edit Main Document
o button to insert merge fields inko wour main document,

Edit Main Document

Figure 5

You should now find yoursdf back in your new document. You should aso notice a new toolbar (Figure
6) displayed somewhere within Word (typicaly near the top).

Wl [y B[R 3 B e | B -

Figure 6

J Insett Merge Field = | Insert Word Field - | e

Start composing your |etter.

When you get to the point where the person’s name and address is to appear, that's when you want to
click on the Insert Merge Field button on the Merge Toolbar (Figure 6).

The button will expand, much like a menu, to display a lig of avaldble fidds from within your Excd
lig (Fgure 7). If when you created your lig in Excd you didn't use column labds (like Title,
FirsdName, eic.), you will actudly see the name and address of the first person within your list. Don't
worry, the merge document will merge correctly, and not create one or more letters for tha individua
listed. Word smply displays the first record (row) of information.

|| Insert Merge FiE|I:|:' i Insert
-[ Title ﬁ -
Firsthame
LasktMame
Company
Address1
Addressz
Ciky
Stake ﬁ;ugu
Zip
2 ' T1tl
i #Comn
Figure 7

Each time you want to insart a fidd, click on the Insert Merge Field button and sdect the appropriate
item. Keep doing this until everything is lad out the way you want it to be (see Figure 8 for an
example).

If you've supplied a Title column in your lig, and you've slit each personis name into first name, last
name, you have two choices when addressng the person: Dear <<FirgName>> or Dear <<Title>>
<<LastName>>.
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August 30, 2003

g Titler «Firstiames gLastMamen
#Companys
wihddressn
whddress2n

#Citys, a5taten «Zips
Dear «Titler «Lastlames:

This letter 15 to inform you of our recent changes in our product line. And because you. ...

Figure 8

Basicdly, wherever you want a person’s information to gppear within your document, smply insert the
appropriate merge fidd.

Once you have your document dl laid out, you can now conduct your merge.

When you actudly do your merge, | recommend that you merge to a new document (Figure 9). Review
the merged results and, if dl isfine, then send it to print.
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Figure 9

After you have printed your letters, you can choose to save the merged results (al letters that you
merged will consst of asinglefile) or just discard it.

For the merge document, you might want to save it if you are going to run the merge again in the future.
Even if you run the merge for different names and address, the merge document itself won't change (the
Excd lig will change).

That's dl there is to setting up a merge document, at least a form letter. Setting up other types of merge
documents are very smilar to this. Try your hand a each, and you'll discover how easy the whole
process of merging redly is.

Good luck!
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