
Tip - Mail Merge for Form Letters in Word 2003 
 
Mail merge is a feature of Word that can be used to create a series of printed documents where only a 
few pieces of information need to be changed from one document to the next. 
 
Mail Merge can be used for: 
 Creating personal form letters 
 Printing addresses on mailing labels 
 Printing envelopes 
 
Mail Merge Terminology 
 

Main Document 
  This is a file that contains text/graphics that do not change. 

Example: A form letter 
 

Data Source 
  This is a file that contains text/graphics that do change. 

Example:  A list of names and addresses 
 

 Merge Fields 
These are "place holders" for information that is merged into the main document from a 
data source. 

   Example:  A person's name or a city in an address 
 
To use mail merge for form letters in Word 2003, there are six steps in the Mail Merge pane: 
 
 1.  Select the document type you need to create. 
 2.  Select the starting document. 
 3.  Select recipients. 
 4.  Write your letter (if not using an existing letter). 
 5.  Preview your letters. 
 6.  Complete the merge. 
 
Each of these six steps is shown on the following pages. 
 



 
Create a Mail Merge 
 

Open Word 2003. 
 

From the Tools menu, select Letters and Mailings and slide to Mail Merge. 
A Mail Merge pane opens to the right of the document window. 

 
In the Mail Merge pane, complete the following six steps: 
 
Note:  Click Next under Step at bottom of Mail Merge Pane after each of the selections. 
 

1.  Select the document type you need to create. 
 

 
 



2.  Select the starting document. 
 

 
 



3.  Select recipients. 
 
Note:  Word can be used to create a database file to use for the changing data in the letter. 
 

 



4.  Write your letter (if not using an existing letter). 
 

 



5.  Preview your letters. 
 

 



6.  Complete the merge. 
 
Now you can edit any individual letters before printing, or go ahead and print the merge letters. 
 

 
 
Whenever you need help with any computer issue, please check our Support Services website as 
information is constantly added and updated: 
 http://www.uis.harvard.edu/support_services/

http://www.uis.harvard.edu/support_services/

