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:

Select the document type you need to create.
Select the starting document.

Select recipients.

Write your letter (if not using an existing letter).
Preview your letters.

Complete the merge.
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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.
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Select document type

What type of document are you warking on?
i Letters
 E-mail messages
i Envelopes
i Labels
i Direckory

Lektters

Send letters to a group of people. You can
personalize the letter that each person
receives.

Click Mext to continue.
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& Mext: Starting document
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2. Select the starting document.
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Select starting document
How do wou want to set up vour letters?
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3. Select recipients.

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

® |se an existing lisk
i Select From Cutlook contacks

i Type a new lisk

Use an existing list

Currently, wour recipients are selected From:
[Dffice Address List] in "Sample Mail Merge Data Source, mdb”

] Select a different fist. ..

7 Edit recipient list, ..

& Mext: Wrike vour letter
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To sort the lisk, click the appropriate column heading. To narrow down the recipients displaved by a
specific criteria, such as by city, click the arrow next to the colurmn heading. Use the check boxes or

buttons ko add o remove recipients from the mail merge.
List of recipients;
*| LastMame | *I

*| Company Name

Firsk Mame x| Title ¥| Address Ling

ann

a

Select All |

Clear all |

Refresh |

Find. ..

Edit...

Yalidate |

o]



4. Write your letter (if not using an existing letter).
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Write your letter
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If ywou have not already done so, write your letker now,

Tao add recipient infarmation to wour letker, click a location in
the document, and then click one of the items below,

2] Address block...

|2 areeting line...

_*| Electronic postage. ..
"" Postal bar code, ..

S Maore items. ..

When vou have finished writing wour letter, click Mext, Then
vou can preview and personalize each recipient's letter,
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5. Preview your letters.
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One of the merged letters is previewed here, To preview
another letter, click one of the Following:

Recipient: 1
% Find a recipient. ..

Make changes

You can also change your recipient lisk;
7 Edit recipient list, ..

| Exclude this recipient

When vou have finished presviewing wour letters, click Mext,
Then wou can prink the merged letkers or edit individual letters
to add personal comments,
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6. Complete the merge.

Now you can edit any individual letters before printing, or go ahead and print the merge letters.
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Mail Merqge is ready to produce wour letters,
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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/

