Mail Merge Windows XP
Innovation and Technology
Template Already Created

Open your Word Document, which is the destination of the data from your source which
can be in an Excel or Word document.

Select Tools, Letters and Mailings, Mail Merge
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Select the document type. In the example above that would be letters.

Mail Merge v x

Select document type

What type of docurnent are you
working an? Step 1 of 6

® Letters @ Mext: Starting document
() E-mail messages

(_ Envelopes
(0 Labels
(" Directory

Click the Next in Blue
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You now must determine whether or not your destination document is going to be a blank
page that you will create or a template that you have already created. In this example,
you are utilizing a template.

Mail Merge v x
@ &

Select starting document

How do you want to set up your
lethers?

(#® Use the current document

'—l Step 2 of 6
() Start fram 2 template 8
| @ Next: Select recipients

() Start from existing document
W Previous: Select document type
Use the current document

Start from the document shown here
and use the Mail Merge wizard to
add recipient information.

(Ol ABEE e gelect Next

Mail Merge v x
@ A

Select recipients

) Use an existing list
(") Select from Outiook contacts

() Type a new list

Use an existing list

Use narmes and addresses from a file

or a database. J
Step3of 6
] Browse. . :
= | @ MNext: Write your leter

Edli Selact recipient list file : & Previous: Starting docurment
Select Next

You can browse for your source file here

Once you select next, the following pop up box will be generated.

Select Table x|

Name Descripti0n| Modified | Created | Type
10/6/2005 9:36:11 &M 10/6/2005 9:36:11 &AM TABLE

Cheet2d 10/6/2005 9:36:11 AM  10/6,/2005 9:36:11 AM  TABLE

Sheet$ 10/6/2005 9:36:11 &AM 10/6,/2005 9:36:11 AM  TABLE

< | i
[¥' First row of data contains column headers QK I Cancel |
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If you have header columns in your source file, make sure you have a check mark in

where it displays “First row of data...... ” Also you most likely will be merging the first
sheet. That is highlighted by default.

Once you select Sheet1$ another pop-up box will be generated. It is here that you will
select how many data fields in the source you want to merge. You can select all of them
and print, or you can clear all and manually select how many you want to merge.

Mail Merge Recipients x|

To sort the list, click the appropriate columr heading. To narrow down the recipients
displayed by a specific criteria, such as by cty, click the arrow next to the column
heading. Use the check boxes or buttons to add or remove recipients from the mail
mMErge.

List of recipients:

M. | x| FIRET M...

ang i N, | Place.. [CA .
Pearcy Lvle 3743 WL, Abin.. MD 210, -
Dishroon Jennifer 2834 Fo.. Sant.. CA 931..
Les Austin 850 We... Lagu... CA 926
Sulages Anna Call for pi... !
Follman R.obin Jare Req...
Phelps Debi Pick Up &...
Arguelo Jennifer Pick up e...
| Kilion Heather | 25162 P, Missi, CA 926..f
4 »
Select All | Clear all | Refresh |

End.. | Ed. | validae | ok |

Once you have determined which recipients will be merged, click ok.
Select Next: Write your letter and then Preview it

Step 3of 6 J Step 4 of 6

@ Mext: Write your letter | @ MNext: Preview your letters

. . . ¥ Previous: Select recinients
W Previous: Starting docurnent

When you preview you document, it will show only the first recipient. If that is ok, then
Complete the merge and print. Windows XP also has additional features to allow you to
edit individual records if they require personalization. In this case you could modify each
major description if tweaking became necessary.

Jan Mastrangelo 3
10/12/2005



Mail Merge Windows XP
Innovation and Technology
Template Already Created

Thank you for participating in the class
Contact User Services for assistance with all your desktop needs
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