Creating a Mail Merged Document

1. In order to create a mail merge you must have a word processing document created and a database created.

2. Create a word processing document and leave out the merged field information.
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5. Open an Excel Spreadsheet. Use the first row to type in your column headings.
Example
Parent’s Name Child's Name M g Address City State Zip Phone #

6. Type in the information in cach field

7. Save your database

8. Go back to your Word Processing Document.
9. Click on Tools, Mail Merge
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The example below leaves out the person to whom this letter is written as well as the child’s name. All of this information will be in the database.

Dear ,

Your child, , has been selected to participate on the school Quiz Bowl team. In order to prepare for this team competition, he will need to stay after school every Wednesday afternoon

4. Save your Word Processing Document.

5. Open an Excel Spreadsheet. Use the first row to type in your column headings.

Example

Parent’s Name
Child's Name
Mailing Address
City
State
Zip
Phone #

6. Type in the information in each field.
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Save your database.

8. Go back to your Word Processing Document.
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Click on Tools, Mail Merge.

10. The following window will appear.

11. Click on the Create button.
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12. The following window will appear. Click on the Active Window button.
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Dear

Your child, , has been selected to participate on the school Quiz Bowl team.
In order to prepare for this team competition, he will need to stay after
school every Wednesday afternoon for next three weeks.

We will have a parent meeting on January 25™ at 7:00 p.m. in the school
media center, to talk about this upcoming competition.

If you are unable to attend please call the school and leave a message with
the school secretary. We are very excited and proud that has been selected to
participate on the team and represent our school.

Sincerely,

Vicki McKenzie
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Dear
Your child, | has been selected to participate on the school Quiz Bowl team.
In order to prepare for this team competition, he will need to stay after
school every Wednesday afternoon for next three weeks.

We will have a parent meeting on January 25™ at 7:00 p.m. in the school
media center, to talk about this upcoming competition.

If you are unable to attend please call the school and leave a message with
the school secretary. We are very excited and proud that has been selected to
participate on the team and represent our school.

Sincerely,

Vicki McKenzie
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January 20, 2002

Desr cParents Name»,

|
Your child, «Childs_Name», has been selected to participate on the school
Quiz Bowl team. In order to prepare for this team competition, he will need
to stay after school every Wednesday afteroon for next three weeks.

We will have a parent meeting on January 25™ at 7:00 p.m. in the school
media center, to talk about this upcoming competition.

If you are unable to attend please call the school and leave a message with
the school secretary. We are very excited and proud that «Childs_Name» has
been selected to participate on the team and represent our school

Sincerely,
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The main document and dats source are ready to merge, Chooss the Merge
button to complete the merge.
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Click on the Get Data button. Open Data Source.

14. The following will appear. If you are saving on you’re A: drive, click on the drop down arrow beside the Look in: box and switch to you’re A: Drive.


15. The other thing you must do is switch the Files of type to All files.
16. Locate the name of your database and double click to open.

17. The following screen will appear. Click OK to Open Entire spreadsheet.


18. Click on the Edit Main Menu button.

19. This will close the Mail Merge wizard and put your back into your word processing document. You should notice a new tool bar has appeared at the top of the document.


20. You should now see the buttons Insert Merge Field, Insert Word Field etc. as one of your toolbars.

21. Look through your letter and find the place where you need to insert a field. 

22. Click on the Insert Merge Field button.

23. Click on the Field name to insert it. Note: You might need to add a space in your document to separate this from another word, etc.

24. Go through the rest of the document adding in the field names as needed by clicking on Insert field and finding the right field to include. Add spaces and commas as needed. Look at the example below. (Note field names have been highlighted for you to know where I have put them. Notice that all inserted field names begin with << and end with >>. These represent placeholders for the information you are getting ready to merge.)


25. Once you have added in all the fields you need to click back on the Tools menu bar and click on the Merge button. A separate window will open allowing you to merge all records or individual records. All is selected so just click on the Merge button.


26. It will take a minute to create all the letters. 

27. Once they are created you should see the correct data in each letter. Click on the Print button to Print.

