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The Mail Merge feature in MS Word is a very powerful tool for sharing data between applications. It allows you to use the same data source for multiple uses without having to type the data more than once. Your data source can be an Excel worksheet, an Access database, or data from some other source. This procedure will describe how to merge data from Excel or Access into Word.


1. Create the Excel Worksheet that will contain the data that you will merge into the Word document.

a. Across the top row (Row A), type the “Field Names.” For example: Prefix, Name, Address, City, State, Zip.

b. Type the actual data in the rows immediately below.

Example:

	
	A
	B
	C
	D
	E
	F
	G

	1
	Prefix
	FirstName
	LastName
	Address
	City
	State
	Zip

	2
	Mr.
	John
	Smith
	123 Elm Street
	Smallville
	KS
	11223

	3
	Mr.
	Elmer
	Fudd
	111 Main Street
	Warner
	CA
	98765

	4
	Ms.
	Jane
	Doe
	222 Oak Street
	Anywhere
	OK
	12345

	5
	Mrs.
	June
	Cleaver
	999 Maternal Way
	TVLand
	CA
	99999
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Save the worksheet.

2. Open MS Word. Click on TOOLS, then MAIL MERGE. The “Mail Merge Helper” will appear.

3. Under MAIN DOCUMENT, click CREATE.

a. Choose the type of document you want to create (form letter, mailing labels, envelopes, etc.)

b. Choose to create it in either the active window or in a new document. You’ll be returned to the Mail Merge Helper.
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Under DATA SOURCE, click on GET DATA, then OPEN DATA SOURCE.

a. Highlight the Excel Spreadsheet that you just created. You might have to click on the “Files of type” box in the lower left corner of the window, and choose “MS Excel Worksheets” in order to display it.

b. Click on OPEN.

c. Choose ENTIRE SPREADSHEET, or a named range, if the option is available to you). Click on the EDIT MAIN DOCUMENT button to type your document and insert the merge fields into it. 
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5. Type the document as you normally would. For example, if you are creating a form letter, go ahead and type it. When you come to a spot where you want your merge fields to appear, click on the “Insert Merge Field” button on the far left of the Mail Merge Toolbar, and then click on the name of the field you want to insert. The data that you entered into your Excel worksheet will be automatically inserted into this spot after you complete the merge. An example of a form letter appears below:

April 1, 2002

«Prefix» «First_Name» «Last_Name»
«Address»
«City», «State»  «Zip»
Re:
Practicing Mail Merge

Dear «Prefix» «Last_Name»:

This is a form letter that I’ve created to help me practice my mail merge skills.

Sincerely,

Mary Poppins
Practically Perfect in Every Way

6. When your document looks the way you want, click the “Mail Merge Helper” button [image: image2.jpg]


 on the Mail Merge Toolbar.
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If you’d like to filter or sort the records prior to merging the data with the document, click on the QUERY OPTIONS button and set the criteria for filtering and/or sorting the records.

8. When done setting the Query Options, click on the MERGE button and the merge dialog box will appear.

a. Choose where you want to merge your documents to (New Document).

b. (Optional) Choose which records to merge.

c. Choose whether or not to print blank lines in the event a field is empty.

d. Click on MERGE.

9. After Word is finished merging your data with your document, it’ll return you to your main document window so you can see the final result. Notice that Word has automatically entered your data in the merge fields. If you had four records in your worksheet, there will be four form letters/labels/envelopes/etc., each containing data from the different records. Using our form letter example (above), here is the first of the four letters that was created:

April 1, 2002

Mr. John Smith
123 Elm Street
Smallville, KS  11223

Re:
Practicing Mail Merge

Dear Mr. Smith:
This is a form letter that I’ve created to help me practice my mail merge skills.

Sincerely,

Mary Poppins
Practically Perfect in Every Way

The second, third, and fourth letters contained the names and addresses of the other three people listed in the Excel workbook.

Additionally, you can add, delete, or edit information in the Excel spreadsheet and then run the merge again, which will result in documents containing the updated information. You can also use the same worksheet as a data source for mailing labels and/or envelopes.

[image: image6.png]Label Options 2]
[ Printer information =
€ Dot matrix Lo |
 Laser and ink jet Tray: [pefault tray (Auto Sheet Feede o Cancel
Datals,
Labelproducts: [avery standard E——

New Label
Product number
TR ] rtabel ormation [ oekre |
5055 - Name Badige: | e Address
056 - Diskette: R
507 pisze e

Si61 - Address
162 - acress

Pagesize: Letter (8% x 11n)




Mailing Labels
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This is a simple example of data integration that can potentially save you a lot of time and effort. Give it a try!

MS Access
You can also use an MS Access table or query as a data source. The procedure is essentially the same as described above. Just choose an Access database as your data source (instead of an Excel worksheet). A box will appear with lists of the tables and queries in that database. Choose the table or query that contains the field(s) that you want. The rest of the procedure is the same.
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