Using Excel to Create a Mail Merge
- Use this to create form letters and mailing labels -
There are 3 major steps in creating a mail merge:

1. Create your data source (using Excel is easiest)

2. Create your form letter or labels (use Word for this step)

3. Merge the data source with the form letter/labels

Step 1:  Create your data source
1. Open Excel

2. Type your headings into row number 1

3. After you’ve typed your text highlight that row and make it Bold, Italicized, and Underlined  ( This is an important step and shouldn’t be missed!
4. Type in the rest of your data in the appropriate cells

Some notes about working with Excel:

· If you need to size a column to fit text just double-click between the letters at the top of the spreadsheet
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· Always separate your addresses into separate columns

· To add a row or column right click on its heading (the number or letter of the row/column) and then choose Insert (Some Mac’s don’t have a right mouse button; all you have to do is a Control+click instead)

· To delete a row or column right click on its heading

Steps 2 and 3:  Create a form letter or form labels - then merge the letter with the data source
Note:  Before starting Word make sure that your Excel data source has a drastically different header row.  This row should look different from all of the rest.
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1. Open Microsoft Word

2. Click on the Tools menu and choose Mail Merge (Mail Merge Helper on the Mac)
A. This will start the Mail Merge Wizard

3. Click on the Create button and choose what you want to create.  In this example we’ll do this using a Form Letter (which you could also use for Certificates)
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4. Choose Active Window
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5. Click on the Get Data button and choose Open Data Source
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6. At the bottom of the Open Data Source window, click on the Files Of Type drop down and choose All Files.  ( This is one of the most important steps in this entire process!  Not necessary on the Macintosh.
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7. Now navigate to the folder where you stored your Excel file.  Once you find the file, click on it and choose Open
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8. Click OK
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9. Click on the Edit Main Document button
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10. At this point, you will be looking at a blank Word document.  You should now add your merge fields using the Insert Merge Field button that appears on a new toolbar near the top of the screen.
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11. Once you have added all of your Merge Fields to your document, click on the Merge button from the toolbar
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12. Keep the default settings and click Merge
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13. And now you’re done!
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NOTE:


For steps 10 and 11, you’ll have to play with this a few times before you get it right.  Taking courses from the ElementK.com web site will really help you to understand these directions.





Use the Query Options button to weed out specific records�(e.g. if you want to only merge the records where a student has an average of less then 70%)
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