Using Excel to Create a Mail Merge
- Use this to create form letters and mailing labels -

There are 2 major steps in creating a mail merge:

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

2. Open Word and follow the steps in the Mail Merge Wizard
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

5. Save the spreadsheet with a descriptive name (i.e. student data 4-1-04), and make sure you know where you are saving it to
A. On a PC, a good place to save the file is in your My Documents folder
Some notes about working with Excel:

· For mailing purposes, name your columns Last Name, First Name, Courtesy Title, Company, Address, City, State, Postal Code

· 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 and choose Delete
Step 2:  Open Word and Follow the Steps in the Mail Merge Wizard
1. Open Microsoft Word

2. Click on the Tools menu and choose Letters and Mailings | Mail Merge Wizard (Mail Merge Helper on the Mac)
A. This will start the Mail Merge Wizard in the Task Bar on the right side of your screen
3. In this example we’ll do this using a Form Letter (which you could also use for Certificates).  Choose Letters from the Select Document Type area.
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4. After you choose your document type for your merge, click the Next: Starting document link at the bottom of the wizard
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5. Choose the option for Use the current document from the Mail Merge Wizard
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6. Click the Next: Selecting recipients link at the bottom of the wizard
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7. Choose the option for Use an existing list from the Mail Merge Wizard, then click on the link for Browse
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8. From the Select Data Source window, go to your My Documents folder (or wherever else you normally save) and double-click on your saved Excel data file that you created earlier
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9. In the Select Table window, leave the selection on Sheet1$ and click OK
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10. In the Mail Merge Recipients window click OK
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11. Click the Next: Write your letter link at the bottom of the wizard
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12. Place your cursor where you want to add your merge fields and then click on the merge field link from the Mail Merge Wizard
A. Some of these links will ask you for more information when you select them

B. Use the More items link to add other fields that aren’t standard but are in your Excel spreadsheet, i.e. test scores or absence data
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13. Click the Next: Preview your letters link at the bottom of the wizard
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14. At this point you can preview how your letters will look when complete.  Notice how you can preview other recipients by clicking on the double arrows in the Mail Merge Wizard

A. If you find errors in your merge letter, you can click on the Previous link at the bottom of the Mail Merge Wizard
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15. Click the Next: Complete the merge link at the bottom of the wizard
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16. At this point, you can send the letters directly to your printer by clicking on the Print option or you can click on Edit individual letters to see them all first before you send them to print.  I suggest editing them before printing them.
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That’s really the end of it.  At this point you have 2 documents open in Word.  The 1st document is your “form” letter that contains all of the merge fields, and your second document is your completed (merged) letter that you can print and then mail.

What’s cool about this is that you can save the form letter and use it again in the future.  This saves you time because you don’t have to re-create the form letter the next time you need to use it.  You should be more tempted to save the form letter than the merged letter because the merged letter will be out of date as soon as your data file changes (i.e. one of your parents changes their address).
Add Merge Fields to your document by clicking on these links
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