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The Power Of Mail Merge
Need and Uses of Mail Merge:
You use Mail Merge when you want to create a set of documents that are essentially the same but where each document contains unique elements. For example, in a letter that announces a new product, your company logo and the text about the product will appear in each letter, but the address and greeting line will be different in each letter. 

Using mail merge, you can create:

A set of labels or envelopes:   The return address is the same on all the labels or envelopes, but the destination address is unique on each one. 

A set of form letters, e-mail messages, or faxes:   The basic content is the same in all the letters, messages, or faxes, but each contains information that is specific to the individual recipient, such as name, address, or some other piece of personal data. 

A set of numbered coupons:   The coupons are identical except that each contains a unique number. 

Creating each letter, message, fax, label, envelope, or coupon individually would take hours. That's where mail merge comes in. Using mail merge, all you have to do is create one document that contains the information that is the same in each version. Then you just add some placeholders for the information that is unique to each version. Word takes care of the rest.

The Mail Merge process: 
To start the Mail Merge process: 

1. Start Word. 

A blank document opens by default. Leave it open. If you close it, the next step won't work.

2. On the Tools menu, point to Letters and Mailings, and then click Mail Merge. 

The Mail Merge task pane opens. By using hyperlinks in the task pane, you navigate through the mail-merge process.

Step 1: Choose a document type and main document
The first step in the mail-merge process involves two choices. First, you choose the type of document that you want to merge information into. Then, you choose the main document that you want to use. The main document is the document that you start with. It's the model for all of the merged documents that you eventually create.

The Mail Merge task pane opens with a question about what type of merged document you are creating. After you choose, click Next at the bottom of the task pane.
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Choose the main document you want to use

If your main document (called the starting document in the task pane) is already open, or you are starting with a blank document, you can click Use the current document.
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Step 2: Connect to the data file
In this step in the mail-merge process, you connect to the data file where the unique information that you want to merge into your documents is stored.
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Type a new list

This will allow you to create a new list of members. Type in the information in the text boxes and once you are done, click New Entry. This will allow you to enter another member’s information. This way you could go up to as many members you want to add. Then click Close.
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This will ask you to save your address list in the database. Save it by any name.
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By clicking Save, it will open up the dialog box of your list. 

Choose the records in the data file that you want to use.
Open up the data file you want to use. Just because you connect to a certain data file doesn't mean that you have to merge information from all the records (rows) in that data file into your main document.

After you connect to the data file that you want to use or create a new date file, the Mail Merge Recipients dialog box opens. You can select a subset of records for your mail merge by sorting or filtering the list.
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Use an existing list

You can use an existing list that you have already created and saved in your database. Click Browse, which will open up the dialog box in which your lists (data files) are stored. Open the data file you want to use and follow the same procedure of selecting the records.  
Step 3: Add fields
If your main document is still blank, type the information that will appear in each copy. Then, add fields by clicking the hyperlinks in the task pane.

Fields are placeholders that you insert into the main document at locations where you want unique information to appear. For example, you can click the Address block or Greeting line links in the task pane to add fields near the top of a new product letter, so that each recipient's letter contains a personalized address and greeting. Fields appear in your document within chevrons, for example, «AddressBlock».
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Step 4: Preview the merge
You can preview your merged documents and make changes before you actually complete the merge.

To preview, do any of the following:

· Page through each merged document by using the next and previous buttons in the task pane. 

· Preview a specific document by clicking Find a recipient. 

· Click Exclude this recipient if you realize you don't want to include the record that you are looking at. 

· Click Edit recipient list to open the Mail Merge Recipients dialog box, where you can filter the list if you see records that you don't want to include. 

· Click Previous at the bottom of the task pane 
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Step 5: Complete the merge
What you do now depends on what type of document you're creating. If you are merging letters, you can print the letters or modify them individually. If you choose to modify the letters, Word saves them all to a single file, with one letter per page.


� HYPERLINK "http://office.microsoft.com/search/redir.aspx?AssetID=HA010349201033&CTT=5&Origin=HA011095491033" �Overview of the Word mail-merge process�:


Step 1: Choose a document type and main document


� HYPERLINK "http://office.microsoft.com/search/redir.aspx?AssetID=HA011095501033&CTT=5&Origin=HA011095491033" �Step 2: Connect to a data file and select records� 


� HYPERLINK "http://office.microsoft.com/search/redir.aspx?AssetID=HA011095511033&CTT=5&Origin=HA011095491033" �Step 3: Add fields to the main document�


� HYPERLINK "http://office.microsoft.com/search/redir.aspx?AssetID=HA011095521033&CTT=5&Origin=HA011095491033" �Step 4: Preview the merge�


Step 5: Complete the Mail Merge
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