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Mail Merge with Excel Lists

The Tools Letters and Mailings feature in Microsoft Word allows
the user to create a form letter and merge with it names and
addresses from a data file. This creates many individual letters,
labels or lists from one merge document and one data source.

To build a merge application, the user must create two separate
files. One is the main document which includes "merge fields" for
standard information which will be the same across documents.
The second file is the data source. This file contains the variable
information that will fill in the merge fields in the finished product.
This source file may be an Access data table or an Excel list.

The steps in creating a merge are listed below:

STEP | ACTION
Create a main document

Select a data source

Insert merge fields

Preview the merged documents

G |WIN|F-

Merge the main document and the data

source

Open a new document.

Select Tools from the menu bar.

Choose Letters and Mailings »

From the submenu, select Mail Merge Wizard.

The Mail Merge Task Pane opens to the right of the document
window displaying Step 1 of 6.

PwnE
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Mail Merge with Excel Lists

o

7. Click on the link Label Options...

—
F—3
-

Mail Merge * X

Select document type

what bype of document
are you working on?

* Letters
E-mail messages
Envelopes
Labels

Directary

Letters
Send letters to a group of
people. You can
personalize the letter that
zach person receives.,

Click Mext to continue.
Step 1 of 6

e Mexk: Starting document

Mail Merge

@ @

Select starting document

mailing labels?

How do vou want ko set up your

¥ Use the current document
® Change document layout
7 Skart From existing docurnent

Change document layout

label size,
_? Label options. ..

Click Label options ta choose a

Under Select document type, select the option Labels.

Click the blue text link Next: Starting document at the bottom
of the Task Pane.
The Mail Merge Task Pane updates to Step 2 of 6.
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Mail Merge with Excel Lists

Label Options x|

Printet information
™ Dok matrix
% |aser and ink jet Trav: IDeFauIt kray (Automatically Selej

Label infarmation

Label products: I.ﬁ.very skandard j

Product number:

2614 - Card ;| abel infarmation
5066 - File Folder e Type: Address
5095 - Mame Badge Height: 1"
5096 - Diskett
> ° Width: z.63"

5097 - Diskette

5159 - Address Page size: Lekter (3 145 110m)

Details, | Mew Label, ., | Delete | K I Cancel |

8. Select the 5160 - Address labels from the Avery Standard
types.

9. At the bottom of the Task Pane, click on Step 2 of 6,
Next: Select recipients.
The Task Pane updates to Step 3 of 6.

10. Under Select recipients, choose Use an existing list.

Mail Merge r X

@ [ o

Select recipients

® Use an existing list
) Select fram Outook contacts
O Type a new list

Use an existing list

Use names and addresses from a
file ar a database,

i Browse...

% Edit recipient: list. ..

11. Click the link to Browse... in the center of the Task Pane.
Locate the folder where the Excel list is stored and select the
Excel file.
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Mail Merge with Excel Lists

12. Click [Open].
The Confirm Data Source dialog box will appear.

Confirm Data Source x|

Cpen data source:

M3 Excel Worksheets via DDE (*,xls)
Exicel Files via ODBC (*,xl5)

[ show all OF; I Cancel |

13. Select MS Excel Worksheets via DDE (*.xIs).
14. Click [OK].
The Microsoft Excel dialog will appear.

Microsoft Excel x|

ramed or cell range:

_FilkerDatabase

15. From the Excel dialog box, select Entire Spreadsheet.

16. Click [OK].
The names from the Excel worksheet will appear in the Mail
Merge Recipients window.
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Mail Merge with Excel Lists

Mail Merge Recipients 5'

To sort the list, click the appropriate column heading, To narrow down the recipients displaved by a
specific criteria, such as by city, click the arrow next to the column heading, Use the check boxes or
buttons to add ar remove recipients from the mail merge.

List of recipients:

e ; ST

Johnsan Mickiesy #YZ Fasteners 559 Main Street T

Rutherford James Royal Insurance 845 Baker Street

Brothers Wvnona ‘Wachovia Bank 300 Morth Tryon Street

Bliers Jonathan Bank of Arerica 100 Morth Trwon Street

Connors Steven 1. A, Jones 400 Fairview Road

Sawyer Bty Zondervan 534 Fourth Street

Litaker Elizabeth Baker and Tavlor 400 Billy Graham Parkway

Brown Barbara Forrester Company 5522 Warren Drive

Tartin Lane Grainger Electronics 5832 Wilkinson Bouleward

Ward Dorothy Graybar Electric 3896 Wilkinson Boulevard

Adamson Jordan Radistor Specialty 1000 Wilkinson Boulevard |

4 3
Select all | Clear all | Refresh |

Find. .. | Edi... | Yalidate |

17. Click [OK] to close the window.

Arrange Labels

In Step 4 of the merge, you will add the required fields for each
Mail Label. Since the column headings in the Excel file match
those in the Word merge feature, you will be able to use the
Address Block to insert individual addresses on each label.

The Address Block is a collection of fields which are typically
included in an inside address. Since your field names match, you
will need to select the name format and exclude unnecessary fields
in this dialog box.

1. Click Next: Arrange your labels.
The Task Pane will update to display fields.
2. Select the link Address Block...
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Mail Merge with Excel Lists

Insert Address Block X|

Specify address elements

IV Insert recipient's name in this Format:

Joshua Q. Randall Jr.
M. Josh Randall I,
Mr. Josh Q. Randall Ir,

Mr. Joshua Randall Jr. ;I

¥ Insert COMmpany nane

[V Insert postal address:

f* Mever include the countryregion in the address:

" Always include the countryregion in the address
™ Only include the countryregion if different than:

[urited States =l

I¥ Format address according to the destination countryregion

Preview

Joshua Randall Ir.
Blue Sky Airlines

1 Airpork Way

Kitky Hawk, MC 27700

Makch Fields. .. | K, I Zancel

3. Select the name format for your data.

4. If all recipients are in-country, select the option Never include
the country/region in the address.

5. Confirm that the Preview address is the form you would like to
see on your labels.

6. Click [OK].
The Address Block field will appear on the first label.
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Mail Merge with Excel Lists

7. Click the [Update All Labels] button.
The Address Block will be duplicated to all labels on the page.

|« | : Mail Merge v x

@ =2

Arrange your labels

IF wou have not already done so,
lay out your label using the firsk
label an the sheet,

To add recipient information to
your label, click a location in the
first label, and then click one aof the
items belaw,

=] Address black...
=] Greeting line...

j Electronic postage. ..

- Il Postal bar cade. ..

5 More items. ..

When vou have finished arranging
wour label, click Mext. Then you
can preview each recipient's label
and make any individual changes.

Replicate labels

‘¥ou can copy the layout of the Firsl
label to the other labels on the
page by clicking the button below,

Update all labels

ﬂ Step 4 of b

P
o % Mext: Preview waur labels
¥

W@ Previous: Select recipients

8. Click Next: Preview your labels.

H IR N IEREF TR 1 KRNI TN XY | P e T e e T il Merge v %
= IS
Preview your labels

Sone of e merged Lok e
Faren Snuth Mickey Johnzon James Butherford prvvimvmd hewn. To previes

ARC Chemicals XYZ Fasteners Rayal Insurance F;::' A
12 389 Maun 5 245 Eaker Street .
Marion, NG 2862 Chaslotte, NC 23227 [ pecsens [

T Foda recpert...
Jonathan Bliers Steven Connors Make changes.

Eank of Amenica I A Jones Wil £ a6 changs your recrsnt
100 Horth Tryen Street 400 Farview Road s
Charlstre, NC 28201 Charlette, HC 28211 o Gt recpsent k...
When you have Prishad

previeving your Labels, chck Nt
Elizabeth Litaker Barbara Brown Ther yom can prink the merged

Baker and Taylor Fomester Company Nl or ach s Moake
Street 400 By Graham Parkway 5822 Warren Drive - .
Hew York City, HY 01589 Charlotre, NC 28216 Ashewille, HC 28695

i

Dorathy Ward
¥ ity
ileward 1000 Wilkinson Bo:

Charlotte,

x| StepSelf

5 bk Congletsthe g
2

& Previons:
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Mail Merge with Excel Lists

9. Click Next: Complete the merge.
10. Click Print...

Merge to Printer 5'

Print: records

™ Current record

i Frorn: I To: I
(04 I Cancel |

11. Select All and click [OK].
The labels will be sent to the printer.
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Mail Merge with Excel Lists

Merge Fields in Word

A list of the default fields with Microsoft Word merge is shown
below. To make your Excel list compatible with Microsoft Word,
you will need to “match fields” or change the field names in your
Excel list to match the Word fields.

It is acceptable to skip some Word merge fields in your Excel list.
If you do not use the Title field in your Excel file, you will delete
the field from the Merge in Microsoft Word.

Mew Address List

Enter Address information

Title |l

Firsk Mame |

Lask Marme |

Company MName |

Address Line 1 |
Address Line 2 |

City |

chern |

[ews Entry

Views Entries

Wiew Entry Mumber

Total entries in lisk

Cancel
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Mail Merge with Excel Lists

Update your Excel List

The first step in updating the Excel file is to rename the column
headings to match the merge fields. Open the Excel list and
change the column headers to match the field names in the Merge
feature in Microsoft Word. Do not leave a blank row between the
column headings and the names and addresses.

A | B ] [ | i | E | F | & | H

| 1 |Last Name First Name Company Name Address Line 1 Address Line 2 City State Zip Code
| 2 [Smith Karen ABC Chemicals 1234 Jones Street Winston-Salem MC 27401
| 3 [Johnson Mickey XY Z Fasteners 589 Main Street Marian M 28625
| 4 |Rutherford | James Raoyal Insurance G454 Baker Street Charlatte ME 268227
| 5 |Brathers Wynona  WWachovia Bank 300 Maorth Tryon Street Charlotte NG 28201
| 6 |Bliers Jonathan | Bank of America 100 North Tryon Street Charlatte NG 28201
| 7 |Connars Steven J. A Jones 400 Fairview Road Charlatte NC 2821
| 8 |Sawyer Betty Zondervan 584 Fourth Street Mew York City  NY R
| 9 |Litaker Elizabeth  Baker and Taylor 400 Billy Graham Parkway Charlotte MC 28216
| 10 |Brawm Earbara Forrester Company (5822 Warren Drive Agheville MNC 28695
| 11 [Martin Lana Grainger Electronice 5832 Wilkingan Baulevard Charlatte M 28208
| 12 [\Ward Darathy Graybar Electric | 3896 Wilkinson Boulevard Charlotte MG 25208
| 13 [Adamson  Jardan Radiator Specialty | 1000 Wilkinson Boulevard Charlotte MG 25208
| 14 |James Charles Springs Industries | 458 Main Street Faort Mill SC 29552
| 15 |Litaker Barney Springs Farms 258 Huollifield Road Fart Mill s5C 29552
| 16 |Miller Jason Original Mattress Cr5236 South Boulevard Charlatte NC 28250
| 17 |Jacobson Brian Original Mattress Co 1258 Independence Blvd. Charlotte NC 268205
| 18 |Blythe Ronald Barnes & Noble 408 Herrod Boulevard Diayton K " ozea9
| 19 |Rodriguez  |Jose Baker and Taylor 525 Yirginia Road Rena MY 95214
| 20 |Moore Luther Amazon.com 456 Yest Hill Street Lexington K 48512
21

Microsoft Word versions 2002 and 2003 display a list of “default”
or preset fields when you first create the data source. The fields
will be displayed in an input form which makes it easy for you to
add or edit names and addresses. For the labels exercise, the
following fields will be required:

First Name

Last Name
Company Name
Address Line 1
City

State

Zip Code
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Mail Merge with Excel Lists

Delete Fields

The first field in the default list that is not needed for your mailing
is Title. In the following exercise, you will delete the fields which
are not required for your letter.

1.

Click on the [Customize...] button in the New Address List
window.

A Customize Address List dialog box appears.

Click on the field name Title to select.

F
Customize Address List

Field Mames

Title =l add...

Firsk Marne

Last Marne
‘Compary Marme
Address Line 1
Address Line 2 Rename
ity

Skate

ZIP Code

Counkry

Home Phione

work Phone Move Up
E-rnail Address

Delete

J Maove Dawn

Ik | Cancel

Click the [Delete] button.

A prompt asks if you are sure you want to delete the field.
Click [Yes].

The field Title is removed from the list.

Repeat the same steps to remove the fields Home Phone,
WorkPhone and E-mail Address.

Click [OK].

The Field Names list has been customized for your data file.

%OTE: Field names must be unique and can contain

up to 32 characters. Letters, numbers, spaces and underline
characters are acceptable. The first character in a field name
must be a letter. These same requirements apply to the column
headings in an Excel list.
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