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(Mail Merge in MS Word 2013)
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How to use Mail Merge
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Step 1:

Select Document type & 39 38 Document &l YR Toi T 3T Tl B & §AR 3crexvl &, gH
letters ST TTT LT SHh §1G Step 2 W ST o foIT Next: Starting document 9X Click &Y



Mail Merge M

Select document type

What type of document are
you warking on?

| E-mail messages
Envelopes
Labels
Directory

Letters

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

Click Next to continue,

Step 1of 6

=» Next: Starting documﬁnt

Step 2:

Select Starting Document 3 & Use the current document &I 39T &Y, SHh d1G Step 3 W AT & foIT
Next: Select recipients @ Click Y]

Mail Merge MRS

Select starting document
How do you want to set up
7

# Use the current document

[_) Start from a template
Start from existing document

Use the current document

Start from the document
shown here and use the Mail
Merge wizard to add
recipient information,

Step 2 of 6

= MNext: Seledt recipient
€ Previous: Select docu;Zntty

Step 3:



319 39T Tah address list &7 3T@Tehdr gl difer Word Taaifald 9 & 9cdeh address I Document
H @ "h| List frdlT AlS[ar Wigel 7 &1 Hehal &, 518 Excel Workbook, IT 39 Mail Merge Wizard &
$iaX & new address list type ST Teha &1

e Select recipients & &, Use an existing list T TIaT FY, T BIEeT &1 9T FA & [T Browse T Click Y |

Mail Merge A

Select recipients

Ilfil‘- Use an existing list I

() Select from Qutlook contacts

() Type a new list

Use an existing list
Use names and addresses
from a file or a database.

Browse..

O

D‘ Edit reciprent

Step3 of 6
= Mext: Write your letter

€ Previous: Starting document
o YT WA @ [Belae FY 33X open W Click |

= 4 L. » Libraries » Documents » AdWorks v & Search AdWorks

Organize « Mew folder

(] Name

Libraries y
= Address List

@ Docurments 2
J Music Letter

[ Pictures . Davis William

B Videos . Forest Eliza
Jones Dan

Last Name  First Name
Albertson Kathy
Brennan Michael

Post Melissa

L= Computer
i, 05(C) N ‘ ¢ [

| New Source...

File name: |Address List v| |AII Data Sources v|

Tools = | Open ﬂ | Cancel |




o If& Address list Excel worksheet & &, @ 33 worksheet T IIeT Y TG list§ 3R ok o
Click &I

Description Maodified Created Type

5/9/2013 21111 PM - 5/9/2013 211:11 PM - TABLE

€

First row of data contains column headers

« Mail Merge Recipients dialog box &, 3Tq Ycdeh &idd I check IT uncheck # TP ¢ IT§
fAaEa e & v fF &l & greaedr Jor 7 i €1 Bwiee § &, T3l gredendiit &
TIT [T ST AMET| ST 39 G & of, dr Ok T Click &Y

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list,
Use the checkboxes to add or remove recipients from the merge, When your list is ready, click OK

Data Source ‘ Last Name + | First Name - | Title

Address List.xlsx Albertson Kathy 5. 1024 Lakeview Cir
Address List.xlsx Michael 3 1123 Main 5t
Address List.xlsx William 3 540W dth 5t, Apt 121
Address List.xlsx Eliza 2 PO Box 4351

Address List.xlsx Dan g PO Box 803

Address Listxlsx Melissa 3 3202 Maplewood Ave
Address List.xlsx Shannon 3 500 AcmeLn, Apt3C
Address List.xlsx Chris 8 436 Church 5t

AR R AA

£

Data Source Refine recipient list

Address List.xlsx %l Sort...
' Filter...

% Find duplicates...

E) Find recipient...
[ Validate addresses..,

Refresh

 Mail Merge task Pane &, Step 4 IX STle¥ o folT Next: Write your letter 9X Click 1]



Mail Merge v

Select recipients

®) Lse an existing list
Select from Outlook contacts
Type a new list

Use an existing list

Currently, your recipients are
selected from:

[Sheet15] in "Address List.xlsx"
(] Select a different list...

[ Edit recipient list...

Step3 of 6

€ Previous: Starting dotoment

Ife 39 918 FIS existing address list 576 g, dF 37T Type a new list button I Click ¥ 3iX Create
TR Click T T g1 R 3T 379eiT address list €8T T bl & |

Step 4:

S 31T YT letter for@a & U IR &1 59 T8 Print 1T &, A1 letter &1 Yedeh Ui Hel T 4
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How to insert recipient data

e Document#H 3H TUH W Cursor T gl T SThRT @ I8 ¢l
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Mail Merge MRS

Write your letter

If you have not already done
5o, write your letter now.

To add recipient information
to your letter, click a location
in the document, and then

click one of the items below,

|=_h| Address block...
B Greeting line...
|—_|”!" Electronic postage...

| I Bl More items...

When you have finished
writing your letter, click Next.

As you may know, 2013 marks our 12th year of doing business. Over Then you can preview and

grown from a tiny startup into a robust company with over 200 emplc IF?;:EZ?I”E”IE each recipient’s
~ Our growth would not have been possible without loyal customers lik

extend to you a 20% discount on your next order. It's our way of sayi Step 4 of 6

business. We'll keep working hard to provide the best possible custon 3 Mext: Preview your letters

: . ) )
products, just as we've always done. Thanks again for choosing AdWe _ e R

4

o IR ToHElesT fAshedl A @ fhell T HI oi: Address block, Greeting line, Electronic postage, or More items.

Mail Merge MRS

Write your letter

If you have not already done
s, write your letter now.

To add recipient information
to your letter, click a location
in the document, and then

click one of the items below,

|=_°'| Address block.,

B Greeting Iine...l.l-'-—-'rp
|—_|'!" Electronic postage...
Bl More items...

When you have finished
wiriting your letter, click MNext.
Then you can preview and
personalize each recipient’s
letter,

Step 4 of 6
= HMext: Preview your letters

# Previous: Select recipients



o 3UF TIA F YR R, AT fGhedl & AU U dialog box R@TS gam, @ifdd fased &1 aae &Y 3R ok
9T Click |

Specify address elements Preview

Insert recipient’s name in this format: Here is a preview from your recipient list:

loshua 1 b M

Joshua Randall Jr.

Joshua Q. Randall Ir.
Mr. Josh Randall Jr, Ms. Kathy Albertson

Mr. Josh Q. Randall Jr. ;gzahl.taméw f;';l
Mr. Joshua Randall Jr. achtree City,

¥ Insert company name
Insert postal address:
) Never include the country/region in the address
Always include the country/region in the address
® Only include the country/region if different than:

Correct Problems

If items in your address block are missing or out of order, use
|United States W Match Fields to identify the correct address elements from
your mailing list.

| Format add ding to the destinati i
armat address according to the destination country/region Match Fields...

| Cancel |

e TS TolHgles 9% Document & fE@TS &3 (3T8X0T & fIT, «addressblock»)|

. g 1 z 3 4 [=] )
B Mail Merge Al

Write your letter

If you have not already done
so, write your letter now.

I whddressBlocks I

To add recipient information
to your letter, click a location
in the document, and then

click one of the items below.

Address block...
Greeting line...
|;_|'5' Electronic postage...
- BBl more items...

When you have finished

A=z ywou may know, 2013 marks our 12th year of doing business. Over ;T.Ir:ri.lnygozo;rnleptrt:;‘ieﬂc:nh:fxt'
grown from a tiny startup into a robust company with owver 200 emplc IF:"E:ESE?."E“ZE each recipient’s
~ Qur growth would not have been possible without loyal customers lik
extend to you a 20% discount on your next order. It's our way of sayi Step 4 of 6
business. We'll keep working hard to provide the best possible custon —» Mext: Preview your letters
products, just as we've always done. Thanks again for choosing AdWe _ £ Frevious Select recigients
[ I I ]

e B R SI§ U 39 3eT RAls A SATHABRY enter et T IMTLTSAT Bl § aF ST Steps I GIEAT| AR
3ETEI0T H, 87 T Greeting line ST |
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Mail Merge

Write your letter

If you have not already done
whddressBlock: 5o, write your letter now.

To add recipient information
to your letter, click a location
in the document, and then

click one of the items below.

E) Address block...
B Greeting line...

Ill+ Electronic postage...

T Bl More items...
wGreetingline» When you have finished
As you may know, 2013 marks our 12th year of doing business. Over ‘T':i:rz"ygoioc:rnlth:;'ieﬂc:nrzen'
grown from a tiny startup into a robust company with over 200 emplc r’;{:i”a”ze each recipient’s
~ Our growth would not have been possible without loyal customers lik
extend to you a 20% discount on your next order. It's our way of sayi Stepdof b
business. We'll keep working hard to provide the best possible custon = Mext: Preview your letters
products, just as we’ve always done. Thanks again for choosing AdWe 5 (o S e T
[ 3

o SIF T YA F o, dl Step 5T S & eI Next: Preview your letters T Click & |

Mail Merge e

Write your letter

It you have not already done
s0, write your letter now.

To add recipient infarmation
to your letter, click a location
in the document, and then
click ane of the items below.
B Address block...
Bl Greeting line...
Y Electronic postage...
B More items...
When you have finished
writing your letter, click Next.
Then you can preview and

personalize each recipient's
Ietter.

Step4of 6

> Mext: Preview your letters
€ Previous: Select re(\plenlb

o T I@ARIT FA & AT letters 1 qafaellehel &Y o recipient list 31 SRR letter 7 HET &o1 & fe@ms & WY
& I ALY 3T YA Document & @ & T left 3R right scroll arrows T 39T FT Thd &1
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Mail Merge

Preview your letters

One of the merged letters is
previewed here, To preview
another letter, click one of
the following:

Ms. Kathy Albertson Use the arrows to  FES S Recipient: 1 l_—,‘”
1024 Lakeview Cir preview each letter

i 10 Find arecipient... W%
Peachtree City, G4

Make changes

You can also change your
recipient list:

The preview allows you to Edit recipient list...
. S_EE how re_mplent data | Exclude this recipient
- will appear in each letter

Dear Ms. Albertson,

When you have finished

previewing your letters, click

. MNext, Then you can print the

~ As you may know, 2013 marks our 12th year of doing business. Over [LOEE RF [EAHEE 6F EEL

- individual letters to add
grown from a tiny startup into a robust company with over 200 emplc personal comments.

COur growth would not have been possible without loyal customers lik Step5of6

extend to you a 20% discount on your next order. It's our way of sayi - Next: Complete the merge

| -

e Step 69X ST & foIT Next : Complete the merge T Click Y|

Mail Merge MRS

Preview your letters

One of the merged letters is
previewed here. To preview
another letter, click one of
the following:

Recipient: 1
[7:! Find a recipient...

Make changes

You can also change your
recipient list:

Edit recipient list...

Exclude this recipient

‘When you have finished
previewing your letters, click
Mext. Then you can print the
merged letters or edit
individual letters to add
personal comments.,

Step 5 of 6

=» Mext: Complete the merge
€ Previous: Write your lette)

Step 6:

e Letter &I print #el & TIT Print 9X Click HY|



Mail Merge M

Complete the merge
Mail Merge is ready to
produce your letters.

To personalize your letters,
click "Edit Individual Letters.”
This will open a new
document with your merged
letters, To make changes to
all the letters, switch back to
the ariginal document.

Merge
Eg,, Pring. ..

Ery Edit'widividual letters...

Step 6 of 6

# Previous: Preview your letter:

o TH A drd fe@g ¢aml all /X Click &Y, T ok WX Click &<

Print records

O;Cl;n_ent record
) From: | | To: |

oK k“ Cancel

e Print Dialog box G@rs 23m| Ife 31ma™es & dl Print setting ST YT & Tehd &, 58P §16 3id & ok W Click
HL| letter print g ST

Printer

Name: Lexmark X422 (M5}
Status:  ldle Find Printer...
Type: Lexmark ¥422 (M5}

Where:  10.1.10. [ Print to file
Comment: [] manual duplex
Page range Copies

(@ All Number of copies: 1

Current page Selection
O Pages: [ Collate
Type page numbels and/or page langes
sep d by commas ¢
the start of the document or the

section. For example, type 1, 3, 5-12 or
plsl, pls2, p1s3—p8s3

Print what: | Document | Zoom

Print: |AII pages in range E Eagepegsheek |1 page

Scale to paper size: | Mo Scaling

Lo ¥
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