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Understanding Mail Merge

Cconcepts

= How it works
A Main document
A Data source
A Merge document

= Benefits of using mail merge

A Saves time
A Reduces errors
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Understanding Mail Merge Concepts

Main document

Phone

Data source

Merge document



Working with Mail Merge

Specify the type of main
document, such as letters,
envelopes, and labels

Start Mail Select

Edit the data source

Edit

Merge Recipients ~ Fecipient List

Either identify an existing
data source or create a new
data source




Data Sources

Pre-defined fields
Customize fields to meet your needs

AN

Tvpe recipient informatior-in the table, To A4dd more entries, click Mew Exkry,

.
Title First Mame w | Lazt Name -

Peter Zantos FE], Inc. 132 Lake Street

John Hernrmet Farmers Producst 900 C Streek

You can’'t merge a portion of a field:

TIP
More Fields = More Flexibility

Isabel alvarez Armerican Chemi... 854 Whitmere D. ..
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Data Sources

" Customize an address list

-
Customize Address List

Field Mames

.
| Celete |

| Renarme |

E-rnail Address | Mave Lo |

| Move Down |

Cancel |

Choose fields to delete or move to
a new location in the list

Field Mames

First Marme

- '_I' Type a name For wour Field
Job Title

Add new fields to the list

%]

add...

Delete

| Renarme |

| Mave Dawn |

Cancel
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Data Sources

" Manage your address list
A Sort

A Filter

A Check
A Edlt Mail Merge Recipients @1

[v  Hemmet

Hands-On 51 Dat.... [ RE), Inc.




Data Sources

" Edit records

Edit Data Source

. Column heading
1 matched {in parenth

Data source being edited:  Hands-On 5-1 Data.mdb

armerican Chemi. .
REJ, Inc.
Farmers Producks

TIP This dialog box looks and operates like
the New Address List dialog box.



Main Documents

= Set up your main document

A Address block
A Greeting line
A Fields

Mlay 17, 2002

ddrezzBloc

Insert Greeting Line @

Greeting line format:

cipient narmes:
w

wour recipient lisk:

sincerely,

Chief Executive Officer]

You can customize the address
block and greeting line. /

TIP



Conducting a Merge

= Find Recipient ecipient :
e Finish &
Check for Errars Merge

Preview

Results

Auto Check for Errors

Edit Individual Documents...

Preview results before %% Print Documents...
executing the merge . | .
L Send E-mail Messages...

Several options for completing the merge

TIPA Merged documents are rarely saved. /
é’g’,
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Merge Problems

= Common problems

Typo, punctuation mistake, or Fix the Main Document
formatting inconsistency

Missing data Fix the Data Source

Incorrect data in fields Fix the Data Source

TIPA Try the solution then remerge the document.
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Using Envelopes with Mall
Merge

" Generate envelopes with Mail Merge

TIP

A Choose the size of envelope in Envelope Options
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Using Labels with Mail Merge

= Generate labels with Mail Merge

r l

Label Options

information
ntinuous-Feed prinkers
ge prinkers Tray: |Manual Paper Feed
Label information
Label products: | Ay ar w

Label information
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