Education World® Mail Merge Made Easy

Mail Merge Made Easy

By Lorrie Jackson

WHY A TECHTORIAL?

What will | learn today?
You'll learn how to personalize your bulk letters using the Mail Merge Wizard in Microsoft
Word.

What hardware and/or software does the techtorial apply to?
The terminology in this techtorial refers to Microsoft Office XP, but Mail Merge is
available in most recent versions of Microsoft Office.

Which National Educational Technology Standards for Teachers does the
techtorial address?
The techtorial will help teachers accomplish standard lllc in particular.

The International Society for Technology in Education (ISTE) has developed a set of National Educational Technology Standards for
Teachers. Standards or Performance Indicators are included for each techtorial to help teachers and administrators improve
technology proficiency. For a complete description of the standards indicated, go to NETS for Teachers, click Standards in the menu

bar on the left, and then click the arrow to the right of Standards and Performance Indicators for Teachers.

WHAT IS MAIL MERGE?
Mail Merge is a feature in Microsoft Word that allows you to personalize form letters or
other documents. With mail merge, you can type a single letter and individualize it for
each recipient -- including parent and student names, addresses, and other specific data,
for example -- without retyping the letter.

Microsoft Office XP's Mail Merge Wizard can help you quickly and easily create a
personalized holiday form letter for your students, their parents, or your friends!

To prepare to create a letter using the Mail Merge Wizard:

. Open a new document in Microsoft Word 2003 (also called Office XP).


http://cnets.iste.org/index3.html
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. Click Tools>Letters and Mailings > Mail Merge Wizard.

Mail Merge v X

Ll

Select document type

What type of document are you
working on?
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E-mail messages
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Letters

Send letters to a group of people,
You can personalize the letter that
each persan receives,
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J Click Next to continue.
Step 1 of 6

£
o g Mext: Starting document
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. The Mail Merge pane will appear.
. Click the circle next to Letters, and then click Next: Starting Document.
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WRITING YOUR LETTER?

For the purposes of this techtorial, we will type a letter to students' parents, wishing them
a happy holiday and offering a preview of upcoming activities.

. Click Use the Current Document.

. Type your letter using a standard letter format. Do not include a salutation ("Dear
Mrs. Smith,") or recipient address. Leave blank the areas in the letter that require
such individualized data as names or addresses.

Decerber §, 2003

‘T semester a5 almoast over, and I'd hike te wish wou and your chald a very happy and
healehy Bohday break Don't ferget thal we sl begn cesesrchang Cor deoboce Lur when
we retin m January, Tou may want b begin duiscassing wath some wdeas that are of
inters s ard pecheps st owr local sceence massum Thank you for your continued
support of fidams Elementary and don't hesitate to contact me iF youw have any questens
of SOnCErns.

Sincezely,

Bulra. Jram Sanith

4t Grade Teacker

Adams Elementary

123 Main 35

Azvrwhere, ALT 12345

PERSONALIZING YOUR LETTER

To create a different version of the letter for each parent, you first need to create a
database containing the individual information:

. Click Next: Select Recipients in the Mail Merge pane.
4 © Mail Merge -

Select recipients
Use an existing list

Select from Outlook contacts
= Type .anaw list

Type anew list

Type the names and addresses of
recipients,

1T Create. .

. In the area beneath Select Recipients, click the circle next to Type a New List, and
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then click Create.
. A new window, called New Address List, will open.

‘.ﬂ

New Address List E|
£nkar Address information -
Titke | [

First Mamme |

Last Marre |

Ceenpany Mare |

Aiddress Line 1 |
Address Line 2 |
Ciky |

Thaba I

-

MewEntry | DeleteErry | EndEntry.. | FitsrandSort..| Customze..

View Entries

Wiews Enkry Muribsr | Il | |

Toktal entrias in bist |

Caneel I

. Enter Address information (complete the above form) for one student's parent(s).
. Click Customize. In the Customize Address List window, click Add, type Child's
Name, then click OK.

Mew Address List EE'
Ercer Address nfarmation -
Title [Pr. j‘

chids name |John Michael

First Marme |-¢'1|:-B|‘1

Last Mame [Smith

Company Mame |
Address Line 1 | 194 Fine Ave,
Address Line 2 ||
3 | hmrackara J
-
[ret Enitiry . Delate Entry | Eind Entry ... | Filter and 5:u't...| Customize. .. |
Waw Entries
Wigs Entry Mumber Frst | previous Iz (I | |
Tatal enfries in kst 2

Clas=
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. The Address information form now includes a space for the child's name.

. Type the appropriate child's name into the space labeled Child's name.

. Click New Entry. A new Address information form will appear.

. Complete an Address information form for another student's parent(s), and then
click New Entry.

. Continue adding names and addresses until your list is complete.

. Click Close.

. You will be asked if you want to save your list. Give the list a name you'll
remember and save it in a file you'll remember. (You might name it "Parent List"
and save it in My Documents, for example.)

. Click Save.

. A Mail Merge Recipients window will open. This window allows you to choose who
will receive your letter. Here, you'll have the opportunity to "sort" recipients. For
example, if you included every parent's name, but only want to send letters to boys'
parents, you would find that feature here. For now, click Close.

MAIL MERGE
To create your customized letters:
. Put your cursor two lines beneath the date in your letter and click.

L--g..|||.-1|||||||2-|||||||E|-||||||

December 8, 2003

- i bddressBlocksn

|

The semester 15 almost over, and I'd like to wish you and

. Click Address block in the Mail Merge pane.

. Click OK. An AddressBlock field will appear in your letter.

. Click the area in the letter where the salutation should be.

. Click Greeting line, and then click OK. A GreetingLine field will appear in your
letter.
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Your letter can be customized in other ways as well. If you've typed a sentence you want
the student's name to appear in:

. Click the area in the letter where you want the name to appear.
. Click More Items in the Mail Merge pane, and then click OK.
. An Insert Merge Field window will appear.

Insert Merge Field @@

Insart:
" Address Felds * Database Fields

Fields:

|Titla

First flame
Last Mame
_ompary Mams
Sddress Line 1
Address Line 2
City

State

ZIP Code
Country
Home Phone
Wiork Phone
E-mal Sddrass

Match Figlds... | Insert Cancel

. Click Child's name and Insert.
. Click Close.

PREVIEWING YOUR LETTER
Did it work? The Mail Merge Wizard also allows you to see how your letter turned out.

. Click Next: Preview Your Letter. The preview pane will appear along with the first
copy of your letter.

. Check to see that your letter is correct. (Don't forget to check the spacing in the
address, salutation, and name fields.).
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Use the double arrows to move to through all your the letters, if necessary.
If you find any errors, click Previous: Write Your Letter in the Mail Merge pane,
and keep clicking until you get to a place where you can fix the error.

. If everything looks correct, click Next: Complete Your Mail Merge.

COMPLETING YOUR MAIL MERGE

If you have a special note you want to add for some of the parents, click Edit individual
letters in the Mail Merge pane.

Click Print to print all the letters.

That it's!

TELL ME MORE!

For help using Mail Merge on older versions of Word (such as Word 98, 2000, or ME), try
an Internet 4Classrooms tutorial.



http://www.internet4classrooms.com/msword_formletter.htm
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