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INTRODUCTION

Creating a merge document in Microsoft® Word 2003 is done in six simple steps.
This document will assist you in following those six steps, deciding what choices to make,
and carry you through to completing a merge.

Two documents are required to complete a merge in Microsoft® Word. The Form
Merge Document and the Data Merge Document. The Form Merge Document is the
document containing the main part of the letter or document to be created. The Data Merge
Document is the document containing the information that will change for each separate
document created by the merge.

When creating the Form Merge Document consider the text that will change for each
new document and the text that will not change for each document. As an example, “You
are invited to attend the annual Teacher Award Banquet.” This may be the same text used
every year. Additionally, the text “The Banquet will be held at” may be the same every year.
This is the text that will go into the Form Merge Document. However, each year the place,
date and time of the banquet may change. The Data Merge Document will contain all of the
text that will change from one year to the next or from one letter to the next.

Once the merge documents are created, they can be edited just like any other
document. When edited and saved, the changes will still be in place the next time the
document is opened and used.

By completing each step in this documentation you will successfully complete your
first merge.

THE DOCUMENTS

There are two documents used to complete a
merge. The first is the Form Merge Document;
the second is the Data Merge Document. The
Form Merge Document will contain the text that Dear -

does not change and field codes for the text You owe me §. Pay up.
that does change. When creating the Form
Merge Document, the field codes will not be
entered until the Form Merge Document has
been associated with the Data Merge
Document. Here is an example of a Form
Merge Document before the field codes are inserted.

Lowe,

Guido

This is not much of a letter (Form Merge Document) with missing text and
field codes. It requires a date, address, salutation, and dollar amount to
be a complete letter.
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Here is an example of the same Form Merge Document after the field
codes are inserted.

NOTE: The field

codes will be «Dates

different in the

document we wFirst Mamen «Last MNamen
create. Thisis #Streety

«Streetln

set up so you «Citys, u3Statey aipy

can visualize
what we are
talking about.

Dear glalutations:
You owe me FeDollar_&mts. Fay up.
Lavwe,

Guido

Now the letter (Form Merge Document) appears more complete, after the
merge codes have been inserted. This document is now ready to work
with the Data Merge Document and complete the task of creating several
different letters all at one time.

Below is a sample of a Data Merge Document created in Excel. The first
row is considered the field code row. You can match the fields in the first
row with the field codes in the Form Merge Document above.

| A~ | 8 | ¢ | b | E | F | G | H S I B
1 |First Name Last Name Street Street City State Zip Salutation Dollar Amt Date
2 |Sandi Grandberry | 1234 Any Street Phoenix  AZ 5016 Sandi 4,000 April 16, 2004
3 |George Eush 1700 E. Jefferson Washing DC " 00112President Bush | 5,000,029 April 15, 2004
4

Here are two letters created from the Form Merge Document and Data
Merge Document shown above. The letter is addressed to two different
people owing

) 41612004 47152004
two different
amounts of Sandi Grand
andi Grandberry George Bush

money. 1234 Any Street 1700 E. Jefferson
Phoenixz, AF 85016 Washing DC 00112
Dear Sandi: Dear President Bush:
You ows me $4000. Pay up. Tou owe me §500002% Pay up.
Love, Love,
Guide Chicdo
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Creating the Form Merge Document
There are two options for creating the Form Merge Document. (1) Create

it before you begin the process of merging and (2) create it during the six-
step merge process. This documentation will use the first method.

Preparing for the merge process

Preparatory Type the text for the Form Merge Document as you would any other
Step 1. document.
Enter this text: Use two asterisks (**) in any space where a field code would go. Here is
Dear ** **; an example:
| am pleased to FL*
offer you
employment skt sk
with the school N

. . *k ok Hk
districtas a ** :
School.

T am pleased to offer you employment with the school district as a ** at ** High School

EMPLOYMENT: EMPLOYMENT: Your employment, starting ** ending on **, will constitute ** workdays,
Your which will be based on the school calendar, as defined by your supervisor. Tour duties, position
employment, and location of work may be changed based on the needs of the school district.

staring **,
ending on **,
will constitue **
workdays, which
will be based on
the school
calendar, as
defined by your
supervisor. Your
duties, positions
and location of
work may be
changed based
on the needs of

Enter the text so it appears, similar to the sample above.

the school

district.

Preparatory Save the document as Employment Form Merge Document. The first

Step 2. word of the file name should be an identifier such as “Employment”. This
same word will be used to identify the Data Merge Document. This

Save the process allows easy identification of the two documents to associate

document. them with each other.

FO" ”]l? LOVQ 0{ SOHWGPE IIC“I
1928 E. Highland F-104 475 50f15
Dlloenix, AZ 85016 SonJi@for’fl\eloveo[so“war’e.com




NOTE: The field
codes will be
different in the
document we
create. Thisis
set up so you
can visualize
what we are
talking about.

Remember, after the document is completed with the asterisks in place,
the field codes will be inserted during the six-step merge process.

Here is an example of how the Form Merge Document will look when the
** have been replaced with field codes. (Remember, these codes will be
inserted during the
six-step merge
process.)

«Datex

«First_MName» «Last MName»
wStreetAddreses
wStreetAddresen

«Cityn, «Staten «Zipn

Dear aSalutationn:

Tam pleased to offer you employment with the school district. as a #Positions at «Schools High
School

EMPLOYMENT: Your employment, starting «Date_of Hires, ending on «End_Daten, will
constitute € Workdaysy workdays, which will be based on the schoeel calendar, as defined by your
supervisor. Your duties, position and location of work may be changed based on the needs of the
school district.

Creating the Data Merge Document

Preparatory Step
3.

Enter the field
codes:

e FirstName

e LastName

e StreetAddress
o StreetAddress2
e City

o State

e Zip

e Position

e School

e DateofHire

e EndDate

o Workdays

There are several ways to create the Data Merge Document. This
documentation will use the Excel spreadsheet. Other applications
available for use as a Data Merge Document are Microsoft® Access,
Microsoft® Qutlook Contacts, and a Microsoft® Word table.

The Excel Data Merge Document should be created prior to starting the
six-step merge process. When using an Excel spread sheet for the Data
Merge Document, individual entries cannot be edited within the six-step
merge process.! However, you can go directly to the Excel Data Merge
Document you created and edit the data there.

In a new Excel Spreadsheet, type .Y = | T
the field codes in the first row of 1
the document. Each field codes 9
is entered in its own cell along 9
the first row. You may enter as
many as you like. When the Form Merge Document is set up only the
field codes required will be entered in it. This means that if you have 20
fields and you only need to use 5 of them in the Form Merge Document
it is okay. Only the 5 fields needed will be inserted into the Form Merge
Document.

_Last Mame Street
Grandberry 1234 Ay,
Bush 1700 E. 4

First Mame
Sandi
(George

1 This feature is only available if the Data Merge Document is created in Microsoft® Access or a Word table.
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Preparatory Step
4,

Enter the
individual entry
information for at
least 3 people
into the Data
Merge Document

You may either
enter the
information
directly into the
Excel
spreadsheet or
use the Form
built into Excel

The three people
you enter for this
step can be real
or made up,
along with their
information.

Preparatory Step
5.

Save the
document.

Excel provides a built in form to assist in the creation of the data for the
Data Merge Document. To access that form, click in one of the cells on
the first row.

AT —8 T T
1 |First NEﬁE_Last MNarne Street
2 |Sandi Grandberry 1234 Ay

J_|George Bush 1700 E.
Click on Data on the Menu Bar. If necessary click on the double arrow to
expand the menu. Tﬁﬂw b
j Q:A :‘3, . ‘EL Sarkan
e Eiler 3
[ © Subctals...

pme | Street
erry 1234 Any Street
1700 E. Jefferso Tek to Calumns...

id] PivotTable and PivotChart Repart...

Walidation...

Impart External Data >
List 3
=ML »

Export to MapPaint
Link ko MapPaint

Data | Wwindow  Help
41 sore.. Click on form. A form with all the field codes will
| appear.
Farm... R
subtotas... lg Firsthame: || i| Mew Record
walidation. .. LastName: [ Ne—ﬂl
Table. .. SkreetAddress: l— [Delete |
Text to Columns. .. Streetdddressz: l— st |
Copsolidate. .. e l—
Group and Outline 3 l— Find Prev |
i PivotTable and PivatChart Repart... ot Find Mesxt |
Import External Data 3 dpi I =
Lisk » Paosition: I &I
ML 3 School: l— Close |
DateofHire: I—
Export ko MapPaoink EndDate: I—
Link. ko MapPaint
Workdays: l— LI

Save the document as Employment Data Merge Document. The first
word in the name of the document should be the same first word used
to identify the Form Merge Document. In this case you would use
“Employment” Data Merge Document in order to match the Form Merge
Document.
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Preparatory
Step 6.

Open the From
Merge Document

Open the Form Merge Document. It will look similar to this.

RS

Diear **:

T am pleased to offer you employment with the school district. as a ** at ** High School

EMPLOYMENT: Tour employment, starting ** ending on **, will constitute ** workdays,
which will be based on the school calendar, as defined by your supervisor. Your duties, position
and location of worle mav be changed based on the needs of the school district.

Preparatory Step
7.

Open the Task
Pane.

==

Too

iews | Insert  Format
Marmal

Web Layvout

Prink Layouk
Reading Layout

Qutling

Bl L £ L& [

Task Pane CWFI |

Toolbars »
Ruler

Cocument Map

3_=| Thumbnails

] Header and Fooker

}' Markup
=

Full Screen

Z00MM, ..

Open the Task Pane Click on View; Click on Task
Pane. The Task Pane will open on the right side of
your screen.

Click on the pull down menu on the Task

Pane and select Mail Merge

|Getting Started

Getting Started

Help

(]

w

Search Resulks
Clip art

Research
Clipboard

Mews Document
Shared Warkspace
Document Updates ,
Protect Docurment
Skyles and Formatting
Reveal Formatting
Mail Merge

ML Struckure

_1 Create a new document. ..
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Step 1 0of 6

Select the type
of merge you
will be doing

Step 2 of 6

Select the
document to be
used for the
From Merge
Document

THE SIX STEPS:

Selecting the document type. On the Task
Pane, you decide what kind of merge
document you are creating—Letter (which
includes any document such as a contract), e-
mail messages, envelopes, labels, or a
directory. The three most commonly used are
letter, envelopes, and labels. This document
will use letter as the example.

* Click on “Next: Starting document”

Select the document you will be using for the
Form Merge Document. There are three
choices (1) Use the document you have open
on your screen (current document), (2) Use a
template to start a new document, or (3) Start
from an existing document (this is basically
the same as number 1 except you have not
yet opened the document. At this point
Merge will allow you to find and open the
desired Form Merge Document). Our
document is already open so our choice
would be the first one.

e Click on “Next: Select Recipients.

Mail Merge ¥ X
@NEN A

Select document type

What bype of document are you
working on?

@ Letters

) E-mail messages
O Envelopes

) Labels
 Direckory

Letters

Send letkers ko a group of people,
¥ou can personalize the letker that
each person receives.,

Click Mext to continue,

Step 1 of 6

& Mext: Starting document

Mail Merge v X
@ = [

Select starting document

How do wou want bo set up wour
letkers?

# Use the current document
 Start From a kemplate

+ 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 B

% Mext: Select recipients

@ Previous: Select document bype
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Step 3 of 6 Select the Data Merge Document containing the data for your merge.
The three options are (1) Use an existing list (such as an Excel database),
Select the Data | (2) Select from Outlook contacts (this process is not easy and it requires

Merge a lot of patience and practice), (3) Type a new list. This process will

Document automatically use the Microsoft® Access application to store your
database. Option 1 will be used for this S — - x
example. @

Select recipients

W Use an existing lisk
' Select From Cutlook contacts

O Type a new list

Use an existing list

IUse names and addresses from a
file or & database,

# Browse...

¥ Edit recipient lisk, ..

Step Jof b

& Mext: Wrike wour letber

4@ Previous; Sktarting docurment

e C(Click on Browse
e Find the Data Merge Document and open it.

e Click on “Next: Write your letter.”

Step 4 of 6 Allows you to enter the field codes into the Form | mailMerge - x
Merge Document. There are 5 options available [ ol G
Enter the field for entering the field codes. The first 4 are write your letter
codes intothe | generic as created by Microsoft. In this Popd ey ime
Form Merge document, we will use both the More items To add recipient information to
Document option and some of the generic codes, included | i andthen aekone o
in the Six Step Merge process, to enter field the tems below.

codes. This gives you complete control over 3 Address block...

your document 2 areeting line. ..

j Electronic postage. ..

llIl Postal bar code...

=l Mare items. .

withen wou have finished writing
wour letter, click Mext, Then you
can preview and personalize each
recipient's letter,

Step 4 of B

% Mext: Preview your letkers

@@ Previous: Select recipients
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* Select the first set of asterisks in the Form Merge Document (**).

- —

Aok

Dear **
T am pleased to offer you employment with the school district as a ** at ** High School
EMPLOYMENT: Your employment, starting **, ending on **, will constitute ** workdays,

which will be based on the school calendar, as defined by your supervizor. Tour duties, position
and location of work may be changed based on the needs of the school district.

* Click on More items to insert the date. By using More items you can
enter a unigue date for each letter. All of

T “=l the field codes used in the Data Merge
© address Fields % Datehase Fields Document are listed here. Select Date
' and click on Insert. Then click on

S Ancel. The date field code will be

Streetl .

cry entered into the document.

éi:iutat\on

Dollar A

Diate

E
MatchF\e\ds...l Insert I Cancel I

* Next insert the Address block using the built in option. Select all of
the asterisks where the address block would go. Click on Address
block. Select the options until the previewed address block appears
as you would like it to i
appear In the document' Specify a%ress elements
C||Ck on OK, [V Insert recipient’s name in this Format:

Joshua ;I
I |

v Insert COMpanty' name
[V Insert postal address:

' Mever include the countryregion in the address
" Always includs the country/region in the address
" Orly include the country/region if different than:

Preview

Mr. Joshua Randall Jr.
EBlue Sky Airlines

1 Airport Way

Kikky Hawk, NC 27700

Match Fields. .. | [o]'4 I Cancel
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The Form Merge Document will now look something like this:

aDates

wadiddressBlockas

Diear **:

I am pleased to offer you employment with the school district. as a ** at ** High School
EMPLOYMENT: Your employment, statting **, ending on **, will constitute ** workdays,

which will be based on the school calendar, as defined by your supervisor. Your duties, position
and location of worlt may be changed based on the needs of the school district.

o Now insert the Salutation. Select the asterisks next to Dear and click
on Greeting line (on the Task Pane). Select the options you want for
you document and click on OK.

Mail Merge r X

@ =y

Write your letter
i i >
If wou have not already done so, Greeting Line _'Iﬂ

wrike wour letker now,

To add recipient infarmation ta Gresting line Farmat:
wour letter, click a location in the

document, and then click one of II:I'II:II'IE:I j IMr' Randall j I j

the items below,

) Address block... Greeting line For invalid recipient names:
=] Greeting line. .. IDear Sir or Madam, LI
+ .
=3 Electronic postage. .. Preview
I1I Postal bar code...
=] More items. . Mr. Randal

when vou have finished writing
wour letter, click Next. Then you Match Figlds o4 I Cancel
can preview and personalize each = Y

recipient's letker,

Step 4 of 6

% Mext: Preview vour letters

¥ Previous: Select recipients

The greeting of your choice will appear as follows:

wDrates

wulddressBlocksy

Dear waGreetinglineny:

T am pleased to offer vou employment with the school district. az a ** at ** High School
EMPLOYMENT: Your employment, starting **, ending on **, will constitute ** workedays,

which will be based on the school calendar, as defined by vour superviser. Tour duties, position
and location of work may be changed based on the needs of the school district.
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Using the More items option, select the remaining asterisks in the letter,
one at a time, and insert the proper code from the list. After each
insertion, click on Insert and then Close. When all codes have been
entered the document will look something like this:

gDaten
walddressBlocksys
Dear gaGreetingLiness:

Tam pleased to offer vou employment with the school district. as a «Positions at Scheols High
=chool

EMPLOYMENT: Your emplovment, starting «Date_of Hirew, ending on ¢End_ Dates, will
constitute @'Workdaysy wotkdays, which will be based on the school calendar, as defined by your
supervisor. Your duties, position and location of work may be changed based on the needs of the
school district.

* On the Task Pane, click on Next: Preview your letter

Step 5 of 6 This step allows you to see if the documents have —r —
merged properly without actually completing the @] 6 gﬁ

Preview your merge. Click through the merged documents USING | ereview yourtetters
(One of the merged letters is

merged the |eft and rlght arrOWS On the TaSk Pane. Dre\{;jew?dtrtwere“_TEprew?vrh
documents * Find a recipient allows you to actually search fo Felons:

‘ Recipient: 1

one of the letters by the recipient’s name.

¢ Edit recipient list will allow you to pick and
choose who will be included in the merge by
placing a checkmark next to the name to include
or remove the checkmark next to any name not
to be included.

* A second option is to simply scroll through the
letters created and click on Exclude this recipient
for each person you do not want to include.

3, Find a recipiert...

Make changes

‘ou can also change your recipient
lisk:

f Edit recipient list...

Exclude this recipient

when you have finished
previewing your letters, click Next.
Then you can print the merged
letters or edit individual letkers ko
add personal comments,

Step 5 of 6
% Next: Complete the merge

4 Previous: Write your letter

* Click on Next: Complete the merge in the Task Pane.
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Step 6 of 6 Now that the merge is completed a new file

has been created that contains all of the Mail Merge R

Finish the individual documents. If 50 names were CHEER A
merge and print | included in the database, your document will Complete the merge
the documents. | have 50 individual letters or documents Mail Merge is ready t produce

o created, however, only one document will vour letters.
NOTE: If printing show on the screen at a time. To personalize your letters, click
documents at "Edit Individual Letters." This will

. . open a new document with your

this point, you merged letters. To make changes

to all the letters, switch back to the

must use the ariginal document,

Print option in

i M
this pane. If you Sro
use the print S5 Print...
icon or the &7 Edit individual letters. .
File/print
command you ———

will only print
the document
showing on your
screen.

. F‘reviu:uusl:@review wour letters

To Edit individual letters, click on Edit individual letters and then select All

(or the option you want) and click OK

Merge records
= Al

™ Current recard

a Erom:l To: I
o] 4 I Cancel |

If you have clicked on Edit individual letters, you are working with a
document outside of the Mail Merge process. You can edit each
document individually and you can print it as you would any document
using the print icon or the File/Print command.
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CHANGING DATABASES

If the information needed for the Data Merge — 3
Document changes and a new Excel spreadsheet | iy

is to be used, when you get to step 3 of 6 clickon | _ .

Select a different list. Navigate to the location of ® Use an existing lit

the list to use and click on open. 3 Select from Sutlook contarts

) Type a new list

Use an existing list

Currently, vour recipients are
selected from:

[Office Address List] in "kest,mdb"
& Select a different list. ..

o Edit recipient list. ..
Step 3 of 6

& Mext: Wrike wour letter

4 Previous: Starting document

Complete the merge as with the other Data Merge Document finishing
steps 4, 5, and 6.

NOTE: Microsoft® Word 2003 has a safety feature built in to protect you from unwanted
viruses. When you open an existing Form Merge Document you will get a message that looks
like an error message. Itis not. It is asking if you want the Data Merge Document original
attached to the Form Merge Document to be attached again or if you want to attach a new
Data Merge Document. If you are using the original Data Merge Document click on “yes” if
you want to use a different Data Merge Document click on “no.”
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