Using Mail Merge in
Microsoft Word XP/2002

Createl® April 2005
Mail Merge

Note: You should be competent in Microsoft Word bfare you attempt this
Tutorial.

Open Microsoft Word XP/2002

Beginning the Merge

You may start Mail Merge with a blank document nedhat you have already created.
We will use a blank document in this tutorial.

To begintheMail Merge sequencelick Tools in theMenu Bar, select_etters and Mailings,
and therMail Merge Wizard (seearrows below).

@l Document3 - Microsoft Word

File Edit ‘Wiew Insert Format | Tools | Table ‘Window Help  Acrobat
O = 2w S [& %7 sSpeling and Grammar..,  F7 [ g = 4 B 9 100
T T . <1 Hormal - Tim Lenguage ' F EEEE [E-{Z &
Final showing Markup * Show = | 4= el bk | Mail Merge Wizard. ..
| B Tools on the web. .. Show Mail Merge Toolbar
Mail Merge * X
You will now seea Microsoft Mail Merge Task Pane Select document type
appear on the right side of your screer- similar to the Wha}g type SF doclment are you
. . Warking an:
image at the right. 5
/ ® | ethers
We will begin this tutorial by creating a mail merkgtter: Exmal messages
When we have completed the letter we’ll discuss Ertvelopes
Envelopes, Labels, and E-mail messages. Labels
Directaory
Notice that thesmall circle to the left of Letters has a Letters
dot in it. This is thedefault selection We'll use letters Send letters to a group of people.
to begln. ou can personalize the letker that

each person receives,



You'll notice, at thebottom of theTask Pane thatit
looks like the image on the right Now that we've
selected Letters, we can proceed to the next steei
Wizard. Click Next: Starting document.

Click. Mext ko conkinue.
Step 1 of &

gy Mext: Starting document

We are leaving Step 1 of the Mail Merge Wizard amaVing to Step 2.

4 Mail Merge v
Thetop of theStep 2 Task Pane looks like the image on
the right. We indicated earlier thate are going to use a  Select starting document
blank document for this tutorial. So, we’ll remain with Howr do you want ta set up your
the default selection Use the current doCUMEN by =

* se the current document
Skart from a template
Start from existing document

Use the current document

Start From the docurnent shown
here and use the Mail Merge wizard
ko add recipient information,

At the bottom of the Step 2 of 6 Task Panelick Next: Step 2 of 6
Select reCIplentS' —)- G Mext: Select recipients

4@ Previous: Select document tvpe

~

Notice, in the image on the right that, as you peatthrough the Mail Merge Task Panes, you
can go back and forth at any time you desire This is logical and handy.

Selecting your merge file (Access, Excel, Word, Olobk)

You are now inTask Pane 3 In this task pane you will i L v X

select the source list for your mail merge. Wedlusing an  select recipients

Access database for this tutorial. You can usExarel % Use an existing list
spreadsheet, Outlook Mail Contacts, or severalrothe

Select From Cutlook contacts
sources.

Twpe a new list
The Access database file we will be using was credt Use an existing list
with our Access XP/2002 tutorial. If you'd like acopy of Use names and addresses From &
this tutorial and database file, please e-mail thaddress file or & database.
found at the end of the tutorial, or download thenfrom Browse, ..

our website, which is also found on the last page.



4 7 Mail Merge * X

Select recipients

® se an existing lisk

Select Fraom Quklook contacks

Click theBrowsebutton in Task Pane 3 (see arrow below) Type a new list
Use an existing list

=& names and addresses from a
file or a database,

Browse, .,

We, as indicated, are going to select an Accesaliage. It is located on our C: drive in the
Folder Mail Merge Word XP.

2

Select Data Source

||ﬁ Mail Marge Word XP j = - & * O - Tools =

Lok in
4l Merge %P.doc
;J Mail Merge XP.doc
Hiskory 28 Person sP.mdb
O/

Fawarites

[=]
=

= ; ;
i File name: | ﬂ Mew Source. | open

Py Mebwark _
Places Files of bype: |P.II Data Sources (*.odc;* ndb; *.mde;j Cancel

After we select our database welick the Open button.



You may choose several other types of files as
previously indicated. If yoalick thesmall down
arrow to theright of theFiles of type:area in the

File name:

Select Data Source menu screen (image at bottg;n__c_______y

last page and on right), you will see many othlerTi
types from which you can merge.

| \, =
7 Files of bvpe: ||.:,||| Files (*.%) .

—icrosoft \Works Databases (fowdh) -

Ctlook, Personal Address Books (*,pab
Lotus 1-2-3 Files (*.wk?; *mi?)

Paradox Files (*.db)

DEase Files (*,dbf) —
Database Queries (*.dgy; *.rgvd =

When weselectedthe Personlatabasethe followingSelect Tablemenuappeared This
database contains three Tables — we are goingowselthéPersonnelTable.

Select Table

Fernale salaries
Query1
Per

sonnel

Mame Description | Modified Created

10/11/1999 9:02:07 AM 107111999 9;
B/4/2002 7:56:15PM  7/5/2001 4:58

10/5/1995 2:37:43 AM

Ik

12/22/1996 12:46:32 PM  TABLE

0z2:06 &M WIEW
24 PM WIE'W

Cancel

After we select Personnel, wkck theOK button. The Mail Merge Recipients menu screen

appears.

Mail Merge Recipients

i3

Tao sart the lisk, click the appropriate column heading, To narrow dawn the recipients displayed by a
specific criteria, such as by citw, click the arrow next to the column heading, Use the check boxes ar
buttons to add or remowe recipients From the mail merge.
List of recipients;
| *| Lask Mame | *| Firsk Mame | *| Street Address | | City | *| State | ~
Sandstan sy | 27 Eddy Court |Lynch... [wa |
Kern YWirginia 1060 Whistling Swan Di..,  Foresk WA
W arren Charles 100 Faculty Drive Lynch... wa
Srikh Ed 23 Main Street albany Ky
W arren Freda 2233 South Road Lynch.,.. wa
Smikh Wanda 1 Only wWay Bartow o
James Linda 1254 Indian Way Watonka e
Binswager Harald 7 East \West Drive Bigfoak o
Ziplowski Ezod 2793 Qld Mink, Place sheldon &l
karpowski Enid 12 Sagman Drive Winetka il
Billingsles W ally 2319 Back Creek Circle kapokla  hi
Il Srrikk Friada 1724 Whack W allve Wiaw 1 wrrh wa b’
< >
Select Al | Clear all | Refresh |
| | oo |




Spend a few moments viewing Mail Merge Recipientean (at the bottom of the last page).
Use the elevator bars at the bottom and on thé oigthe screen to view your data.

If you are not familiar with the Mail Merge Recipients Filter Screen, an
addendum on how to use this filter screen is provietl at the end of this
tutorial on Page 30.

Click theOK button when you have viewed the screen to yousfsation.

Use an existing list
LOOk at the mlddle Of TaSk Pane &galn. NOtICE that the Currenth.-‘l yaour recipients are

Browse selection has been replaced by the imatfeto selected Fram:
right. This Task Pane now indicates the databasetier = [Personnel] in "Person kP .mab"
source) you selected and allows you to edit thewvisch Select & different list. ..

appeared when you made this selection (bottorrsuf.l,a\
page). Edit recipient list...

You are now ready to begin inserting fields intaymail merge document. However it would
be prudent to save your mail merge letter at ime.t Once you've accessed your database,
the save feature will not only save your documenhut preserve the link to your data source
(database, spreadsheet, etc.)

Saving your Mail Merge document /
. . File | Edit Miew Insert  Format  Tools  Table

You will want to save your mail merge O New... St
documents periodically. Use your favorite Save N
method. We'll click File in the Menu Bar and = Open... Ehit
select Save (as shown in the image on the riqh;' Close

|E Save Chrl+S

Save fAs...

The Save As menu screen will appear (image aoiheftthe next page).



|uj'| Mail Merge \Ward %P | & - & [ = Tools =

Save in
-4l Merge P dac
;_é_';! Mail Merge XP.doc
History

Favaorites

=
i :#:; : . \
= File name: |Mall Merge Lettet| - Save |

Ml Mebwork,

Places save as Lype: |'-.-'-.-'|:|r|:| Document %, doc) j Cancel

We will save our document as Mail Merge Letterhia Mail Merge Word XP Folder on our C:
drive.

Creating the Mail Merge Document

Having selected our data source, we are now ready t
create our mail merge document. Look at the botibm Step 3 of 6
the Step 3 of 6 Task Pane anlitk Next: Write YOUr — me o pyeut: wirite vour letter

letter. : .
4@ Previous: Starting document

4 7 Mail Merge - X
Write your letter

If wou have not already done so,
write your letter now,

To-add recipient fformation to You will now be taken to the Step 4 of 6 Task
vour letker, click a location in the . .
document, and then click one of Pane. The top of this Task Pane looks like the
the items belov. image on the left.

F‘] Address block. . < —

5 Gresting i We’'ll cover two of the selections you see at the

— | a&reeting line. ..

left — Address blockandMore items. Greeting

+ .
7| Elechronic postage:. line is similar to Address block.

Il Postal bar cade. ..

El Moreitems... —

When vou hawve finished writing
wour letker, click Mext, Then wou
can preview and personalize each
recipient's lekker,



If the cursor is not visible at the top of your doament, click the top left corner of your
document.

We'll begin our letter with the Address Block.

Click theAddress Blockselection (as indicated at the bottom of the lagie.

Insert Address Block E] E|

. Specify address elements
The following Insert Address Block

. [v Insert recipient's name in this Format:
menu screen will appear. If you

. Jashua j
accept the default setting screen, as Joshua Randall Jr.
shown in the image on the right, it Joshua Q. Randall I, —

Mr. Josh Randall Ir,

will search your database and Mr. Josh 0. Randall Jr.

attempt to create an address similar Mr, Joshua Randall Jr,

to the one shown in the Preview W Insert company name

area. v Insert postal address:
* Never include the countey)'region in the address
" &lways indude the countryregion in the address
I only include the countryregion if different than:

If you have fields that are Preview

different, or in addition to those Mr. Toshua Reandall Ir.

shown, you can click the Match Blue Sky Airlines

Fields button. L Alrport Wy

Kitky Hawk, NC 27700

Match Figlds. .. Ik | Cancel

Examples of how to use the Match Fields menu scaeefurnished at the top of the next page.



Match Fields ?]X]

MMail Merge has special features For easily working with addresses, Please specify address
Look at theright side field compaonents to simplify address insertion,
of theMatch Fields
menu screen Notice RE'L‘“':':’ information ot = 2
. ast Mame —- | a5t Mame -
that Mail Merge had _ —
. First Mame |F|rsI: Marne j
no problem matching _ .
. Courtesy Title ||:n|:|t available) ﬂ
Last NameandFirst - ——
N . th Company [mok available) ﬂ
ame-—since these Address 1 <@ | Strest Address - |
are the same as our Clty Gty =
field names. - B =
H r,also note > = =
owever, Postal Code & > |
that itselected our Spouse Firsk Mame ||:n|:|t available) j
Street Address to Optienal information
Match Address 1 and Middle Marne [trot available) - |
our Zip to match SLAFE [foct memilablay | o5
Postal Code IUse the drop-down lists to choose the Field from ywour database that corresponds to the
address information Mail Merge expects (listed on the left.)
............ ol Cancel
If you desire to change Required information ~
a match, simply Lask hlame ~E—
chooseone of the Firsk Mame s> | 25t Mame -]
fields underRequire Courtesy Title First Mame Zl
Information or Comparry Social Security # T, |
Optional Information Address 1 Street Address 7]
. ; Cik
andclick thedown City e =]
arrow on the box to State 7 =]
the right. We chose Postal Code Gender =]
Last Name When we Spouse First Mame Favorite Number =]
clicked thearrow Optional information Dake Hired
fields andour Middle Marne Salary Z|
database appeared on S Application Filed ~
Pp IJse the drop-down lisks to choose the field from your dakabas (ot available) o khe

the right. To replace address information Mail Merge expects (listed on the left.)
a field, simply click on
your field on the right.

If you change any fields, click the OK button and hey will be replaced You will return to
the Insert Address Block menu screen.



Insert Address Block

Specify address elements
We'll use the default Address v Insert recipient's name in this Farmat:
(that you see on the right). You ;Dspua il 3 B
. asnda k.anadall Jr,
choose the one you desire and Joshua O, Randall . it
thenclick OK. = Mr, Josh Randall Jr,
Mr. Jash <. Randall Jr.
The upper left corner of your document should look
like the image on the right. \
\ {{AddressBlock}xl
Tap the Enter key a couple of timeso make sure
your cursor is below the <<AddressBlock>>. Your
document and cursor should look similar to the @m
the right. \ whddressBlocks
4 Mail Merge - X
Write your letter

If wou have not already done so,

write your letter now,

To add recipient information ko

your letker, click & location in the Now that we've inserted an Address Blouale’ll use the

documnent, and then click one of
the items below,

F‘] Address block, ..
D areeting line. ..

* Electronic postage

select the one you like best.

El More items...

When vou hawve finished writing
wour letker, click Mext, Then wou
can preview and personalize each
recipient's lekker,

More Items selectionto show you another way to do this.

You will then be able to compare the two methods ah



Insert Merge Field E|®

Insert:

] ) ) " address Fields {* Database Fields
Click the More items... selection The

Insert Merge Field Menu Screen at the il

right will appear. |Last Name

Social Security #
Street Address

In the Insert Merge Field Menu scree EQF;;E

click the First Name selectionthen Zip

click the Insert button at the bottom St rber
of the screen(see image and arrows on Date Hired

the right), therclick the Close button Salary

Application Filed

Match Figlds. .. |

wu A ddressBlockss When you do, the <<First_Name>> text will appear
below the <<AddressBlock>> text.

«First Mames|

Click the More items... button in the
Mail Merge Task Pan on the right again

Insert:
/ " address Fields {* Database Fields

Bl Moreitems... Fields:

Insert Merge Field

First Marne

Social Security #

Street Address

City

When the Insert Merge Field Menu Screen git;te

appearseglick the following: (when you / Gender

click a field name, click the Insert butto Favorite Number
. Dake Hired

after each selection) Salary

Application Filed

Last Name(Insert), Street Address

(Insert), City (Insert), State(Insert), Zip

(Insert) — and nowclick the Close button

Your screen should now look like the text

at the top of the next page Match Fields. .. | Insert | Close |

10



gutddressBloclss

First MamenaLast Namesastreet AddresssaCitynastatenaZip }:-l

Don’t worry about this. Since you are already ecomplished Word user, we’ll now arrange
this text to look like a normal mailing address.

Move your cursobetween the First Name>> and <<Last_Name arrowandclick the left
mouse button When you click, your text should look like threage below.

wFirst Mam E}}F{La st MamenaStreet AddressnaCitynaStatesaZipy

Tap the Space Barto place a space between these two fields. Yedrshould now show a
space like the image below.

#First Mames glast WNamengStreet AddresssaCitynaStatesaZips

Now, move your cursor between the Last Name and Streetddiress arrows (>> <<) and
click the left mouse button Thentap the Enter Key. Your text should now look like the
image below.

wFirst Mames «Last MNames
k{Stre et AddressnaCitys ¢ States o Zips

T

We’'ll continue this process to create a logicallmgi «First Namen «Last_Namen
label. Click between the arrows between Street «Street Addresss
Address and Cityandtap the Enter Key. Your text «ClitynStaten«Zips

should now look like the image on the right.

wuhddressBlockys Click between the arrows between City and State anthp
a comma (,)and thertap the Space Bar Thenclick

«First Name» «Last Names between the arrows between State and Zigndtap the

«Street Addressw Space Bar. Click to the right of the arrow at the end of

{{City}},_{{StatE}} aZipn Zip andtap the Enter Key twice Your text should look

like the image on the left.

11



Now, we’ll insert a greetingTap the Enter Key two more
times— just to create some space — &k in Dear and
thentap the Space Bar Click the More Items button in
the Task Pane on the right andert the field First Name
Type a comma aftertheFirst Name field andtap the

one on the right.

Previewing your documents

Step 4 of &

gubddressBloclss

aFirst Mamen ¢«Last Names
aotreet Addresss
@ity wltaten «lips

q
Enter Key twice. Your document should now look like the

Dear «First Mames,

We are now ready to preview our efforSlick the Next:

> Mext: Preview your letters <= prayiew your letters choice at the bottom of the Mia

4@ Previous: Select recipients

You will now move to the

Mail Merge Task Pane screen

5 of 6. It will look similar to

Wally Sandston the image on the right.

22 Eddy Court

Lynchburg, va 24501 Your document should look
€= similar to the one on the left

Wally Sandston

22 Eddy Court You can browse your

Lynchburg, va 24501 addresses and greeting

clicking the arrows on the
right and left of Recipient.

Dear Wally, Notice two things—

On purpose we created our
State field in Access with a

lower case state designation

(e.g. va). This happens
frequently and we’ll show
you how to correct this.

As you browse through your
documents, if you see one you
wish to remove, you can click

the Exclude this recipient
button.

12

Merge Task Pane on the right of your screen

4 7 Mail Merge * X

Preview your letters

Cne of the merged letters is
previewed here, To preview
another letter, click one of the
Fallowing:

Recpient: 1 | 2

ﬁ Find a recipient. .

Make changes

¥ou can also change your recipient
lisk:

Edit recipiert list...
Exclude this recipient

when v have finished
presieing vour letters, click Mext,

adglpersonal comments,

Step 5 of &

g Mext: Complete the merge

41 Previous: Write wour letker



We'll now look at the last two things we mentiornmdthe last page — lower case States and
Excluding recipients.

Lower case states — this is the reason we usedi®ddress Block and More Items choices in
our information above.

First - the Address Block. If yomove back to the Step 5 of 6
previous screenby clicking the Previous: Write your B Mext: Complete the merge
letter choice at the bottom of the Task Pane, you'll again

. 4@ Previous: Write your letker
see your Address Block and More Items field codes.

. AddressBlock
Move your cursor over the Address Block field codand e FesRiomER

click the RIGHT mouse button. In the menu that appears,
click Toggle Field Codes Your Address Block will now look like the imadgelow.

{ ADDRESSBLOCE \f"<< TITLE) ==<< FIRSTO ==<< LASTO >=<< SUFFLI{) »=
=< COMPANY

»=<< STREET1

»x<= STREETZ

=roa CITY =»=<=, STATE =»=< POSTAL ==><=

_COUNTEY =="%1 1053 'c 2 'e "United States” \d }

Click and drag your left mouse button overthe<<, STATE_ >>
field to highlight the field. It should look likine image on the

right. 2= 41 TAZZ 4 D be "TTe

Move your cursor over the highlight andclick the RIGHT mouse button. In the menu that
appearsclick theFont choice In the Font Menu screatick in the small box to the left of
ALL CAPS and thertlick OK. This “should” mark your states to be all cagitallote:
sometimes this works, and sometimes it doesn’t —dtis why we’re showing you both the
Address Block and More Items techniques.

RIGHT click again on théddress Block (you see abovendselect Toggle Field Codes
again and you will see only the <<AddressBlock>aiag

Now we’ll do thesame thing for More Items Highlight the «Street Addressy
<<State>> field— like them image on the righRIGHT click «Cityn, T 4 Zips
on the highlighted fieldandchoose Fontagain. Therchoose

ALL CAPS again, anatlick OK.

Notice that your<<STATE>> field nowis shown in all whtreet_Addressy
capital letters. THIS ALWAYS WORKS . «Citys, «Zips

13



Step 4 of & .
p Now we’ll return to “re-preview” our letters — aftthese

o Hext: Preview your letters <@ 1y0 changesClick theNext: Preview your letters

48 Previous: Select recipients choice at the bottom of the Step 4 of 6 Task Pane.
Wally Sandston
22 Eddy Court
We are now back on Task Pane Step 5 screen — Rrgwoier Lynchburg, va 24501
letters and you wilhotice, as we suggested, tithe Address
Block state did not “take” the ALL CAPS selection Wally sandston
22 Eddy Court

But, theMore Items choice did accept the ALL CAPS == Lynchburg, V.4 24501

We could go into how to do this with other codibgt we're
trying to keep this simple.

ying P P Dear Wally,
We suggest you use the More Items selection for af your &
fields rather than trying to make the Address Blockand
Greetings Line selections work It may take a minute or so Complete the merge

Mail Merge L

more, but as just shown, you have more control. Mail Merge is ready to produce
wolr letkers,
Printing your merged documents To personalize your letters, click

"Edit Individual Letters." This will

, A open a new document with your
Let’s move on to printing our letters. In tB&ep 5 of 6 merged letters, To make changes

selection, at the bottom of the Mail Merge Task Pag to all the letters, switch back to the
original document,

select Next: Complete the mer
Merge
Step 5 of 6 9@ Erint, ..

= MNext: Complete the merge The Mail Merge Step 6 of [ Edit individual letters...
6 Task Pane — like the one

1 Previous: \Write wour lether . .
on the right will appear.

First, before we print our merged documentsthere is a
really IMPORTANT choice — Edit individual letters....

Remember, in the Step 5 Task Pane, that if youndidiesire

to include a specific letter — because of some maadding

requirement — you could click the Exclude this pest

button. That would have removed that letter frowe printing

group. You would then have to return to that letted work

on it individually. However, if you desire to makes minor

changes to a letter, you do not have to exclud&au can

proceed to this screen and print that letter irmhligdly. To do Step 6 of 6
this you wouldclick the Edit individual letters... selection.

Themenu screen at the top of the next page would appea * Provinus BievRy ol biters

14



Notice you haveeveral choices We find most users WRres do\Haw e iariant [5—<|
make a note of the Recipient number(s) - (e.g. e
Recipient 6) and then enter them in the From: area Merge records

the Merge to New Document menu on the right. Wher} 3 al

you click OK, a Word document — of that letter -Hwi O Current record

open. You would make your changes and then only ® Brom: o
print the revised letter(s) by selecting Print cunent/, Eram |:| To |:|

page.

[ Ok ][ Cancel ]

After printing, when you close the revised lettey would return to your Mail Merge screen
and Task Pane.

Now we’re ready to print the letters (that did need Merge
editing)_. CIick_ the Print... se_lection in the Task PaNAS w2, Frirt...
shown in the image on the right. By Ecit individual letters...
Merge to Printer E|
Prink records You will be taken to the Merge to Printer menu sare
@il - Since you are now printing all of the letters tvate
O Current record not excludedmake sure that All is selected Then
'® F"C'““i """"""""" o | """""""" click theOK button.
Loc ] canceld] The Print menu screen (below) will appear.

Prinker
Mame: | @ Vimurray-train3HP DeskJlet G70Cx ﬂ Properties
Skakus: Idle _ Find Prirker..,
Type: HP DeskJet 370K
Where: LPT1: [ Print ko file
Comment: [ Manual duplex
Page range Copies
ﬁ & Y
o+ all Mumber of copies: =
{ i
[ Pages: 11 v Collate
Enter page numbers andfor page ranges -
separaked by commas. For example, 1,3,5-12
| J Z00m
i Pages per sheet: 1 page b
Print: |.ﬁ.II pages in range j R | Pag J
Scale to paper size: |N|:| Scaling ﬂ
Options. .. (] 4 | Cancel |

15



Once the Print menu screen appears, choose therpwimwhich you desire to print your merged
documents. Then, make sure the All Page range éli®gelected and click the OK button.

If you are using letterhead paper — don’t forgdetve room at the top of your document for
this.

4 7 Mail Merge * X
Mailing Labels

Select document type
We’ll now use Word to merge addresses to mailibgls what bype of dacument are you
You can close your mail merge document you created woRking onne
open Microsoft Word XP/2002 again, or “click badk” Letters
Mail Merge Task Pane Steplof 6. When you are @n th E-mail messages
Task Paneselect Labels- as shown in the image on the Envelopes
right. — % LaDEls

Directary
Labels

Print address labels For a group

mailing.
Thenselect Next: Starting documengt the bottom of the
Step 1 of 6 Mail Merge Task Pane.
Click Mext ko conkinue.,
Step 1 of &
gy Mexk: Skarking document
4 7 Mail Merge - X

Select starting document

. . How di wou wank b sek up waur
The Mail Merge Task Pane 2 of 6 will now appear yodl mailing labels?

will noticethat it is logically “tailored” td_abels.

* Change document lawvout

Start from existing document
The first thing you will need to do is to select th type of

label you are using Click theLabel options selection : .
: lick Label h
The Label Options menu screen at the top of thepij EEE”;EZ:. Prine e

will appear. By Label options...

Change document layout

16



When the Label Options
menu screen appears,
notice several “things.”

First, if youclick the down
arrow on the right of

Label products: (see
arrow on right) you will see
various brands of labels
(see image below).

Label informatio

Label Options

Printer information
" Dat matriz

* |aser and ink jet Tray: |Manual Paper Feed j
Label information
Label products: Avery standard il

Product number;

B0 - Addi
5161 - Address
5162 - Address
5163 - Shipping
5164 - Shipping
5165 - Full sheet
5167 - Return Address

Details. ..

...... Label information

Mew Label. ..

Type: Address

Height: 1"

Wik Z.63"

Page size: Letter (3 1 x 11 in)

Cancel

e |

A ¥

Label products: |.ﬁ.very skandard

aone
APLI

Devauzet
ERD
Farmtec
Herma
Hisago
kokuyo

e

.ﬁ.veré &4 and A5 sizes

\

You will need toselect the brand

of labels you are using We find

that Avery 5160 is a popular choice,
SO we are going to use it for our
Label Merge lessons.

Once you have chosen your Label,
click theOK button.

As soon as you click OK, you will see a “page” oliy Labels appear to the left.

When your Labels appeaijck Next: Select

recipients at the bottom of the Mail Merge Step 2 of

6 Task Pane.

17

Step 2 of &
g Mexk: Select recipients

4 Previous; Select document bype



¢ 7 Mail Merge - X

Select recipients

® se an existing list
You will now be taken to the Mail Merge Step 3 of ésk
Pane.What you do here is exactly what you did on this
Task Pane on Pages 2 through 5 abovérou can review Type airiew lst
these pages as you desire. Use an existing list

Ise names and addresses from a
file or a database,

Select From Outlook contacts

4 Mail Merge - X Browse...

Select recipients
® Use an exisking list
Select From Outlook contacks

T list i i ipi
el When we have finished selecting your recipients yiaask

Use an existing list Pane will change to look like the one on the left.

Currently, your recipients are
selected From;

[Personnel] in "Person ¥P.mdb"

Select a different list... And, yourLabels will look like the image below

Edit recipiart list. ..

gMext Becords gMext Becords
aMext Becords aMext Becords giext Becords
We'll now select Next: Arrange your labelsfrom the Step 3 of 6
bottom of the Task Pane. 3 o Mext: Arrange your labels

4@ Previous: Starting document
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Notice that Mail Merge Task Pane Step 4 of 6 has chan

slightly to reflectArrange your labels.

Because of the dilemmas we mentioned on Pages 18 44

we’re ONLY going to use the More items... selection to

create our Labels

| <

gMext Becords

gMext Fecords

gMext Becords

4 Mail Merge -

geg Arrange your labels
If wou have not already done so,

law out your label using the first
label on the sheet,

To add recipient information to
wour label, click a location in the
first label, and then click one of the
items below.

F‘] Address block. ..
D Greeting line. ..

+ Electronic poskage, ..

Il Postal bar cade. ..

E| More items. ..

Make sure you can see your
cursor in the upper left Label
andclick the More items ...
selection

When the Insert Merge Field menu screen appeash(asn belowJollow the instructions on
Pages 10 and 1hbove. Select First Name, Last Name, \&then your Label looks like the
image below, click the Close ButtonWe’'ll edit the Labels, like we did on Pages 10 antil.

gFirst Mamen«Last Names«Street_

AddressnaCitysaStaten o Zipy

gMext Becords

gMext Becords

Insert Merge Field @[5_(|

Insert:
" Address Fields

Fields:

(* [Database Fields

Last Marne

Firsk Mame
Social Security #
Street Address
by

Skakte

Gender

Fawvarite Mumber
Date Hired
Salary
Application Filed

19
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When your top left Label

looks like you desire(ours is «First Mamey «Last_MNames

seen in the image on the right - uStreet Addresss «IMext Eecords
we followed the steps on Pages «Citys, «3TATEs «Zipn

10 and 11 agaiiclick the

Update all labels buttonin the

Replicate labels area of the Task Replicate labels

Pane. You can copy the lavout of the firsl
label ko the other labels on the

THIS IS A HUGE CLICK - age by clicking the buttan below,

We have found that this is the most Update alllabels

frequent error in producing merged

labels.

Notice that we once again changed the Font for STAto ALL CAPS so that our states
would be capitalized.

Your Labels will look something like the image b&loDon’t worry if they don’t look
“perfect” in this view. In the next Task Pane we’ll see tthay will really look like.

. #Mext BEecordnaFirst Mamen «lext RecordsaFirst Mamen
«First_MNamey «Last Mamesn = =
” = #Last Mamen «Last Mames
witreet Addressy = =
«Clitwn «STATEs «Zips wStreet Addresss uStreet_Addressy
2, P #Cityn, «STATE: «Zips #Citye, «STATEy «Zipy
«Mext Becords«First Names «MNext BEecordseFirst Mamen «IMNext BEecords«First Names
gLast Mame» #Last_Mamen gLast Mame»
wStreet Addresss #Street Addresss wStreet_Addressy
«Citye, «STATE: «Zip» #Citye, «3TATE» «Zips «Citye, «3TATE» «Zipn
Step 4 of 6

So, let's move to the next Task Par&ick on Next: :
Preview your labelsin the Step 4 of 6 Task Parerm——- 5 Next: Preview your labels

43 Previous: Select recipients

Your Labels should now look similar to the imagéolae Notice that all the States are
capitalized. To review your labels you can move from labeig#o label page.

#
IWally sandston WVirginia Kern Charles Warren
22 Eddy Court 1060 Whistling Swan Dirve 100 Faculty Drive
Lynchburg, W& 24501 Forest, VA 24551 Lynchburg, W& 24501
Ed Smith Freda Warren Wanda Smith
23 Wlain Street 2233 South Eoad 1 Only Way
Albany, NT 45126 Lynchburg, WA 24501 Bartow, W 71400
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If you have more than one sheet of labglsse the Page Up and Page Dowp-=" e

movement arrows in the lower right corner of the vetical elevator bar on Jn
the right of your screento move from page to page. \
*
Step 5of 6

Now we’re ready to print our label€lick

5 Mext: Complete the merde o  Next: Complete the mergen the Step 5 of

41 Previous: Arrange yvour labels

6 Mail Merge Task Pane.

4 & Mail Merge i

Complete the merge

The Mail Merge Task Pane 6 of 6 will now appear and Mail Merge is ready to produce

you are ready to print your labels the same way we

wour mailing labels,

printed documents on Pages 14 and 15 above. To personalize your labels, click

"Edit Individual Labels." This will
open 3 new document with wour

If you use these Labels often, you should save fitayr merged labels, To make changes ka
just as we did with Documents, for the file will all the labels, switch back to the

automatically link with your database or spreadshee
and update with any new entries.

Envelopes

4 Mail Merge

Select document type

wehat bype of document are wou
working on?

Letters

E-mail mes s
* Envelopes

Labels

Directory

Envelopes

Print addressed envelopes for a
qgroup mailing.

original document,

Merge
R Print. ..
& Edit individual labels. ..

Note -we closed and saved the Label Mail Merge
document, just as we did the Letter Mail Merge
document. When we open either of these again, theyll
already be linked to the database, spreadsheet, eand
ready to use. They will also grow in size as additional
names are added to the data source.

We’ll now open a new blank document dontow the steps
on Page 1 But this time, we’lichoose Envelopes

At the bottom of the Mail Click Next ko continue,
Merge Envelopes Task Step 1 of 6
Pane 1 of 6c¢lick the

g Mext: Starting document
Next: Starting document™
selection.
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4 7 Mail Merge * X

Select starting document

At the top of the Mail Merge Envelopes Task Paré &, gﬁfelf'f oy WAL Sek Upcy o
you will, once again, notice that the Task Pari¢aigored” i
to your selection — Envelopes. Word, once agaimishes

you a Iogical choice ® _hange document layvout

Skart from existing document

Change document layout

Click the Envelope options... selection.__ Click Envelope options ko choose
an envelope size,

[=] Envelope options...

Envelope Options

Envelops Options | Printing Options | The Envelope Options menu screen (at the

Envelope size! left) will appear.

D G, JN Notice: that you can select the Font you
- desire to print on your envelope for both
i the Delivery and Return Addressegsee

arrows on left of the Envelope Options

From |eft: |Auto El: image).

Delivery address

L From top: [auto 3 Click the small down arrow to the right of

From loft: [Ake =3 Envelope size:. The Envelope size: image

Font... T, — s (you see below) will appeaSelect the size
From kop:  [AUta 3‘!’

for your envelope from the selections on
the screen If none of the selections “fit,” the
last selection is Custom. You can choose it
and define your envelope dimensions.

Presiew

|1,

Envelope Options @E|

o] Cancel | Envelope Options l Brinking Cptions ]
Envelope size;
|size 10 (4159 1/2in) i
|5ize & 314 {35/ax6 12 S
Size 12 (43/4x=11im
D Size 14 (5% 11 1/2in) 2
B4 {250 % 353 mm)
BS {176 3 250 mm)
BG {125 x 176 mm)
RyC3 (324 w 458 mm)
4 {229 % 324 mm)
5 (162 % 229 mm) e
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After you have selected a size for your
envelopeclick thePrinting Options tab
Ervelope Options | | (as indicated in the image on the left). You
will see how to insert envelopes into your
printer. This varies by printer. For our

i el HP DeskJet, you see the appropriate Feed

Envelope Options

Prinker:  Yimurray-train3iHP Desklet §70Cx0

= ‘ @ EI ‘ @ method.
= = = When you have made all of your selections,
" Face up * Face down click theOK button.

As soon as you click the OK buttontheimage in your Word screen will change to a blank
envelope Look closely at your screen. In thpper left corner of the envelope you will see a
flashing cursor. This allows you taype your return address- that will print on each
envelope. If you are using envelopes with youtituigson or business logo/address, you don’t
have to do anything here.

I

" If you click at the lower center portion of your screen
you will see a text box appear this is for your merge
addresses. At thep of the Envelope screen you will

sWr bar for this merge area box

//////////////////////////////////////i////////////////////////////////////////////////////////////////////

B ]
N R R R

T A Al A SIS T,

This text box is where we’ll create our merge envepe addresses.

Click the Next: Select recipients selectioat the bottom of ~ **eP2°f®

the Mail Merge Envelopes Task Pane. — 5 Mext: Select recipients

48 Previous: Select docurment bype

23



You will now, once again, be on the Select Recifsdrask
Pane.Follow the instructions on Pages 2 through 5
above

When you finish selecting your data source, youil Ma
Merge Envelopes Task Pane will look like the imbagtow.

Use an existing list

Currently, vour recipients are
selected from:

[Personnel] in "Person #P.mdb"

Select a different list. ..

Edit recipient list. ..

When you have selected your recipientkk the Next:

4 Mail Merge -

Select recipients

® se an existing lisk
Select Fraom Quklook contacks
Type a new list

Use an existing list

=& names and addresses from a
file or a database,

Browse, .,

Step 3of 6

Arrange your envelope selectiorat the bottom of the === % MNext: Atrange your envelope

Mail Merge Envelope Step 3 of 6 Task Pane.

Your Mail Merge Envelopes Step 4 of 6 will appear.
We’'ll use this Task Pane to set the merge field®tw
envelopes.

As we have indicated befori¢js probably best to choose
the More items... selectiorthan Address block..., unless
your addresses exactly match the Address blootisfiel

4@ Previous: Starting document

4 Mail Merge b

Arrange your envelope

If wou have not already done so,
lay out wour envelope now,

Ta add recipient information to
wour envelope, click a location in
the document, and then click one
of the items below,

F‘] Address block. ..
D areeting line. ..
* Electronic postage. ..

Il Paostal bar code...

We’'ll choose More items...

After we chose More items..., wiellowed the
instructions on Pages 9 through 12 above

24

> Bl More items. ..

When wou have finished arranging
wour envelope, click Mext, Then
woll can preview each recipient's
envelope and make any individual
changes.



When we entered our fields in the Envelope Addressrea, our screen looked like the image
below.

We selected our fields, as before, Insert Merge Field K3

and when wdinished, we

clicked the Close buttonat the
bottom of the Insert Merge Field
menu screen.

Inzert:
" Address Fields {* Database Fields

First MName
Social Security #
Street Address
Ciby

Skate

Zip

Gender

Favaorite Mumber
Date Hired
Salary
Application Filed

B R PP PP
gFirst_MamesslLast Mamessstreet Addresss

«CityseStates«Zips]

N,

B

B

We then edited, as we did on Page 11, our Envelopddress areaso that it looked like the
image below.

Dy, W ally Wombat
Box12345-8
Bimington, Z& 22110

o o o o i r e i

«First Name» «Last Name»
wStreet_ Address»
«Clityn, «STATE» «Zipy|

\\\\\\\\\\\\\\\\\\\\\\\\\\"\\

s

R R R

B

o o o o  r  r r r Fr r rrr i e il

We're now ready to preview our envelopes. At thidi Step 4 of 6
of the Mail Merge Envelopes Task Pane 4 dflgk the/ g Mext: Preview your envelopes

Next: Preview your envelopes selection & Previous: Select recipients

25



4 7 Mail Merge v

Preview your envelopes

one of the merged envelopes is
When you move to the Mail Merge Envelopes Task Pane  previswed here. To preview
of 6, the Task Pane image will look like the onettos it et e e
right.
e Recipient: 1 i
You can browse through your envelopes, as you dial w
your documents and labels, by clicking the << and

move through the various recipients. Make changes

%ou can also change vour recipient
lisk:

Edit recipient list. ..

# Find a recipient. ..

If you need to exclude an envelope you can doasiwell
by choosing the Exclude this recipient button.

Exclude this recipient
Your envelope should look similar to the image bele. when you have Finished
We made the text bold and used a larger font doytha previewing your envelopes, click
. . . Mext, Then wou can print the
could see it more easilywe aI;o capitalized STATEas meraed envelopes or edit individual
you can see in the envelope image on the last aade envelopes ko add personal
below comments,

D, Wally Wotmbat
Box12345.8
Bimington, Z4 22110
;’////////////////////////////////////////////////////////////////////////////////////////////////////////////?
Z Wally Sandston Z
=
22 Eddy Court
2 Lynchburg, VA 24501 7
Z 7
=
Z ;
“
2///////////////////////////////////////////////////////////////////////////////////////////////////////// //f’:
When you have finished reviewing your envelomisk Step 5 of 6

the Next: Complete the merge selectioat the bottom of & Nt b e ot
the Mail Merge Envelops Step 5 of 6 Task Pane.

3 Previous: Arrange wvour envelope
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4 Mail Merge L

You are now ready to print your envelopes (samenas Complete the merge

Page 15)' Mail Merge is ready to produce

walr envelopes,

This can be a bit tricky, depending on your printer :
To personalize wour envelopes,

click. "Edit Individual Envelopes,”

Very few folks have “envelope feeder” printers.ydiu This il DDEET a neTv dDEU;nBHt T:;th
H wour merged envyelopes, [0 ma
have an envelope feeder, load your envelopes ifetter hiabciee o ol e arfedlinas.
as indicated for your printer. switch back to the original
document,
Merge

— gg Prink...
m Edit individual envelopes. ..

Envelope Options @E|

Envelope Options

On the left is the same image as Page 23 (for
= our printer). Itis an ink jet that requires us
A to “feed” envelopes individually into the

Printer:  \\murray-train3\HP DeskJet 870Cx

= feeder tray as indicated. You may want to
a a ‘ a ||E EI @ “experiment” a bit with this before you print
— — — a lot of envelopes.
" Face up * Face down
E-Mail Merge
You may desire to check with your e-mail provider 4+ Mail Merge v X

before you attempt the below. This is explained dhe
bottom of Page 29.

Select document type

wehat bype of document are wou
. ) . ) working on?

E-mail merge is exactly like Document Mail Merge on
Pages 1 through 15 above — except for the first andst

Mail Merge E-mail Task Panes.

Letters

® E-mail messages
Ervelopes
Labels

You musthave an e-mail address as a field in Directory

your database, spreadsheet or address file.

E-mail messages

: : . Send e-mail messages to a group
On the Mail Merge E-Mail Task Pane 1 o$élect E-mail s S
messages. e-mail message that each person

receives,

Proceed through Mail Merge E-mail Task Panes 2
through 5 as you did for Mail Merge Documents.
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When you move tdail Merge E-mail Task Pane 6it

will look like the image on the rightClick the

Electronic Mail... selection

Merge to E-mail

Message options

To: emai address ——————————J

Subject line: |

Mail Format:  [HTML

Send records
e all

" Current record

" From: |

To:
Ik | Cancel

Merge to E-mail

Message options

Tos email_address -

b Address_Z
Subject line: Address 3

Add 4
rail Format: ress

Send records
o all

" Current ret

" From: |

li
Ik | Cancel

28
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4 7 Mail Merge - x

Complete the merge

Mail Merge is ready ko produce
waur e-mail messages.

i Electronic Mail...

The Merge to E-mail menu screen will
appear (like the image on the left). Notice
that the merge “intelligently” selected the
email-address in our Access databale
your recipient source does not do this,
click the down arrow on the right of the
To: area.

You will now see all of the fields from

your recipient data sourc&€hoose the

field that you are using for your e-mail
addresses



Merge to E-mail

Message options In the Subject line: area, type in a

Ta: = subject for your e-mail message.
Subject line: |

Mail Farmat:  {HTML

Send records \

o+ al
g In the Mail format: area select Plain

v e o Text or HTML.
0l | Cancel

NOW THIS IS HUGE — when youclick the OK button all of your messages will be s&

to the addresses in your recipients source (databasspreadsheet, etc.)You will see a
momentary “blink” at the bottom left of your Word s creen as each message is serit.

COPY OF EACH, INDIVIDUAL , MESSAGE WILL BE PLACED IN the SENT ITEMS
FOLDER IN YOU E-MAIL ACCOUNT . So, if you send several hundred messages, ybu wi
have several hundred messages in your Sent It8msie e-mail systems handle this well, others
do not. You may want to check with your e-mail\pder before you do this.

Microsoft Office Tutorials

In addition to this tutorial, other Office tutorsahre available at:

http://www.officetutorials.com

This site is updated frequently with tutorial resrss as well as tutorials from a number of
collegiate institutions. Please feel free to vasitl download as you desire.

You can download the Access XP/2002 databasedifild {utorial) from this site. Or, we’ll send
them to you by e-mail.

This has been an introduction into the basics ar®ioft Word XP/2002 Mail Merge. If you
have any questions about Microsoft Word XP/2002I Mrge, comments on this tutorial, or
desire the Access database file and tutorial, pleastact:

murray.t@lynchburg.edu

Thank you for your patience and good luck.

29



Mail Merge Recipients Filter Addendum

The Mail Merge Recipients Menu Screen (Page 4Waligou great flexibility in viewing the
data that will be merged into your documents, Isbehvelopes and e-mail messages. Take a
few minutes to read the information at the tophaf tnenu screen.

Mail Merge Recipients

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

Lisk of recipients:

| Last Mame | Firsk Mame | Street Address w| City | State
=] | 3andston [ wally |22 Eddy Court |Lynch., [wa |
Kern Wirginia 1060 Whistling Swan Di... Bedford  wa
Wi arren Charles 100 Faculky Drive Lynch.,.. wa
Smikh Ed 23 Main Street albary M
Warren Freda 2233 South Foad Lynch... wa
Smith Wanda 1 Qnly Way Barkow Ay
James Linda 1254 Indian YWay Wiakonka
Binswager Haraold 7 East \West Drive Bigfiook o
Ziplowski Ezod 2795 2ld Mink Place sheldon &l
Karpomski Enid 12 Sagmon Drive Winetka il
Billingsle:y Wi ally 2319 Back Creek Circle Kapokla  hi 3
)] Srmikh Friad= 1224 Whack Wallu Wz 1 vmi-h [EE
< >
[ Select Al ] [ Clear all ] [ Refresh ]

As you can see from the menu screen, you can afickny of the column headings (e.g. Last
Name, State, Zip, etc.), and the Recipients witl bg that heading. You can remove someone
from your merge by clicking the check mark on thi + to remove the check — and that person
will not be included. For a more detailed grouparigyour recipients you can use the advanced
filter features of the menu screen.

To access thAdvanced Filter, simplyclick onany of thedown arrows to theleft of a column
name

Mail Merge Recipients

To sark the lisk, click the g#fbropriate column heading, To narrow down the recipients gisplayed by a

Skreet Address *| City | State A‘
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We clicked the down arrow to the left of City ame timage on
the right appeared. Notice the selections. FeQGity column
you can select All - to see all the Cities. If yoant to find
recipients who do not have a City filled in, youncelect
Blanks. You can experiment as you desire withdifferent
columns.

the recipientsfisplaved by a
fing. Use thf check boxes ar

~ Citv = Stake

L[ I
. . (Blanks)
We are going teelectthe Advancedchoice. (Nonblanks)

When we do, thé&ilter and Sort Menu Screenbelow appears. Let's say that we want to send
our mail merge to only recipients in Virginia (VANest Virginia (WV) and New York (NY).
This is where the Filter and Sort menu assistsst ieclick thedown arrow to the right of

Field.

Filter and Sort

Filter Records | Sort Records

Field: Mn: Compare ko

[ Ik ] [ Cancel ]

Filter and Sort

Filter Records | Sort Records

When weclicked thedown arrow on the lower = Field:

right of the Field: column a list of the fields in e
our recipient file appeared. Since we desirertly Social Security # 3
sendour mergdo certain states we clicked on ~l Street Address =

the State choice.

— ;i;i ;
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As soon as we click State our menu screen chandesk like the image below. We now have
to tell Filter and Sort that we want only recipeimt VA, WV and NY. Wetlick in the
Compare to cell andtype the abbreviation (e.g. VA, WV or NY) for one of our states.

Filter and Sort

Filter Records | Sort Records

Field: Comparison; \Cumpare ko
|State v| |Equal ko V| ||4 |

And v|| v| |

In our first Filter Sort Menu Screen row we typeA %6r Virginia. Then weclicked on the

down arrow to the right of And in the second rowsge lower left arrow abovgandchanged
theselection to Or We desire our recipients to be from Virginisooe of the other states.

And (as a choice) will not work If you think about it for a moment, a recipieouéd be from
West Virginia_orNew York, but could not be from West Virginia aNdw York (at the same
time). To get the correct filter we need to use @fe then repeated selecting State in the Field
Column and added West Virginia and New York in @empare to: column. When we finished,
our Filter and Sort screen looked like the imagewe We therclicked the OK button.

Filter and Sort E'
Flter Records || Sort Records
Field: Comparisan; Compare ta;
|State v | [Equalto v | e |
or v |State v | [Equalto v | |
or v |state v | [Equalto v | [ |
[and v v | |
| |
| |
Lo il ocaneel i
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We returned to the Mail Merge Recipients Menu Strddotice that ours noanly includes
recipients from the three states We would continue with our merge at this point.

Mail Merge Recipients @

To sort the lisk, click the appropriate column heading., To narrow down the recipients displayed by a

specific criteria, such as by citw, click the arrow next ta the column heading, Use the check boxes ar

buttons to add or remaove recipients from the mail merge.

List of recipients:

*| Last Mame *| First Mame | Street Address *| ity *| Skate -

amith Ed 23 Main Street Albarey Pl 45
Henderson Liz 123 Main Street Bedford  wa 24
Wi arren Freda 2233 South Road Lynch.,.., wa 24
W arren Charles 100 Faculky Drive Lynch,,,  wa 24
Kern Wirginia 1060 Whistling Swan Di... Bedford  wa 22
Sandskaon Wil 22 Eddy Courk Lynch.,., wa 24
Grayson Dedrie 12 Court Strest Lynch.,.. wa 24
Jurkus Sam 33 Main Streek Lynch... wa 24
Hadley Flarence 12 CIff Avenue Richm... wa 22
Hendetsaon Roger 123 Main Strest Bedford  wa 24
Smikh Frieda 1224 wiesk Wally \Way Lynch.,.. wa 24
James Linda 1254 Indian Way Watonka e 71
Smith Wanda 1 Qnly Whay Barkow LAy 71
< >

[ Select Al ] [ Clear all ] [ Refresh ]

A BIG THING

Once you have created a filter, you'll need to cleat if you desire to have your entire list

available again or to do another filter.
Filter and Sort

Simplyclick thedown arrow to
A the left of one of the fields We i
check baes or chose the one to the left of State s
(notice it indicates the three states State
we selected)Click Advanced or v | [stare
by = State again.
[ ]| O ~ | | State
T: Your Filter and Sort Menu Screen and W
" will again appear.To remove your
(Blanks) filter click the Clear All button
{honblanks) and all of your recipients will agaif
(Advanced...) be available.
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You can now create another filter as you did begmon Page 1 of this Addendum.

Mail Merge Recipients @

Ta sark the lisk, click the appropriate column heading, To narrow dawn the recipients displayed by a
specific criteria, such as by citw, click the arrow next to the column heading, Use the check boxes ar
buttons ko add or remove recipients From the mail merge.

List of recipients:

w| Lask Mame | Firsk Mame w| Street Adddress w| City w| Stake M
| | Sandston wally | 22 Eddy Court |Lvnch... [wa |
Kern Wirginia 1060 Whistling Swan 0i,., Bedford  wa
Warren Charles 100 Faculty Drive Lynch... wa
Smith Ed 23 Main Street Albarey Ny
Wi arren Freda 2233 South Road Lynch.,.. wa
Smikh Wanda 1 Only Wiay Bartow 1A
James Linda 1254 Indian ‘Way Waktonka wew
Binswager Harold 7 East West Drive BigFook o
Fiplowski Ezod 2793 Qld Mink. Place sheldon &l
Karpowski Enid 12 Sagman Drive Winetka il
Billingsle Wi ally 2319 Back Creek Circle kapokla  hi 3
[l Srnikh Fricd= 172724 WWack Wl WA o 1 womch (XY
< >

[ Select Al ] [ Clear all ] [ Refresh ]

After you have cleared of your filter settings, awigen you return to the Mail Merge Recipients
screen, notice there are a number of other button<an use to enhance your filter.

Additional Notes:

Camparison:

In theFilter and Sort Menu Screenyou will see an area titled |
Comparison: We left the selection for our filter set to Eqtal hot equal ta

. I . .. . g . Less than
There are many other selections which aid sigmfigan filtering reater than

your data. If you click the down arrow on the tighthis area, Less than or equal
, . Greater than ar equal
you’ll see the other selections. Is blank
Is not blank
Zonkains
Dioes nok conkain
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In the Filter and Sort Menu Screen you will alse aeSort Records tab. When you click this tab
your screen will look similar to the image beloWou can also enhance your filter using this

feature as well.

Filter and Sort

Filter Records | Sort Records

Jort by: |State w | {(*) pscending ) Descending

Then by: Fu:-l:nlin:atin:nn Filed W | (%) Ascending ) Descending

Then buw: | v|

Ik ] [ Cancel ]

Hopefully these notes will assist you as you worthwhe Mail Merge features in Microsoft
Word XP/2002 and 2003. Experiment with all of fiiers and buttons to get a better
understanding of how they all work together to tzgaecise groups of data.

If you have any questions about Microsoft Word X322 or 2003 Mail Merge, or comments on
this addendum, please contact:

murray.t@lynchburg.edu
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