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1. Course objectives.
a. To explore the mail merging with Microsoft Word.
b. To develop computer and basic database literacy.
c. To address the class' questions. 

2. Schedule - 9:30 - 12:00

3. Handouts available in Adobe Portable Document Format (PDF) for
download at www.crowleycomputers.com/handouts.htm

http://www.crowleycomputers.com,
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1. Basic concepts
a. All mail merges require two sources of information.

i. Document 
(1) Could be letter, email, fax, envelope or label, or a

directory (listing). 
(2) Contains the content of your message

ii. Recipients list or database
(1) Can be existing or new source of information

(a) If it exists, don’t retype it!
(2) Many possible sources:

(a) Outlook Contacts or Address Books
(b) Access, dBase, Excel and ODBC registered

databases
(c) Word, RTF documents
(d) Web pages
(e) And more!
(f) Any database that can be exported into a

recognized data format! IE QuickBooks can
export lists into Excel!

b. Database concepts
i. Database - a collection of data (that is, items of

unstructured information) organized to make it easy to search and easy to retrieve in
a useful, usable form.

ii. Table - a single store of related information. You can think of the phone book as a
table: It contains a record for each telephone subscriber, and each subscriber’s
details are contained in three fields – name, address and telephone.
(1) Record - a table consists of records
(2) Field - each record is made up of a number of fields.

2. Wizard
a. Having started the document or recipients list will not keep the wizard from working.

Having your document started simplifies the wizard.
b. Wizard appearance changes greatly between Word versions, but concepts are the

same.
c. Think “database” when you see “recipients”.
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3. Not sure what an
option is? Select it,
the description
below the choices
will change to
describe your
selection.

4. Select your
document
a. Start from

template allows
you to start a
new document,
choose Blank
Document from
General tab for a
“clean slate.”

b. Start from
existing
document allows
you to open a
document.

5. Select the database
which contains your
data or create it
now!
a. Finding your

existing list is the
hardest, you
need to know
where it is
stored!

6. Your letter can use
all Word tools and
formatting.
a. Fields are

inserted - they
will be replaced
with the
information from
your database.

b. Fields will
highlight when
you click on or
cursor to them.
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7. Previewing is a
critical step!
a. Verify 

i. Document 
ii. Data

b. Be sure to look
at enough
records to see
what is and isn’t
working!

8. You’ll likely find you
will need to:
a. Edit field

mapping
b. Adjust the

database

9. Editing individual
documents requires
saving the entire
merged document.
Do you need this?

Select recipients:

Inserting fields:
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Creating address list

Merge toolbar
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