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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
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1. Basic concepts
a. All mail merges require two sources of information.

Document
(1) Could be letter, email, fax, envelope or label, or a
directory (listing).
(2) Contains the content of your message
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

Database - a collection of data (that is, items of
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unstructured information) organized to make it easy to search and easy to retrieve in

a useful, usable form.

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 4. Select your

Select document type Select starting document

What type of document are you Opt|0n |S? Se|eCt |t, dOCU ment How do vou want to sef up your
W°”ggLZt”;rs the description a. Start from e
E-mail messages belOW the ChO|CeS tem plate a”OWS Start from a template
Envelopes W|” Change to you to Start a Start From existing docurnent
;?::m describe your new document,  Usethe current document
! selection. choose Blank R T
Letters wizard to add recipient

Send letters to a group of people, DOCU ment from information.
Y¥ou can personalize the letter General tab for a
that each person receives. “ »
clean slate.
b. Start from
existing

mgf:,f; document allows
t
Letter.doc you to open a

document.

Click Mexk to conkinue,
Step 1 of &6 Step 2 of 6
g Mext: Starting document g Mext: Select recipients

48 Previous: Select document bype

5. Select the database | 6. Your letter can use

Select recipients VWrite your letter

& Use an existing list which contains your all Word tools and IF you have nat already done <o,
Select from Outiaok contacts data or create it formatting. S Ll
Type a new list nOW! a. Fle|dS are lg;‘:}:&zﬂplﬁgﬁ Efooggt?ot:ﬂo?nttohe

Use an existing list a. Finding your inserted - they el
Locnanes el fons existing list is the will be replaced =] Address block...
Sl hardest, you with the R i
need to know information from 2 Bl R
where it is your database. s = i
stored! b. Fields will £ Moy
highlight when 1o e e hen ves
you click on o ZIEEELE et
cursor to them.
OFA 83
Reunion.mdb
Step 3 of 6 Step 4 of 6
g Mexk: wrike wour letker g Mexk: Preview wour lethers

4a Previous: Spext wizard step 4 Previous: Select recipients
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e 7. Previewing is a 9. Editing individual E—
One of the merged letters is Cr|t|Ca| Step! dOCU mentS reqU|reS Mail Merge is ready to produce
previewed here, To preview . . . wour letkers,
another letter, click one of the a. Ve”fy SaVIng the entlre
Following: H To personalize wour letters, click
l. DOCU ment merged dOCU ment' "Edit Individual Letters," This will
S H ie? open a new document with wour
Recipient: 1| ., Il. Data DO yOU need th IS? merged letters, To make changes
ko all the letters, switch back ko
B Find a recipient... b. Be sure to look the original document.
Make changes at enough Merge
‘ou can also change your records to see o :
recipient: lisk: ; o, 5 Print...
Edit recipient list. . what is and isn’t By Edit individual letters. .
Exchude this recipient WOl'klng!
When vou have finished
previewing vour letters, click y . .
Mext. Then you can print the 8. Youll Ilkely find you
merged |etters or edit individual . .
letters ko add personal comments, W|” need tO .
a. Edit field
mapping
b. Adjust the
Step 5of 6 database
g Mext: Complete the merge Step b6 of 6
4 Previous: Write vour letter 4 Previous: Preview your letters
Select recipients:
Ta sort the list, click the appropriate column heading. To narrow down the recipients displayed by a
specific criteria, such as by city, dick the arrow next to the column heading. Use the check boxes or
buttons to add or remove recipients From the mail merge,
List of recipients:
| Laskt name | First name | Address | x| Stake | Maiden 4
Amg Chris
Anson Brian Penningta... FL
Armstrang Kelly 42 Tait Rd Y 13658  Barr
EBadlam Tony S06 Mew ... MY 13865
Bailey Jeff S Mile Line ... WY
EBiaker Jeff S430 4156 ... W4 958130
Barber Lisa 716 Bigelo,,, MY 13669  Haines
Barnes kelly 10 Grant 5t NT 05452 Knowles
Barr Tray 623 Patters.., MY 13669
Barr Timothy 215 Tate St WY 13869
Barr Donna 5054 Cregk... OH 44212 Gooshaw
W Rarr N 75 Rearhin i 17413
< ¥
Select All | Clear all | Refresh ‘
| | e |
Inserting fields:
. IMail Merge has special Features For easily working with addresses. Please specify address
Specify address slements field components to simplify address insertion, ChrlS AII]O
¥ Insert recipient's name in this format:
Joshua j Required information A 1 YOI’k St
igzm: Earlg\d;”d:larli I J Last Name Last name - NY 1365 4
IMr. Josh Iiandal\ I ) First Marne: First name - 2
1r._Josh Q. Randall Jr. Courtesy Title {nok available) -
[a t ilabl -
IV Insert company name: A::::s?’l '(qndudr::m ) = OCtObel 21 - 2003
¥ Insert postal address; City (Rt vailable) 5
(™ Mever include the country/region in the address State State - . ]
(" Always include the countryfregion in the address Pastal Code Zip - Deal Chl IS?
" {Orly include the countryregion it different than:: Spouse First Mame: Spouse First name -
Optional information = u
idele zme S The Mystical Library ha:
Preview EEp - ohL w
Use the drop-down lists to choose the field from your database that corresponds to the
E’IL'EJSUESLEW:?:;:'E" 8 address information Mail Merge expects {listed on the left.)
1 Airpork Weay
Kitty Hawk, NC 27700
Urited States of America _cencel |
Match Fields... Cancel
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Creating address list

Mew Address List

Enter Address information

Title M.

First Mame |James

Last Mame |Cr0wley

Company Mame |C3 - Zrowley Computer Consulting

Address Line 1 | 3148 Stake Huy 37

Address Line 2 |

ity |Ogdensburg

crorn [

El

Mew Entry | Delete Entry | Eind Entry ... |Filterand§0rt...| Custamize. .. |

iz | previous |1 _text | ew |
Total entries in list 1
Clase

Wiew Entries

Wiew Entry Mumber

Filter,and Sort

Fiter Records | St Records |

Fild: Comparison: Comparsto:

[ coie =] [ =] [raeel g
o =1 [ I=| | el
[T || =
=l || |
] ] =
[T | | =l
e &=

Customnize Address List E|E|
Eield Mames
= add.

Delete

Rename

Last Mame
Company Marme
Address Line 1
Address Line 2

ity

State

ZIP Code

Country

Homie Phone

work Phone Mave Up

E-mal Address

Merge toolbar
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Labels
Label Options
Printer information wwhddressBlockas
" Dok matrix
{* Laser and ink jet Tray: [Manual Paper Feed j
Label information
Label products: |.°.very standard j
«Mext Recordnwa AddressBlockas
Product number: el .
2186 Mini - Disketts el
2660 Mini - Address =1 Type: Address
fini - Address Height: il E
3 Mini - Shipping i o
3110 - Sticker el lld
3111 - Skicker J Page size: Mirii {4 %% % 5 in) «Mext RecordsuaAddressBlockny
3112 - Skicker ik
Details... Mew Label... | | [a]:4 | Cancel
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