Mail Merge Using the Mail Merge Toolbar

Mail Merge used to be easy - in Word 97 until it was ‘improved’ in later versions. Now,
there is the Task Pane version which is slow and cumbersome and the Toolbar Version
which is fast but needs some explanation. I am going to show you how to use the
Toolbar Version.

The first thing to do is to use Excel to create your names and addresses.
The first line should be the field headings, Title, Firstname, Surname etc.
Note: Don’t leave

Save your file in a folder which you can get back to easily.
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Now write your letter and leave gaps for the mailmerge fields:
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Margery Dawes

34 Grove Road
Edgware

N Middx HA7 3GF

12 August 2006

Cear,

10

Thiz is just to let yvou know that the North West London Tennis Club is
N holding its AGM on Tuesday September 19t at the Clubhouse starting at
7.30pm prompt,

11

12

We look forward to seeing you there,

13

= Yours sincerely
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BT

Margery Dawes (Hon Secretary)
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Save the letter, again in a place you can find again.
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From the Main Menu, select View = Toolbars =& Mailmerge.

Mail Merge
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Click on the icon for Main Document Setup and select Letters from the dropdown
list and click OK.

Main Document Typ

Click here

Document byper
efters

" E-mail messages
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£+ iiormal Word document:

o« |

Cancel |

On the Mail Merge Toolbar, click on the next icon, Open Data Source. A file selection
menu will appear:
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Navigate to where you stored the Excel Spreadsheet and click on the file and Open.
The following form will appear:

select Table el
Marme Descripkion | Modified | Created | Twpe
. 81192006 8:34:25 PM  8/19/2006 5:34:25 PM  TABLE
Sheetz$ 81192006 8:34:25 PM  8/19/2006 5:34:25 PM  TABLE
Sheet3d 81192006 8:34:25 PM  5/19/2006 5:34:25 PM  TABLE
Jl | 2]
IV First row of data contains column headers ik I Cancel L
&

Select Sheet1$ (or whichever sheet you stored the contacts) and click OK.

On the letter , position the cursor where you want the first Mailmerge field to appear:
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Insert
Merge
Fields

Click on Insert Merge Fields and a list will appear of the Excel Headings you typed in
earlier:

Select Title and click on Insert. The field you have selected will appear on the letter
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Insert:
{” address Fields {* Database Fields

Fields:

Firstname
Inikial
Surname
Address1
Addressz
Address3
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greyed out surrounded by << and >>.

You will then have to close the Insert Merge Field box. Press the space bar and re-open
the Merge Field box and click on Initial. Continue until all the fields are in place. Your
letter should look like this:
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Click on File® Save to save the letter with the Fields attached.

On the Mailmerge toolbar click on Merge to new Document. A new document will be
created with all Recipients merged onto different sheets of the same letter.
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Now, click on the Printer Icon, or File = Print to print the merged letters.

Repeating Your Merge

There is no need to save the merged documents because provided the spreadsheet
and the letter are saved, the merged documents can be re-created. Just re-open the
document and click on Merge to New Document.

There are many more features in Mailmerge which I hope to cover in a later article, but

this will at least enable you to get started.
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