Mail Merge
So, what is mail merge exactly? Quite simply, it is a way of placing content from a
spreadsheet, database, or table into a Microsoft Word document. Mail merge is ideal for
creating personalized form letters or labels instead of editing the original letter several times
to input different personalized information. As you can imagine, this can save a lot of time as
well as worry about not changing all of the information for the new recipient.
In order to create a mail merge, two documents are needed: a Word document and a file
with the data or records. This file can take many forms, such as an Excel spreadsheet, a
database, or even another Word document that has a table in it. In this tutorial I will be using
an Excel spreadsheet.
Objectives
At the end of this tutorial, you should be able to:
1. Create a new mail merge from a document and a data source using the PC Mail
Merge Sidebar Wizard.
2. Edit an existing merged document using the Mail Merge Toolbar.
3. Get a taste for creating and editing mail merge on a Mac.
This tutorial assumes a basic proficiency with Word and Excel.
Part I: Creating Mail Merge on a PC using the Mail Merge Sidebar Wizard
Before creating a mail merge, it is important to already have your data source ready.
Although it is not necessary, I have found that it is easiest to have your Word document set
up beforehand as well. Therefore, I have already created a form letter in Microsoft Word and
entered my data into a Microsoft Excel spreadsheet.
Here is what my spreadsheet looks like. I used the first row to name my fields and entered
the appropriate data in the rows below. As you will see later, naming your rows is very
important when it comes to using mail merge.
Also, notice how there two worksheets in my spreadsheet; this will also be important later.
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This is my Word document. As you can see, when I created the letter, I used < > to mark
where I want variable content to be placed and even entered what the content is supposed
to be (i.e.: <Last Name>, <Zip Code>).
Notice how the variable content corresponds to the fields in the spreadsheet above. It is
okay that the wording is not exactly the same, for example "Address1" and "Address Line 1."
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Starting the Mail Merge Process
Opening the Mail Merge Sidebar Wizard
If you are using Word 2003, open your letter in Word and then bring up the Mail Merge
Sidebar Wizard by going to Tools > Letters and Mailings > Mail Merge.

Step 1: Selecting Document Type
The sidebar to the right will appear on the right side of the
window, next to your document.
Since I am working on a letter, I will leave the 'Letters'
option checked and click on 'Next: Starting document' at the
bottom of the sidebar.
As you can see, there are other options such as 'Envelopes'
and 'Labels', which will give you slightly different options as
you walk through the steps. No matter which option you
choose, the basic concept is still the same

Step 2: Selecting Starting Document
At this step nothing needs to be done, because I already
have the document that I want to use open. Leave the 'Use
the current document' checked and click on
'Next: Select recipients' to move on.
If you have not created your letter already, use this step to
do so by selecting either of the other two options shown.
If, instead of a letter, you were merging to labels or
envelopes, this step would give you the option to select the
type and size of labels or envelopes, such as Avery 5160
labels.
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Step 3: Linking to the Data Source
This is the step in which the data source is linked into
the Word document.
As you can see there are three options for this: Use an
existing source, Use Outlook contacts, and Type a new
list.
I would caution against using the 'Type a new list'
option as the list it creates can often be difficult to
manage.To use the Outlook contacts, you must already
be using a Microsoft Outlook address book, so if you
do not already use Outlook for your e-mail, then this
option will not work for you.

This leaves the first option, using an existing list. This is
why I'd already entered the data I wanted to use into a
spreadsheet before I started the mail merge process.
In order to tell Word where the data source is, click
'Browse.' Navigate to the folder where your data source
is located and double click on its name to select it.
At this point, instead of 'Browse', the Mail Merge
Sidebar now tells me the tab name and data source
where Word will be getting the merge information. If
you accidentally select the wrong source, or if you want
to change sources at a later date, you can click 'Select a
different list' and browse to it in the same way you
chose the first source.
Clicking 'Edit recipient list' will bring up the Mail Merge
Recipients window from above. This will allow you to
remove a specific record or just double check that you
selected the correct set of data for your merge.
Once you are sure that you have selected the correct data source, then click on 'Next: Write
your letter' to go to the next step.
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At this point you should have successfully created your mail
merge document. Preview the letters using the navigation
buttons on the mail merge sidebar.
Click Next: Complete the merge.
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