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MailMerge XP 2003 Instructions

1. Create an Excel Spreadsheet with the appropriate fields explicitly stated in the top row

A. Name

B. Last Name

C. Address

D. City

E. State

F. Zip
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1 |[Name Last Name ddress City State Zip
2 |Handam Wallker 1234 Oak Strest Appletan Wyl 54643
3 |Ed Dean 98767 Palm Street Chicago IL 958765
4 |Susan Wright 354 Mrcissus Street Little Chute Wyl od4678
5 |Betty =mith 2358 Elm Street Kaukauna Wyl 54579

2. Save the Excel Spread Sheet
3. Create your Word document or Publisher project (letter, envelope, etc...)

4. Now you will use Mail Merge to merge the names & addresses in your Excel list with your
Word document (or Publisher project). Follow the menu navigational order listed below
A. Tools

B. Letters and Mailings - MailMerge
(or in Publisher : Mail and Catalog Merge - Mail and Catalog Merge Wizard)

C. Choose what type of document you are working on (letters, e-mail messages, envelopes,
labels, directory) and press Next at the bottom of the screen

D. Choose Use the current document to apply the merging of the address lists to the
letter you just wrote; click on Next

E. Under Select Recipients, select the radio button next to Use an existing list in
order to link your Excel file with the addresses to your document

F. Click on Browse to find that Excel file that you just created earlier
G. Select the Excel file (by double clicking on it)
H. You are probably in Sheet1 if you did not change the name of the worksheet in Excel



Mail Merge (XP 2003)

Mail Merge

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

To add recipient information ko wvour letter, click a location in the
docurnent, and then click one of the items below,

2 Address black...
2 Gresting line...

j Electronic postage. ..
Il Pastal bar code. .,

:=| More itemns. ..

‘“When wou have Finished writing wour letker, click Mext. Then wou can

preview and personalize each recipient's letter,

Step 4 of B
% [Mext: Preview your letkers

@ Previous: Select recipients
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A new window will open up that says
Mail Merge Recipients - click on OK

and then Next

In the Write your letter screen (left),

click on More Items to select the
fields you want to apply to your letter

(this will let you tell it to put first names or last

names and even addresses anywhere in your
letter. The actual words <<NAME>> will appear
on your list which means it will import the
words that fall under that list into your
document or project. Making your document say
<<NAME>> <<LAST_NAME>> will put each

person’s entire name in a version of the letter)

Click on the field/s you will want to
appear in your document, selecting
Insert each time after in order to have
the fields placed in your document as

described above. (It may put them in the

wrong place at first, but you can move them around later.) Close that pop-up box when you are

done.

L. Move the fields to wherever you want them. Separate the fields with spaces or
commas as appropriate. In a letter, you can set up a recipient’s address line before
the greeting and then copy and paste the first and last name fields to appear after

the salutation.

EX: Dear <<NAME>> <<LAST_NAME>>
(see the image following on the next page)
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Cindy Smith
123 Address Street
Cireenville, IL 62246

November 3, 2005

«iName» «Last Names
«Address»
wCibyn, aStates «Zip»

Dear eNames «Last Name»

Here is the letter I am going to write. Here i2 the letter I am coing to write. Here 1= the
letter T am going to write. Here is the letter T am going to write. Here iz the letter I am
zoing to write. Here is the lefter T am going to wrife.

Swcerely,

Me

M. Click on Next in order to Preview your Letter (at this point it will generate a copy of the
letter for one of the names and addresses that you put in your Excel file so you can see if it is working
correctly. You also have the option to go in and edit the list in case you decide you want to remove

someone, as shown in the image following)
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Preview your letters

One of the merged letters is previewed here, To preview another
letter, click one of the Following:

Recipient: 1

Ind a recipient. ..

Random Walker
1234 Oak Street
Appleton, WI 54643

Make changes
‘fou can also change your recipient list:
& Edit recipient list...

Exclude this recipient

ben viou have finished presd

Dear Random Wallker

B letters, click Mext, Then
of edit individual letters to add

Here is the letter I am going to write. Here is the letter I am going to write. Her e [T

letter T am coine to write. Here is the letter T am coine to write. Here ig the lette'
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N. If everything looks good, click on Next to Complete the Merge
0. Edit Individual Letters

P. Select the All radio button and click on OK - this will let you see all the letters that
will be generated.

m With the last step you have actually just created an entirely new Word document that

you will have to save.

You will now have the template (pictured again below) as one document, and the final

product with all the letters and addresses inserted as another document.

Cindy Smith
123 Address Street
Creenville, IL 62246

MWovember 3, 2005

«MName» «Last Names
e Addressy
wCitye, «Stater «Zipn

Drear eMNames «Last Names

Here iz the letter I am zomg to write. Here 12 the letfer I am zoing to write. Here iz the
letter I am coing to write. Here i2 the letfer T am coing to write. Here i= the letter T am
coing to write. Here 12 the letter T am going to wrife,

sincerely,

Me

--- Making envelopes works the same. Just choose “Envelopes” in step 4.C. and go through
the wizard as you did with the letter. You’ll be asked to set the envelope size. (A regular
business-size envelope is a #10)



