
How to How to create a mail mergecreate a mail merge

About:About: This guide This guide explainsexplains how to create a mail merge in Word 2000 and how to create a mail merge in Word 2000 and 

2003.2003.

Who is this guide intended for:Who is this guide intended for: Sports Development Teams, County Sports Sports Development Teams, County Sports 

Partnerships and sports clubsPartnerships and sports clubs

What is What is a mail mergea mail merge:: A mail merge is a useful tool to use with direct mail A mail merge is a useful tool to use with direct mail 

campaigns.  It allows you to take information from a data sourcecampaigns.  It allows you to take information from a data source such as an such as an 

Access Database or Excel Spreadsheet, and puts it into a personaAccess Database or Excel Spreadsheet, and puts it into a personalised letter.  lised letter.  

To get the most out of mail merge, it is essential to have a gooTo get the most out of mail merge, it is essential to have a good database of d database of 

contactcontact’’s details.  s details.  

Next: Step 1 – Creating the main document



1.1. Creating the main documentCreating the main document

On the menu bar, click on On the menu bar, click on ToolsTools.. From the pull down menu, selectFrom the pull down menu, select

Letters & MailingsLetters & Mailings, then select , then select Mail Merge.Mail Merge. A task pane will appear onA task pane will appear on

the right of the word document. Under the right of the word document. Under Select document typeSelect document type, choose, choose

one of the following types of documents:one of the following types of documents:

�� Letters Letters 

�� Envelopes Envelopes 

�� Labels Labels 

�� Directory Directory 

Click on Click on Next: Starting documentNext: Starting document at the bottom of the task paneat the bottom of the task pane..

Next: Step 22 –– Selecting the starting documentSelecting the starting document



2. Selecting the starting document2. Selecting the starting document

Under Under Select starting documentSelect starting document, select one of the , select one of the followingfollowing options: options: 

�� Use the current documentUse the current document will allow you to start from the current will allow you to start from the current 

document shown on the screen. document shown on the screen. 

�� Start from a template Start from a template will allow you to start from a readywill allow you to start from a ready--toto--use form use form 

that can be modified. that can be modified. 

1.1. Click Click Start from a templateStart from a template. . 

2.2. Click Click Select template.Select template.

3.3. On the On the Mail MergeMail Merge tab in the tab in the Select Template Select Template dialog box, select the dialog box, select the 

template you want, and then click template you want, and then click OKOK..

Next: Step 2 –– Selecting the starting document continuedSelecting the starting document continued……



2. Selecting the starting document2. Selecting the starting document continuedcontinued……

�� Start from existing documentStart from existing document will allow you to work on an existing mail will allow you to work on an existing mail 

merge documentmerge document::

1.1. Click Click StartStart from the existing document. from the existing document. 

2.2. In theIn the Start from existingStart from existing box, select the document you want, and box, select the document you want, and 

then click then click Open.Open. If you do not see the document, click If you do not see the document, click More filesMore files, , 

and then click and then click Open.Open.

3.3. In the In the OpenOpen dialog box, locate the document you want, and then click dialog box, locate the document you want, and then click 

OpenOpen::

Click on Click on Next: Select recipientsNext: Select recipients at the bottom of the task paneat the bottom of the task pane

Next: Step 3 –– Select recipientsSelect recipients



33. . Select recipientsSelect recipients

Under Under Select recipientsSelect recipients, select one of the three options:, select one of the three options:

�� Use an existing listUse an existing list will allow you to use files and addresses from a file will allow you to use files and addresses from a file 

or database. or database. 

1.1. To find an already existing file, selectTo find an already existing file, select BrowseBrowse and navigate your way and navigate your way 

to the file. to the file. 

2.2. If your data source is an Excel worksheet that has data on multiIf your data source is an Excel worksheet that has data on multiple ple 

tabs, select the tab containing the data you want. Click tabs, select the tab containing the data you want. Click OKOK. . 

3.3. All the entries in the data source will now appear in the All the entries in the data source will now appear in the Mail Merge Mail Merge 

RecipientsRecipients window, where you can edit the list of recipients. Click window, where you can edit the list of recipients. Click 

OKOK when finished. when finished. 

4.4. To change the file click on To change the file click on Select a different list.Select a different list.

5.5. To edit the list click on To edit the list click on Edit recipient listEdit recipient list..

Next: Step 3 –– Select recipients continuedSelect recipients continued……



33. . Select recipientsSelect recipients continuedcontinued……

�� Create a simple new address list Create a simple new address list will allow you to create a new contact will allow you to create a new contact 

list.list.

1. Under 1. Under Select recipientsSelect recipients, click , click Type a new listType a new list. . 

2. Click 2. Click Create, Create, the following window will appear.the following window will appear.

Next: Step 3 –– Select recipients continuedSelect recipients continued……



33. . Select recipientsSelect recipients continuedcontinued……

3. 3. In the In the New Address ListNew Address List window, type the data you want to include window, type the data you want to include 

underunder Enter Address informationEnter Address information; for example, title, names, and ; for example, title, names, and 

address information. You do not have to fill in every field. If address information. You do not have to fill in every field. If you want you want 

to edit the field names, click on to edit the field names, click on CustomiseCustomise button, and the button, and the 

CustomiseCustomise Address ListAddress List window will appear. Add, delete or rename window will appear. Add, delete or rename 

any field name as you want.any field name as you want.

Next: Step 3 –– Select recipients continuedSelect recipients continued……



33. . Select recipientsSelect recipients continuedcontinued……

4. 4. To make another entry, click To make another entry, click New EntryNew Entry. . 

5. 5. Repeat steps 3 and 4 until you've added all the entries you wantRepeat steps 3 and 4 until you've added all the entries you want, and , and 

thenthen click click CloseClose..

6.6. In the In the Save Address List Save Address List window, type a name for the data list in window, type a name for the data list in 

the the File name File name field, and select a folder to save the list in. By default, field, and select a folder to save the list in. By default, 

the address list is saved in the the address list is saved in the My Data SourcesMy Data Sources folder. It is best to folder. It is best to 

keep the file there since Microsoft Word by default looks for dakeep the file there since Microsoft Word by default looks for data in ta in 

that folder, so you won't have to navigate through files and folthat folder, so you won't have to navigate through files and folders to ders to 

locate it. locate it. 

7.7. Click Click SaveSave..

8.8. The contacts in the new list will appear in the The contacts in the new list will appear in the Mail Merge RecipientsMail Merge Recipients

window where you can edit the list. window where you can edit the list. 

Next: Step 3 –– Select recipients continuedSelect recipients continued……



33. . Select recipientsSelect recipients continuedcontinued……

In the In the Mail Merge RecipientsMail Merge Recipients window, select the recipients you wantwindow, select the recipients you want byby

checkingchecking the boxes next to the recipients. To sort the list, click the cthe boxes next to the recipients. To sort the list, click the columnolumn

heading of the item you want to sort by. To filter items in the heading of the item you want to sort by. To filter items in the list click thelist click the

arrow next to the column heading of the item you want to filterarrow next to the column heading of the item you want to filter..

Next: Step 3 –– Select recipients continuedSelect recipients continued……



33. . Select recipientsSelect recipients continuedcontinued……

If the arrow next to any column heading is blue, that category iIf the arrow next to any column heading is blue, that category is screening outs screening out

names. To display all the recipients again, click blue arrows annames. To display all the recipients again, click blue arrows and select d select All.All.

To check all names in your recipients list, click To check all names in your recipients list, click Select AllSelect All. To uncheck all. To uncheck all

names, click names, click Clear AllClear All..

ClickClick OKOK to return to the to return to the Mail Merge WizardMail Merge Wizard..

If you are creating a form letter, click on If you are creating a form letter, click on Next:Write your letter.Next:Write your letter.

If you are creating a label, click on If you are creating a label, click on Next: Arrange your labels.Next: Arrange your labels.

Next: Step 4 –– Format letterFormat letter



44. . Format letterFormat letter

If you are creating a form letter, type the text that you want tIf you are creating a form letter, type the text that you want to appear ino appear in

every form letter. Insert merge fields where you want to merge nevery form letter. Insert merge fields where you want to merge names,ames,

addresses, and other data from the data source (i.e. recipient laddresses, and other data from the data source (i.e. recipient list) by clickingist) by clicking

anywhere you want in the main document to insert the field.anywhere you want in the main document to insert the field.

Then click on Then click on More ItemsMore Items and insert individual field. You may also useand insert individual field. You may also use

Address blockAddress block and and Greeting lineGreeting line. . 

If you are creating a label, you may use If you are creating a label, you may use Address blockAddress block or or More ItemsMore Items toto

edit the label. If you want every label to appear in the same foedit the label. If you want every label to appear in the same format, clickrmat, click

Updating all labelsUpdating all labels under under Replicate LabelsReplicate Labels..

Next: Step 4 –– Format letterFormat letter continuedcontinued……



44. . Format letter continuedFormat letter continued……

�� Address blockAddress block

1.1. Click Click Address block.Address block.

2.2. In the In the Insert Address BlockInsert Address Block window, select the address elements window, select the address elements 

you want to include and the formats you want, and then click you want to include and the formats you want, and then click OKOK. . 

3.3. If theIf the Match FieldsMatch Fields dialog box appears, Microsoft Word may have dialog box appears, Microsoft Word may have 

been unable to find some of the information it needs for the addbeen unable to find some of the information it needs for the address ress 

block. Click the arrow next to block. Click the arrow next to not matchednot matched, and then select the field , and then select the field 

from your data source that corresponds to the field required forfrom your data source that corresponds to the field required for the the 

mail merge. mail merge. 

Next: Step 4 –– Format letterFormat letter continuedcontinued……



44. . Format letter continuedFormat letter continued……

�� Greeting lineGreeting line

1.1. Click Click Greeting line.Greeting line.

2.2. Select the greeting line format (salutation, name format, and Select the greeting line format (salutation, name format, and 

following punctuation.) following punctuation.) 

3.3. Select the text you want to appear in cases where Microsoft WordSelect the text you want to appear in cases where Microsoft Word

can't interpret the recipient's name. can't interpret the recipient's name. 

4.4. Click Click OKOK. . 

5.5. If the If the Match Fields Match Fields window appears, Word may have been unable to window appears, Word may have been unable to 

find some of the information it needs for the greeting line. Clifind some of the information it needs for the greeting line. Click the ck the 

arrow next to arrow next to not matchednot matched, and then select the field from your data , and then select the field from your data 

source that corresponds to the field required for the mail mergesource that corresponds to the field required for the mail merge. . 

Next: Step 4 –– Format letterFormat letter continuedcontinued……



44. . Format letter continuedFormat letter continued……

�� Click Click More items.More items.

�� Select one of the following:Select one of the following:

(a)(a) Address FieldsAddress Fields will allow you to select from address fields that will will allow you to select from address fields that will 

automatically map to corresponding fields in your data source, eautomatically map to corresponding fields in your data source, even if the ven if the 

data source's fields don't have the same name as your fields. data source's fields don't have the same name as your fields. 

(b)(b) Database Fields Database Fields will allow you to select from fields that always take will allow you to select from fields that always take 

data directly from a column in a database.data directly from a column in a database.

�� In the In the FieldsFields window, click the field you want. window, click the field you want. 

�� Click Click InsertInsert, and then click , and then click CloseClose. . 

�� If the If the Match Fields Match Fields window appears, Microsoft Word may have been window appears, Microsoft Word may have been 

unable to find some of the information it needs to insert the fiunable to find some of the information it needs to insert the field. Click the eld. Click the 

arrow next to arrow next to not matchednot matched, and then select the field from your data , and then select the field from your data 

source that corresponds to the field required for the mail mergesource that corresponds to the field required for the mail merge. . 

Next: Step 5 –– Preview lettersPreview letters



55. . Preview letterPreview letter

CClick lick Next: Preview your lettersNext: Preview your letters..

�� To preview the items in order, click the arrows under theTo preview the items in order, click the arrows under the Preview your Preview your 

letters/labels letters/labels heading. heading. 

�� To locate a specific item, click To locate a specific item, click Find a recipientFind a recipient, and then enter the , and then enter the 

criteria in the criteria in the Find Find field. field. 

�� To change the list of recipients, click To change the list of recipients, click Edit recipient listEdit recipient list, and make your , and make your 

changes in the Mail Merge Recipients window. changes in the Mail Merge Recipients window. 

Click on Click on Next: Complete the MergeNext: Complete the Merge at the bottom of the task paneat the bottom of the task pane..

Next: Step 6 –– Complete the mergeComplete the merge



66. . Complete the mergeComplete the merge

Edit Individual letters/labelsEdit Individual letters/labels

�� Click Click Edit individual letters/labels...Edit individual letters/labels...

�� In the In the Merge to New DocumentMerge to New Document window, select the records you want to window, select the records you want to 

merge. merge. 

�� Click Click OKOK. . 

�� Microsoft Word will create new merged document. Microsoft Word will create new merged document. 

�� To To personalisepersonalise individual documents, scroll to the information you want to individual documents, scroll to the information you want to 

edit, and make your changes. edit, and make your changes. 

�� Print or save the document just as you would any regular documenPrint or save the document just as you would any regular document. t. 

Next: Step 6 –– Complete the merge continuedComplete the merge continued……



66. . Complete the merge continuedComplete the merge continued……

Print the lettersPrint the letters//labelslabels

�� If you If you personalisedpersonalised the items and the merged document is activethe items and the merged document is active on the on the 

FileFile menu, click menu, click PrintPrint. . 

�� If you want to print directly from theIf you want to print directly from the mail merge task pane, click mail merge task pane, click PrintPrint

under the under the MergeMerge heading. In the heading. In the Merge to PrinterMerge to Printer window, select the window, select the 

options you want, and print. options you want, and print. 

Next: Step 6 –– Complete the merge continuedComplete the merge continued……



66. . Complete the merge continuedComplete the merge continued……

Save the merged letters/labelsSave the merged letters/labels

Under most circumstances, you do not need to save the merged docUnder most circumstances, you do not need to save the merged document. Itument. It

is simpler and more useful to save the main document and merge iis simpler and more useful to save the main document and merge it again ift again if

you need another copy. Below are examples of times when you mighyou need another copy. Below are examples of times when you might wish tot wish to

save the merged document:save the merged document:

�� You wish to keep an archived copy of mailings, including to whomYou wish to keep an archived copy of mailings, including to whom they they 

were sent. were sent. 

�� You have You have personalisedpersonalised individual letters or labels within the merge, and individual letters or labels within the merge, and 

want to save those changes. want to save those changes. 

Next: Step 6 –– Complete the merge continuedComplete the merge continued……



66. . Complete the merge continuedComplete the merge continued……

If you do wish to save the merged document, collect the merged fIf you do wish to save the merged document, collect the merged files into ailes into a

single document by clicking single document by clicking Edit individual letters/labelsEdit individual letters/labels. In the . In the Merge toMerge to

New DocumentNew Document window, select one of the following:window, select one of the following:

�� To merge all the documents, click To merge all the documents, click AllAll. . 

�� To merge only the document that you see in the document window, To merge only the document that you see in the document window, click click 

Current recordCurrent record. . 

�� To merge a range of documents, click To merge a range of documents, click FromFrom, and then type the record , and then type the record 

numbers in the numbers in the FromFrom and and ToTo boxes. boxes. 

ClickClick OK.OK.

Microsoft Word will open one new document that contains all the Microsoft Word will open one new document that contains all the individualindividual

letters. Save the document just as you would any regular documenletters. Save the document just as you would any regular document.t.


