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Mail Merge

Mail Merge is one of the most useful tools in the office suite. It allows you to take a list of addresses
(and other data) in Excel and create mass mailings with just a few clicks.

You need two things for a mail merge: a data source and the document into which that data will be
added. The best data source to use is Excel, and if at all possible, the excel worksheet should have
individual columns for each bit of data.

A B c D E F G H I J

1 |[Last Name First Name Prefix Address City State Zip E-mail Address ID  Donation

2 |Banner lBruc.e Mr. 375 Radiation Drive  Parsons Wy 24385 Bruce Banner@secretorg.com 1052 $1,200.00
3 |Bell Tinker Ms. 57 Grapevine Way Weston WV 26745 Tinker.Bell@secretorg.com 1054 $32.00
4 |Blake Henry Col. 847 Mash Street Morgantown WV 26514 Henry.Blake@secretorg.com 1067 $35.00
5 |Bonapart Napolean Emperor 884 Champ Elaysis Paris Wy 82975 Napolean Bonapart@secretorg. 1014 $600.00
6 |Book Shepherd Fr. 8954 Haven Way Star City Wy 26501 Shepherd Book@secretorg.con 1060 $250.00
7 |Burns Frank Dr. 721 Mash Street Morgantown WV 6508 Frank Burns@secretorg.com 1002 $12.00
8 |Calrisian  Lando President 36 Democracy Blvd  Cloud City  PA "49756 Lando.Calrisian@secretorg.con 1020 $8,500.00
9 |Carson Kit Mr. 81 Alamo Ave Morgantown WV 26505 Kit. Carson@secretorg.com 1027 $95.00
10 |Chebacca Mr. 17 Wookie Way Mos Eisley WV ?6?58 Chebacca@secretorg.com 1043 $45.00

In this data source, you can see that there are individual columns for first name, last name, street
address, city, state, and zip. You can have as many columns as you want in your source data and use
just the columns you want for your mail merge.

The document can be any kind of word document: a letter, mailing labels, and email. You insert field
codes into the document to tell the program what bits of the Excel document to enter where.

«Prefix» «First_Name» «Last_Names|
«Address»

«City», «States «Zip»

Dear «Prefix» «LastName»,

Thank vou for vour generous donation of $«Donation» to

The field codes are the bits of text surrounded by the pointy brackets: <<First_Name>>

You add field codes wherever you want data from your source to be entered.



Checking Your Data Source

With your data, it is generally better to have more columns than fewer. For example, separate
columns for first name and last name are usually preferred to a single name column. Even if your
existing data has first and last names together in a single column, you can use the Text-to-Columns
tool in Excel to split that column.

It is also helpful to name the different sheets (tabs) in your workbook.

1. Open the Excel file you are using as your data source.

A B C D E F G H
Last Name First Name Prefix  Address City State Zip  E-mail Address

2. Your column headers (the fields at the top of each column) will be your field codes. If you don’t
have column headers for your spreadsheet, create them.

3. Note the name of the worksheet where

your data is located—especially if there Contacts Users ( + )
are multiple worksheets in your _ —
workbook. Ready ﬁ‘;ﬁccessmmt}f: Good to go

Letters

The most basic (and possibly easiest) type of mail merge is a form letter. You compose your letter,
inserting field codes where you would like data from your source entered.

Creating the Letter Source

1. Open a new Word document OR open an existing letter upon which you want to base your letter.
2. Select the Mailings tab.

3. Click the Start Mail Merge button and from the menu and

select Letters. ’E F

[ ™ ]
Start Mail Select

Merge = Recipients -
[] Letters

21 E-mail Messages
EJ] Envelopes..

L_'|'_h, Labels...

D Directory

4. Click the Select Recipients button and select Use an
Existing List. F

[ "]
Select

Recipients -

ER Typea Mew List...

] Use an Existing List...

2] Choose from Cutlock Contacts...



5. Browse to the location of your source
data and select the Excel file that has
your source data.

6. Click Open.

7. Inthe Select Table dialog box, select the
worksheet that contains your source
data. Your document is now linked to
the selected data source.

Adding Merge Fields

El Select Data Source

€ v

Organize « Mew folder
MS Office @
Office

OLD H5C Docun
Tech Security

@ Microsoft Word

<« Student Handouts » MS Office

Name -
Library of Congress
Notebook
Office

05 Budget

@ Contact List

X
v O Search MS Office el
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Date modified Type ~
File folder
File folder
File folder
Microsoft Excel W..

Microsoft Excel W..

1. Place your cursor in the location where the first field code should appear. For
example, if you are writing a form letter, you might place your cursor

immediately before the comma after Dear.

@a OneDrive M=| Donation Letter with Form Fields Microsoft Word D..
o T 0| Donation Letter Microsoft Word D..
This PC 0 Letterhead Microseft Word D..
I Desktop =] Microsoft Office Microsoft Word D..
|| Documents v < >
MNew Source...
File name: | Contact List V| All Data Sources ~
Tools - Cancel
Select Table ? X
MName Description  Modified Created Type
Contacts$ 12:00:00 AM 12:00:00 AN TAELE
Userss 12:00:00 AN 12200000 AM - TABLE
< >
First row of data contains column headers Cancel
Dear,

2. On the Mailings tab, click the text of the Insert Merge Field button. A
menu appears listing all the column headers in your source document.

3. Select the field code you want to enter.

4. Repeat until all field codes have been entered where you want them.

/

- D Rules -

[ |
S Match F

==
Insert Merge
Field -

Last_Mame
First_Mame
Prefix Inze
Address

City

State

Zip

Email_Address

0]

Donation




5. Press the picture portion of the Insert Merge Field

button. A dialog box appears, displaying the column
headers in your source document. Select the field code
you want to add and then click the Insert button.

OR
Double click on the field code you want to insert.

Insert the rest of the desired field codes, then close the
dialog box.

Insert Merge Field ? *

Insert:
() Address Fields (@) Database Fields
Fields:

Last Name |

First Mame
Prefix

Address

City

State

Zip

E-mail Address
D

Dronation

Match Fields... Cancel

The field codes are now displayed in your document. Add spacing and punctuation and hard
returns as needed. It is often helpful to use Show/Hide codes here, to make sure you have the
correct number of spaces between your codes. If you are having difficulty seeing codes, use the

page zoom to make everything larger.

T
«Prefix» «First_Name» «Last Name»

«Prefixs.«First_Name»-«Last_Name»1T

«Address» «Address»T

«City», «State» «Zip»
T

Checking Your Document

Once you have inserted the field codes into your document, you need to check to make sure that
everything will display properly once you complete the merge. You check this using the button.

1.

The Preview Results button toggles between displaying the field

codes and displaying how the final document will look.

You can use the arrow keys to scroll through the individual letters

in your merge.

«City»,-«Stater-«Zip»|]

TICRE > M
L T
@ [T] Find Recipient

Preview

Results Ef Check far Errars

Preview Results




Document with Field Codes

gl = @ T 5 Donation Letter with Form Fields - Word &= o
File Home Insert Design Layout References WUEILECE Review View Acrobat @ Tellme.. Klishis, Mi... Q'_Share
27| B Start Mail Merge - [ Address Block G- (O&) M4 [ | D_) -y
ralaSeIect Recipients ~ — = Greeting Line Eé . ED Find Recipient o =4
Create Highlight ] Preview Finish &  Merge to
- [ Edit Recipient List Merge Fields Insert Merge Field - Results Q Check for Errars Merge~  Adobe PDF
Start Mail Merge Write & Insert Fields Preview Results Finish Acrobat -

Mad Scientists Inc
1000000 Mercury Ave
Potassium, WV 12345

«Prefix» «First_Name» «Last_Name»|

«Address»

«City», «State» «Zip»

Dear «Prefixs» «Last_Names,

Thank you for your generous donation of $«Donation» to the Mad Scientists Inc fund.

We will send vour receipt to the address we have listed.

Thank vou again for helping to keep us in crucibles and test tubes!

Beaker,
Founder of Mad Scientists Inc

Document with Preview Results

[Mad Scientists Inc
1000000 Mercury Ave
Potassium, WV 12345

Mr. Bruce Banner

375 Radiation Drive

Parsons, WV 24385

Dear Mr. Banner,

Thank you for your generous donation of $1200 to the Mad Scientists Inc fund.

We will send your receipt to the address we have listed.

Thank you again for helping to keep us in crucibles and test tubes!

Beaker,
Founder of Mad Scientists Inc

,q_ Share

= H - T D = T = Donation Letter with Form Fields - Word &= = O
File Home Inset Design Layout References [UENMEM Review View Acrobat Q@ Tellme.. Klishis, Mi...
=7 B Start Mail Merge - B [ Address Block G- & M 4 > M E" -
[ Select Recipients - o [E] Greeting Line EE ) [7) Find Recipient . =1
Create Highlight ) Preview Finish & = Merge to
- [ Edit Recipient List Merge Fields Insert Merge Field - Results Q Check for Errors Merge = Adobe PDF
Start Mail Merge Write & Insert Fields Preview Results Finish Acrobat




Finishing the Merge
Once you have checked your document, you are ready to complete the merge. This is the step most
people forget, so if you have only a single letter, you have not actually finished your merge.

You can quickly tell whether you completed the merge by checking the number of pages in your
document.

Beaker,

Founder of Mad Scientists Inc Beaker,

Founder of Mad Scientists Inc

4 4

Page 1 of 1 IES words I:IE: Page 1 of 68 I 4437 words I:IE:

Completing the Mail Merge
1. Check your preview to make sure your letters are as expected.

2. On the Mailings tab, click the Finish & Merge button. D'}
3. From the drop-down menu, select Edit Individual
Documents. Finish &

Merge -
?D Edit Individual Documents...
E"@ Erint Documents...

E.  Send Email Messages...

4. A dialog box appears. Select All and click OK.

Merge to Mew Document 7 x

Merge records

O Current record
O From: To:

5. A new document opens, with all your letters in a single document, ready to be printed.



Mailing Labels

Instead of having to type individual addresses onto a sheet of labels, a Mail Merge allows you to create

mailing labels directly from an address list.

The two steps people most frequently miss are Updating their labels and

Creating the Label Source

1. Check your source data. (See page 3) Find the label number on your box of labels. Most common is

Avery 5160.
2. Open a new Word document.

3. On the Mailings tab, click the Start Mail Merge button

then select Labels.

4. You are prompted to select the label type. The

most common labels are:
e Label vendors: Avery US Letter

¢ Product number: 5160 Easy Peel
Address Labels

[

Start Mail  Select
Merge = Recipients ~

Letters
E-mail Messages
Envelopes...

Labels...

Msl 0o m

Directorny

Label Options ?
Printer information

O LContinuous-feed printers

@ Page printers Tray: |Bypass Tray ~
Label information

Label vendors: | Avery US Letter ~

Find updates on Office.com
Product number: Label information

5160 Easy Peel Address Labels -
5161 Easy Peel Address Labels

5162 Easy Peel Address Labels . .
5163 Shipping Labels Width:  2.63

Type: Easy Peel Address Labels
Height: 1

5164 Shipping Labels
5165 Full-Sheet Shipping Labels A

Page size: 8.5 = 11°

Details... Hew Label... Cancel

The document is formatted for labels. By default, newer versions of Word do

not always display the outlines of the labels, which is super confusing. To s S'.Elecp. .
display the label outlines, select the Table Tools Layout tab, and then click [ View Gridlines
View Gridlines to make the label outlines visible. EF Properties
Table
. Click the Select Recipients button. From the drop down F
menu select Use an Existing List. o
Select
Recipients =

ER Typea Mew List...
0] Usean Existing List...
5] Choose from Cutlook Contacts...




7. Browse to the location of your source
data, or if you copied the location
previously, paste it into the location bar
and press Enter.

8. Select the Excel file that has your source
data.

9. Click Open.

10. In the Select Table dialog box, select the

worksheet that contains your source data.

Your document is now linked to the
selected data source.

Adding Merge Fields

@ Select Data Source

« v 4 <« Student Handouts » MS Office
Organize « New folder
MS Office A MName -
Office Library of Congress
OLD HSC Docun Notebook
Tech Security Office
1 Budget
El Microsoft Word =
@ Contact List

& OneDrive

[ This PC

[ Desktop
2| Documents

M= Donation Letter with Form Fields
M= Denaticn Letter

[ Letterhead

| Microsoft Office

v £

New Source...

X
v D Search M5 Office o
==~ TN o
Date modified Type A
File folder
File folder
File folder

Microsoft Excel W.
Microsoft Excel W..

Microsoft Word D..

1
1
1
1
1
1
1 Microsoft Word D..
1 .. Microsoft Word D..
8/24/201810:41 AM  Microsoft Word D,

>

File name: | Contact List V| All Data Sources ~
Tool: = Cancel
Select Table 7 >
Mame Description  Modified Created Type
Contacts§ 12:00:00 AM  12:00:00 AM  TABLE
Userss 12:00:00 AM  12:00:00 AM  TABLE
£ >
First row of data contains column headers Cancel

1. Place your cursor in the location where the first field code should appear.

2. On the Mailings tab, click the text of the Insert Merge Field button. A
menu appears listing all the column headers in your source document.

3. Select the field code you want to enter.

4. Repeat until all field codes have been entered where you want them.

OR

- B Rules -

S Match F

og
[=]=]
Insert Merge
Field -

Last_Mame
First_Mame
Prefix Inse
Address

City

State

Zip




. Press the picture portion of the Insert Merge Field
button. A dialog box appears, displaying the column
headers in your source document. Select the field code
you want to add and then click the Insert button.

OR

. Double click on the field code you want to insert.
Insert the rest of the desired field codes, then close the

dialog box.

. Your first label is displayed with the field codes
you just entered. All additional labels contain
the field code <<Next Record>>. This does
NOT print, but is simply a command for the
merge process.

. The field codes are now displayed in your
document. Add spacing and punctuation as
needed. It is often helpful to use Show/Hide
codes here, to make sure you have the correct
number of spaces between your codes. If you are
having difficulty seeing the marks for spaces, use
page zoom to make everything larger.

10. Click the Update Labels button.

(2= Select Recipients ~
e

Insert Merge Field

Insert:
(") Address Fields

Fields:

First Mame
Prefix

Address

City

State

Zip

E-mail Address
D

Donation

LastName |

4 >

@Qatabase Fields

Match Fields...

Insert

Cancel

2 Start Mail Merge D

Highlight
C# Edit Recipient List

Start Mail Merge

D Address Block
[ Greeting Line

Merge Fields Insert Merge Fielc

Write & Insert Fields

«First Names«Lasi WNames«Ad | | «Next Records
dresss«City»«States « Zips|
«Next Records «Next Record

«Prefix» «First_Name» «Last_Namex»

«Address»
«City», «State» «Zip»

1

«Prefix».«First_Name»-«Last_Name»1

«Address»1
«City» -«State»-«Zip»]
T

E%Update Labels

10




11.

12.

13.

The document is updated,
placing the field codes and
formatting from the first
label into all subsequent
labels. The text MAY look
wonky and out of line. It is
NOT—the <<Next Record>>
field does not contain
characters to be printed.

Click the Preview Results button.

as they will print.

Look through the document

to make sure all the labels are

looking as expected.

Completing the Merge

Once you have checked your document, you are ready to complete the merge. This is the step most

people forget, so if you have only a single sheet of labels, you likely have NOT finished your merge.

document.

QB A sassaa eees e

(Galapagos, WV 26784

+

«First_Name=» «Last_Names| «Next Record»«First Names» «]!
«Address» «Last_Names «l
«Clty», «States «Zip» «Address» «f

«City=, «States «Zip» al
«Next Records«First Name:s «Next Records«First_Name:= ]!
«Last_Names» «Last Names» «[
«Addresss «Address: Y.
The labels are now displayed

play &y M4 > M
; U}Find Recipient
Preview
Eesulis E Check for Errars
Preview Results

Bruce Banner] Tinker Bell H
a7c Radiation Drive 57 Grapevine Way B.
Parsons, WV 24385 Weston, WV 26745 M
Napolean Bonapart Shepherd Book F1
894 Champ Elaysis 954 Haven Way 7
Paris, WV 82975 Star City, WV 26501 M
T Ao 900 o T o P Fal

You can often quickly tell whether you completed the merge by checking the number of pages in your

Donald Duck
100 Walt Disney Drive
Logan, PA 15136

Page1of1 247 wu:uru:lsl ([«

Tlattcri Galapagos, WV 26784 Tattoine

Micha Donald Duck Michasl

ot Sar 100 Walt Disney Drive 25 Sant:

Fairm Logan, PA 15136 Fairmor

T ) I —_— T | I,
Page1of3 559 words J [[<

Completing the Merge
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Check your preview to make sure your labels are as expected.

On the Mailings tab, click the Finish & Merge button. E'}
From the drop down menu, select Edit Individual Documents.

A dialog box appears. Select All and click OK.

Finish &
Merge -
L:T'_hl Edit Individual Documents...

E:E'# Print Documents...

B Send Email Messages...

Merge to Mew Document ? >

Merge records

O Current record
O From: Te:

5. A new document opens, with all your labels in a single document, ready to be printed.

Reusing a Merge Document

Once you have created a source document for mailing labels or letters, you can save the document
with the field codes to use again.

Saving a Source Document

In the source document—the one with the field codes—save the document as you normally would,
but give it a name that designates it as a mail merge source. Something like “Fundraising Letter

1.

MM”.

Reusing a Merge Document

1.

Open the Word document with mail
merge codes you previously saved.

A scary warning dialog box appears. It’s
just telling you that it wants to link to

the source document you used last time.

Say Yes. If you have moved your source
document since the last time you did a
mail merge, there might be issues. It’s
okay.

Microsoft Word x

Opening this document will run the following S0L command:
| SELECT * FROM "Contacts$’
Drata from your database will be placed in the document. Do you want to continue?

Show Help ==

Your letter (or labels) open, displaying your field codes.

Go ahead and relink the documents. If you get an error message or if you are using a different
source document, click the Select Recipients button and choose your spreadsheet. (See page 3)

Complete the merge.
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Directories

Directories create documents where multiple records are on the same page. Directories use the same
process as labels and letters, and like labels, multiple records will be displayed on a single page, just

outside of the table used to create the labels.

Source document:

«Category»
«Course_Title»
«First Name» «Last Name»

«Day», «Start__Date_» to «End_Date »
«Start_Time» to «<End_Time»

«Course_ Description»«Next Record»

Resulting document:

Financial Literacy / Retirement Planning
Life and Legacy Planning
Tressa Wood

Thurs, Jan 22 to Feb 5
3:00 PM to 4:30 PM

Life and Legacy Planning is a hands-on course designed to help individuals create a
comprehensive “Life and Legacy Binder.” This binder organizes essential documents
and information—such as legal paperwork, financial accounts, insurance details,
emergency contacts, and digital access—to ease estate settlement and provide peace of
mind. Participants will leave with a personalized binder that ensures their wishes are
clear and their loved ones are supported during difficult times.

Health & Wellness
Managing Chronic Conditions Through Exercise
Katelin Zapolnik

Wed//Fri, Jan 21 to Feb 13
1:30 PM to 3:00 PM

This exercise class is designed for older adults who have chronic conditions like
arthritis, limited mobility, diabetes, or heart disease or those that want education on
how exercise can help manage these conditions as we age. There is an emphasis on
creating safe, low-impact exercise programs that improve strength, flexibility, and
balance. Participants at all levels of activity are welcome and exercises can be tailored to
each individual. This exercise class is not only focused on improving the management of
chronic conditions but also educating individuals on prevention.

Health & Wellness

[0 RIS B B g o LT N i Y s R S I . L X T, Ep—

File Home Insert Design Layout References Mailings Review View Help Acrobat | = | fEditing
== L -] Address Block 9 &
) Envelopes IE =3 =2 ress Bloc E 3 <] < > > E
-] Greeting Line %, =l Find Recipient
B Labels Start Mail ~ Select Edit Highlight gHne 5| preview | [ Find Recipien Finish &
= Merge ~ Recipients ~ Recipient List | Merge Fields =] Insert Merge Field ~ Results = [ Check for Errors Merge ~
Create Start Mail Merge Write & Insert Fields Preview Results Finish
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Email

Emails use the same process as letters, except, individual emails are sent out through Microsoft
Outlook. This mail merge works only if you are using Microsoft Outlook. Additionally, you cannot
add attachments to your message, and you have the additional step of creating an email subject before
the messages are sent.

Source Document

File Home Insert Design Layout References Mailings Review View Help Acrobat = fEditin!
p— p— [ ] Add Block ~ & B
Peneopes | [ FER A ok D | wp ([IE DD
-] Greeting Line %, ol Find Recipient
[ Labels Start Mail  Select Edit Highlight aune B | preigw 2 Find Recipien Finish &
Cl Merge ~ Recipients ~ Recipient List | Merge Fields Insert Merge Field ~ F Results DChEckar Errars Merge ~
Create Start Mail Merge Write & Insert Fields Preview Results Finish

Good morning «Name» «Last»,

The WVU Committee of Retired Faculty and OLLI at WVU are pleased to share:
Exploring Egypt’s history and role in the 21st century with Dr. Nirmeen A. Sabry

Topic: Exploring Egypt’s history and role in the 21st century
Time: Nov 5, 2025 02:30 PM Eastern Time (US and Canada)
Join Zoom Meeting

https://wvu.zoom.us

Finish & Merge
| @ |[Prediing- | [ & |
> Dl
nt @
Finish &
rors Merge ~
_r;a Edit Individual Documents...
@ Print Documents...
57 Send Ernail Messages...
Subject

Merge to E-mail ? >

5 Message options
To v
aubject ling: | 7oom Room for Exploring Egypt's history and 1
Mail format: | yrpaL e

Send records

O

O Current record
O From: To:
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Please Support OLLI@WVU!

Osher Lifelong Learning Institute
Mountaineer Mall Unit C-17
PO Box 9123
Morgantown, WV 26506-9123
Phone Numbers:

Office: (304) 293-1793
Email Address: olli@hsc.wvu.edu

http://www.olliatwvu.org
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