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Introduction

Word

Agencies,

Wrod

Word  Mail Merge

•

• feilds

• directory

invoices,

Objectives

• Form letters,

•

• Mail Merge Customize
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TYPES OF DOCUMENTS IN MAIL MERGE- MAIL MERGE

Mail Merge

Main Document Mail Merge

Standard letter

Data Source

Mail-Merge

Merge Documents

Merge

Merge

Merge

“City” Merge field Word

“New Delhi” ‘City’ Field

Word 2007 tab Mail Merge Mailing

tab ‘Mailing’ Mailing

“Create”, “start mail merge”, “Write &

Insert field”. “Preview results” “Finish & Merge”
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(MAIL MERGE WIZARD) Wizard

Mail Merge

Mail

Merge wizard

• Mail Merge wizard tab Mailing  Start Mail

Merge step by step Mail Merge wizard

Mail Merge Wizard Mail Merge

Wizard Mail

Merge

(Select Document Type)

Mail Merge

wizard

Mail Merge

E-mail Message,

Directory
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Letters

wizard dialog “Next starting document”

(Select starting Document)

(Use the Current Document:)

Mail Merge

Start of a Template

Template

Word 2007

Mail Merge Template
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Template

Start from existing Document

Editing Mail Merge Document

“Start from a template”

Template Mail Merge wizard

Template

Customized “Blank Document”

Merge Field ENTER

Field

National Institute of Open School DTP Programme

Enrolment Number field
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(Creating a Data Source)

Mail Merge Wizard

Mail Merge

Field

Pin Code

Word table Importing Excel Worksheet, Mail Merge Wizard

Creating a Data Source Using Mail Merge Helper Mail Merge

Helper

Microsoft word, Excel Access Data Base Mail Merge

Wizard

Mail Merge Wizard

Mail Merge Wizard Step 3

“Select Recipients” Dialog

“Type a New list”

“Create”

Dialog

title,
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Company

New address list dialog

Field

Customize Columns

• New Address List Dialog Customized

Field

Field Field

“OK”

OK

Save As Dialog

Folder

Save As Dialog Save As MDB(Microsoft Data

Base)

(Editing Existing Data Records) Records

Mail Merge Wizard

Receipients dialog Use an existing list
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Select Data Source Dialog Browse

Access Data Base, Excels

Word Rich Text Format

Mail Merge

Field Record

Mail Merge

Edit Recipient List

Record

Record Number Record Number

Find Record

Record

(Creating a data Source Using Word Table) :Word Table

Mail Merge Wizard Word Table

Mail Merge Wizard

Advantage Word Field
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c êL ý Tab Insert→ Table Table

Table

Table Field Record

Record Table Word

(Using Excel Worksheet to Create a Data Soruce) Excel

Excel

Excel Work Sheet

Work Sheet Field

Record

Work Sheet

Field Standard

Copy Excel

Word Program Paste

Word

(Merging Documents)

Mail

Merge Merging Field
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Field

Mail Merge

Mail Merge Wizard Dialog Box Address Box

Mail Merge Wirzard Insert Address Block Dialog

Insert Address Block Field



102

Merge Field Office

Save As Word 2007

“Word Document” “Word 97 2003

“Word 97-2003 Document”

Save Merge

Document

(Merging the data into Main Document)

Mail Merge wizard

Merge “<< >>”

“Next: Complete the

Merge” Merging

Dialog
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(Creating Mailing Labels By Merging an address list)

Mailing Labels

Create the Main Document

Standard New Tab Mailings  Start Mail

Merge Start Mail Merge Labels Microsoft

Word Label Options Dialog

Label Option Dialog Printer

Label OK

Product Number

Custom

New Label

(Open the data source)

tab Mailing

tab Recipients Type New List

Recipient List Outlook Contacts
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Select Data Source Dialog Use Existing List

Open

Acess Database, Excel

Word Rich Text format

Fields

record Mail Merge

Mail Merge

Start Mail Merge

Edit Receipient List

Record Record

Find Record

Record

Mailing→ Write & Insert Field Merge Field

Insert Merge Field

Insert Merge Field

Field OK Field

Field Set
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(Merge the Data into the Main Document)

Mailing tab Merged

Preview

Results

Preview Result

<and> Field Preview

(Merge the data with the Document)

Mailing tab Finish & Merge Print
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(CREATING ENVELOPES BY MERGING AN ADDRESS

LIST)

Sticker

(Create the Main Document) Standard

New Blank Document tab Mailing  start Mail Merge

Start Mail Merge Envelope Microsoft

Envelop Option dialog
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Envelope Option tab Drop down

Envelope Size

dialog Drop down Custom

Custom Printing options tab

OK

(Open the Data Source)

Mailing tab

tab Select Recipient

Type New List Use Existing List

Select from Outlook Contacts

Select Datas Source Dialog Use Existing List

Open

Acess Datebase,

Excel Word Rich Text Format
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Mail Merge

Record

Mail Merge

Edit Recipient List

Record Find

Record

Record

Record

Write & Insert Fields Mailing tab

Insert Merge Field Insert Merge

Field OK

Field

(Merge the Data into the Main Document)

Mailing tab

Preview Results

Preveiw Results

<and> field
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(Merge the data with the Document)

Printer Mail

tab Finish & Merge Print Document

(INTEXT QUESTIONS)

Mail Merge Merge

Mail Merge _________ ___________

___________ __________

Merged Electronic

_________

Word Mail Merge

Field

FAX FAX

Excel Mail Merge
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MS-Word Mail Merge

Field Merge

Directory invoices

Merge

Mail Merge

Mail Merge

Mail Merge Excel

Mail Merge

Merge

Mail Merge Helper

Internet


