Mail Merges with Excel Databases

Data from an Excel database can be merged with different types of Word documents to create merged documents in order to save you vast amounts of time and the need for retyping. 

One of the most common uses for mail merging is the production of Form Letters (duplicate letters where each contains different personal information such as name, address, order numbers etc.) Other types of mail merges include mailing envelopes, labels, certificates and forms. The example used in this guide will be Form Letters.

Mail Merging is a 3 Step Process
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Creating the Main Document

1. Open an existing letter or write a new one leaving gaps where data from the database is to go.

2. From the Tools menu select Mail Merge and the Mail Merge Helper dialogue box will appear.



3.
Click on the Create button, then on Form Letters, and then on Active Window. 

The Active window is your letter and it now becomes known as the Main Document

Selecting the Data Source

4.
You are now taken back to the Mail Merge Helper dialogue box and your next tip on what to do next says:

The next step in setting up the mail merge is to specify a data source. Choose the Get Data button.

Click on the Get Data button and select Open Data Source.  The Open Data Source dialogue box appears and you are required to locate the data source.



location of the data 



5.
Double click on the excel file which is to be the data source for the mail merge. 

The following dialogue box will appear. You need to click on OK.

6.
The next dialogue box reports that it has not been able to find any merge fields in your main document.  Click on Edit Main Document button to continue.

Inserting Merge Fields into the Main Document

7.
When you return to your Main Document you will have a mail merge toolbar. You now need to insert merge fields into the Main Document which tells Word where to put the names, addresses and other select information from the data source into the Main Document. 

 Mail Merge toolbar (some buttons may be greyed out at this point)



· position the I beam in the letter where you wish to insert a merge field, eg. at the top of the letter where the recipients name and address is to be positioned

· click on the Insert Merge Field button 

· from the drop-down list of all the fields in the data source file select the field which you require, ie. Title.

Keep repeating the three steps bulleted above until all the merge fields have been inserted. Remember to put in punctuation as if you were typing in the full text yourself, ie. commas, spaces and returns.

Every merge field inserted into the Main Document can be identified by the field name surrounded by greater than and less than symbols 


ie. «Title»
See page 6 for an example of a Main Document with Merge Fields already inserted which is ready to be merged with a data source.

Formatting Merge Fields

Any Merge Field can be selected and formatted such as having the font or font size changed, or having bold or italics switched on. This is done in exactly the same way as normal text in Word would be formatted.

Navigation Options on the Mail Merge Toolbar


View Merged Data


First   
 Previous
     Next        Last

Displays the Main Document
         Record    Record            Record   Record
merged with informaiton from 

the selected data records

Merging the Main Document and the Data Source

8.
The final step is to merge the Main Document and the data source to create the Form Letters. 


Click on the Merge to New Document 

button on the Mail Merge toolbar

OR, 
Select Mail Merge from the Tools menu, click on the Merge option and finally on the Merge button.

This resulting document will be one long document containing all the letters separated by Next Page Section Breaks.

You can now check over the Form Letters to make sure all the data from the data source has been correctly positioned. If everything is OK you can now go ahead and Print. You may also wish to Save if you expect you will need to print the Form Letters again.

Other Options on the Mail Merge toolbar 


Merge to Printer button  - Runs the mail merge and prints the results



Mail Merge button  -



Mail Merge Helper button  -


Practice Exercises

Exercise
Main Document
Data Source

1
Type own letter to students informing them of passes.
(O:\ICS\Database and Mail Merge\ DataSource - merging exercise

2
Diploma Certificate

(O:\ICS\Database and Mail Merge\ Certificate for Dip Music Perf)
(O:\ICS\Database and Mail Merge\ DataSource - merging exercise

3
PC Machine Booking Form (O:\ICS\Database and Mail Merge\ PC12Machinebooking forms)
New Excel file with one field called ‘Dates’ with the entires being a list of the first 30 dates of January.

The Institute of Music

23 Barley Court

London W13 8UJ

«Title» «FirstName» «Surname»
«address1»
«address2»
«Postcode»
10 December, 1999

Dear «Title» «Surname»,

I am pleased to announce that you have passed the Diploma in Music Performance Studies and have been awarded a «Pass_Classification» grade for the performance module. You are invited to attend the Diploma Awards Ceremony to be held in the Clarandon Hall on 20th December 1999 at 2.00pm.

Yours sincerely,

Mrs J S  Broadsworth

Course Tutor


This is to certify that

Has been awarded the

Diploma in Music Performance Studies

at Institute of Music, London

Tutor: Mrs J S Broadsworth


Please note
Any shaded areas indicate that this room is booked. Computers cannot be reserved at these times. Maximum reservation is 3 hours per day.

Machine Bookings

Room PC12


09:00
10:00
11:00
12:00
13:00
14:00
15:00
16:00
17:00
18:00
19:00
20:00

Desk 1















Desk 2
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Desk 9















Desk 10















Desk 11















Desk 12
















Location

O:\ICS\Database and Mailmerge\Datasource - merging exercise

Text here guides you through the process by prompting you on what to do next





ie. Begin by choosing the Create button

















Note that initially none of your excel files will be listed as Word is set by default to only display Word files in this dialogue box.





You need to click on


 the down arrow for 


Files of type: 


and select MS Excel Worksheets so that all your excel files are listed.

















 





Step 1: Create the Main Document 





Step 2: Create the Data Source





� EMBED Word.Picture.8  ���





TIP:


In order to successfully merge Excel data with Word documents you need to make sure that you have deleted any titles from the database so that the field labels are in row 1 and the data begins in row 2.





Step 3: 


Merge the data with the Main Document 





TIP: take care with adding spaces between the merge fields. 


For example you need to add one space between the Title, FirstName and Surname Merge Fields.





eg. � MERGEFIELD Title �«Title»� � MERGEFIELD FirstName �«FirstName»� � MERGEFIELD Surname �«Surname»�








Takes you to the Mail Merge Helper dialogue box where you can select the Merge or Query Option buttons, or buttons for editing the Main Document or Data Source.





Opens the Merge dialogue box where you can set options for the current mail merge, such as which records to print and query options.





� EMBED MS_ClipArt_Gallery  ���
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