When your letter is complete, go to the Mailings tab and select Step by Step Mail Merge Wizard from the
Start Mail Merge drop down arrows.
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Right now, we are working on a letter, so that’s what we select:

Mail Merge v

Select document type

What bype of docurment gre wou
working on? /
{(*) Letters

) E-mail messages
) Envelopes

) Labels

() Direckory

Click Next Step

Step 1 of B
w
B % Mext: Starting docurment
2

Since our letter is open, we choose the current document



ﬂMail Merge v

Select starting ent

Haw dio Lo seb up your

s& the current document
(3 Start From a kemplate

() Skart: From existing document

Use the current document

Skart From the docurment shovn
here and use the Mail Merge
wizard to add recipient
information,

Click Next Step

Step 2 of 6
a & Mext: Select recipients
@ @ Previous: Select document tvpe

Since we have an existing list, we choose that option and go to Browse

Mail Merge v X

Select recipients

{(¥) Use an existing ligt
() Select From Qutlo nkacks

() Tvpe a new list

Use an existing list

Iz names and addresses from a
file or a database,




Browse to your database

Look in:
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This window opens — you can check or uncheck recipients

Mail Merge Recipients

This is the list of recipients that will be used in your merge, Use the options below to add ko or change your lisk, Use the
checkboxes to add or remove recipients from the merge, When your list is ready, click Ok,

Drata Source [v | Last Mame w | First Mame w | Street address w | City w | State
addresses,mdb %l Eitier Greq | 100 Main Skreet Lynchburg
addresses,.mdb [+  Smith Jobin 11 Dcean Drive Hatfield Wa
addresses.mdb [v  Srnith Eulie 234 Smith strest Dallas T
addresses.mdb [v  Hoover Matalie 12345 First 5k, San Ankonio Tx
addresses,mdb [v  West Chris 11 Lo Sk, Dallas T
addresses.mdb [+ Hinson Greq 2345 High 5k, Dallas Tx
addresses,mdb [+  Hoover Greq 124 Sansaba 5t San Ankonio T
addresses,.mdb [v  Jones Percy 234 Mwskrest Anvwhere G
addresses.mdb [v  Jackson Annabeth 23 Jones Sk, Dallas T
addresses,mdb [v  West lane 567 Dallas Sk, San Francisco Ca
L [
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addresses.mdb

Next Step

Refine recipient lisk

‘%,l, Sort...

0 Filker...

L1 Find duplicates. ..
3 Find recipient. . .

:L- Yalidate addresses...




Step 3 of B

S Mexk: Write yvour letker

E @ Previous: Starking document

Go to Write your Letter and click More Items:

Mail Merge *

Write your letter

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

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

=] Address black..,
2] Greeting line. ..

_i:j Electronic postage. ..

ﬁ'ﬂ More items. ..

When vou have Finished writing
wour letker, click Mext. Then wou
can preview and personalize each
recipient's letker,

Choose the fields you wish to insert — make sure your cursor is in the right place before you insert the

field - _

Dear «First_Name»



Next Step

Step 4 of 6
% Mext: Preview your letters
4 Previous: Seleck recipients

You can preview the recipients
Mail Merge v

Preview your letters

Cne of the merged letkers is
previewed here, To preview
another letker, click one of the
Following:

Recipient: 1

Find a recipient. ..
Make changes

Go Next Step

Step 5 of B
% Mext: Complete the merge
@ Previous: \Write your letter

To edit individual letters

—

Mail Merge -

Complete the merge

Mail Merge is ready to produce
wollr letkers,

To personalize wour letkers, click
"Edit Individual Letters," This wil
open a new document wikh your
merged letters, To make changes
ko all the letkers, switch back ko
the ariginal document,

Merge

g Print...

% Edit individual letters, ..

Choose Merge to New Documents



M Merge records

(

Merge to New Document
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