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Mail Merge

Activity 1 — Creating Mailing Labels
1. Open the UNISTAFF database.

2. Click the Reports tab on your Database Window.

£ UNISTAFF : Database (Access 2000 file... [= |[B][X

[ & preview [ Design Guew P Zn e :
Objects Create report in Design view
Tables !.?Tl Create report by using wizard
B Queries B  staff earning more than £12500
E ~ I <tafF Information Surmrmary Repart
Farms
B FReports
@ Fages
& Macras
#2  Modules
Groups
@ Favarites

3. Click the New button.

4. In the New Report box, click the downward pointing arrow to search for
the Staff Information table. Then from the list of options above choose
Label Wizard. click OK.

Mew Report E| E|

Design Yiew

— Repart wWizard
| AutoReport: Columnar
AutoReport: Tabular
o Chart Wizard
This wizard creates a report Label Wizard

Formatted For printing on
labels,

Chn:n:ns._a th:a kable ar query where =FafF InFormation
the object's daka comes From:

Ik | Cancel
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5. You will be asked What label size would you like? Choose a label size
and click the Next button.

Label Wizard

This wizard creates standard labels or custam labels,

What label size would vou like?

= :
= E :] E Product number: Dimensions: Mumber across:
_'5:]5 Awery L2186 Mini 69,8 x 50,8 mm 1 ”
=z g fvery L7159 64,0 33.9 mm 3 0
=3:]3 Awery L7160 £3.5 x 38,1 mm 3
—=2 sl |Avery L7161 63,5 % 46,6 mm 3 i
— =z = ‘ 99,0 3 33,9 mm 2 b

3 3

= Init of Measure Label Type

" English " Mekric * Sheetfeed ¢ Conkinuous
Filker by manufacturer: |avvery B

Cuskamize. .. | B
Cancel | | Mexk > |

6. You will now be asked to choose the formatting for your text. Choose any
font, font size, etc., and click the Next button.

Label Wizard

what Font and color would o like your bext to be?

Text appearance

Fort name: Fant size:
[Eockman Cld Style -1 A ﬁ'
Fank weight: 17 2
|Light | |14 J

16
[ Ikalic [ Undetline 1& 0

20

22

24 v

Cancel < Back | Bext = |
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7. You will then be asked which fields you would like to appear on your label.
Select the First Name field and then click the [2_] button.

8. Press the <Spacebar> to place a space between First Name and
Surname fields.

9. Select the Surname field and click the = | button, then press the
<Enter> key.

10.Finally select the Department field and click the > | button. Your screen
should now look like the example shown.

Label Wizard

YWhat would wou like on your mailing label?

F
* Caonstruck yaur label on the right by chaosing Figlds From the left, You may also
- bype text that you would like to see on every label right onto the protokype.
fvvailable Fields: Praototype label;
Surname - {First Mame} {Surname}
DB {Department}
Pasitian
Department =
L

Salar

Cancel < Back | Mexk = | Einish

11.Click Next to move to the next screen.
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12.The wizard will then ask you Which fields would you like to sort
by? Select the Surname field and press the * | button.

Label Wizard

You can sark your labels by one or more fields in your dakabase, ‘Yiou might
wank to sork by more than one Field {such as last name, then first name), or by
just one field (such as poskal code).

Wehich figlds would you like ko sork by'?

Available Fields: Sork by

(= Re Rl Rofo e BoleBeRoleRofe e Rl

0000000000000 000

Skaff ID 7
Firsk Mame —
o5
Paosition J
Deparkment
Exk Mumber

Salary o
Parking Permit

Surnanme

|

Al

Cancel < Back | Mext = :{ | Einish

13.Click Next to continue.

14.The next screen will ask you to name your labels. Type Staff Labels and
click the Finish button.

Label YWizard

What name would wou like For wour report?

|StaFF Labels]

That's all the information the wizard needs to create your labels!

wehat do you want to do?
¥ See the labels as they will look prinked,
i Modify the label design.

[ Display Help on warking with labels,

Cancel | < Back | | Einish ;E |

8

_ —
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15. Your labels should look like the example shown.

= Staff Labels : Report

Arvihal Abdul FEuth Addlestons
Staff Development French

Samir Alhmed Fuldizana Almed
Library Deristry

Zarina Alchtar Awesha Alchtar
Maths FPharmacology

16. Close the labels window.
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Activity 2 — Changing the Data Source for Mailing Labels

In this activity we are going to learn how to change the data source for our labels so
that the design of the label remains the same but the data source is changed to
read from a different table or query.

1. Click the Report tab on your Database Window.

g8 UNISTAFF : Database (Access 2000 file format)

ElEreview 15 New ¥ |2 °
Chjects E,?,_l Create report in Design view
Tables E,?,_l Create report by using wizard
Bl e B staff earning more than £12500
3 B staff Information Summary Repork
=8] Forms
a2
|I B Repots |7/ | Reports Tab
@ Pages
& Macros
2 Modules
Groups
@ Favarites

2. Select Staff Labels report and click on the Design button.

3. Your labels will appear in Design View.

I= Staff Labels : Report

# Page Header

¥ Cetail
B | | | | | | | |
-|| [=Trim[[First Name] & " " & [Surname]|

U [ Department

J # Page Fooker
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4. From the ViéW menu choose the Properties command. The following dialog
box will appear. Click the Data tab.

=" Report

|Repu:urt

Format  Data lEvent ] Other ] all ]

IIIIIIIIII , T
Fiter . ................
Filterom . oo ooo oo a0 Mo
Order By oo [Staff Information], Surr
Order By OnL .. Yes

5. In the Record Source cell click on the down arrow to reveal a list of tables

and queries already created in your database.

6. Select another table or query.

|Repu:|rt j

Format — Daka lEvent ] Other ] all ]
Record Source

obalf Information

= Cleaners Mew Salary Incre
Filber om0 oo Parameter Query By Depa
Order By oo Skaff earning more than £1
Order By On e o vv v e Staff in the History [apart

Skaff Infarmation
Skaff with Parking Permits

7. This will now appear in the Record Source cell.
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8. Click the print preview button [& . Your labels should appear with another set
of data.

I=I Staff Labels : Report

Zahia Arif Thomasz Hardy
Maths Maths

Valerie Harp ar Benny Hill
Maths Maths

Page: | ||—1 | | ﬂ | Llj

9. Close the report. You will be asked if you want to Save changes to Report
‘Staff Labels’? click the Yes button.
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Mail Merge — Form Letters

Activity 3 - Selecting the table or query

In this practical we are going to learn how to export data from an Access table or
query to create form letters in Word. If you do not have the Staff with Parking
Permits query needed for the exercise, follow the instructions on the next page

to create it first.

1. on the University Database Window click the Query Tab.

2. Select the Staff with Parking Permits query.

g2 UNISTAFF : Database (Access 2000 file format)

Create query in Design view

Query Tab —
Create query by using wizard

) il Cleaners Mew Salary Increase Make Table Quersy
Queries
271 Computer Studies bo Cormputer Science
=8 F
. orms 2 Parameter Query By Departrment
B reports Staff earning rmore than £12500
E Pages Skaff in the History Department
2 Macros n=" I SEAfF with Parking Permits
2 Modules \
If you do not have this query
Groups

follow the instructions on the
[#] Favorites next page
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If this query has not been created, follow these simple steps:

425 Create a New query based on the Staff Information table.

425 Using the following fields: Staff 1D, First Name, Surname, Position,

Department and Parking Permit, setting up a criterion Yes for all
employees who have a Parking Permit.

a= Staff with Parking Permits : Select Query

Field: |Selid = | First Mame Surname Piosition Department Parking Perrnit Ay
Table: |Staff Information Skaff Information Skaff Informnation Skaff Information Skaff Information Skaff Informnation
Sork:
Show:
Criteria: ‘Yes
or! b
< >

/25 Click the datasheet button to view the results and save the query as
Staff with Parking Permits.

=l Staff with Parking Permits : Select Query

Staff ID | First Marme Surnarme Fuaosition Department Parking Permit | =
3 R Jenny Bond Secretary French
. 1 Jane Srnith Secretary French
- 2 Kiran Mistry Lecturer French
- 3 Zarina Akhtar Editorial Assistant Maths
L 5 Mark Shuttlewarth | Senior Lecturer Maths
. 8 Shaun Yaoung Technician Computer Science
. 9 Mary Richards Trainer Staff Developrment
. 21 Linda Carter Professor Library e
. 34| Peter Fiper Lecturer Medicine
- 39| Zoe Ball Professoar Staff Development
L 57 Joseph Coates Lecturer French
L 76 Klaus Haberkorn Lecturer Biology
. 87 Ida Bogoslavskay Computer Programmer | French
. 108 Zahia toharmmed | Clerical FPharmacology
. 109 kary Cooke Cleaner French
# | Mumber) =]
Record: 14 [ 1 _» |kl |e*]|of 15

3. Click the Office Links button |E' on the Standard toolbar and then select
the option Merge It with Microsoft Word~_

Merge Ik with Microsoft Word
W publish It with Microsoft Word

Y

& analyze It with Microsaft Excel

_—
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4. The Microsoft Word Mail Merge Wizard dialog box will appear.

x]

B Microsoft Word Mail Merge Wizand

This wizard links wour data ko a Microsoft Word o
document, so that vou can print Form letters or

? address envelopes,
? Cancel

What do you wank the wizard ko do?

z
W " Link wour data to an existing Microsoft Word document.

f;[“:égeate a new docurment and then link the data b it,

5. You will be asked: What do you want the wizard to do?
6. Click on Create a new document and then link the data to it.

7. This will allow you to create a new document in Microsoft Word.

Activity 4 - Creating the WORD Document

1. The Mail Merge Wizard will take you into Word and a new document will
open up.

NB: The Mail Merge Toolbar has appeared and the fields that were set up in
the query have also been listed under the Insert Merge Field button.

File Edt Yew Insert  Format \JTools  Table  Window  Help =
= 2 24 TimesMewRoman - 10 -\B 7 U SIS EE O-A- ?
(= [F1[-7 B |insert Merge Field \knsert word Field = | 5.7 CE N »

EE-|-1-|-2-|-3- staff_ID -|-3-|-9-|-1n-|-11-|-12-|-13-§

Firsk_Mame

i
[Tal]
(Thd]

[+3]

Surnarme
Pasition

Departrent

Parking_Permit

_ —



_ NFORMATION SYSTEMS SERVICES

TIP: The Insert Merge Field button can be placed on the Mail Merge Toolbar from
Tools Menu, Customize.

. Insert Merge Field *|
2. To save you typing this letter click the File command from |

Title .

the Insert menu. Find the document called .
FORMLET.doc. A letter that looks similar to the -
. . Lask_Mame
example shown will be placed into your document.
Dept
University

1
) Address_Line_1

s Address_Line_Z2

Linivergity af Leeds]
Secunty Ui

PostalCode

S Jasary, 20041 Date

1 Time:
1

1
RevPutple e Car Park Leeds Univervity?
1

Flense find enclosed yous parking permst disc for the-ghove car-park - Please wplace this with-
sy new- dse s soan s possiils |

Vo gincarely]

et it i

SECURITYU

3. In this example we will be using the following fields: First Name, Surname
and Department.

4. Click on the line above the words Leeds University.

5. Click the Insert Merge Field button on the Mail Merge Toolbar.

Insert Merge Field r
iy

6. A list of fields from the Staff with parking permits query will appear in a
drop down menu box.

Insert Merge Field = | Insen

Staff_ID
Firsk_Mame
Surname
Position

Department

Parking_Permit

7. Click on the First_Name field. Press your <Spacebar> once and then click
in the Insert Merge Field button again. Click the Surname field. Press the
<Enter> key to insert a new line. Now, click the Insert Merge Field button

16

_ —
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again and then click the Department field. Finally, place a space after the
word Dear in you letter and insert the First_Name field again.

8. Your letter should now look like the example shown.

15 Maovember-20029
T
sFirst Mames-aSurnames"

#DepartmentsT
Leeds-TTniversity

l
1

Dear-gFirst MNMatmesy

l
Ee--Purple-Zone-Car-Park -Leeds-Tniversityf

9. Save the document as Parking.doc.

’@3’9@3 O E

TR RIS
Merge ko Mew Document

10.Click the Merge to New Document button.

11.A Merge to New Document dialog box will appear asking you what records
you want to be merged. We will merge All records.

Merge recards

" Current record

" From: To: |
| ik | Cancel |

12.Click the OK button.

13.Print preview will display an example of the merged records, ready for printing.
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This is an example of one of the letters:

E ]

Liniversity-of Leeds
Seeurily-Tnit

1
1
1
1
f-Jarmary, - 20049
Terry-Bond]]
Frenchy]

Leeds Unrversity ]
1

1

Diear-Jerror ]

1

Re:-Purple-Zone- Car-Parl-Leeds-Universityf

1
Fleage find-enclosed oy parking perinit -dize- for-the abosee car-park - Please replace - thiswith-
wour-new disc -as soon-as possible

Yours -sincerely]

1
1
1

1
SECURITYY

14.Press Print to print out the letters.
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Mail Merge — Form Letter with a Link

Activity 5 —Linking a Table/Query with an Existing Word
Document

1. Click the Query Tab on the Database Window and create a new query
using the Staff Information table.

2. Using the following fields, First Name, Surname, Department and
Salary, set up a query to find the following person: Jones, Computer
Science.

=2 Queryl : Select Query

Pasition
Department
Ext Murnber
Salary
Parking Permil

w
% *
[

Field: |Firsk Name Surnane Departrment Salary -
Table: |Skaff Information Skaff Infarmation Skaff Informakion Skaff Infaormation

Sork:
Shiow:

Criteria: "Jones" "Computer Science”
ars b
£ >

3. Click the datasheet button to view the details of this employee.

2! Queryl : Select Query

First Mame | Surname Department oalary
Jones Computer Science £12.500.00

£0.00

Fecord: 14 L LN LE 3

4. Save the query as Staff Promotion Query.

_ —
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5. We are now going to merge this query with a letter that has already been
created in Word.

6. Select Staff Promotion Query from the query list. Then click the Merge it

button |E on the Standard toolbar and select the Merge It with
Microsoft Word option from the drop down list.

IE Merge It with Microsoft Waord

Publish It with Microsoft Word

N
2

Analyze It with Microsoft Excel

7. A Microsoft Word Mail Merge Wizard dialog box will appear:

Bl Microsoft Word Mail Merge Wizard E|

This wizard links wour data to a Microsoft Ward
document, so that wou can prink Form letkers ar

? address envelopes,

? Cancel

What do wou want the wizard to do?

5 ;
W Iy gl:ink vour data to an existing Microsoft Word document,

" Create a new document and then link the data ba it,

8. We are going to use the Link your data to an existing Microsoft Word
document option. This is the default option on the wizard so all we have to
do is click the OK button.

9. The Select Microsoft Word Document dialog box will appear. Select the
file called Promotion.doc and click the OK button.

10. The document will open up, ready for merging.
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& Jarpaarny, 20040
DearsFivst Hames{]
|
RE:-Clericol- Promosion]
1
I-am pleased 4okt wor koo that vour-promotonto-a-hughe r-grade has been-agreed. -This will take-effect -fom 1-
Angnst- 2004
1

¥ onar-salary ficen that-date sdll be «5alangs a vear-(based on the salary-seales e ffectpre-fioan -1 - haby 2005) . - Four-
mcernetal-date-1s-] - Augast and ou wnll recerreyvour nexd-mererent-onecl Augast 2005 0]

l

If arethmz 15 not-clear, please-do-not hestate to-cortactane

l

T onars smeerebd]

11. Click the Mail Merge D button to produce the merge.

12. In the Merge to New Document dialog box, click the OK button.

oo et 80

Merge records

" Current record

" Fraom: To
04 | Zancel |
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13. Print preview will display the letter:

m & Tarmaary, 2004

Sheila - Jones{]
Comnprer-Science(]
ll

l

DearShedlaf]

l

BE:-Clericol: Fromwtion

1

I-am pleased 4o-ket wonr ko that wone-prosmctionto-ahigher-grade has been-azreed. - This wall take-effect -fom 1-
Siagst- 20049

l

T onar-salavy fian that-date sl be -£1 2 300000 2we ar(based onthe salasyr-soales -effective fioen] - haly- 0037,
¥ our-movenertal date 151 dagast -and vonwill recepqe your nesd -moranert on 1 Aogast 2005 0]

1

If arprthmgz 15 not-clear, please -do-pot -hesttate to-omtact me

1

¥ onars smeerabd]




Word
MAIL-MERGE
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Creating and Printing Merged Documents

In Microsoft Word you can create a merged document which is a form letter in
which customised information is combined with repetitive text. To create a merged
document, two files have to be created. The main document that contains the
standardised text and the data source that contains the information, e.g. hames,
addresses, etc. Merged fields are placed in the main document to indicate where
the variable information is to appear.

Activity 1 — Creating a main document

1. on the Standard Toolbar, click the New button to open a new document.
2. Under the Tools Menu, click Letters and Mailings and then Malil
Merge Wizard.

3. Follow the Steps shown in the diagrams below to create the letter and list, and
click the arrows to move on to the next step.

4 Mail Merge v X 4 Mail Merge v X /( Mail Merge v X
- v
Select document type Select starting document Select recipients

what type of document are vou How do you want ko set up iy

! Ilse an exisking list
warking an? letters?
Select Fram Qutlook contacks

® |Letkers ® se the current docOment

E-mail messages ® Type anew lisk

Envelopes Type a new list
Labels Us Type the names and addresses of
Direckory recipients,

Skart from the document shown

/ here and use the Mail Merge wizard = Create...
Letters ko add recipient information, | E
Send letkers ko a group of peoples

‘ou can personalize the lettgrthat i_reate new recipient lisk
each persan receives.

Click, Mext bo contin

Step 1 of B Step 2 of 6 Step 3of 6
(= » Skarting docurnent gr Mext: Select recipients g Mext: Write your letter

4 Previous: Select document bype 8 Previous: Starting document
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NB: You can use the suggested fields already provided in the box, or remove the
ones you do not want or add your own.

4. Next click Customjze.

5. From the Customize\Address List remove the following fields by selecting
them individually and thep clicking the Delete button.

6. Company, City, State, Mome Phone, Work Phone and E-mail

Address.

Enter Address information \ ﬂ
ity | N\
State | \

ZIP Code

Customize Address List

Field Mames

Firsk Marne
Last Marne
Company MNare
Address Line 1
Address Line 2 Renarne
Me Ciky

— Skate

View B ZIP Code
Counkry
Wiew Home Phone
wWark Phone Move Lip
E-rmail Address

Cuskomize...

Tokal

It e

J Mave Dawn

Ik | Cancel

Cancel

7. Next we will insert some new fields.

8. Click the Add
in the Add Field box,

2]

include the following fields Eie":_' HEmEs
in the list: II!I:IE J o
irskt Marme
9. Dept, University,

PostalCode, Date and B s 2
Time.

Eename

Add Field

10.Click the <OK> button
each time you add a new
field. |Dept| Move Up

| Ik [\_:l Cancel | J Maorve Diowvin
— (0] 4 | Cancel

Type a name For your Field

[ e
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11.Click the OK button.
12.A new list of Field Names is listed in the box.

Customize Address List

Field Mames

Customize Address List

Titl=

First Marme _

Last Marne Field Mames

Address Line 1 Title J i

Address Line 2 First Marme

Dept Last Mare
niversity et Delete
RLEI: [ —

Date Address Line 1 Rename
Iy g

PostalZode

Date

Time

J Mowve Daown

(0] 4 | Cancel |

NB: Fields can be placed in a specific order by selecting them in the Field Names
and clicking the Move Up/Move Down buttons.

Activity 2 — Entering records

1. Inthe New Address List window, add a New Entry.

| New Address List El ﬁl

Enter Address information i‘

Title |ProFessor

First Name |Malclm

Last Hame [Allen

Dept |Dept of Computer Science

Lniversity |University of Surrey

Address Line 1 |Moor Rioad

Address Line 2 |GuiIdF0rd

Mk =l A ||’:I 17 %Y J
-
T Enkry Delete Enkry | Find Enkry ... | Filter and Sart. .. | Custanize. .. |
View Entries
Wigw Entry Murnber i
Total entries in list 1

Close

_ —
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2. Enter the following three records:

Title: Professor Dr Professor
FirstName Malcolm Ronald Lawrence
LastName Allen Atkinson Fuller
University University of Surrey | University of University of
Cambridge Glasgow
Dept. Dept. of Computer Faculty of Dept. of Applied
Science Engineering Mathematics
Addressl Moor Road University Gardens
Address2 Guildford Cambridge Glasgow
PostalCode GU2 5XH CB3 9EW G12 8QG
Date 9 February 2003 16 March 2003 22 April 2003
Time 2.00 pm 11.00 am 4.00 pm

3. Click the Add New button record or press the ENTER button to enter
another record.

Click Close once the records have been entered.
Save the data source into the My Data Sources folder as Speakers.
Your records will appear in the Mail Merge Recipients dialog box.

N o o b

Click OK to return to the Wizard and move on to the next step.

Mail Merge Recipients @@
To sark the lisk, click the appropriate column heading,  To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next to the column heading, Use the check boxes or
buttans ko add ar remove recipients from the mail merge.
Lisk af recipients:
| *| Lask Mame | *| First Mame | | Title | *| Address Line 1 | *| Address |
Allen rlalcolm Professor  Moor Road Guildford
Atkinson Ronald D Zambridge
Fuller Lawrence Prafessar  University Gardens Glasgow
£ >
Select Al | Clear all | Refresh |
Eind. .. | Edit... | Yalidate | O |

27
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Activity 3 — Preparing the main document

1. Now that the data source is complete we are ready to prepare the main
document that will contain the field names.

2. Click Step 3 of 6: Next: Write your letter.

4 Mail Merge

Select recipients

® Lse an existing list

Type a new lisk

Use an existing list

Currently, wour recipients are
selected From;

Select a different list, .,

Edit recipiert list. ..

Step 3 of 6

Mexk: Wrike your letker

Mexk wizard step

Select from Cutlook, contacts

[OFfice Address List] in "Data Sourcels

41" Previous: Starting document

3. Place the cursor at the top of the
page.
4. First insert the date.

5. Under the Insert Menu, click
Date and Time.

6. Select one of the formats:

7. Click the Update

automatically box and click
OK.

8. Press the ENTER key twice to
leave a blank line beneath the

Date.

Date and Time

Available formats:

Language:

?Ix

721111200z
Frida
77 Novemnber 2002
220110z
2002-11-22
Z2-Mow-02
22.11.2002

22 MNow, 02
Movember 02
Miowe-02
7711112002 10:53
z2/11/2002 10:53:00
10:53 AM

10:53:00 AM

Default. ..

22 Movernber 2002

| |English (k.

o]

[

10:53:00
[v Update automatically

Cancel

NB: This will automatically update the date each time the document is opened.

28
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Activity 4 — Enter Fields into the Main Document

1. Next click the Insert Merge Field button on the Toolbar.

TIP: The Insert Merge Field button can be placed on the Mail Merge Toolbar from
Tools Menu, Customize.

Insert Merge Figld = |

2. Click the Title field to insert this into your document. | Tte .
3. Next, press the <Spacebar> to insert a blank space between First_Nam
Title and First_Name. Last_Name
. Dept
4. Click First_Name. -
niversiky

Address_Line_1

Address_Line_Z
5. Continuing in this way, select the following fields and place them PostalCode

into your document using the following example as a guide. Dot
are

Time

02-Aprl- 20011

1

¢ Titles ¢ Firathlarnes «LastMames |
Depts]

sUntversitss |

abddressls]

abddressdsy :
«PostalCodesT Field

1
I .
Diear- Titlezel astMarnes

Thank ou for-agreeing to-attend-our-Seraimar-on-gDates .- Your-talk-willhe-at -2 Tirnes, bt
we-hope youwwill he-ableto-anmee ivctivae for- Taneh-at-1.00pra |

Ifyron herve-not -alreadsy-done-so, wodd sronplease-send-te a-short -abstract of otk T

1
lencloge-a-catvpus wap (including one-of Leeds City Cerdre)-with-some inportant features-
onatlined.

Wours-sincere Iy

1
1

1
Professor A. C.-Scott
School-ofMathe matics T

6. Type the main body of the letter, inserting the fields, Date and Time of the
Seminar in the appropriate places.

7. Next save the letter as Speakers Letter into the Templates folder.

29
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Activity 5 — Merging documents

1. Now that the data source and the document are ready, we can go ahead and
merge the two.

4 Mail Merge v X

Write your letter

If wou have naot already done =a,
varibe wour letter now.

To add recipient information bo
wour letter, click a location in the
dacurment, and then click ane of
the items below,

F'] Address block, ..
D Greeting line. ..

* Electronic postage...
El Mare ikems. .,

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

Step 4 of 6
g Mext: Preview your letbers

4 Previous: Select recipients

Click on Step 4 of 6 Next: Preview your letters.

4 Mail Merge * X
22-Hoverber- 20020
i Preview your letters
Professor Ilalcolio- & llen 7 ] ]
Dept of Coraputer Seisnce]] one of the merged letters is previewead
Undversity-of Surrey] here, To preview another letker, click one
Woor Road] of the Following:
Cruildford]
GU23EEY
% ce | Redpient:1 [ .
Diear-Professor-&llen ﬁ Find a recipie

1
Thank.yon-for-agreeing to-attend our-Serninar-on-3 Febiary-2003 .- Vour-talk will be- Make changes
at-2.00pze, bt we-hope -sonwill be-able-to-ardve-in-tire -for- Junch-at-1.00pm. |

1 You can also yfhange wour recipient list:

If srom hiree - niot -alveadsr-done g0, would sronplease send e -a-short -gbstract of o it recipient list...

1 1 xclude this recipient

Lam-enclosing a-campus map {including-one-of Leeds City Centre) with some- &n vou have Finished previewing your

important features-outlined etters, click Mext, Then waou can print the
) merged lekters or edit individual letters to

%nurs-suwerelyﬂ add personal comments,

T Step 5 of 6

Professor-£& . -Seott]

Sehoolof Mathernatics] g Mext: Complete the merge

1

4@ Previous; Write your letker

Use the double arrows to preview another Ietxé

_ —
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2. Finally Click Step 5 of 6 Next: Complete the merge.
3. Click Print to print out the letters.

NB: You can use the Edit individual letters option to edit the letters further.

4 Mail Merge v X |
g Merge to Printer @E]

Complete the merge )
Print records
Mail Merge is ready ko produce wour
letters, fv 1o

{ i« £ d
To personalize vour letkers, click "Edit HITENE recor

Individual Letters." This will open a new " From: To

document with wvour merged letkers, To
make changes to all the letters, switch oK [: | Cancel |
back ko the ariginal dacurent. &

Merge

P Print...
& Edit individual letters, ..

StepGof &

#a Previous: Preview yvour letters

The data source will merge with the main document, producing the letters.
The letters are ready to be printed out.

Close the Form Letterl document and do not Save.

N o O &

It is not necessary to save this document as it only contains the form letters.
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Activity 6 — Changing the Data Source

You can use other data sources with your main document as long as they contain
the same fields. We will use the file EXtra Data Source09 with our main

document called Speakers Letter
1. Open Speakers Letter from the General Templates folder.

2. Under the Tools Menu, click Letters and Mailings and then Malil
Merge Wizard.

i1l Main Document? - Microsoft Word

File Edit \View Insert Format Tools Table ‘Window  Help - X

4 Mormal - Times Mew Roman - 12 + B 1T U

(=4 F1 2] InsertMergeField - 57 [2] By T2 O E

L'I'E'I'I'I'Z'I'3'I'4-I-5-I-E'I'?'I'S'I'B-I-ID-I-II-|'12'T Mail Merge X
Select recipients

T ® s an existing lisk

':" Select From Cutlook contacks

: Tvpe a new list

g8 22-Morvernber- 20027 =1

o T ) ) Use an existing list

- gTitles -¢First Marnes -«Last Mames

N gDepts] B B Currently, vour recipients are

: el Iniversitys selected From:

B ghddress Line 1] [Office Address List] in "Data Source0d,

~ ghddress Line 230 _ _

N ¢PostalCodes Select a different list. .

=+

- I Edit recipient list...

- 1
il Diear-gTitlew ¢Last Mames]

: 1

= Thank-ou-for-agreeing-to-attend our- Serainar-orn-gDates. - Vour-talk-willt

N g Tirnes, bt we-hope you-will be-able-to-arrmve- in-tivae -for-hancheat-1 .EIEIp]ﬂ Step 3 of 6
Y

|
[fsron have -niot-alveadsy-done -so, would srouplease-send-me-a-short -dhstrar o g Mext: Write your letker

z 1 o €a Previous: Starting document
LICERT | ol

Draw~ [3 Autoshapes- ™ W [J O E 4l B & d-F-A-==E B @ .
Page 1 Sec 1 111 Ak 59m  Lma  Col 13 English ULk S5

3. Click Select a different list ... in the Task Pane.
4. Locate and double click Extra Data Source09.
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5. A new list of recipients will appear.

Mail Merge Recipients

To sort the list, click the appropriate column heading. To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next ko the column heading, Use the check boxes or
buttons to add or remove recipients from the mail merge.,

List af recipignts:

| *| LastMame | *| FirstMame | x| Title | *| Addressi *| Addressz | hl F'-:usti
Sk, Jobns Road | Skaffordshire
Ablowitz John Dr Lady Lane Bedford k3 DAl
Aref Skuart Praofessar Sheffield S102TH
Ashmin Thormas Professar  Mile End Place Londan E1 4M5
Hughes Allan Prafgssar  Campus Box ... Baoulder O 3030
Webb Calin Dr Dunbar Road Aberdesn BB 2P
% ¥

Select Al | Clear all | Refresh |

Find. .. | Edit... | Yalidate |

6. Click OK.

NB: You can deselect any records you do not wish to include by removing the ticks.

7. In the document window, click the Merge to New | @gg Ly 0
Document button to run the mail merge.

ﬁlS.l)l‘\E‘h:. (NS B ACR I
Merge ko MNew Dn:u:ument|

8. Word merges the document with the new data source.

9. Close the document.

10.Save Speakers Letter.
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Activity 7 — Creating Mailing Labels

Using the same procedure for merging documents, we can also produce labels.

1. on the Standard Toolbar, click the New button to open a new document.
2. Under the Tools Menu, click Letters and Mailing and then Mail Merge

Wizard.
3. In the Mail Merge task pane, click Labels and then Next: Starting
document.
|.|-§-|-1-|-2-|-3-|-4-|-5-|-5-|-?-|-8-‘ Mail Merge v X
Select document type
~ wWhak bype of document are you
- warking on?
. * Letters
2 E-mail messages
. Envelopes
. T O%abels
o irectary
% Labels
™ Print address labels for a group
_ J mailing.
= s Click Mext to continue,
Z o Steplofb
ki L g Mewxk: Starting document
= s[E]= 4 | =

4. Click Next: Select recipients.

5. In the Label Options dialog box, choose L7162 Step 2 of &

which can be found in under Avery A4 and A5 S
sizes and click the OK button. # Previoe Sescs step f”t type

Printer information
™ Dot makrix
* |aser and ink jet Traw: |DeFauIt tray {Automatically Selej

g Mexk: Seleck recipients

Label information

Label products: |Fwery A4 and AS sizes j

Produck number:

L300YS - Yideo Spine
L7159 - Address Type: Address

Label information
[~

- iggress Height: 3,39 cm
b Wwidth: 5.9 ¢m
Page size: A4 (21 % 29.7 cm)

- Address
L7164 - Address ﬂ

Details. .. Mew Label, .. | | 04 ‘:El Cancel

_—



6. Click Next: Arrange your labels.

7. In the Select Data Source dialog box,
locate Extra Data Source09 and click OK.

Mail Merge Recipients

INFORMATION SYSTEMS SERVICES

Step 3 of 6

gy Mexk: Artange vour labels

4@ Previous:

Arkinn dnrrmenk
Mesxk wizard stepl]

P

To sort the lisk, click the appropriate column heading. To narrow down the recipients displayed by a
specific criteria, such as by citw, click the arrow next to the column heading, Use the check boxes ar
buttons to add or remove recipients from the mail merge.,
Lisk of recipients:
| | LastMamne | *|  FirstMame | ¥ Title | ¥ Addressl | ¥ AddressZ2 | ¥ F'u:uste‘
Sk, Johns Road | Skaffordshire
Ablowitz John Dr Lady Lane Bedford ME43 0AL
aref Skuart Professor Sheffield S102TH
Ashiin Thomas Professor  Mile End Place  London E1 4M5
Hughes allan Professor  Campus Boe ... Boulder O 30309
Webb Colin Dr Dunbar Road Aberdeen ABD ZPY
< b
Select Al | Clear all | Refresh |
Find... | Edi... | Yalidate |
8. Alist of Mail Merge Recipients will appear.
9. Click OK. Step 3 of 6

10.Click Next: Arrange your labels.

11.Click into the first label on the layout sheet and
click More Items.

12.This will list the field names in your database.

35

_—

g Mexk: Arrange vour labels

ing docurment

4 Previous: 3t
Mexk wizard stepl

Arrange your labels

If wou have not already done sa,
law out wvour label using the first
label on the sheet.,

To add recipient information bo
wour label, click a location in the
firsk label, and then dlick one of the
itemns below,

Fk] Address block, ..

m Greeking line. ..

+ Electronic postage. ..

El Morejtems...
When you havg fimished arranging

vour label, click Mext, Then wou
can preview each recipient's label
and make any individual changes.
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13.Select Title and click the Insert button.

NB: this field will be placed in the first line of the first label.

14.Click Close. —
15

.Using this procedure, and the following
example, insert the fields and place them I”ffrt’dd o * Databecs Fid
- - - L]
in the appropriate places with spaces, Address Fields Database Flelds
new lines, etc. Fields:
Firsthame
LastMame
Dept
niversity
Address1
Addressz
PostalCode
Date
Tirne
g Titlew-wFirstlfames -« LastMame»
#Depts
sl niver sitysT
whddress 1Y -
wihddress2uT
{{PostaICodE}}ﬂ MMatch Figlds. .. | lnserr_t | Cancel |
L)
iZi

16.Click Update all labels. This will copy the layout of your first label to the
other labels.

Replicate labels

‘fou can copy the lavout of the Firsl
label to the other labels on the
padge by clicking the bukkan belov,

| Updat;\all labels |
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Your document should look like the diagram below:

o

2 & Titles-¢Firstiarnes «Lastarnes ¢Mext Becordse Titles ¢FirstH arnes ¢ LastHarmes |
&Depts &Depts]
glInmersitys ] gl nmversitys ]
ebddressla] ebddressla]
ebddress2a ] ebddressda]
¢«PostalCodes] ¢«PostalCodes]
B B
¢Mext Fecordse Titles ¢First arnes ¢ LastHarnes | ¢Mext Becordse Titles ¢FirstHarnes ¢ LastHarmes |
sDeptsT sDleptsT
glInmersitys ] gl nmversitys ]
ebddressla] ebddressla]
sbyddresse ] st ddress2e]
¢PostalCodesT ¢PostalCodes
B B
«Mext Becordss Titles ¢Firsttames ¢LastNarmes ] sMext Becordes Titles ¢FirstHames «LastNaraes]
&Depts &Depts]
glInmersitys ] gl nmversitys ]
sbddresz s sbddressls]
ebddress2a ] ebddressda]
¢PostalCodes ¢PostalCodes

17.Save the label document into your Templates folder as Labels.

18.Click Next: Preview your labels.

19.The merged label document will appear and you are ready to print the labels.
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Activity 8 — Reusing the Label document

20.Reopen Labels from the Templates folder.

% ®
- T-.-'ie;.-'-.l Eﬂer.ged D;at:a‘
22.To toggle between the layout and the merged data, click the View Merged

Data button.
wron F‘]D Insert

L .
el Mail Merge Recipients

21.Under the Tools Menu, click Letters and Mailings [
and then Mail Merge Wizard.

23.To view the data source click the Mail Merge
Recipients button.

24.To run the mail merge, click the Merge to New @i“& o o
Document. L ’ T
L Merge ta MNew Document

HMail Merge Recipients @@

To sort the list, click the appropriate column heading. To narrow down the recipients displayed by a specific criteria, such as by city, click the arrow nesxt to the column
heading. Use the check boxes or buttons to add or remove recipients From the mail merge.
List of recipients:
*| LastMame | ! FirstMame | Title *| Addressi *| AddressZz | *| PostalCode > D.. | > University > D7 Tio
St, Johns Road | Staffordshire University of Keele
Ablowitz John Dr Lady Lane Bedford MK43 0AL EcoTe... Cranfield Institu...  16Fe... 3.30pm
Aref Stuart Professar Sheffigld S10 2T Aeron,.,  College of Aeron.,. 24 Ma... 4.30pm
Ashwin Thomas Professor  Mile End Place London E1 4M5 Depto... QueenMary Call.. 22 Apr... 11.00...
Hughes Allan Professor  Campus Box ... Boulder 0 30309, USA Progra... University of Col... 22 Apr... Z2.00pm
Webb Colin O Dunbar Road Aberdeen ABD ZPY Dept. ... Univerisity of b... 18§ Au..  3.00pm
Select Al | Clear Al | Refresh |
Find... | Edit... | Walidate |
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