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Mail Merge in Microsoft Office 2003

If you wish to send the same letter to a group of people, rather than typing the letter individually, you can use the Mail Merge facility in Word to merge your standard letter with an address list (names and addresses and any other information). This is how companies produce mass-mailings and it is very quick and easy to use.

The first thing that you need to do is to create an ‘Address List’ within Word using the table & borders facility.  The people that are within this list are the recipients of your letter.  

Create a table and input the data that you need to produce the merged document, just like the one below.

	First Name
	Last Name
	Address
	Town

	Joe
	Bloggs
	12 The Avenue
	Liverpool

	Mary
	Smith
	24 London Road
	Prescot

	James
	Swift
	6 Lyme Close
	Huyton


Once you have done this, save the file and close the document.

Follow the steps below to produce a merged document.

Open a new word document to create the merged letter or open any document that you wish to send to the recipients above.
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Click on ‘View’ in the menu toolbar. Move down to ‘Toolbars’ and select ‘Mail Merge’
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Click on the ‘Open data source’ button

[image: image1.png]A Nomal - i

Elx a8 E





Locate your table and select it. This lets the mail merge wizard know the names/addresses of your recipients and will store these details, (you will now see anything happen at this stage).
The ‘Mail Merge’ toolbar will now be fully functional.

You can now add mail merge fields into your document
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Continue adding merge fields until you have included all of the required ones
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The above step lets the wizard know where you would like the information to appear on your document. Put your curser where you would like these details to start, however, you can alter them once the document is merged.

Print this document out for your mail merge evidence.

When the document is finished and includes the merge fields you can select ‘Merge to new document’
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This will produce a new document that will have a new page for each record from your data source. 

You should now have several copies of your document but with different names/addresses. If you have, WELL DONE!
Print this document out for your mail merge evidence.

Head Office: Mercia Partnership, 10 Vicarage Place, Prescot, Merseyside. Tel: 0151 292 9029

