Year 10 Mail Merge Student Handout
Using the word processor to create a letter is called ‘mail merge’. Mail merge means that the same letter, apart from personal details, can be sent to a number of people. The steps to mail merge are:
· Prepare the body of the letter using Word, usually called the main document

· Create or identify a data source – this can be done in Word or the data can come from Excel, Outlook or Access

· Decide where in the letter the data is to be included

· Insert the field names from the data source into the letter 

· Carry out the merge

· Print the letters using the word processor

A letter produced this way is sometimes called a ‘form letter’.
Why use mail merge?

A person writing to a number of people about the same topic could use the same letter with the name and address details read from a database. Many large organisations create personalised letters this way. 

You can create a form letter using the following example:
Example - Creating a form letter

You are helping to organise a family reunion and your task is to contact family members and tell them about it. The steps are as follows:
1. Create the letter – the letter is created leaving space in the data that will be brought in.

2. Mail merge helper – start the Mail Merge Wizard on the Tools menu.
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3. Select the document type – in the Mail Merge Wizard, select the document types as being a letter.
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4. Select the document to be used – select the current document or another to be used in the merge.
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5. Select the recipients of the letter – select the data source – either an existing file or one created in Word.
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6. Create the data – if the data needs to be created, this can be done using a form in Word.
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7. Insert the fields in the letter.
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Kip Family Reunion
Mrs Z Kip

1 Street St
Melbourne VIC 3000

25 February 2008

«whddressBlocky

Dear (First_Name»

On 22 November, the Kip family is organising a reunion of family members. If you are
interested in attending the celebrations, please RSVP Zuleyha ph: 1234 5678

We would also be interested in any item of family history that you may have as we would
like to have displays on the day.

W hope that you will join the celebrations with us
Yours sincerely

Zuleyha Kip.




8. Preview the merge – preview the merge with two records then carry out the merge. Add an appropriate clip art image to the top right hand corner to complete your letter. An example of a typical letter is shown below:
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Kip Faraly{Reunion

MisS Kip
35 St
Melsous V1C 2000

25 February 2008

ZulbyhaKip
1 Stret St
Melboune VIC 3048
Australia

Dear Zubyka

On 22 Noverdben, the Kip fanily i organising a reuion of faraly menbers. If you aze
intersted in attending the celebrations, please ESVP Seb ph: 1234 5675

‘W world also be inferested in any item of faaly history that you ay have a5 we would
ke to have displays on the day.

W hope that you will on the celsbrations with us.
Yous sincerely

Seb Kip.




