Mount St. Joseph Girls’ College

Parent Forum – 16th May 2007

MS-Word 2003 : Creating a Mail Merge

1. Start a new document.

2. Got to the Tools menu and select, Letter and Mailings, Mail Merge.

[image: image7.png]ocument

rosoft Word

=181

Fle Edt Vew Inert Fomat Tods Tabe Mindow Hep Type a queston forhelp + X
DEHRSISRIVE SRR I 9 -0 18 FEF | &1 @ 7 v@\mgeaa!

A4 Nomal - TmesNewRomen ~ 12 v | B I U fea) .v.é.l

] EENG, +1 23 45 e T s e SR  Mail Merge =

Step3of 6
@ Next: Wirke you letter

: b Select recipients
7 e RSS2 © Use an evsting st
M i e © Selectfrom Outlok contacts
& THe © Typeanewlist
- First Name
B 3 e Type anewlist
bl astName
e st Type the names and adkresses of
° e Company Name: recipients.
B [ Acdvess Lne 1 3 create,
H T
A FildNames
: add =l
i Delte | eniry... | Fiker and sor
: Rename
: eviovs figst | e
z [work Phone. Move U
i E-mai Addvess =
: | Moveoomn
& Cancel

< Previous: Starting document

Draw~ L; | Adoshepes~ \ N IO A @A O - - A-=

Page 1 Sect 1 A9 s colt

Hstart[|| 1 B) @ 5 ¢ @ @ @ @ ] [ 2] 2]

REC TRK EXT OVR Engléh(US

1] SGbox- mze\ew [Toocom- | (254 B, 2 ORI IE BB 2




	Step 1 of 6

Select document type – Letters
Click “Next: Starting document”


	Step 2 of 6
Select starting document –
Use the current document
Click “Next: Select recipients”
	Step 3 of 6
Select recipients –
Type a new list
Type a new list – Create
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Step 3 of 6 continued…

The “New Address List” appears.
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1. Structure the database – Click Customise
2. Define the fields you need and click OK.

3. Here you can add / edit data by clicking New Entry, Delete Entry, etc.
4. Once you are finished, click Close and Save your new database.

5. Organise your data, Select recipients and Click OK.
6. Type your letter and Save.

7. Click “Write your letter”
Step 4 of 6

1. Under Write your letter, click “More items”.
2. Double click the fields to insert them into the letter and click OK.

3. Cut and paste the fields into their correct area in your letter.

4. Click “Next: Preview your letters” and scan through them.
5. Click “Next: Complete the merge”
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Stepd of 6

@ Next: Preview your ltters
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Step 5 of 6

1. Either “Print” or “Edit Individual Letters” (you can save the entire group of letters here)
