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Introduction

* Use mail merge, if you want to create multiple letters, labels,
envelopes, name-tags, and more.

* You find the tab called “Mailings” in Word 2016.
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To start Mail Merge

* Open an existing Word document called “letter_invitation”

* From the Mailings tab, click Start Mail Merge and then choose Step-
by'Step Ma|| Merge Wizard. File Home Insert Design Layout Referend
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1. Select document type
Mail Merge S

Select document type
What type of document are

Choose Letters What type of do
Click Next at the bottom ~> (&) Letters

E-mail messages

Envelopes
Labels
Directory

Letters

Send letters to a group of
people. You can personalize
the letter that each person
receives,

Click Mext to continue,

\Step 1ofb
= Mext: Starting document




2. Select starting document Mail Merge ™ X

Select starting document

How do you want to set up

— your letters?
Choose: Use current document g l;trtt:ttdltmt
. . . art from a template
Cl'Ck. NeXt tO SE|€Ct FECIpIentS Start from existing document

Use the current document

Start from the document
shown here and use the Mail
Merge wizard to add
recipient information.
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> Mext: Select recipients
€ Previous: Select document ty




3. Select recipients

Choose: Use an existing list

Click Browse to find Excel document
called “Mail Merge”

Click OK to confirm data source

Confirm Data Source ? X

Open data source:

OLE DB Database Files
N .
[] show all 1“} Cancel
SN,

Mail Merge v

Select recipients

\ e Use an existing list

Select from Outlook contacts

Type a new list

Use an existing list

Use names and addresses
\:om a file or a database.
D Browse...

Step 3 of 6
->» Next: Write your letter
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Select recipients

Select Table ? *

' Description  Modified Created Type

‘ MameAdds ' 12:00:00 AM 12:00:00 AM  TABLE

Eo 12:00:00 AM 12:00:00 AM TABLE
Sheet3s 12:00:00 AM 12:00:00 AM  TABLE

Mail Merge Recipients ? *

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

Data Source |7 Last Name | First Mame ~ | Title w | Address - | City - | State w | Zip Code —
= s Jessica . 1024 Lakeview Cir | Peachtree City GA 30002
Mail Mergexlsx [¥ Cage Lucas Pr. 1123 Main 5t Wilmington NC 20401
First row of data contains column headers Mail Merge.xlse I7 Rand Daniel r. 540 W 4th 5t, Apt 121 Mew York MY 10026
Mail Mergexlsx [¥ Meechum loy s, PO Box 4551 Reno NV 89030
Mail Merge.xlsx ¥ Parker Peter Mr. PO Box 803 Raleigh NC 10026
Mail Merge.xlse [¥  Banner Bruce M. 3202 Maplewood Ave Richmend VA 91905
Mail Mergexlsx [¥ Wing Colleen s, 500 Acme Ln, Apt 3C Springfield IL 60606
Choose “NameAddS” and click OK Mail Mergexisx  [¥ Wayne Bruce Mr. 436 Church St Columbia 5C 80201
Mail Merge.xlse [¥ Gorden lames M. 2721 Lincolnwood Ave.  Chicageo IL 60606
Mail Mergexlsx [¥ Gordon Barbara s, 21 Creek Road Scottsdale AZ 85250
. “ . . . ” Mail Merge.xlsx [¥  Drake Dinah Ms. PO Box 32 Irving TX 75000
A window “Mail Merge Recipients” pops
up and there you can add or remove e Refine recipient it
- Mail Merge.xlsx 2] sort..
recipients from the merge. When you are :
L] Filter...
done, click OK % Find duplicates...
E} Find recipient...

D Validate addresses...




Next: Write your letter

Mail Merge e

Select recipients

® Use an existing list
Select from Outlook contacts
Type a new list

Use an existing list

Use names and addresses
from a file or a database.

D Browse...

Step3 of 6
=> Next: Write your letter
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4. Write your letter Mail Merge X

Write your letter

We have already written one, let’s fyou have not aiready done
choose “Address block” to add the To add recipient information
. ’!:t:u your letter, click a location
address and also the “Greeting Gick one of the items below
|ine”. \A |=_h| Address block...

|:_"| Greeting line...

|:|‘-*' Electronic postage...

Place your cursor on the document

Bl More items...

where you wish to place the When you have finished
. writing your Ietter,. click Next,
<address block> holder then click Then you can preview and
personalize each recipient’s
“Address block...” e
Step 4 of b

-» MNext: Preview your letters
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Write your letter

Specify your elements and
use the arrow to preview

Insert Address Block each address format ? %
Specify address elements Preview
Insert recipient’'s name in this format: Here is a preview from your recipient list:

Jashua A 1 K]
Joshua Randall Jr.
Joshwua Q. Randall Jr.

Ms. Jessica Jones
kr. Josh Randall Jr. . .
Mr. Josh Q. Randall Jr. 1024 Lakeview Cir

[Mr. Joshua Randall Jr W Peachtree City, GA 30002

Insert company name

Insert postal address:

Mever include the country/region in the address

Always include the country/region in the address
Carrect Problems
Only include the country/region if different tham:
If items in your address block are missing or out of order, use
United States Match Fields to identify the correct address elements from
your mailing list.

v . . .
Format address according to the destination country/region Match Fields...

K Cancel

Click OK when done and then
do the same for Greeting line
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: Mail M v x
5. Preview your letter e

a n d fi n iS h yO u r m e rge One of the merged letters is

previewed here. To preview
another letter, click one of '
the following:

Recipient: 10 = |
N Use arrow to preview

Make changes ~each letter

\
«AddressBlock» You can also change your

recipient list:
[7 Edit recipient list...

April 24t 2018 [?) Find a recipient...

«GreetingLine»| Exclude this recipient

Thank you for coming to our monthly cd When you have finished ,
previewing your letters, click
Next. Then you can print the
merged letters or edit
individual letters to add
personal comments.

Step 50f 6 Complete the merge
-> Next: Complete the merge

€ Previous: Write your letter
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6. Print your letter

Mail Merge e

Complete the merge
Mail Merge is ready to
produce your letters.

To personalize your letters,
click "Edit Individual Letters.”
This will open a new
document with your merged
letters. To make changes to
all the letters, switch back to
the original document.

Merge
———— > L_:g, Print...
Chy Edit individual letters...

Step6of 6

€ Previous: Preview your letter:
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Create labels

* We do the same for labels. Open a new word document.
* You find the tab called “Mailings” in Word 2016.

* Click Step-by-Step Mail Merge Wizard and choose Labels.

Home Insert Design Layout References
= B @ +

Envelopes Labels | PafMail Select

Note: If you click “Labels”, a window
“Label Options” pops up

Highlight Address G| =" -F"e"
| Merge Fields Bloc

Merge ~ Recipients -

Printer information

etters
Create D Letters W (") Continuous-feed printers
y & E-mail Messages (®) Page printers Tray: |Default tray [ Automatically Select] |+

EJ Envelopes... Label information .

— Find the format you want
FD Labels... Label vendors: | Other/Custom

nd Click OK when don
m Directory Find updates on Office.com | d d C C O € do e
Product number: Label infarmation
m Normal Word Document 5160 Easy Peel Address Labels Type: Custom laser
& ¢ c . Height: 1"
= 5] Step-by-Step Mail Merge Wizard...
o . <P e Width: 2,63

Page size: 8.5 = 117

Details... New Label... Delete Cancel
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To send e-mail to multiple recipients

Import/Export a CSV (Comma-Separated Values) file and merge it
to an outlook e-mail contacts.

CSV file stores tabular data/records: Text such as names and email
addresses, numbers like phone numbers or zip-codes in an Excel
Spreadsheet.

You can import “your_export_records.csv” file to your Gmail,
Yahoo, or any type of webmail provider. You can also export
contacts from another e-mail account and import it to another e-
mail account.

Ex: Google Contacts

= Google Contacts

Contacts (5)

Frequently contacted

Duplicates

Labels

-+ Create label
More
Import
Export
Print

Undo changes
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Ex: Outlook Contacts (if you

Open & Export

Save As

Save as Adobe
PDF

Save Attachments

Print

Open Calendar

Open a calendar file in Outlook (.ics, wes),

Open Qutlook Data File
Open an Outlook data file (pst).

Import/Export
Import or export files and settings.

have Office 365)

Step 2

Import and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPMIL file

Export to a file

Import a VCARD file [wvef)

Import an iCalendar (.ics) or vCalendar file [.vecs
Import R55 Feeds from an OPNIL file

Import R55 Feeds from the Commaon Feed List

Description

Import data from other files, such as Cutlook
data files [.P5T} and text files.

< Back Cancel

/
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Import a File Irmport a File

Step 4

Select file type to import from:

File to import:

Comma Separated Values

Browse and import your CSV file.

|| | |Bruwse...

Qutlook Data File [.pst)

Options
D Replace duplicates with items imported
@I Allow duplicates to be created

{:} Do not import duplicate items

By default, “Inbox” is highlighted, so t Import a File
) 7’ e
Step 5 choose Contacts to merge your new S P 6
=4 contacts. The following actions will be performed:

Calendar

|:-1&=] Contacts |

- Conversation Action Settings
----- {a] Deleted Items

-7 Drafts

W nvox

----- % Journal

- Junk E-Mail

- Mews Feed

----- Motes

@ Cutbox

LT Picl Shan Cattinne

Import "export.csv” into folder: Contacts |Map Custom Fields ... | Click Map Custom Fields

|Change Destination |

This may take a few minutes and cannot be canceled.

Don’t click this
button yet at
this point

| < Back |

<Back | Finish | Cancel 16




Step 7

Map Custom Fields

Drag the values from the source file on the left, and drop them on the appropriate

destination field on the right. Drag the item from the right to the left to remove it from the

From:
Comma Separated Values
export.csv

To:
Microsoft Office Outlook
Contacts

Step 8

Field Nped from A
Directory Server

ol

E-mail 2
E-mail 3
Library card Gender
Guests Government ID...
Status Hobby Vi
< < >
< Previous Clear Map Default Map
cance
Click OK
when done

Import a File

The following actions will be performed:

This may take a few minutes and cannot be canceled.

Import "export.csv” into folder Contacts Map Custom Fields ...

Change Destination ...

< Back Cancel

When you are done mapping, click
Finish. Then go back to your outlook
account and go to contacts list. There
you will find new contacts merged in.
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If you see the following error, when you try to import a comma-separated values (.csv)
file into Microsoft Email Outlook 2016,

Translation Error hod

A file error has occurred in the Comma Separated Values
translator while initializing a translator to build a field map.

Cutlook was unable to retrieve the data from the file
TADownloadsexport [1).csv”, Verify that you have the correct
file, that you have permission to open it, and that it is not
open in another program.

QK

Do the following: Open the .csv file in Microsoft Excel and save the file as a new .csv file,

and then use Outlook to import the new file. In Microsoft Excel, save the new file as
CSV (comma delimited).



