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Word XP: Learning to E-Mail Merge

With the slow, but steady progression of offices migrating to a paperless environment, there has
been a new demand for streamlining the document sharing process. Microsoft Word has migrated
its mail merge technology into the realm of e-mail. With this program, users can use a standard
letter that was created in Word and email it to selected users in a format that simulates a digital
letter. This new streamlined technique not only save users time but will also save them money.
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4. At the bottom of the Taskpane, click the hyperlink named Step 1 of 6
NEXT: STARTING DOCUMENT to proceed to Step 2
of 6.
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5. On Step 2, make sure that the radio button next to USE THE
CURRENT DOCUMENT is selected.

Note: Users can select the other document options if you wanted
to create a document from a template or from an existing
document that is not already opened. In this case, the
document is already opened by the user.

7. On Step 3, select the radio button that corresponds with the
listing USE AN EXISTING LIST. For this example, our list
is a Microsoft Excel spreadsheet. However, you could use
other data sources such as a Microsoft Access database.

8. Since we are using an existing list, click the BROWSE
hyperlink to point to the data source.

Select Data Source
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Select starting document

How do you wank to set up your
E-Mail messages?

@ |se the current docurnent
i Start Fram a template
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Use the current document

Start From the document shovn
here and use the Mail Merge wizard

ko add recipient information.

StepEulin 6. At the bottom of the Taskpane, click the hyperlink named
2 Mext: Select recipients NEXT: SELECT RECIPIENTS to proceed to Step
4@ Previous: ct document bype 3 of 6.

4@ % Mail Merge v X
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0 Type a new list
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Browsg. ..

Edit recipient list. ..

9. Locate your data source on the hard drive
-4 3 or other storage medium.
£, My Computer

10. Once you locate the file, double-click the
file to select the data source.
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11. Select the table in your data source that
you want to use for the e-mail merge. If
the data source is an Excel file and the
first row contains the column headers,
make sure the checkbox is checked that
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states FIRST ROW OF DATA
CONTAINS COLUMN HEADERS.

Hint: All columns in the spreadsheet must
have headers.

Mame Descripti0n| Modified | Created | Tvpe

1

12:00:00 M 12:00:00 AM  TAEBLE

[V First row of data contains column headers o Cancel |

12. Click the OK button to proceed.

Mail Merge Recipients 2=l

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 ko add or remove recipients from the mail merge.

List of recipients:

x| Email
W Brook Dan IDr |1 dan@cr.
Cole Mary Mrs 39759 maty@e,., | CRE
Graves Peter Mr. M5 Skate M35 39759 peter@... CRE|
Jennings  Melanie Mrs, M3 State M5 39759 melanie... | CRE
[  Latimer Eetty Cr. M3 State M3 39759 betty@... CRE
Cien Sean Ir. M5 State  MS 39759 sean@c... CRE
O Templ... Connie Mrs, M3 State M3 39759 COnnie, ., CRE|
[0 whitfield = Cheryl Dr. M5 Skate M5 39759 cheryl@... CRE
«| | »
Select Al | Clear all | Refresh |
Find... | Edit,.. | yalidate |

15. At the bottom of the Taskpane, click the hyperlink named
NEXT: WRITE YOUR E-MAIL MESSAGE to proceed  |Step3of6

to Step 4 of 6.
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13. At this point, users can select the
recipients that you want to send the
document. UNCHECK the recipients
that you do not wish to send the
document.

14. Click the OK button to proceed.

o Mexk: Write vaur e-maill message

4@ Previous: Statohg document
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Write your e-mail message

If vou have naot already done so,
wrike wour e-mail message now.

To add recipient infarmation ko

16. At this stage, users can customize the components of the your message, dlick 2 lacation in
. . .. . the message, and then click one of
e-mail message. Typically, for this situation, users would the items below,

probably only add a greeting line to the document. [E7] Address biock...

X . X D Greeting line. ..
17. Click the GREETING LINE hyperlink to customize a . {lﬁ
. = Electroniciehstage. ..
greeting for your document.

Il Postal bar code...

El More items...

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

[Greetingtme 21|
I 18. For this handout, Dear Mr. Randall was selected for
[pear 2] fpr. Randal = [ the greeting of the document.

Greeting line Far invalid recipient names:
IDear Sir or Madam, ;I

orevon 19. Click the OK button to return to the wizard.

Dear Mr, Randall, ‘

Match Fields. .. | QK Cancel |

20. At the bottom of the Taskpane, click the hyperlink named =T oTE
NEXT: PREVIEW YOUR E-MAIL MESSAGE to SLo
proceed to Step 5 of 6. B Mlext: Preview your e-

il messa
4@ Previous: Select recipie@
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& Mail Merge * X

Preview your e-mail messages

21. At this stage of the MAIL MERGE WIZARD, users can B e
preview the e-mail messages that are generated from the list. Fa;iﬁ;rgr:“essagﬁ ez Ems @l e
Recipient; 2
22. If there are users that need to be excluded that have been N
included, click the EXCLUDE THIS RECIPIENT button £ AT
to remove the entry from the merge. Make changes .
Eu can also change your recipient

Edit recipient list...

| Exclude this recipient

Step 5of 6

. 23. At the bottom of the Taskpane, click the hyperlink named
> % NEXT: COMPLETE THE MERGE to proceed to Step 6
4a Previous: Write'vour e-mail messa of 6.

@ & Mail Merge W
24. In the final step, users will complete the E-Mail merge. Complete the merge
Click the ELECTRONIC MAIL hyperlink to complete Mail Merge is ready ko produce
the wizard wour e-mail messages,
Merge
E]M Electronic Dﬁail...
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25. A window will appear asking a few questions to complete the process.

26. Select the field that contains the e-mail addresses of

the recipients for the TO: listing.

27. Type an appropriate word(s) in the SUBJECT LINE

for the e-mail.

28. Choose the Mail format of the e-mail, i.e. Plain Text,

Rich Text or HTML.

29. Click the OK button to complete the process.

Merge to E-mail 2 x|
Message opkions
Ta: IEmaiI j

Subject line: ITest

il Format: - (AT - |

Send records
@ all

" Current record

r'Erom:I To: I

[u]4 Cancel

* Things to Consider

*» Since Microsoft likes to provide the most interoperability within its own suite of
products, this process works the best with Microsoft Outlook as the e-mail program.

% However, Word XP is supposed to be able to merge to any MAPI-compatible e-mail

program.

o,

s MAPI: The Microsoft interface specification that allows different messaging and

workgroup applications (including e-mail, voice mail, and fax) to work through a single
client, such as the Exchange client included with Windows 95 and Windows NT.

Contact Information:

Voice: 662-325-5009

Web site: http://www.create4ms.org
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