You can use Mail Merge for a variety of projects -- perhaps to create a personalized company newsletter or a warm holiday letter to family and friends or as the example I used, to check your address entries. And it's easy with Word's Mail Merge feature.  This example assumes you are going to print and mail them, but you could just create the merged documents and then use Copy and Paste to send them via e-mail.

For the first step in any Mail Merge project, you need to prepare a main document, or form letter. Here's how:  

1. Choose Tools, Mail Merge.  

2. Click the Create button in the Mail Merge Helper dialog box.  

3. Select the Form Letters menu item from the drop-down list.  

4. Choose how to create your main document. Click Active Window if your form letter is already prepared or click New Main Document if you need to make one.  

5. Click the Edit button that appears out of thin air.  

6. Choose Form Letter or the name of the document you have prepared in Word.  

7. Hold the document for editing later.

After you've created a main document for your Mail Merge project, the next step is preparing the data source or making a file to store Mail Merge information.  

1. First, click the Mail Merge Helper button on the toolbar.  

2. Click the Get Data button.  

3. Select a Data Source from the drop-down list.  If you have an address book already, select one of the choices. If you want to create a new one, select Create and follow steps 4-15. If using an existing address book, skip these steps.

4. Highlight and Click the Remove Field Name button until all the Field names in the header row list that you don't need are gone.  

5. Type a field name, such as firstname, into the Field name box for any new entries you want like membership number. Date entered, etc.

6. Click the Add Field Name button.  

7. Repeat Steps 5 and 6 for each field you need to include.  

8. Click OK.  

9. Name your data source document to save it as a Word document. Watch the Save In location. Default should be My Documents.

10. Click Save.  

After you've created a main document and a data source for your Mail Merge project, it's time to add data to your data source. From the Data Form dialog box, do the following:  

11. Click the Edit Data Source button. 

12. Fill in the blanks. Remember, the names for the boxes in the Data Form dialog box are the field names you created earlier.  

13. Click the Add New button.  Do Not click OK until all names are added.

14. Repeat Steps 11-13 for every person to whom you want to mail your form letter.  

15. Only when done adding names, Click OK to save the list. You can go back and revise the list anytime. See step 11.

After you've created your main documents and data source (and put data in your data source) you're ready to place the fields -- or "the blanks" -- into your main document or form letter.  

1. Type your form letter and at each position where you want to place one of the fields, follow steps 2-4. Be sure to type the correct punctuation. See example.  

2. Click the Insert Merge Field button in the Mail Merge toolbar. A list of your fields drops down.  

3. Select the field you want to place in the document. A code is inserted into your document. The firstname field may look like <<firstname>>.  

4. Continue adding fields until the document is complete. 

The final step is to merge the form letter with the data source. 

To merge, follow these steps:  

1. Save your main document.  

2. Click the Mail Merge Helper button on the Mail Merge toolbar. 

3. Click the Merge button, near the bottom of the dialog box.  

4. Click the Merge button in the Merge dialog box.  

Word creates one document, with each page a separate document merging your main document with the information that you put into your data source. All the new documents appear one after the other. When you print, each document prints on a separate page ready for printing and mailing! Be sure to check all data for correctness. If you find errors, delete the merged document, go back to the form letter or the data source and make corrections, then merge again.

See the example on the next page.

Note that in making the entries, you must put in the correct spaces and punctuation. Only the field info is added at the noted locations.

Finally, you can personalize each letter with added paragraphs to make them individual if you wish.

Here is an example of how a typical master merge document form might look:

Thursday, June 06, 2002

Dear «First_Name»,

I have thought about checking my address book and want to make sure I have all the data correct. I have the following information in my address book: Please let me know if any of it has changed.

«First_Name» «Last_Name»
«Title»
«Company»
«Postal_Address»
«City», «State_or_Province» «Postal_Code»
«Business_Phone»
«Home_Phone»
«EMail_Address»
Thanks, See you soon, Loren

