
HOW TO DO MAIL MERGE
Mail merge is a feature of word processing software that enables you to send a standard letter to many people using 2 parts 

· master document template

· multiple records from a data file
Mail merge can be used to create any batch of documents where every print has a similar layout but some of the information is different.

Examples of uses for mailmerge are 

	· letters

· posters

· notices

· timesheets
	· envelopes

· labels

· tickets

· forms


For example:

You need to write a letter to all your customers to inform them about a price change.  You will send the same basic letter to everyone, yet each letter needs to have the individual customer address’ and customer numbers.

You could manually change the customer details on each letter and print it, then change it again and print it… but that is not very efficient – you may have hundreds of customers and that could take one employee several hours or even days to complete.

The better and much quicker way to do this is to get the computer to do all the changes automatically.  This is what mail merge is designed for.
With mail merge you tell the computer to use a data file to provide the customer details that needs to be changed in each letter.

The master document is a template used to create the basic layout.  It will contain placeholders (called merge fields) that are used to reserve space for the data that comes from the data file.
An example of a mail merge template or master is shown below.  You will find it useful to refer to this page throughout this exercise. 

The information that will be different on each letter sent is highlighted in grey.
· Customer number

· Customer title   

(x2)
· Customer first name 

· Customer last name  
(x2)
· Customer address
· Customer post code
	BRC Vehicle Services Ltd

Wolverhampton St

Bilston

WV14 0LT

01902 353705

automatic date
Customer Ref:  customer number
Customer title Customer first name Customer last name



Customer Address
Customer Town
Customer post code
Dear Customer title Customer last name
We are writing to inform you that the yearly subscription for Maintenance Cover will increase by £1.50 to £87.50 per year.  Your payment will be taken by direct debit.  If you have any queries, please contact us. 
John Smith

After Sales Dept, BRC Vehicle Services




The mail merge template has no actual information about any customers on it.  It has placeholders (merge fields) that will be used for the real customer information.

The real customer information will come from records stored in a database or spreadsheet datafile.

Below, you can see how a table from the data file may look.

Customers DATAFILE: 14 records (rows)
	Customer number
	Customer title
	Customer first name
	Customer surname
	Customer Address 1
	Customer Address 2
	Postcode
	Cover
	Cover start

	101
	Mr
	Peter
	Bell
	290 Belfast Road
	Wolverhampton
	WV56 7DD
	A
	12/01/2011

	102
	Mr
	John
	Harnan
	11 Callan Street
	Wolverhampton
	WV6 1RP
	B
	21/12/2009

	103
	Mr
	Alan
	Conway
	12 Churchview
	Wolverhampton
	WV6 4RW
	C
	23/05/2010

	104
	Mrs
	Joan
	Campbell
	23 Oldpark
	Wolverhampton
	WV6 6GH
	A
	02/09/2010

	105
	Mrs
	Clare
	McCafferty
	56 Oldpark
	Wolverhampton
	WV6 6GH
	A
	30/09/2010

	106
	Mr
	Paul
	Hughes
	32 Hillside Crescent
	Wolverhampton
	WV12 5GJ
	B
	15/09/2010

	107
	Miss
	Anna
	Harbinson
	Mill View
	Wolverhampton
	WV56 7DD
	B
	10/10/2010

	108
	Miss
	Jade
	Bradley
	2 Hillside Close
	Wolverhampton
	WV12 5GJ
	C
	12/11/2010

	109
	Miss
	Stevie
	Hughes
	23 Callan Street
	Wolverhampton
	WV6 1RP
	C
	06/01/2011

	110
	Mrs
	Jane
	Black
	12 Main Street
	Wolverhampton
	WV12 5GJ
	A
	18/01/2010

	111
	Mrs
	Orla
	Duffy
	24 Churchview
	Wolverhampton
	WV6 4RW
	C
	24/10/2010

	112
	Mrs
	Petra
	Balmer
	100 Belfast Road
	Wolverhampton
	WV56 7DD
	B
	17/11/2010

	113
	Mrs
	Naomi
	Simpson
	21 Oldpark
	Wolverhampton
	WV6 6GH
	A
	03/03/2011

	114
	Mrs
	Christine
	Kerr
	44 Oldpark
	Wolverhampton
	WV6 6GH
	A
	09/09/2010


If you created a mail merge with this data the first letter will look like this:
BRC Vehicle Services Ltd

Wolverhampton St

Bilston

WV14 0LT

01902 353705












Tuesday, 11 October 2011
Customer Ref: 101
Mr Peter Bell
290 Belfast Road
Wolverhampton


WV56 7DD
Dear Mr Bell
We are writing to inform you that the yearly subscription for Maintenance Cover will increase by £1.50 to £87.50 per year.  Your payment will be taken by direct debit.  If you have any queries, please contact us. 

John Smith

After Sales Dept, BRC Vehicle Services
The data to fill the fields in the letter came from record 1 of the data table:

	101
	Mr
	Peter
	Bell
	290 Belfast Road
	Wolverhampton
	WV56 7DD
	12/01/2011


The second letter is shown below
BRC Vehicle Services Ltd

Wolverhampton St

Bilston

WV14 0LT

01902 353705












Tuesday, 11 October 2011

Customer Ref: 102

Mr John Harnan

11 Callan Street

Wolverhampton


WV6 1RP

Dear Mr Harnan
We are writing to inform you that the yearly subscription for Maintenance Cover will increase by £1.50 to £87.50 per year.  Your payment will be taken by direct debit.  If you have any queries, please contact us. 

John Smith

After Sales Dept, BRC Vehicle Services

The data to fill the fields in the letter came from record 2 of the data table:

	102
	Mr
	John
	Harnan
	11 Callan Street
	Wolverhampton
	WV6 1RP
	21/12/2009


If a full mail merge using all the records was completed then 14 letters would be produced from the 14 records in the data file.
Now you can try a mail merge for yourself…
Before you begin

1. Make sure you have a copy the data file called maincustomers on your disk.

Task 1: Create A Basic Layout for the Template
1. Copy the data file called maincustomers to your disk.
2. Create a new page in your word processor application.

3. Type the following letter as a basic template.
BRC Vehicle Services Ltd

Wolverhampton St

Bilston

WV14 0LT

01902 353705

We are writing to inform you that the yearly subscription for Maintenance Cover will increase by £1.50 to £87.50 per year.  Your payment will be taken by direct debit.  If you have any queries, please contact us. 

John Smith

After Sales Dept, BRC Vehicle Services

4. Save your work so far with the filename mainletter
Task 2:  Integrating the Data file (joining the datafile) with the Template
1) To access the mail merge features in Word 2010 you must make use of the Mailings ribbon.  Look along the ribbon tabs for the Mailings tab; click on it.
2) Notice that a large part of the mail merge tool bar is greyed out (not available).  The buttons are not available yet, because no data file has been selected. In this task you will use the data file you have been provided with called:   maincustomers
a) From the Mailings tab, Click Select Recipients, then
b) Click Use Existing List…
…the select data source dialogue window will appear.
3) Use the dialogue window to locate the data file maincustomers and open it.  
4) Click OK if another dialogue appears.
Notice that the mail merge buttons are no longer greyed out.  As soon as you integrate or join the data file, the mail merge system becomes activated. 
Task 3:  Inserting the merge fields in the Correct places
The merge fields are the most important part of any mail merge.  
Merge fields are the placeholders on the template document.

They represent the places on the template where data from the data file will be inserted automatically when a mail merge is run. They are what allow the mail merge system to do all the repetitive work.

Here is the general technique for inserting a merge field:

a) Position the typing cursor on the template page where you want the merge field to appear.
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b) Click on the Insert merge field button in the mail merge toolbar…
When you click on this button; a list of available merge fields is shown…
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c) Click on the merge field that you intend to insert in to the document.

The merge field should appear on the template page in the position you chose in step a).

For example:
«Customer_number»

Now you have a go…

1. Position the typing cursor at least 2 lines below the company phone number.  

2. Type Customer Ref: then insert 2 spaces.  (it is important not to forget spaces before and after merge fields that have normal words by them)
3. Click on the insert merge field button then click on Customer_number.
4. Check that the   «Customer_number»   merge field has appeared on your template page in the correct position.   If it has not appeared then repeat from step 1. If it appeared in the wrong place; use undo then repeat from step 1
5. Using the same technique; insert 8 more «merge fields» in their correct positions as shown below.  Remember to put spaces between adjacent merge fields.
Customer Ref:  «Customer_number»
«Customer title» «Customer First name» «Customer Last name»


«Customer Address»
«Customer Town»
«Customer post code»
Dear «Customer title» «Customer last name»
Notice how the customer title and customer last name and fields are used more than once. This is allowed in mail merges – data from a record can be used multiple times in a document if needed. 
6. Add an automatic date on a line below the company address.  (find this in the Insert menu)

7. Save an update of your template.

Task 4:  Format the Template
1. Refer to the example template on page 2.  Apply formatting to create a similar layout and look as the example…. 

· Apply alignments, fonts and emphasis as shown. The company details are formatted in Times New Roman.  All of the document text is font size 11.
2. Save your work once more.

Task 5:  Run a Full Mail Merge
In this task you can run a full mail merge – this means every record in the data file will be used to create a unique letter. 

There are 14 records therefore 14 letters will be produced.

· In the Mailings ribbon; find and click on the Finish & Merge button…

· Next then click on Edit Individual Documents…
· Click on OK when this dialogue appears…
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The merge will now run to create 14 letters.
A new document will be created with 14 pages.
The original template still exists.  Look in the taskbar at the bottom of the screen.  The taskbar button furthest to the right will be the merged documents.
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· Do not print this mail-merge!!!  It was created for demonstration purposes only!!!
· Close the merged documents. (The one with 14 pages named letters1).  
· Add your name and an automatic filename in the footer of your template document.  
· Print a copy of your template document.  Close and Save your template document with the filename mainletter.
Task 6:  Run a Mail Merge Using a Query
Normally you would not produce a mail merge of all the records in a datafile.  You would select specific records that match criteria. 

For example: 

· send letters to customers who bought a product after or before a date
· send to customers who bought a specific product
· send to customers who have spent a minimum amount of money
· send to customers who live in a specific city or set of postal codes
When you produce mail merge documents using criteria it is called performing a mail merge using a query.  If you have used databases you will be familiar with queries.

This task will use the same template and datafile to produce letters but this time will be used to produce letters to send to some customers. 
Imagine BRC Vehicle Services Ltd offers 4 types of maintenance cover.
(for example: Cover Type A, B, C, D  - refer to the table on page 3)

The letter only needs to be sent to customers who have cover type C.  If you refer to the table on page 3 you will see that there are 4 customers that have cover type C.
[image: image7.png]Insert Merge Field ~ |2

Customer rumber
T

Forename
Sumame

adress

Toun

Postcode

Cover

Cover_start





1. Re-open your template file. 
2. Click on Edit Recipient list on the Mailings ribbon.  
This dialogue should appear.
All the records in the datafile are viewable here. You can scroll down to view more records and scroll right to see more fields.
For this task; letters should only be sent to customers with the cover type C.  The cover field is not visible unless you scroll right.
3. Scroll right until the Cover field becomes visible. (you may need to widen the columns to see the headings fully)
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4. Click on the triangle to reveal the list of possible cover types. 


5. Click on C to ensure that only customers from the datafile with cover type C are used in the merged documents.
Notice how the list of records shown is now much shorter… only 4 records will be used in the next mailmerge run.

Note:  If you accidentally chose the wrong item from the list then reopen the list and choose All, then try again to select the correct choice.

6. Click OK to return to your document.
7. Run a Mail Merge: 

· Click on Finish & Merge and then Edit Individual Documents…  A new document should be created containing 4 pages.  (These are known as the merged documents)
8. Save the merged documents to your disk with the filename Renew-letter-cover-C merged. 
9. Close the merged document.

10. Save the template file using the filename Renew-letter-cover-C template.

11. Close the template file.

Task 7:  Run Further Mail Merges Using Queries
1. Open the template file named mainletter that you saved in an earlier task.  The software will ask you to confirm that you want to use the linked datafile.  You need to answer yes.
2. In the main body of the template letter make the following change:

We are writing to inform you that in conjunction with Sheila’s Wheels insurance we have a special offer of up to 50% off your next insurance premium.  

Please contact us quoting promotional code SW2 if you would like further details!
3. Perform a mail merge using a query to send letters only to customers with the title “Miss“.

4. Save the template document with the filename insurance-promo template.
5. Save the merged documents with the filename insurance-promo merged.
Task 8:  Run Further Mail Merges Using Queries
1. In the main body of the template letter make the following change:

We are writing to inform you that in conjunction with Walsall City council trading standards tyre safety campaign   we are offering a free tyre check for anyone living in Walsall.   

Please contact us quoting promotional code tsw2 if you would like further details!
2. Perform a mail merge using a query to send letters only to customers living in Walsall
3. Save the template document with the filename tyre safety template.
4. Save the merged documents with the filename tyre safety merged.
Task 9:  Run Mail Merges Using Advanced Query
1. In the main body of the template letter make the following change:

We are writing to inform you about a special offer for all new customers with Cover A.  A free voucher for a 3 free car washes can be claimed if you renew your cover for next year now!   

Please contact us quoting promotional code cwv4 if you would like further details!
2. Perform a mail merge using an advanced query to send letters only to customers living in with cover A and customer number higher than 109.
3. Save the template document with the filename carwash template.
4. Save the merged documents with the filename carwash merged.
Task 10:  Print out all Saved Merged Documents
1. Open and print the 4 merged documents

· Renew-letter-cover-C merged
(from task 6)
· insurance-promo merged 

(from task 7)
· tyre safety merged 


(from task 8)
· carwash merged  


(from task 9)
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