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Mail Merge in MS-Word

Mail merge is a tool in M®/ord that enables you to create multiple
copies of a document with small changes in each.

Take an example of appointment letter. For every employee the
format and structure of letter is almost identical eqt those
information related to the employee.

Similarly consider a certificateelow. Except some specific information
such as Candidate Name and Addrab® rest format and text of
certificateremains same
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My boss asked me to create a notice to &l 2877 members of PS
9EFY (2 AYyF2NX GKS NBtSIFasS 2F Wal A

as follows:

WWwWWw.psexam.com
Syuchatayrl, Kathmandu

Dear <<user_name>>,

2 S NB KFLILER G2 AYyTF2NXY & 2ldergekn|d |
Office 2007 and2adQ A & NBIFRé FT2NJ R2gyf 21 R®
with Mail Merge tool in Word 2003 and 2007.

Gq grab the ebook before it is taken offline.
Download: <<download_link>>

Suresh Khanal
Admin
http://www.psexam.com

Note: This email is sent to you because as you subscribed with PS Exam with your|email
address <<email>¥f you feel this is in error, you can send an email to
admin@psexam.comequesting the removal of your email address.

He was happy with the notice. This is exactly what we need to send to
our members!

Mail Merge inMSWord By: Suresh Khanal


http://www.psexam.com/
mailto:admin@psexam.com

% WWW.PSEXAM.COM

Look at the notice closely. Did you notice the place holders for
user_name, download_link and email?

They indicate the places where the text will differ for every members.
User_name will be replaced by real user name, similarly download_link
and email will be replaced by real data of members.

The document above contains the structure of our invitation. This
R20dzySyid Aa OIFfftSR dGal Ay 520dzySyié

Now, weneed to send this document to all those 2877 members of PS
Exam replacing those place holders. Imagine copy and paste task for
those three places for all members. Oh my God! Its gonna kill anybody.

But, thanks to the mail merge operation! It will do adlpy and paste
work for you.

Where data comesfor those user_name, download link and email
placeholders (called merge firlds)?

1. From a table in word document which stores the member
information

2. From excel spreadsheet where member information is stored
3. From Acess database which stores the member information
4. Any other source that mail merge supports

¢CKIFI0Qa NAIKGDP alAf YSNHS Aad YdzOK 7
data sources.
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.Sa W5l {0F {2d2NDODSQd® ¢KAA Aad oKl O o8&
place holder of Main Documenh yes! in mail merge language.

Mail merge operation requires two files:

1. Main Document This is a file in M®/ord that contains the text
and structure of document with merge fields in it. This is what
needs to be duplicae for all individual letters. A good example is
0KS y2GA0S LQOS RA&ALX @SR F020S(

2. Data Source This is second file required for Mail Merge
operation. This file contains the data items required to fill in the
place holder (merge fields) in main documehttcan be a Word
document with table or Excel file or any database file. In my case |
use the excel file exported from MySql database for convenience!

Data Sourcdile serves as the baend to provide data for the
mail merge tool. It does not matter in whi¢brmat and how data

are stored as long as the format is recognized in Mail Merge tool.
All you see from data source is the name of fields and data that
are populated. Be it in Access, Excel, Word or any other behave
exactly same.

Thus, Mail Merge is to nnge (combine) those two docum&nto create

the finalized version. The merged document is obtained exactly as that
of Main document but all the merge fields replaced with real data from
data source.
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) Members [Compatibility Mode]

A B C
: | ! D E - m
1 lcid c_name ¢ fhame E G H I o
- e _fname  c_phone ¢ steet ‘ ; ‘ J K L =
2 = S coty  c_state C ema 5 M
3 hunlenl - Shenfl 415761128 123ManSt Lawmenceks Mgy o 5% D0 c menbat_c onde
2 Straightl Deanl 4157342913 123 Main 5t Oakland C&  "a4509 f“°:@a”' M 10167152 1076197 Viea 123
4 3 Bernetl BhahonTIS 75895 123Man St Bekeky 4 W15 ooty 1on 20 Aneiomn 123
5 4 Stinger!  Dirk] 4157432391 123Main St Oakland CA R4 ; ul19¢8 4/7/'1953 American 123-
6 5 Karsenl  Livial 5 5 3 cust@aol F 121931 17271956 MasterCar 1231
senl  Livia 415634-9219 123Man St Oakland C&  "84609  cust@aol F 9281933 BNFVisa 1234
7 E Wh!le3 Johnson2 408 696-7223 123 Main St.  Menlo Par C4 4025 cust@aol M 6/24193% 8/24/1%1 Travel 1234
8 7 White  Johnson 408 436-7223 123 Main St. Menlo Par CA 4025 cust@aol F N9 NN Visa 123
b 8 Whited  Johnson3 408 796-7223 123 Main St.  Menlo Par CA 4025 cust@al F 1211511341 12/15/1966 MasterCar 123
10 9 Greend  Marjorie3  415686-7020 123 Main St.  Dakland CA 34618 cust@aol F 91071944 97101199 Travel 123
1 10 Green  Marjorie  415986-7020 123 Main St. Oakland CA& 4618 cust@aol F 6/7/1347 6/7/1972 American 1234
12 11 Green3  Marjorie2 415 786-7020 123 Main St.  Oakland CA %4518 cust@aol. F 39/1350 Hggqg?ﬁ ¢ma|":an ;;3
2 3 2 415748-7723 123Main St.  Berkeley CA 4705 cust@aol M 1/21132 111977 Travel -
13 13 E:;§2:4 E::gﬂ 4158487723 123 Main St. Berkele; ca4 247‘05 cust@aol M gé;/: gg 2;%’}% ;F;::;C’SHI }2;
C 4705 cust@aol M /207 13 terLar 125
15 14 Cason  Cheryl  415548-7723 123Main St Berkeley CA 3 3 SNET 2131905 Awesican 121
16 15 Blotchet-H Reginaldl 503 645-8492 123 Main St. gowalle OR %21333 Ez::gzg: ]L:J 1;/1 6/1983 111071988 MostrCar 1231
7 16 O'leay Michael 4032852428 123Main St SanJose CA TE18  cust@aol F BEN%S /61991 American 1234
L 17,01 Mchees e 153 ::am 2: ganjozz CC: @5158 cuslﬁ‘zaol.F 5/2/1963 5211934 I«ave! }gg
[ I 486-2428 1 an st sanJo ,;Ml' 19711972 1074007 Toug o 1
19 18 O'Leay3 Michael2 408 ST [YTieT——
A0 10 hiksal Iabhoasnl 400 EQ -
R L@L’@p@m—*- —

| know, thre are too many fields in the sheet. c_idplwone, c_street,

C_city, c_state, c_zip, c_sex, ¢ DOB etc are not needed for current
purpose. In a database all information are collected that may need at
some point. For our current purpose, all we need from this database is
only c_fname, c_Iname and c_aihand c_download to compose our
YSNEBS FAStR&a ffdzASNWYlIYSHHZ ffR24Y
2dzald A3IYy2NBE 20KSNJ) FAStRa 6KSYy AVYa
delete those columns.

In real world situation angatabase containall the fields ad data that

are required for your organization. There is a single databaseti#Asd
database is used for all of the purposes, be it sending letters to
customers or correspondsvith suppliers or generating reports of
weekly, monthly reports. From the hugaumber of fields and data,
only the required fields are chosen for any particular purpose.
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+
m_ m_st [m_z m_s m_membs m_conu | m_coex
i m_lnams m_fname | m_phone | m_strest | m_city ate ip m_smail | ex m_DOB | rdate m_creditcard | mber piry
415736 | 123 543 | custi@sol 1671 23-458-
Hpnteri Sheryll 7128 Main 5t. | Lawrence | KS 0 Com M S22 | 11T | Visa TED -0
415734 | 122 245 | custi@acl TH2/19 American 123-456-
2| Btraight? D=ant 2518 Mazin 5t. | Oskland CA o com M 2 T/12/1850 | Express TED 033
Abrsham | 415788 | 123 24T | cust@aal 47152 American 123-455-
3 | Bennett 1 Se32 Main 51. | Berkeley CA 05 com u ] 4/T/1353 | Express TE3 0303
415743 | 123 245 | cust@aol. 12 23-456-
4 | Etringeri Diirk 1 2551 Mazin 5t. | Oakland CA o com F L 17271556 | MasterCard | TER 030
415634 | 123 246 | custi@aocl. N2B/19 Z3-456-
5 | Harsent Liviai 5219 Main Bt. | Oakland CA 08 | com F 33| WIBI1%EE | Visa T89S 0302
Johnson | 408835 | 123 Manlo 240 | cust@aal Br24/18 23455
6 | White3d 2 7223 Main 3t. | Park CA 25 | com M 36 | B24/1961 | Travel T89 03-03
0E4%E- [ 123 Wenk 240 | custi@aal k Tjed B 2] TE-45E-
T | White Johnson | TZZ2 Main Bt. | Park CA 25 com F 35| WIU1964 | Visa T89S 0302
Johnson | 408738 | 123 Manlo 240 | cust@aal 12115 23455
& | Whited 3 7223 Main 3t. | Park CA 25 | com F 541 | 12115/1966 | MasterCard | TES 03-03
415680 | 123 245 | cust@aol. Wiis 23-456-
2| Gresnd Marjoried | 7020 Mazin 5t. | Oakland CA 1B com F 44 | SMVTEED | Travel TED 030
415886 | 122 246 | custi@acl [T American 123-456-
10| Gres=n Marjorie | 7020 Mazin 5t. | Oskland CA 18 com F T B/TI1872 | Exprass TED 033
4157EE- | 123 2458 | cust@aal 33185 American 123-455-
Greend Marjorie2 | 7020 Main 5. | Oskland CA 18 com F 1] 331575 | Express TE3 0303
415748 | 123 24T | cust@aol. 271 23-456-
12| Carsond Cherylz | 7722 Mzin5t. | Barksley | CA 05 com M 252 | 11ITNMETT | Travel TEB 0303
415845 | 122 247 | custi@aal BI24/15 American 123-456-
12 | Carsond Chearyl2 723 Main 5t. | Berkelay CA 05 com M 55| B/24/1580 | Express TES P ie]
TE5EE- [ TEE 24T | custiaal WIW13 TZ-455-
14 | Carson Cheryl 7723 Main 5. | Berkeley | CA 05 com M 58| S20V15E3 | MasterCard | TER 030
Blotchet- Reginald | 503645 | 123 873 | custi@acl R ETTE] American 123-456-
15| Hallst L 5402 Main5t. | Convslis | OR 30 com u ] 21371585 | Exprass TED 033
408 ZBB- | 123 551 | cust@aol. o 123-455-
16 | Oleary Michasl | 2428 Main 51, | SanJdoss | CA 28 com F 563 1288 | MasterCard | TES 0303
408 5B6- | 123 25 custi@aol. BE196 American 122-456-
17| Olearyd Michasld | 2428 MzinBt. | BanJoss | CA 2B com F & B/6/1551 | Express TEB 0303
408 486- | 123 851 | custi@aocl. B2I156 23-458-
18 | O'Leary3 Michasl? | 2428 Main5t. | BanJoss | CA ] com F 2 21554 | Travel TES P ie]
Johnson | 408538 | 123 240 | custi@aal 2719 23455
15 | White1 1 7223 Main 3t. | Gary IN 25 | com F T2 | 12ZTIEET | Travel 789 03-03
415634 | 122 246 | custiDaol Wz American 123-456-
20| Straight2 Dzan2 2518 Mazin 5t. | Oskland CA o com M 274 | 1VZ3/1555 | Express TEB 0303
415534 [ 123 246 | custi@aocl. e 23-458-
Z1 | Straight4 Dean3 paz) ) Main 5t. | Oskland CA =] com M SEZ | 1VNRI134T | Travel TES P ie]
22 | Straight Dean 415834 [ 123 Dskland CA 546 | custfimscl [ M TAZM18 | TIN50 | Visa 123-488- | 0303

This is data source created in Word Table. If the numbers of records for
your organization is fairly smgk few hundreds)you can collect data

in Word Table.flthis is the case a Word Document filan serves the

data source for mail merge operation. Excel is better whenniin@ber

of records igreater (few thousands)For very large number of records
(millions and billions)he database applications such AscessMySq|
Oracleetc. are best.

2dz R2y QG KI @S yé SEAadlAy3d RIGFK
typing it. Yes, you are free to choose any formagt8vVord document,
Excel spreadsheet, Access table. Choose according to how many
records it willhold and if it is of future use?
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Mail Merge Command in Word 2003

MSWord 2003 provides two ways to access mail merge tool.
1. Mail Merge Toolbar
2. Mail Merge option in Tools Menu

You can use toolbar or access through the wizard on Mail Merge from
Tools menu. most often use Mail Merge toolbar since it is handy. If
you are confused and until you are certain, you can use Mail Merge

Wizard.

Figurel: Mail Merge Toolbar
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Figure2: Mail Merge on Menu

Figure3: Mail Merge Wizard
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