How to Create a Mail Merge
from Access to Word

1. Open Microsoft Word. (If your view of the screen does not show the task pane,
you can click on View on the Main Menu > Task Bar. You can also click on Tools
on the Main Menu > Letters and Mailings > Mail Merge Wizard.)

2. On the Task Pane on the right of your screen, click on the arrow to the right of

3. From the drop-down list, select Mail Merge.
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4. On the next screen that appears, click on to select Labels.
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5. At the bottom of that same task pane, click on Next: Starting Document.
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6. In the middle of the task pane, click on Label options...
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7. On the dialog box that opens, scr'oni'lmtwc') gédlect the correct labels you have
purchased and click OK.

Label Optians i
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8. Follow the directions at the bottom of the task pane that will guide you through
the process much like a wizard. Click Next: Select recipients.

Step 2 of 6
g Mext: Select recipients

<8 Previous: Select document bype

9. The next pane by default selects “Use an existing list.” In the next section, click
on Browse,
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10.0n the dialog box that opens, locate your file that contains your database and

click Open.
T
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11.The new dialog box asks yoﬁ to é"e”i-.ect récipiernl.ts. All are selected by default. To
de-select, click on the check mark to remove it. (Other helpful tools) When you

are finished making your selections, click OK.

:
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ing. To narrow down the reciplents displayed by a
xt to the column heading. Use the check boxes or
merge:
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12.The next step is to click on Next Step:
task pane.
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13.Under the top section of the task pane “Arrange your labels,” click on Address
Block.
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14.0n the dialog box that appears, click on Match Fields at the bottom-left of the

box.
Insert Address Block E]@

Specify address elements
¥ Insert recipient's name in this format:
3osh Randall Jr. and Cynthia Smith j
Joshua Randal Jr. and Cyrthia Smith
Joshua and Cyrithia Randal
tr. and Mrs. Josh Randall
Mr. and Mrs. Joshua Randall
Joshua Q. and Cynthia Randall hd
I¥ Insert company name

¥ Insert postal address:
@ Mever include the country/region in the address
 Always nclude the courtryjregion in the address
" only incude the country/region if different than:

Preview

Mr, Joshua Randal Jr,
Blue Sky Airlines

1 Airpart Way

Kitty Hawk, NC 27700

15.0n the dialog box, click on the down-arrow to select the field name from your
Access database that you want to be inserted for that information. Do this for all
parts of the address. Then click OK.

Mail Merge has special Features Far easily working with addresses. Please specify addrass
field components ko simplify address insertion.

Required information A
Last Marne Last Mame -
First Marne First Mamne -
Courtesy Title (not available)  ~
Company (nok available) -
Address 1 (not available) -
City City -
State State -
Postal Code Zip -
Spouse First Mame (nok available) -
DOptional information
Middle Mame
L [Fomt memizbley 1 %

Use the drop-down lists to choose the field from your database that corresponds to the
address information Mail Merge expects (listed on the left. )

QK Cancel

16.0n the “Insert Address Block” dialog box, click OK.

wyhddressBlockny 4Mext Recordsaw AddressBlockny
«Mext Recordraw AddressBlockay 4Mext Recordsaw AddressBlockny
«Mext Recordraw AddressBlockay 4Mext Recordsaw AddressBlockny
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17.Click on UPDATE ALL LABELS in the middle of the task bar.

& ¢ mall Merge -~

Arrange your labels

TF you e o siresdy done 50,
Ry ity kel i b Frst
el 1 o shomedt

& Frevo

18.You can preview your labels to ensure accuracy or edit your list if necessary. At
the bottom of the task pane, click on Next: Preview your labels.

[

19.1f the format looks correct, click Next: Complete the merge at the bottom of the
task pane.

20.Your labels appear on the screen. You can Print, Edit individual labels, or return
to the previous screen.

& Mail Merge

Complete the merge

Mail Merge is ready to produce
mailing labels.

To personalize vour labels, gtk "Edit
Individual Labels " This wil@pen 2
new document with yvour ferged
labels. Ta make changegfto all the
labels, switch back to he ariginal
document,
Merge
99 Print...

m Edit individual labels. ..
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21.Following printing, you can save and close the file.
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