Mail Merges in Office 2010
Microsoft Word 2010 makes creating a mail merge document easier than ever.  You would use a mail merge document to create form letters, envelopes and labels.  Getting started is as simple as clicking on the Mailings Tab on the Ribbon, clicking on the Gallery called “Start Mail Merge.”  From that list, choose the option for the “Step By Step Mail Merge Wizard.”  This will change the Task Pane and will immediately prompt you about the merge you are creating.  
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You should notice that the Task Pane now asks you what type of document you want to create, as well as a brief description of the choices.  Notice that the bottom of the Task Pane has a step indicator, so you always know where you are in the process.  There are 6 total steps.  We will create a form letter, which is the top option and that is all that there is to the first step.  To get to the second step, we must click the “Next: Starting Document” link at the bottom of the Task Pane.

Step 2 asks us if we would like to use the existing, open document, create a document using a template, or open an existing document to work from.  We will select the option that allows us to use the existing blank document.  We are ready for the third step.  To get to the third step, we must click the “Next: Select Recipients” link at the bottom of the Task Pane.

The Select Recipients step wants us to determine what list of names will be merged with our letter.  If you are working from an existing list from a database in Excel or Access, you can choose that, and use the Browse link to find it.  If you do not yet have a list, you can create one by using the “Type a new list” option.  Once you have selected this, a new link called “Create” becomes available.  

Clicking on the create link opens a dialog box where you can begin the data entry.  The field names are already determined for you, and you can just begin typing the first entry.  When you have finished the first entry, click the button that says “New Entry” for a second person.  Be careful not to click the “OK” button until the very end.  You can use this window to enter everyone who should receive the form letter. 

If you do not need all of the fields provided, or you need one that isn’t listed, there is an option to customize this list of field names.
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Once you have entered all of the information for each recipient, you can click the “OK” button.  This will open a dialog box prompting you to save your new list.  Make sure to name the data file and put it in a location that you will remember.  It is recommended that you keep the data file in the same location as the completed mail merge document.  

Word will open a dialog box showing the list you have just created.  You can sort the list now, if you should so desire.

We are now ready for the fourth step.  To get to the fourth step, we must click the “Next: Write your letter” link at the bottom of the Task Pane.  This part is mostly self explanatory: what does the letter need to say.  This is also where you add the address block to the letter, as well as a greeting line.  The link for “Address Block” will open a dialog box that will ask you to choose a style for the block.
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By adding and removing checkmarks, the address block is built right in front of you.  The format for the recipient’s name, as well as if a company name should be included are all determined in this dialog box.  You will notice that you even get to see a preview of the address block at the bottom of the window.  Click OK when this looks the way you would like it to look in the completed letter.

The next thing you will be asked to add to your letter is a greeting line.  Clicking on this option also opens a dialog box that lets you determine how formal the greeting should be, as well as choosing commas or colons to follow the name.  Here again there is a preview window to help you choose.  Once the greeting line looks the way you would like it to look in the completed letter, click the OK button to continue.  

You may also add individual merge field options by clicking “More items” at the bottom of the list.  This would allow you to have a more personal touch to the form letter.

This is all that needs to be done during this step.  To get to the fifth step, we must click the “Next: Preview your letters” link at the bottom of the Task Pane.  This step gives us a chance to see the completed merge before it is complete.  We can flip through each recipient to make sure that it looks the way we want it to look for each person.  We can make changes to the letters at this time as well.  

The next step is the final step, and to get there we must click the “Next: Complete the merge” link at the bottom of the Task Pane.  This step has two options for us.  We can send the merged documents directly to the printer, or we can open the merged product in a new window for review.  
