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Using Outlook to create mail merged letters
in Wgrd g dOC'l'Or
a=mm==, the GP for your PC

Select records in Outlook
Open the correct contacts folder in Outlook.

Outlook will mail-merge to all the contacts that you can see, so if you wish
to select some names, then use view-arrange by-current view-customise
current view to get to this window:

Customize View: Address Cards = - 26 |
Description
Fields... ] File As, Follow Up Flag, Mailing Address, Business Phone, C
Group By...
|
[ Qther Settings. .. ] Fonts and other Card View settings
|
[ Automatic Formatting. .. ] IUser defined fonts on each message
Format Columns...
Reset Current View [ oK ] [ Cancel ]
|

The filter button lets you choose by a wide range of criteria.

The most useful one to you may well be categories on the more choices tab:

Filter e

Contacts | More Choices | Advanced | sqL |

[=]

N are: unread

[ only items with: one or more attachments

Whose importance is: normal
[T] only items which: have ared flag
[ Match case

size (kilobytes)
doesn't matter |E| i) and |0
[ Ok ] [ Cancel ] [ Clear All

Tel: 01865 748197 john.batch@theflyingdoctor.biz www.theflyingdoctor.biz
The Flying Doctor, 12 Yeftly Drive, Litlemore, Oxford OX4 4XS$

John Batch trading as The Flying Doctor



Select tools-mail merge from the menu and this window will open:

Mail Merge Contacts . - £ |
Contacts Fields to merge
i@ All contacts in current view i@ All contact fields
(") Only selected contacts (7 Contact fields in current view

To filter contacts or change the contact fields in the current view, go to the "View"™ menu and dick
"Customize Current Yiew™ on the "Current View™ menu, [

Document file

@ Mew document 1

() Existing document:
|
Co data file
f To|save this contact data for future use aor reference, spedfy a file name.
l
[|Permanent file:

Merdge options
Dojcument type: Merge to:

Form Letters |E| Mew Document |E|

| [ ox ][ cance ||

Select a new or existing document to merge the contact details into. Then press OK.

Creating the letter in Word

We will assume that you are using a new document. After a few moments, Word will open up with a
blank page.

On the menu bar, select tools-letters and mailings-mail merge.

A wizard will open on the right-hand side:

P : Mail Merge 7

gleioia

Select document type

What type of document are you
waorking on?

@ Letters
() E-mail messages

(7 Envelopes
(") Labels
(7 Directory

Letters

Send letters to a group of peaple.
You can personalize the letter that
each person receives.

Click Mext to continue,




This may open at stage 1 or 3. If it opens at stage 3 you wish to use a different template, use
the 'previous' link at the bottom right.

Stage 1 is to select the type of document you require, e.g. letter. Press 'next -starting
document' at the bottom right.

Stage 2 lets you choose a blank document, a template or an existing document. Press 'next
-select recipients

Stage 3 is where you choose 'select from outlook contacts'. Press 'next — write your letter'

g |

"
P "

Mail Merge

Select recipients

() Use an existing list

@ Select from Qutook contacts
() Type a new list
Select from Outlook contacts

Currently, your recipients are
selected from:

“OMM2.doc”™

[ Choose Contacts Folder

7 Edit redpient list...

In the case of a blank letter, you will need to insert the contact details:

|

"
P "

Mail Merge X

Write your letter

If you have not already done sa,
write your letter now,

To add redpient information to
your letter, dick a location in the
document, and then dick one of
the items below.

2] Address block...

2 Greeting line...

;.fJ Electronic postage...
E| Maore items...

When you have finished writing
your letter, dick Mext. Then you
can preview and personalize each
recpient's letter.




You will need at least an address block and a greeting line. Firstly select an address block:

Insert Address Block

.

Spedfy address elements
Insert recipient's name

(e

in this format:

Joshua

Joshua Randall Ir.
Joshua Q. Randall Jr.
Mr. Josh Randall Ir.

Mr. Josh Q. Randall Ir.
Mr. Joshua Randall Ir. &

Insert company name
Inzert postal address:

nited Kingdom

Preview

(7) Never indude the country/region in the address
(7 Always indude the country/region in the address
@ Only indude the country jregion if different than:

Format address according to the destination country/region

=]

Mr. Joshua Randall Jr.
Blue Sky Airlines,

1 Airport Way

Kitty Hawk

MC

27700

United States of America

Match Fields.. .

| o

J [ Cancel

/'

Match fields as the two screen shots below:
Match Fields

Mail Merge has spedal features for easily working with addresses. Use the drop-down list
to select the proper database field for each address field component.

Required information

-
Last Mame | Last_Mame ;l I
First Mame | First_Mame ;l A
Courtesy Title [Title =] |7
Company R
Address 1 |{ru:t matched)
City | (not matched)
State [ (not matched)
Postal Code | {not matched)
SpoLse First MName [Spouse 3|

Optional information

. Middle Mame [ Middle_Mame |

) i [ i T

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




Match Fields

Mail Merge has spedal features for easily working with addresses. Use the drop-down list
to select the proper database field for each address field component.

Optional information -~
Middle Name [Middle_Name -
Suffix [ Suffix |
Nickname [Mickname |
Phonetic Guide for Last Name [ (not matched) BN
Phonetic Guide for First Name [ (not matched) |
Job Title [Job_Title -] |E

E:U‘ [Gapasimant
Address 2 |Business_Address = |
- Corercrrreroy =
Country or Region | (not matched) ﬂ
Business Phone |Business_Phone | il
O = e = |

IUse the drop-down lists to choose the field from your database that corresponds to the
address information Mail Merge expects (isted an the left.)

[ Ok ][ Cancel ]

Choose the name format required and choose from the address options. Word will sort out blank
lines. Place the address block where you require it.

Do the same for the greetings block.
Stage 5 previews you letter. You can go back to stage 4 as often as required.

Stage 6 produces your letters.
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