Simple Mail Merges

With Microsoft Word and
Microsoft Excel for XP






Creating your Main Document
in Microsoft Word

Hopefully, before you have reached this point, you have some idea
as to what your Main Document is going to entail. Create your main
document just as if you were sending this letter to one person with
this one exception: Leave space for the data that will be merged.
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Dear Judge

I understand has applied to you for a
first year of law school, when she

I am writing on behalf of Jane Doe,
~ judicial clerkship. I werked with Ms. Dee during
was in my course, Legal Theory and Practice: Torts course inwolved students in a
classroom component and clinical work on behalf of indigem
opportunity to work closely with Ms. Doe in the classroom and in
hesitation in giving her a very strong recommendation

field, and I have no

Mz Doe 15 a highly motivated student who makes very good use of her
considerable skills. Ineach of the areas that I evaluate, her work was well above the
level that I expect of even the best first-year students. Her communication skills are first-
rate. She writes and speaks with great force and clarity. In addition, s Smith
- demonstrated the capacity to structure a compelling legal analysis, and to male effective
I use of diverse and often complex legal materials. She exercised sound clinical judgment \ -
. in her legal worl, and was able to discuss her law practice choices in a way that
= suggested an awareness of their consequences for herself and her clients. She managed

. her time effectively and completed a substantial amount of work in a rather short period Make Sur‘e
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space for
Don't Forget! If you are sending your the name and
letters out on letterhead, make sure address of your
you have a 2" margin at the top and recipient before
1.75" margin at the bottom of the first pagel! the salutation!




Creating your Data Source
in Microsoft Excel

Why are we using Microsoft Excel? Well, because it is easy. Even
if you have NEVER used Excel before, the simple steps needed to
create the Data Source is worth learning. If you have ever tried to
create tables in Microsoft Word, you probably understand why we
are using Excel.

The key to making a useful Data Source for your Mail Merge is plan-
ning. At this point, you should already have your Main Document
created, and you have some idea as to where you would like the
merged data to be in your Main Document. And planning your Data
Source has a lot to do with that.
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When you are creating your spreadsheet, make sure you start out
logically, right from the start. If not, you will find it much more
difficult than it really has to be.

Make a column for each bit of information that would logically be
separated by a space if you were typing the letter individually by
hand. Labeling the top cell of each column will be VERY helpful when
you actually merge your data
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1 |First Name Last Name Company Street City State Zip i
2 |dim Scott United States District Court 101 WY Lombard St Baltimore WD 2121

3 |Caraol Marshall  Anne Arundel County District Court | 1201 Rowe Blvd Annapolis WD 214M

4 |Judy Berry Multnomah County District Court 2471 Willamett Blvd - |Portland OR 4725

5 |Mike Smith Fiper & darbury 36 South Charles St Baltimore WD 2120

6 |Jerry Anderson | Skadden Arps 514 Granby Rd Washington Dc 21574

7 |Mance Reynolds  Baltimore County District Court 17051 Wilking Awe Baltimare WD 21226

8 Robyn Borland University of Miami 9754 Palmetto Dr iami FL 39637

9 |Grey Derwer Orange County Circuit Court BB Wilshire Blvd Anaheirm CA, 90054

10 Tom Counts Howard County Circuit Court 562 Columbia Rd Columbia MWD 21543

11 |Maggi Deveraux  |Maples County District Court 17 Kinderkamack Rd  Naples FL 39187

12 [Linda Shoemaker Microsoft Corporation 1 Microsoft Way Redrmond A, 7852

13 [José Pablo Skillpath Corporation 5900 Squibb Rd Mission KS BE201

14 |Ryan MNettles Radclifie & Radcliffe 14 West Highland Ave Baltimore WD 212M

15 Kimberl Janes Montgomery County District Court 1289 Rockyille Fike Rockyille WD 20547
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O.K. Now you have the two most important pieces of the mail merge
puzzle. You have the Main Document and your Data Source.

Another advantage to using Excel for your Data
Source: You can sort your data much easier than
if you used a table in Word.



Merging your data with
your document

Here is where all of the plan-
ning pays off. A smooth and
easy merger of your data with
your form letter.

To begin your Mail Merge,

within Microsoft Word click on
Tools, Letters and Mailings,
then Mail Merge Wizard:
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As the Mail Merge Wizard begins, you will
see the task pane open, and the wizard
options will appear. You will notice that you
have quite a few choices. Mail merges are
not just for form letters. You can create
envelopes, mailing labels and other
publications. For our purposes here, we
will be choosing Letters.

As you can see, Microsoft
Word breaks down the
Mail Merge process into
six easy steps. It is really difficult
to make a mistake.




Merging the document, Cont.

{a Mail Merge T
After you choose Letters, The task pane Select starting document
changes. You have the choice to start oy o Fou st st ol
from a Templafe, an Exisﬂng Documem', % Use the current document
or the Current Document. Since we al- Start from a template
ready have our main document open, we gt o Eietig docment
will use the Current Document. Then Click Use the current document
Next:Select recipients, S on e oot e

ko add recipient information,

Next, you will need to indicate where your
data will be coming from. You will see that
you can use many different sources for

Select recipients your data. If you use Microsoft Outlook
* Use an existing list for your e-mail program, you can even use

Excel Spreadsheet for our data source, we

Tvpe a new list . ) )
¥R need to click Browse to find our Excel file.

Use an existing list When you do, you will get the same dialog
Use names and addresses Fram box that you would get if you were opening
File or a databas/ or saving a document. Just choose the

Browse. .. Excel Spreadsheet you created previously.

Once you have chosen the correct file, it
will ask you which datasheet in your file
you would like to use. In our case, we will
be using Sheet 1.



Next, you will need to choose your Mail Merge Recipients.

Mail Merge Recipients @@

Tao sark the lisk, click the appropriate column heading, To narraw down the recipients displaved by a
specific criteria, such as by city, click the arrow next ko the column heading,  Use the check boxes or
buttons to add or remove recipients From the mail merge.

List of recipients:

| > Lask Mame | > First Mame | > Comp... ¥ Skreet

United Skat... | 101 W Lo... | Baltimore
Marshall Carol Anne &run.,, 1201 Row.,., A&nnap... MDD
Berry Judy Multnomah ... 5471 Wil... Portland  OR
Srikh Mike Fiper & Mar... 36 5outh ... Balkimore ™MD
Anderson Jerry Skadden Arps 514 Gran...  Washi.,, DC
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Deverausx Maggi Maples Cou.., 17 Kinder... Maples FL
Shoemaker Linda Micraosaft .., 1 Microso,,,  Redm... WA
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Word displays what looks like a replica of your Excel Spreadsheet. Here is where
you will select which recipients you would like to include in your mail merge. You can
choose any and all of the records in your spreadsheet. To get a better look at the
data, you can sort by any of the fields displayed in your spreadsheet by clicking the
arrow next to the field indicator. Once you have chosen your recipients, click O.K.















Final Thoughts...

‘/Ej If your mail merge doesn't turn out like you planned,
No Problem! Just close the new document that your
Mail Merge produced, and do not save the changes!
You can then start the Mail Merge process over from
the beginning.

J@ If you really feel adventurous, you can insert a spe-
cial field in your Main Document that places the date
(according to your computer) in place of where you
would manually add the date. This way, every time
you open the Main Document, your date will always be
up to datel

\/Ej You will find that you might wish to use the Mail
Merge feature to address your envelopes that you
will be mailing your letters in. If you printer will han-
dle envelopes, this is a smart idea. The same steps
apply, just follow the dialog boxes.

J@ Above all...if it is worth saving once, it is worth saving
again. After you have spent all of this time preparing
for this Mail Merge (or any other important docu-
ment, for that matter..) make sure you save it in
more than on place. Do not let your only copy of your
document be on a floppy disk! It takes less than a
penny to manufacture a floppy disk. Do you really
want to trust your important documents with that?
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