Formatted Mail Merge in Word 2010

How to run a mail merge in Word 2010 that retains Excel’s formatting

1. Do this just once: in Word, click the File tab and select Options. Go to Advanced/General. Select the
option: Confirm file format conversion on open:

General

|:| Provide feedback with sound
Provide feedback with animation

Confirm file format conversion on open

2. Use the Mail Merge wizard: go to the Mailings tab, then Start Mail Merge/Step by Step MM Wizard.

Merge ~ |Recipients = Recipient List —— F

Letters

m

E-mail Messages
Envelopes...
Labels...

Directory

Mormal Word Document

JE 0D L L

Step by Step Mail Merge Wizard...

br T TFIg T o g JCf e s TT T

~ Jsoftware school Page 1of 6

RAINING
WSCHOOL.COM

wwuw.s



3. Go through the wizard and choose Letters.
Mail Merge w X

Select document type

What type of document are you
working on?

(@) Letters

(") E-mail messages

() Envelopes
(") Labels
(") Directory
4. Click Next...
Mail Merge v X

Select starting document

How do you want to set up your
letters?

(@) Use the current document

(7)) start from a template

(7) start from existing document
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5. Click Next...

Mail Merge v X

Select recipients

(@) Use an existing list
() select from Outlook contacts

() Type a new list

Use an existing list

Use names and addresses from a
file or a database.

Browse...

& Edit recipient list...

6. Click Browse, then find the Excel file. Double-click it to open it.

7. Click the Show All check box, then select Excel via DDE. Click OK.

Confirm Data Source M

Open data source:

-

WordPerfect 6.x via Converter (*.wpd;*.doc)
Works 6 - 9 Document via Converter [*.wps)
MS Access Databases via DDE (*.mdb;*.mde
MS Query Files via DDE (*.qry;*.dqy) I
dBASE Files via ODBC (*.dbf,ndx, mdx)

Excel Files via ODBC (*.xls,x=x¢ xlsm, xIsb)
MS Access Database via ODBC (*.mdb,accdb) v

1

[¥] Show all oK ] | Cancel
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8. Choose the named range or worksheet.

Microsoft Excel @g

Hamed or cell range:
data

Entire Spreadsheet -
_FilterDatabase

oK ] | Cancel

9. The Mail Merge Recipients dialog box appears. Just click OK.

F |
Mail Merge Recipients m

This is the list of recipients that will be used in your merge. Use the options below to add to or change
your list. Use the checkboxes to add or remove recipients from the merge. When your list is ready, click
OK.

Data Source Last_Mame « | First_Mame ~ | Company w | Addn »
C\Users\Bob ... |7 Janice Healthy Eating Ma...| 102 E‘
C\Users\Bob ... |7 Johnson Mark WLFF Radio 39°E
CA\Users\Bob ... IV_ Lawson Richard WNLF Radio 4081
C\Users\Bob ... |7 Peterson Estelle Eating and Enterta.. 9871
CA\Users\Bob ... |V_ Meyer Mindy WDMNR Radio 1067
CA\Users\Bob ... |7 Day Danny WPLT Radio 198 _
;| — rr['— — | o ST i
Data Source Refine recipient list

C:\Users\Bob Flisser\Desktop\Ex « 4] sort..

Eind recipient...

Edit Refresh Validate addresses...
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10. Insert merge fields as you normally would.

j =P Rules ~

f | A% Match Fields
Insert Merge

Field -
fl First_Mame
: Last_MName L
Company n t :
Address
City
State
71p
Phone
Balance
Credit_used
Date_created
AutoMergeField

AutoMergeFieldl
LZIp coqae.

Phone:

Balance:

Credit used:

Date account created:

Should look like this:

First Name: «First_Name»
Last Name: «Last_Name»
Company: «Company»
Street address: «Address»
City: «City»

State: «State»

Zip code: «ZIP»

Phone: «Phone»

Balance: «Balance»

Credit used: «Credit_used»
Date account created: «Date_created»
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11. Preview the merge and run it.

First Name: Janice

Last Name: Finnegan
Company:Healthy Eating Magazine
Street address: 102 S. Main Street
City: Astoria

State: OR

Zip code: 97223

Phone: 116-832-4343
Balance:$833,470

Credit used: 44.9%

Date account created: September 8, 2009
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