Creating a Mail Merge Document in Word 2000

What is a Mail Merge?

A mail merge in Word means that you are taking information from another source, either a table in Word or an Excel spreadsheet, and merging (or inserting), the information into a document.  Usually, a mail merge is used for printing form letters or for printing mailing labels.

Why Do a Mail Merge?

Doing a mail merge in Word can save substantial time and energy if you have a useful source of information.  In our case, that source is SASI.  We can get student and parent information, mailing addresses, as well as other information fairly easily by exporting it from SASI.  This can speed the creation of mass mailings and greatly increase the quality and accuracy of the final product.  The concepts of mail merge can also be utilized using other information sources.  For example, you might use the process to send out a beginning of year letter to all the parents of students in your classroom using a name and address spreadsheet.

The Task

The task we have in this session is to create a letter setting up an appointment for a parent conference.  The letter is already completed with the fields marked.  We will be merging into this Word document information from an Excel spreadsheet, including all of the mailing information for the student and parent (exported from SASI), as well as appointment time and date information added manually.

Getting the Source Data – Exporting From SASI

The first thing we need to determine for our letter is what information is in SASI that we need to get out.  I know that we need the Student Last Name, Student First Name, Student Middle Initial, and the Student ID number.  We also need the Parent or Guardian name, their Mailing Address, as well as their City, State, and Zip Code.

To obtain this data, your School Secretary can  perform a Query in SASI for you and export the information to a tab delimited file (The School Secretaries have all done this – for their information, the fields in SASI needed are: PermNum, LastName, FirstName,  MiddleName, PrntGuard, MailAddr, City, ZipCode, and State).

Editing the Data in Excel

[image: image1.wmf] 

The next step involves editing the SASI data to select the students we need to mail to, as well as adding their conference dates and times.  To open our exported file, first open Excel.  Go to File, then Open.  Excel defaults to tying to open Excel files.  Since this the file that we exported from SASI is not an Excel file, we need to tell Excel to look for other file types.  This is done by selecting ‘All Files (*.*)’ from the menu as shown to here.  
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This will allow us to select our SASI export file, SASI_Data.  Double click on the file name, or click on the file name and then click on Open to begin importing the file into Excel.
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The next three screens allow us to tell Excel what kind of information we want to import.  In the first screen, we have to tell Excel if the file is delimited.  Since it is, we can click on Next.
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Screen two allows us to select how the file is delimited.  In this case, we decided to export the file in a Tab delimited format, so we need to click the Tab box.  Excel will indicate where the divisions are in the data by inserting a vertical line.  (I have blurred the student information to protect confidentiality)  Click on Finish to complete the import (and skip screen three, which we don’t need).

Adjusting Column Width and Entering Headings in Excel

The next step we need to complete is to enter headings in the Excel file.  This will allow us to identify when we set up the mail merge in Word which field is which.  Before we do this, we need to adjust the column width so we can see what we have.  This is done by clicking in the corner of the data field, which selects all the cells. 
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To adjust the column width, click on Format, then Column, then AutoFit Selection, as shown below. 
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Next we need to actually enter the headings.  In order to do this, we need a blank row of cells.  To do this, click on the 1 to the left of cell A1, selecting the entire row.  Click on Insert, then click on Rows.  
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In order for our headings to be visible, we need to highlight the first row, then right click on any of the highlighted cells, then click on Format Cells.
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At the Format Cells screen, click on the Alignment tab, and then click on ‘Wrap text’, as shown.  

The next step is to enter the headings for each column, including a heading for conference time and conference date.  

Note that I have included some extra columns.  By listing who the administrator and teachers assigned to the SST are, this spreadsheet can also be used to notify the site participants of when the conference is scheduled.

The Excel worksheet with the headings is shown below.  The names have been changed to protect the innocent, along with the addresses.  

Entering the times and dates for conferences is next.  I am going to set up my conferences to begin at 2:45 and run until 3:30 for four days beginning on February 5th and continuing through the week until completed.

A portion of the completed spreadsheet is shown below with dates, times, and participants.  
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Creating the Merged Document

The letter to parents is called ‘Fall Conf.doc’.   Since the letter is already finished, all we have to complete is inserting the fields to be merged and performing the actual merge.
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The first thing that we need to do is open ‘Fall Conf.doc’ in Word.  After the file is open, go to Tools, and then click on Mail Merge as shown here.  
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The window below will open.  Click on Create, then select Form Letters (if we wanted to create Mailing Labels from the same data, you could do it here as well).
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Word now needs to know your intentions.  Are you going to use the open document or abandon it for a New Main Document?  Since we’re loyal sorts, we’ll click on Active Window to select the open document.
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Where’s the Data?

To use a data source, we have to tell Word what kind of data source it is and where it is located.  Click on Get Data, and then click on Open Data Source.
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Next, we need to tell Word where the data is we will be using in the mail merge.  Since Word looks for Word files by default, we have to let it know we are using an Excel worksheet.
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We also need to let Word know that we are interested in the Entire Spreadsheet, so we will click OK here.
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Finally, since there are no existing mail merge fields in the open document, Word politely tells us that we had better put some in, suggesting that we Edit Main Document.  Good Idea.  Click the button to continue.

Inserting the Merge Fields

After you have begun to edit ‘Fall Conf.doc’, the Mail Merge toolbar will become active.  This toolbar allows you to select the source of the data in Excel, as we will see shortly.


Our first merge field is the Parent or Guardian’s name.  In ‘Fall Conf.doc’, highlight the area in the mailing address that says (Parent Guardian Name), then click on Insert Merge Field.  A drop-down menu will appear (actually the headings that we entered in Excel).  Click on ParentGuardian.  The inserted mail merge field will look like this:


«ParentGuardian»

Continue through the letter, replacing the field descriptions (in parenthesis) with the actual fields from the drop-down Insert Mail Merge menu.


When you have replaced all of the field descriptions, you are ready to do the actual merge.  Click on Tools, then on Mail Merge.

The Mail Merge Helper will again appear.  Click on Merge.


The best way to test your creation without wasting reams of paper is to do the merge to a series of New Documents instead of to the Printer.  Be careful with this.  If you have 100 students in your merge, you will almost certainly crash your computer.  

You can limit the number of records created by clicking on the From: radio button and listing a reasonable series, such as 1 to 5.

When you are sure your merge works, change the selection back to Printer.
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