Creating a Mail Merge Document in Word 2003
Introduction
The Big Dance is Friday and you need to generate an eligibility list and create individual letters home to parents of students who Won’t Be Attending.  You need to communicate with a group of community members regularly and want to have personalized letters go to each.  You want to create parent conference letters that include the address, student name, and conference time.  In each of these cases (and many more) using Mail Merge in Microsoft Word can be your friend, make your life simpler, and make you look good!  

What is a Mail Merge?

A Mail Merge allows Word to utilize an external data source to insert Merge Fields into the document, allowing you to use the information stored in the data source to customize each copy of the document you create.  All versions of Microsoft Word since Word 97 have the ability to use information from Outlook Contacts, Access (and other) databases, delimited text files, and Excel to produce Mail Merge documents.  Usually, a mail merge is used for printing form letters or for printing mailing labels.

Note:  This tutorial was created using Microsoft Office 2003.  Other versions of Office have similar features; however, they may be accessed differently, resulting in maximum possible confusion.
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 this example, that source is the Arkansas Public School Computer Network (APSCN) - Student Management System; however, nearly everyone has a Student Information System from which similar information can be extracted.  In our case, we can get student and parent information, mailing addresses, as well as other information fairly easily through an export from APSCN, speeding the creation of mass mailings and greatly increasing the quality and accuracy of the final product.  

The Task

The task we have in this session is to create a welcome back letter for the beginning of the school year.  To speed up the process, I have already completed this letter and have marked the merge field areas.  We will be merging into this Word document information from an Excel spreadsheet, including all of the address information for the student and parent (exported from APSCN).
Step 1

Importing APSCN Data Into Excel
Because the APSCN system stores the student and parent last, first and middle names in a single field and all of the text exported is in caps, I have built an Excel workbook that will allow you to import the APSCN file with the least pain possible.  This workbook imports the APSCN data, changes the text case to Proper and then allows you to split the student and parent names into separate columns for last, first and middle names.  The name of the workbook is APSCN.xls.  The data file we will be importing is called student.txt. 
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A. Double-click on APSCN2.xls to open the workbook.  When it opens, you should see this message.  Click Enable Macros to continue (Macros are the programming that make the whole thing work).  If you do not see this message, your Security Level is set to High or Very High – Security has to be set to Medium for the programming to operate.  
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In Excel, click on Tools, Macro, and Security – Select the Medium Security Level.  Close Excel and reopen APSCN.xls.
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B. Once you have APSCN2.xls open, click on the Format menu and you will see that there are two new menu items added: Import Text File and Fix Names.  These are shown here.
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Click on Import Text File to begin the import.
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C. At the next screen, click on the Select File button.
[image: image10.emf]

[image: image11.emf]


[image: image12.emf]

D. Next, click on the on the small down arrow at the end of the Look in location bar.  Select the APSCN folder, then select student.txt and click the Open button.
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E. When the spreadsheet is open, you will see that there are some small problems that were not taken care of in the import.  The biggest of these is that the student and parent last, first, and middle names are in the same cell.  This is where the second menu item that I added to the Format menu will come in handy.  Click on Format and then on Fix Names to begin the fix.
Since it is possible that you may not export the data from your Student Information System in the same order that I did, you have to be my eyes and determine where the data that needs to be fixed is located.  To do this, you will need to know the Column Name (in Excel, columns are lettered from A to IV – 256 in all) and if the column contains Student names or Parent names.  
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In our sample data, the Student names are in Column A, so you will select A in the Column Letter area, and select the Student radio button.  Make sure that you have made the correct selections and click the Go button.  When the Student names are corrected, you will need to follow the same process for the Parent names, making sure to select Column Letter H and the Parent radio button.  
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This is what the worksheet should look like when you are done:
Step 2 
Some Useful Excel Tricks

One of the things that will alert the recipient that the document they have received is a mail merge is if you use “their” in your document instead gender-specific words (he, his, she, and hers).  If you can export gender information from your Student Information System, a simple formula can fix this problem. 
In cell P1 (the first cell in Column P), enter HisHer.  In cell P2, enter this: =IF(F2="F","hers","his")  
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This formula tells Excel to look at cell F2 (F is the Gender column) and see if the value is F (Female).  If it is, the formula result is hers, if not, the formula result is his (the only other choice, I think…).  In the next column, Q,  enter HeShe in cell Q1 and the formula =IF(F2="F","she","he") in cell Q2.  This formula works the same way as the first one but produces she and he as output.  Finally, in cell R1 enter SonDaughter, and enter the formula =IF(F2="F","daughter","son") in cell R2.  Highlight cells P2 to R2 by left clicking and dragging across the three, let up the mouse button and left click on the Fill Handle to fill the formulas down to the last row of data.
A final trick we will be doing is to insert a column at the beginning of the spreadsheet.  This column will be called Select.  Click on the A at the top of the first column.  This should highlight the entire column. Click on Insert on the file menu and select Column (if you are lazy, like me, you can also Right-click on the highlighted column.  This will produce a Context Menu – left click on Insert).  Enter Select in cell A1.  We will use this column to select which students get letters and which do not.
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The last thing we need to do is to save and close the file.  Because the programming was written assuming it might be used with Excel 2000, XP, or 2003, you will need to save from the File menu.  Click File, then click Save As, and select Microsoft Office Excel Workbook (*.xls) from the dropdown Save as type list. Click the Save button and then close Excel.
Step 3 

Creating the Merged Document

For me, the biggest issue with creating a Mail Merge is making sure that the document that I am creating makes sense.  I find it much easier to create the document or letter by writing to an individual, and then inserting the mail merge fields where appropriate. I have taught classes where students thought it was easier to insert the mail merge fields as they wrote the document.  Either way works, but since this is my tutorial, we’ll do it my way (a little power is a dangerous thing I’m told…).

I find that it is easier for me to have the document that I am creating and the data source (the Excel workbook in this case) in the same folder.  This is not required; however, it does help address one issue with Mail Merge: if you create a Mail Merge document and move either the data source or the document to another location, Word will Loose its Mind and you will have to re-associate the two the next time you use the document.
[image: image22.emf]


The welcome back letter to parents is called ‘welcome.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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Open the Letter 

The first thing that we need to do is open ‘welcome.doc’ in Word.  After the file is open, go to Tools, select Letters and Mailings, and then click on Mail Merge as shown here.  
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The Mail Merge Wizard will open on the right side of the screen.  The wizard allows you to select the type of document you want to produce.  As you can see, the wizard will assist with several tasks, including creating Letters, Envelopes, and Labels.
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Since we are creating a letter, select the Letters radio button and click Next: Starting Document (it’s a blue link at the bottom of the screen).


Word now needs to know your intentions.  Are you going to use the open document or abandon it for a new document?  Since we’re loyal sorts, we’ll click on Use the current document to select the open document.




B. Where’s the Data?

To use an existing data source, we have to tell Word what kind of data source it is and where it is located.  Select Use an existing list, and then click Browse.

Click the small black down arrow at the end of the Look in dropdown box, select the folder APSCN on the Desktop, and then select APSCN2.xls.


C. Now we need to tell Word the name of the Data Table (this is the same as the worksheet name) in Excel.  Select Data$ and click the OK button to continue.


Here, Word gives you the opportunity to use only part of data in the mail merge.  You can, for instance, only select those students who live in a particular Zip code.
Since we want to use everyone, click the Select All button in the bottom left corner and then click the OK button.
D. At this point, the Mail Merge Wizard and I part company.  You can leave it open if you want, but I usually close it.  The reason is that Mail Merge in Excel 2000 is easier than in Excel 2003, at least in my opinion.  In order to make Excel 2003 behave like Excel 2000, we need to show a menu.  Click on View, and then click on Toolbars.  Select the Mail Merge toolbar by clicking on it.

Of course, since Nothing is Ever Easy, the menu item we really want is still hidden.  At the end of the Mail Merge menu, there is a small black arrow.  When you hover over it with your cursor, it should indicate that the Toolbar Options are hidden here.  Click on the arrow.
As the menu expands, you will see Mail Merge.  If you follow the arrow to the right, another menu will open up.  At the bottom of this menu is the entry we want: Insert Merge Field.  Click it to select it and then click somewhere on the open document to close the menu.


E. Now, inserting our merge fields will be easy.  First double-click on the parent’s first name, CHARLIE  (Double-clicking on a word selects, or highlights, that word.  Triple-clicking on a word will select the entire paragraph the word is in).  Now click on the Insert Merge Field button at the right end of the Mail Merge toolbar.  You will see a list of all of the column headings from the Excel Spreadsheet we worked on earlier.  From this list, select Parent_First (Press the space bar after you do this, since highlighting a word by double-clicking also removes the space after the word).  When you have inserted the Merge Field, it should look like this: «Parent_First»
Note:  You CANNOT enter a Merge Field from your keyboard.  Even though you can make it look the same, Word will treat it as text and nothing will happen when you try to do the merge.

In the sample letter, all of the areas that need to be replaced by Merge Fields are capitalized.  Work through the letter, replacing the capitalized entries with appropriate Merge Field entries.

Step 4

Checking Your Work

On the Mail Merge menu, there is a button that lets you see the letter as it will look with the merged data.  This button looks like this:  
Clicking this button once shows the merge results, clicking it again shows the Merge Field codes.  


With the Merged Data visible, you can also scroll through each record by clicking the right button to the right of the one.  Each click advances though the next dataset record.  Clicking on the left button goes back one record.  The outside arrows take you to the first record (left arrow) and the last record (right arrow).
Step 5
Printing Your Letters

After you have checked the formatting of your letter and made sure that the Merge Fields are where you want theme, it is time to produce your letters.  




Your options are to merge you data into new documents (be careful - 500 new documents being created at the same time will very likely crash your system), send the merged documents to the printer (this is the one I usually use), or merge to an e-mail (not sure why you would want to do this, but who knows, it might come in handy for someone).
Step 6
Wrapping Up

Remember the Select column that we inserted into the worksheet before we closed and started working in Word?  That column has some interesting possibilities.  Let’s say that what we were sending out was a letter congratulating a student for making the Principal’s List, Honor Roll, and Honorable Mention.  If you entered a P in the Select column for all the students who made the Principal’s List, an H for those who made Honor Roll, and an M for those who made Honorable Mention, it would be a simple matter to create customized letters for each, using the same Excel workbook.  Here’s how it works.  
On the left end of the Mail Merge toolbar, there a button that looks like a spreadsheet and a pencil.  It looks like this:

Clicking this button will open the Mail Merge Recipients, a sorting and filtering utility.  By locating the Select column and clicking on the small black arrow, a menu is generated that allows you to select (filter) for any of the entries that are in the column, as well as those that are Blank, or are NonBlank (have either a text or numeric entry) .  The advanced option allows you to filter by multiple fields and a variety of criteria.

Keep in mind that you are not limited to inserting one column and this may create more opportunities to work smarter.

Conclusion
I used mail merge when I was as teacher to send letters home, when I was a site Administrator for creating awards and conference letters, and in my position with the District to send letters of concern to our legislators.  In each case, I could have done the same thing by editing the letter and inserting the new information; however, speaking for myself, the more times I do something like that, the greater the possibility I will send a letter with the wrong information to someone.

I hope that you found this session useful.  Please feel free to e-mail me if I can provide further information.

Chris York

cyork@delnorte.k12.ca.us
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