How to use Mail Merge in Microsoft Word

1) Make sure your data source is complete. This will typically be a Microsoft Excel file. (*Note: It is important to use the BLANK INVITE LIST file supplied. Otherwise this process might not work correctly. Don’t have this file? Click here to find out how to create it)
2) Open the Invitation TEMPLATE in Word. 
3) OPTIONAL - If you receive the following prompt click FIND DATA SOUCE and click here to go to Step 8.
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4) Next, make sure that the Mail Merge toolbar is active. This will give you quick access to the buttons you will need to use for the mail merge process. If it is active the following buttons will be on the top of your screen. (*Note: the buttons may be grayed out.)
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If these buttons are not present, RIGHT CLICK anywhere in the grey area at the top and select MAIL MERGE from the list of choices OR Select VIEW ( Toolbars ( MAIL MERGE. The Mail Merger toolbar should appear.
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5) Select the “Open Data Source” button  
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6) A box will appear. Choose your completed invitation list file (Excel) as shown below and click OPEN.
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7) A box will appear that says Select Table. Make sure that Sheet1 is selected and click OK.

8) Your invite list has been imported. You can preview what it will look like by toggling the View Merged Data button [image: image3.jpg]


 on an off.

9) Fill in the host and show information in the upper left-hand corner of the document.

10) You can Print directly from this file by clicking the Merge to Printer button [image: image4.jpg]


. 
OR you can merge the entire list to its own file by selecting the Merge to New Document button [image: image5.jpg]



(Note: The difference is if you merger the file to a New Document, you will create a separate page for each person invited. If you have 24 people in your Excel file, the new document will have 24 pages. By Merging to the printer you can save space on your computer.)
TIPS:













1) You can see your entire list individually by scrolling through the “records.” Each person is referred to as a record. You can do this by using the controls for scrolling through, shown below.
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2) You can alter anything you like by simply editing it like you would a normal document.

3) If you end up adding people to the list, go ahead and add them to your excel file. Update your Word file by repeating steps 5 through 7 above.

4) If you need to print specific from your file:

1) Navigate to the record you want printed (follow Tip #1)
2) Select Merge to Printer
3) Instead of selecting ALL, select Current Record.

How to create the Data File in Excel
1) Open Excel

2) In the first row, type these headers in the following columns.

a. Name

b. Address

c. City

d. State

e. Zip

3) Save the file as BLANK LIST so you can always open this file first, add your invitees, and then save it as you wish (i.e. Jane’s List.xls)
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