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Mailings Toolbar (Menu) 

 

 

You use mail merge when you want to create a set of documents, such as in a letter form or a 

sheet of address labels that could be sent to many customers. Each letter or label has the same 

kind of information, yet the content is unique. For example, in letters to your customers, each letter 

can be personalized to address of customer by name. The unique information in each letter or 

label comes from entries in a data source. 
 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 
 

Create Letter 

 

For mail merge, we type letter and complete the formatting of letter then go to mail merge. (See 

the assignment of mail merge letter). 
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Start Mail Merge 
 

Start a mail merge to create a form letter which you intend to print and e-mail multiple times 

sending each copy to a different recipient like as: 
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Write & Insert Fields 

You can add any column heading from your data file to the main document as a field. This gives 

you flexibility when you design form letters, labels, e-mail messages, and other merged 

documents. For example: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Preview Results & Finish 
 

You can preview your merged documents and make changes before you actually complete the 

merge. 

To preview, do any of the following in the Preview Results group of the Mailings tab: 

 

Click Preview Results.  
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Complete the merge 

You can print the merged documents or modify them individually. You can print or change all or 

just a subset of the documents. 

 

1. On the Mailings tab, in the Finish group, click Finish & Merge, and then click Print 

Documents.  

2. Choose whether to print the whole set of documents, only the copy that's currently visible, 

or a subset of the set, which you specify by record number. 
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