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Create a Mail Merge Letter

Example:  One of your responsibilities in the HR department is to set up job interviews. You maintain a database of applicant and interview details for each job posting. You also have standard response letters that you modify as needed. That means you have the basic ingredients for mail merge letters: a form letter and a data source. Here's how to perform a simple mail merge.

 

1. Open a blank document or the document to serve as the basis for your merge letter. We'll use one of our HR department's standard response letters.

[image: image7.png]MODEL LETTER: SCHEDULE AN INTERVIEW

Ms. Judi Jones
4566 Randolph St
Chicago IL 60601

Dear Ms. Jones:

We have received your application for the position of graphic
designer and would like to schedule an interview for 1:00 PM. on
July 28. Please bring your current résumé and samples ofyour work
to the interview.




 
 

2. Choose Tools - Mail Merge. At the Mail Merge Helper, under Main document, choose Create - Form Letters. 
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3. Because we already have the static text for our merge letter onscreen, choose Active Window.
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4. Back at the Mail Merge Helper, under Data source, choose Get Data - Open Data Source. Navigate to and select your applicant database that will serve as the data source file for this merge and choose Open.
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5. Word found no merge fields in your main document. To be able to add them, choose Edit Main Document.
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6. The presence of the Mail Merge toolbar reminds you that this letter is now a Mail Merge main document. To refresh your memory of what field names and data are in your applicant database, click the Edit Data Source tool.
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7. The Data Form dialog displays the first record in the associated data file, with the field names listed on the left and the record's data on the right. You can edit data at this form. You can use the navigation buttons to move to other records, add or delete records, and find records meeting your search criteria. If you'd rather work with the original data source, you can choose View Source, make your changes there, and save the data source file. For now, just choose OK.
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8. To convert this sample letter to a main document for the form letter, you must replace the current static text with the appropriate merge field codes. For example, let's replace Ms. with the Title field. Select Ms. On the Mail Merge toolbar, choose Insert Merge Field - Title.
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    If you see { MERGEFIELD Title }, press [Alt+F9] to hide field codes. You should then see the field represented within chevrons.
 

9. Replace all other static data with the relevant field codes. The sample letter with its new field codes is shown below. Double-check to see that all spacing and punctuation is correct. For example, be sure that the colon in the salutation follows the LastName field code.
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«Title» FirstName» «LastName»
«Address»
«City» «ST» «ZIP»

Dear «Title» «LastName»:

We have received your application for the position of @Position» and
would like to schedule an interview for «Timen on Wate». Please
bring your current résumé and samples of your work to the
interview.





 

10. To see data from your first record instead of the chevron-enclosed field codes, click the View Merged Data tool.
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    The sample letter now looks like this:
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Ms. Judi Jones
4566 Randolph
Chicago IL 60601

Dear Ms. Jones:

We have received your application for the position of Graphic
Designer and would like to schedule an interview for 1:00 pm. on
July 28. Please bring your current résumé and samples of your work
to the interview]





 

11. Save the main document, then on the Mail Merge toolbar, choose Merge. 
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12. At the Merge dialog, accept the defaults and choose Merge.
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The merged letters appear in a document named something like FormLetters1. Review the letters and then print them as usual. You shouldn't need to save the FormLetters file because you can easily regenerate it as needed.
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Ms. Judi Jones
4566 Randolph
Chicago IL 60601

Dear Ms. Jones:

We have received your application for the position of Graphic
Designer and would like to schedule an interview for 1:00 p.m. on
July 28. Please bring your current résumé and samples ofyour work
to the interview.
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