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Word 2007 Advanced Features

Key Objectives:

e Setting up a mail merge: Document to print or email
e Setting up a mail merge: Creating address labels

If time allows, we’ll also look at:

e Inserting and formatting a table

e Inserting a new and existing spreadsheet

e Inserting a chart

e Changing the page orientation for a whole document and for a single page within a document

Use mail merge to create and print letters and other documents

You use mail merge when you want to create a set of documents, such as a form letter that is sent to
many customers. Each letter 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 each customer by name. The
unigue information in each letter comes from entries in a data source.

The mail merge process entails the following overall steps:

1. Set up the main document. The main document contains the text and graphics that are the same
for each version of the merged document — for example, the return address or salutationin a
form letter.

2. Connect the document to a data source. A data source is a file that contains the information to be
merged into a document. For example, the names and addresses of the recipients of a letter.

3. Refine the list of recipients or items. Microsoft Office Word generates a copy of the main
document for each item, or record, in your data file. If your data file is a mailing list, these items
are probably recipients of your mailing. If you want to generate copies for only certain items in
your data file, you can choose which items (records) to include.

4. Add placeholders, called mail merge fields, to the document. When you perform the mail merge,
the mail merge fields are filled with information from your data file.

5. Preview and complete the merge. You can preview each copy of the document before you print
the whole set.

Source: http://office.microsoft.com/en-us/word/HA100819761033.aspx
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Setting up a Mail Merge: Document to Print or Email

Open Microsoft Word 2007.
Open an existing document that you into which you’d like to merge data OR create a new
document.

3. Open Microsoft Excel 2007.

4. Enter the data that will be merged into your Word document into the Excel spreadsheet.

TiP: It is best to enter one type of information per column (i.e. First name, Last name, Company,
Address 1). This will simply the merge process to Word.

5. Once your spreadsheet is ready to go, be sure to save your work and close the document.
. Return to your Word document.
7. Click the Mailings tab.
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8. Click Select Recipients > Use Existing List...

9. Locate the spreadsheet containing your data. Select the appropriate worksheet. If your
spreadsheet contains column headers, be sure that option is checked (lower-left corner of Select
Table dialog box). Click OK.

\ Name Description  Modified Created Type
—p | | N 8/18/2008 9:10:14 AM  8/18/2008 9:10:14 AM  TABLE

| B sheet2$ 8/18/2008 9:10:14 AM  8/18/2008 9:10:14 AM  TABLE

‘ Sheet3$ §/18/2008 9:10:14 AM  8/18{2008 9:10:14 AM  TABLE

[ ! | A
——3 First row of data contains column headers [ oK :| E Cancel J
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10. At this point you can edit your recipient list. Click Edit Recipient List.

You can use the checkboxes to add or remove recipients from the merge.
You can filter your recipients by clicking the dropdown arrow for a given column.
You can filter your recipients by clicking Filter... and setting parameters.

Mail Merge Recipients

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove recipients from the merge. When your list is ready, click OK.

Data Souwrce First Name: w | Last Name: w | SPU Email Address: w | Company: ~
MailMer gelemo, xlsx | | mjallen@spu, edu | Seatte Pacific L
MailMergeDemo.xisx (v Karen Altus altusk@spu.edu Seattle Pacific U\
MailMergeDemo.xlsx  |v  Niki Amarantides nikia@spu.edu Seattle Pacific Ur
MailMergeDemo.xlsx (v Hannah Azevedo hannah@spu.edu Seattle Pacific Ur
MailMergeDemo.xlsx ¥ Debbie Bristol bristd@spu.edu Seattle Pacific Ur—
MailMergeDemo.xlsx  [¥ Lonna Carrier lonna@spu.edu Seattle Pacific Ur
MailMergeDemo.xlsx |v Bobbie Childers bobbiec@spu.edu Seattle Pacific Ur
MailMergeDemo.xlsx [ Pam Christensen pichris@spu.edu Seattle Pacific Ur
MailMergeDemo.xlsx [V Teresa Elenbaas elenbaas@spu.edu Seattle Pacific Ur
MailMergeDemo.xlsx ¥ Melissa Eller ellerm@spu.edu Seattle Pacific Ur
MailMergeDemo, xlsx E Rachel Engle submanager@spu.edu Seattle Pacific Ur
MsailMarmaaDama e ind  Mavilun Manracl harncomt @enn adn Caakkla Dasific 1 Ir
< I |
Data Source Refine recipient list
| MailMergeDemo. xisx 21 sort...

:f:;j Find duplicates. ..
+] Find recipient...
:‘/ Validate addresses. ..

11. Click in your document where you’d like to insert a merge field.
12. Click Insert Merge Field, and select the appropriate field.

Da H9-0 -+ ThankYouletterDemo.doo
S
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13. Repeat the Insert Merge Field process, as needed.

14. To preview the results before the final merge process, click Preview Results...
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15. Once you are ready to merge the document, click Finish & Merge.
Print: One document will be printed for each recipient.
Email: Be sure to select the To: field and type a Subject Line.
Setting up a Mail Merge: Creating Address Labels
Open Microsoft Word 2007
2. Click the Mailings tab
0o d (- Domumentd - Microsoft Word
= Home  [Intert  Page Layout néfmn View  Adddnz  Acrobat
i e I e Bl R e -
Envelopes Labals  Start Mall  Sefect iy e, 1 - Merge to
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Creste Shart Aeail Merge Wte & Invert Fielge Freview Retuty Finun Azrgtst

3. Click Start Mail Merge > Labels...
4. Inthe Label Options dialog box, select the Label vendors and Product number. Click OK.

Label Options

Prinker information
{ continuous-feed printers

(?) Page printers Tray: iétack Bypass v

Label information

Label vendors: | Avery US Letter v/
Product number Label information
‘5143 A Type: Easy Peel Malling Labels - Fill Acrass
g;:g Height: 1"
| =1 width:  2.63"

‘ Page size: 8.5"% 11"

[ Details. .. l ﬁew Label.. 7 l oK l [ Cancel l
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5. Click Select Recipients > Use Existing List...

6. Locate the spreadsheet containing the data you want to mail merge to labels.

Select the appropriate worksheet, and click OK.

Select Table

— || e 8{18/2008 9:10:14 AM  8/18/2008 9:10:14 AM  TABLE
B sheet2$ §/18/2008 9:10:14 AM  §/18/2008 9:10:14 AM  TABLE
Sheet3$ §/18/2008 9:10:14 AM B/18/2008 9:10:14 AM  TABLE

s> | [] First row of data contains column headers el Cacel

7. You can edit your recipient list, if needed.
8. To create mailing labels, click Address Block.
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9. Click Match Fields...

Insert Address Block

Specify address elements Preview

Insert recipient's name in this format: Here is a preview fram your recipient list:

gg:ﬂ Randall Jr, j] m [1:] E

Josh Q. Randall Jr.
Joshua
i Joshua Randall Jr.

| Joshua Q. Randall Jr,

&

Insert postal address:

Carrect Problems

If items in your address block are missing or out of order, use
Match Fields to identify the correct address elemen 0
mailing list.

Format address according to the destination country/region

10. Match the appropriate fields required for the address block and click OK.

Match Fields 7%
In order to use special features, Mail Merge needs to know which fields in
your recipient list match to the required fields. Use the drop-down list to
select the appropriate recipient list field for each address field component
Required for Address Block ~
First Name | First Name: v
Last Mame |Last Name: I )
Suffix [(not matched) K|
Company [Company: N v
Address 1 | Address 1: ) o
Address 2 | Address 2: v
City [City: v
State [State: |
Postal Cade \Zip:  ~
Country or Region | (not matched) v
Optional information
Unique Identifier [(not matched) i ™
Use the drop-down lists to choose the field from your database that
corresponds to the address information Mail Merge expects (listed on the
left.)
[] Remember this matching for this set of data sources on this computer
L, ............ pa— l ﬁc o j
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11. To have this same address block format applied to the remaining labels to be created, click
Update Labels.
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12. To preview your results before sending them to the printer, click Preview Results.

13. You may need to alter the text font, text size, and line spacing to fit the data onto a label.
Select the text, click the Home tab for text font and size formatting options.
Select Page Layout for line spacing options.

14. Once your labels are ready to print, return to the Mailings tab. Click Finish & Merge > Print
Documents...

Inserting a Table

1. Click the Insert tab.
2. Click Table and select a table of choice.
3. To modify your table, use the Table Tools tab options.

Inserting a Spreadsheet

e C(Click the Insert tab > Table > Excel Spreadsheet
e (Click the Insert tab > Object > Create from File

Inserting a Chart
e Click the Insert tab > Chart
Changing the Page Orientation

e For the whole document: Page Layout > Orientation
e For a page within a document:

o Page Layout > Page Setup dialog box

o Select the Margins tab

o Set the orientation and set Apply to: ....






