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Introduction

This booklet is the companion document to the Word 2016: Mail Merge and Creating Forms workshop.
The booklet will show users how to create fillable forms, restrict editing in the forms, and save the

form as a template. This booklet will also show how to use the Mail Merge Wizard to quickly create

personalized letters to multiple people.

Learning Objectives

After completing the instructions in this booklet, you will be able to:

Create fillable forms in Word.
Add the Developer tab to the Ribbon.

Recognize content controls and how to add them to your form.

Lock and restrict your form.

Save your form as a template.

Unlock a form.

Use the Mail Merge Wizard.

Reassign fields using the matching fields tool.

Revised: 6/29/2016
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Creating Forms

You can create fillable forms in Word that can be used to collect information, and when building your
form, you can add a variety of tools to assist with data collection.

Recent Photograph:

Name: Scrappy Owl

Sex: Male Female O

Birth Date: 10/9/1963

Address: 1000 Chastain Point

Major: Communications

City: Kennesaw

Graduated:

State: Georgia

Currently Employed:

Zip: 30144

How did you hear about us? Magazine

Figure 1 - Example Form

Once your form is complete, you can then save it as a template, so that the user fills in a copy and the
original (template) does not change. This section on Creating Forms will explain how to re-create the

Example Form above.

Enable the Developer Tab

Before you can begin creating your form, you will need to make sure the Developer tab is displayed in
your Ribbon. The Developer Tab contains the tools necessary to create your form. If you do not see the

Developer tab, follow the steps below to activate it:
1. Click the File tab.
2. Inthe Backstage View, click Options.
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3.
4.

In the Word Options dialog box, click Customize Ribbon (See Figure 2).
In the Main Tabs list, click the check box for Developer (See Figure 2).
5. Click the OK button (See Figure 2).
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Beginning Your Form
The easiest way to create fields for your form is to create a table, then insert the sections of your form.
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Figure 2 - Adding Developer Tab

The following will show how to begin your form:
1. Click the Insert tab (See Figure 3).

2. Click Table (See Figure 3).

3.
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In the Insert Table drop-down menu, move your mouse pointer over the boxes until you have
the number of rows and columns that you want in the table (See Figure 3).
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Figure 3 - Table Icon
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4. The Live Preview feature will show what the table will look like in your document. Click to
confirm your table.

Figure 4 - Click to Confirm Your Table

5. Your table will be placed within your document.

Note: For more information on creating tables and using the Table Tools tab, refer to the
documentation Word 2016: Formatting Your Document at https://uits.kennesaw.edu/cdoc.

Inserting Content Controls
By inserting Content Controls into your document, you can control what type of information users can
(or should) enter into the form. The following content controls will be covered.

Aa | Rich Text Content Control Text can be formatted and saved (e.g. Bold, /talics).
2= | Plain Text Content Control Text cannot be formatted (e.g. plain text).
= | Picture Content Control Allows a picture to be uploaded.
Check Box Content Control Inserts a checkbox.
= | Combo Box Content Control Contains a list of choices that can be updated by the user.
[ | Drop-Down List Content Control | Contains a list of restricted choices.
. Contains a calendar. User can type a date, or select from
@ | Date Picker Content Control

the calendar.

Figure 5 - Content Controls

The following explains how to insert a content control into your form:
1. Click to place your cursor on the form where the content control will be inserted.
2. Click the Developer tab (See Figure 6).
3. Click the content control that you want to insert (See Figure 6).

H g 5 Documentl - Word 1 e

File Home Inset Design Layout References Mailin'._o.;vim View Add-ins Q' Tell me.. Randall D... RShare

1 D % Record Macra ’ 'd? |.:: Aa fAn (D E£ Design Mode rE [:., m
B el 6] = 5 : = =
Visual Macros R _' ' Add- Word COM - ! ML Mapping Block Restrict  Document
Basic ! Macre Security ins  Add-ins Add-ins '3 &= e Pane §Lithe Editing =~ Template

Code Add-ins Controls Mapping Protect Templates ~

Figure 6 - Developer Tab
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Replacing Instructional Text
All content controls contain “instructional” text that indicates what the end user is to do with the
control. Whenever the user enters information into a content control, the instructional text is

automatically replaced.

Mame: Click here to enter text.
Sex: Male L1 Female O

Address: Click here to enter text.

City: Click here to enter text.

State: Click here to enter text.

Zip: Click here to enter text.

Figure 7 - Example of Instructional Text

The following explains how to change the instructional text that appears in the content control:
1. Click the Developer tab (See Figure 8).
2. Click Design Mode (See Figure 8).

H ©-0 s Document] - Waord 1 o

File Home Inset Design Layout References Mailings  Review e ] Add-ins @ Tellme.. RandallD.. £ Share
] D # Record Macra ’ {:'!?' = Aa fa = B [ Design Mode [E ’—L\ m55|
i =l Pause Recording . ad ER [=] Properties ; i ) e ==
Visual Macros Add- Word COM = XML Mapping Block Restrict  Document
T L .
Basic ! Macro Security ins  Add-ins Add-ins '—_|= = - aiy ML Pane Authors - Editing | Template
Code Add-ins Cantrols Mapping Protect Templates -~

Figure 8 - Developer Tab

3. The content controls in your document will enter design mode.

Mame: Click here to enter text.

Sex: Male ] Female O

Address: Click here to enter text.
City: Click here to enter text.
State: Click here to enter text.

Zip: Click here to enter text.

Figure 9 - Design Mode Active
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4. Click the control to edit and type in the new text.
5. When finished editing, click Design Mode.
6. Your edits will be applied.

MName: Type Last name, First name.

Sex: Male ] Female O

Address: Type in your Address.

City: Type in your City.

State: Type in your State.

Zip: Type in your 5-digit Zip.

Figure 10 - Instructional Text Edited

Setting Content Control Properties
After inserting a content control, you may need to alter certain properties for that control. For
example, after inserting a drop-down content control, you will need to access the properties so you can
add choices to the drop-down list. The following explains how to access the content control properties:
1. Click the Content Control you wish to alter properties for.
2. Click the Developer tab (See Figure 11).
3. Click Properties (See Figure 11).

H ©- 06 LDF = Documentl - Ward 1 o
File Home Insert Design Layout References Mailings Review View Add-ins Q Tell me... Randall .. P'_Share
j D 3 Recard Macra ’ ﬂ{.} =] Aapa [ =E b e ode @ ’_‘—‘ mgéi
. = Jle Pause Recording ¢ & EH B Properties . - n e =
Visual Macros . Add- Word COM 3= = XML Mapping Block Restrict | Document
Basic ! Macro Security ins  Add-ins Add-ins 8 S~ 18] Group - Pane Authors - Editing  Template
Code Add-ins Caontrals Mapping Protect Templates A

Figure 11 - Developer Properties
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4. A Content Control Properties window will appear. The options under General and Locking are
available for most content controls. You can apply the following properties:

a. Use astyle to format text typed into the empty control - This allows you to select a Style
from the drop-down list that will be used to format the text which the user enters into the
field (See Figure 12).

b. Remove content control when contents are edited - This will make the content control
disappear once the user has entered information, leaving just the text (See Figure 12).

c. Content control cannot be deleted - This prevents the content control from being deleted
while the form is being created or edited (See Figure 12).

Note: Controls cannot be deleted by the end user once the form is protected. See Lock and

Restrict Your Form for more information.

d. Contents cannot be edited - This prevents the instructional text from being changed while
the form is being created or edited (See Figure 12).

Note: Make sure the Contents cannot be edited checkbox is not checked when it is distributed

to end users; otherwise, they will not be able to enter information into the field.

e. Allow carriage returns (multiple paragraphs) - Rich text/Plain text content controls have
additional options for allowing multiple paragraphs. With this option selected, users will be
able to enter multiple lines of text (See Figure 12).
5. Click the OK button (See Figure 12).

Caontent Cantrol Pmpei @Iﬁ

General

Title:
Tag:
Show as: Bounding Box

l Color i o

I
| ‘Use a style to format text typed into the empty control

Style: |Default Paragraph Font

|_Remove content control when contents are edited,

b)

¢ Content control cannot be deleted

‘l & Contents cannot be edited
Text Properties

G Allow carriage returns (multiple paragraphs
b Cancel |

Figure 12 - Content Control Properties

Rich Text and Plain Text Properties
Rich text/Plain text content controls have additional options for allowing multiple paragraphs. With
this option selected, users will be able to enter multiple lines of text.
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Combo Box and Drop-down List Properties
When adding combo box and drop-down lists context controls, you will need to enter the properties
for these controls in order to add the choices users will select from the list. The following explains how
to add entries to the combo box/drop-down list:
1. Click the Combo Box Content Control you wish to alter properties for.
Click the Developer tab.
Click Properties.
In the Content Control Properties dialog box, click the Add button.
In the Add Choice dialog box, enter the name of your list item (See Figure 13).
Note: The Value field will automatically fill when the Display Name field is entered.

v e wbN

6. Click the OK button (See Figure 13).
7. Repeat steps 4-6 to add more values to your list.

Display Name: | pusic

Value: Musi

Figure 13 - Add Choice Dialog Box

The following explains how to edit existing entries in the combo box/drop-down list:
1. Select a value from the Drop-Down List Properties (See Figure 14).
a. Modify - Edit the selected value (See Figure 14).
b. Remove - Delete the selected value (See Figure 14).
c. Move Up/Move Down - Reposition the value within the list (See Figure 14).
2. Click the OK button (See Figure 14).

.Content Control Pmpeie_s‘ @lﬂ

General

Titte:
Tag:
Show as:  Bounding BoxEl

Colon: E

Ij Use a style to format text typed into the empty control
Style: |Default Paragraph Fant.
E] Remove content control when contents are edited
Locking
I:] Content control cannot be deleted
D Contents cannot be edited

Drop-Down List Properties

Display Mame Valu .e |
Computer Science  Com cience

.p .p Modify...
Business Business
English English BeloAE b
Communications Communications =

Social Sciences Social Sciences Move Up
Music Music

Move Down

2L |

Figure 14 - Content Control Properties for Combo Box
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Date Picker Properties

The Date Picker Properties provide options how you would like the date to display in the field once
selected by the user (the other options can be left as they are). The follow explains how to change how
your date will be displayed in the field:

1. Click the Date Picker Content Control you wish to alter properties for.

2. Click the Developer tab.

3. Click Properties.

4. Inthe Content Control Properties dialog box under Date Picker Properties, select one of the

options from the list (See Figure 15).
5. Click the OK button (See Figure 15).

Content Control Propertie
General

Title:

Tag:

Show as: EBnun_dingBoxE[

Colorn: & >

D Use a style to format text typed into the empty control
Style; DefaultParagraph Fant'

4 Mew Style,,,

l:l Bemove content control when contents are edited

Locking

|:| Content control cannot be deleted
Ij Contents cannot be edited

Date Picker Properties
Display the date like this:
M d Ay

6/22/2016

Wednesday, June 22, 2016
June 22, 2016

6/22/18

2016-06-22

22-lun-16

6,22.2016

Jun, 22,18

Locale:

English {United States)
Calendar type:

Gregaorian

Store XML contents in the following format when mapped:

Dai:e anﬂ Tirﬁe.[x.sd:datgﬁmé] i
Cancel

Figure 15 - Content Control Properties for Date Picker
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Picture Properties

The Picture Content Control properties window will display some of the same general options. There

are no special control options for the Picture Content Control.

I Content Control Properties

General

Title:

Tag:
Show as: |Bounding Boxlzl

LColon @

D Bemove content control when contents are edited
Locking

rj Content control cannot be deleted
D Contents cannot be gdited

| OK |I Cancel I

Figure 16 - Content Control Properties for Picture

Check Box Properties

The Check Box Content Control properties provide options for changing the symbols that appear when

the box is checked and unchecked. The following explains how to change the symbols that appear

when the box is checked/unchecked:

Click the Developer tab.
Click Properties.

P wn e

Checked or Unchecked.

| Content Control Properties

General
Title:
Tag: |
Show as: |Bounding BoxEl

LColon & »

Ij Use a style to format text typed into the empty control
Style: [Default Paragraph Fant.

El Remove content control when contents are edited

Locking

[T Content control cannot be deleted
D Contents cannot be gdited

Check Box Properties
—

Checked symbol: LChange...
Unchecked symbol: @ Change,.. ]

P ok

Figure 17 - Content Control Properties for Check Box

Click the Check Box Content Control you wish to alter properties for.

In the Content Control Properties dialog box, click the Change button to set the symbol for
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5. Inthe Symbols dialog box, select a symbol from the list (See Figure 18).
6. Click the OK button (See Figure 18).

| Symbcl

| Eont Times New faman <l 5 Yoset: curency simaols =
IRs¥| | 2 |2 Tl 4|P|GA2|C|T| B
Ilm Ple* Ne| M| Q| e 45| 1 |¥4|%| V6| %8| 24

Tela |1 < tltle|allax| = /] - |+

w|L|N]|] =g|zlal~| [J]=|l]|rq

| EEAN3E H=lrlelrn niyltth
- Fl Gl e =L ]

i&acemlyuseds\lmbcls:
E.|£ ¥|@|®|TM|¢|;;|5|3|+|-_<|0r__.|p|u|5|ﬂ|

Unicode name:

Character code: 0AC | from: Unicode fhex T!

6 o Cancel
Figure 18 - Symbol

| Euro Sign

7. When finished, in the Content Control Properties dialog box, click the OK button.

Lock and Restrict Your Form

Once you have prepared your form for data entry, it is a good idea to lock the fields from deletion so
users won’t accidently remove key fields. In addition, you can restrict users to using the content
controls available to fill in the form.

Lock Content
Before locking your form to restrict editing, you will need to lock all the content controls in your form
from deletion:

1. Click the Content Control you wish to alter properties for.

2. Click the Developer tab.

3. Click Properties.

4. Inthe Content Control Properties dialog box under Locking, check the Content control cannot

be deleted box (See Figure 19).
5. Click the OK button (See Figure 19).

| Content Control Propeties

General
Title:

|
Showas B‘aund:ng Dﬁxl_v |

Calor [ﬁ - |

i
Tag: |
|
|

[ Eemove cont, rol when cantents sre edited
Locking 4

[ Cortent control cannot be deletad |
[T cortents cannot bz gditad

Figure 19 - Lock Content
6. Repeat steps 1-5 for the rest of the Content Controls in your form.
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Restrict Editing

The following explains how to lock against deletion:
1. Click the Developer tab (See Figure 20).
2. Click Restrict Editing (See Figure 20).

E(_)' 5

Dacumentl - Word

(1) =
kT RandallD.. & Share

File Home  Insert Design  Layout References  Mailings  Review  View

D .l_-IF‘.ecord Macra 51’;"5 ‘d‘? = Az fa = B B Design Mode E I:L\ m55|
~ 3 ! =l
J e Recording — el %] . El B |22] Properties ) . =
Visual Macros Add- Word COM == XML Mapping Restrict | Document
Basic % Macro Security ins  Add-ins Add-ins E & s DroLp Pane Editing § Template
Code Add-ins Cantrols Mapping Protect Templates -~

Figure 20 - Restrict Editing

3. Inthe Restrict Editing pane under Editing restrictions, click the box that says Allow only this
type of editing in the document (See Figure 21).

4. Select Filling in forms from the drop-down list (See Figure 21).

5. Under Start enforcement, click Yes, Start Enforcing Protection (See Figure 21).

H 97 =

Document! - Word

FReferances Review View Developer Add-ins Randall Dean
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Code Add-Ins Contiols Mapping Protect Templates .
L :.'_ I R TR WS PR TR R ey, .
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- 1. Formatting restrictions
E Limit formatting to 2 zalection
- af styles
Settings...
iting restrictions o
Recent Photograph: [/] Aliowr oniy this type of editing
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= E iling in forms o
bl 3. Start enforcement
: Areyou ready to apply these
3 seLENGST (fou can tuin them off
i |ater)
i ‘ 5 "res,stanEmomngr—‘rmemon I
5 Name: Type Last name, First name.
Sex: Male (1 Female T Birth Date: Ulick here to enter 3 date.
™ Address: Type in your Addrass. Major: Communications
City: Type in your City. Graduated: [
State: Type in your 5tate, Currently Employed: [J
Zip: Type in your 5-digit Zip. How did you hear about us? Choose an item.
L Click or tap here to enter text.
See also
2 Restrict permission..,
Pagelofl E5words [= 3 B B - 1 +  100%

Figure 21 - Start Enforcing Protection
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6.

In the Start Enforcing Protection dialog box, you can choose to create a Password to unlock

editing of the form for an extra layer of control. If no password is needed leave the fields blank

(See Figure 22).

Note: Make note of your password. If forgotten, there is no way to retrieve it and thus remove

protection from the document.
7. Click the OK button (See Figure 22).

Protection method

Unlocking a Form

@ Password
[The document is not encrypted. Malicious
the file and remove the password.}

Enter new password [optional)

Reenter password to confirm

User suthentication
(Authenticated owners can remove document protection,
The document is encrypted and Restricted Accessis

enabled.)
Cancel

Figure 22 - Start Enforcing Protection

If you need to edit a form that has been restricted for editing, the form will need to be unlocked before
any changes can be made. The following explains how to unlock your form.

1. Click the Developer tab.

2. Click Restrict Editing.

3. Inthe Restrict Editing pane, click the Stop Protection button.
Note: If the document is password protected, you will be prompted to enter in the password to

stop protection. If the document has no password, protection will stop.

Documentl - Word

want to do,

et Design  Loyoul  References  Mailngs  Aevies  view
= E '
Wisual Macros R fard  COM : XML Mapping Fastrics
Basic b Mecro Security i s Add-ine = O Pane Editing
e el Cortiol: Mapping Fruted ~
. E ST) TR i o =
Restrict Editing ™%
. Your permissions
: The 0t Is protected from
= 3 dfing,
4 Bk In farms i this
Recent Photograph:
Namae; Type Last name, First name
Sex: Male I Female Birth Date: Click hore to onter a dato.
Addres: our Address Major: Communications
ity Graduated: O
Sta Currently Employed:
How did you hear about us? Choose en e,
Faged oft  SEwards [ %% [E2 B — - F + oo

Figure 23 - Stop Protection
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Saving Your Fillable Form as a Template
Once you have created and locked your form, you can save the form as a template. Then when a user
is ready to save their completed form, they will be prompted to save the form as a new document. This
way, you can share the form and won’t have to worry about users saving over the master copy. The
following explains how to save your form as a template:
1. Click the File tab.
In the Backstage view, click Save As.
Select a location on your computer to save your document.
In the Save As dialog box, type a name for your File name (See Figure 24).
Select Word Template (*.dotx) as your Save as type (See Figure 24).
Click the Save button (See Figure 24).

o v s WD

KI5 | » Computer » Windows (C) » Users » rdean2l » My Documents » Custom Office Templates ___~ [ 43 [ Seorch Custom Ofice Templotes |
Organize « Mew folder e @

iz Desktop * Name Date modified Type Size
- Mail merge an

& Downloads Mo items match your search,

s Favorites

@ Links

2 My Documents
.. Adobe
. Adobe Captivi—
| AirDroid EI
- Anki
. Camtasia Stud
. Custom Office

.. DisplayFusion r-\‘
RAd-dbhf~ei- O 2 4

File name: || Form_Template.dotx |

Save as type: IWord Template (*.dotx) g vI

Authors: Randall Dean Tags: Add a tag 5 Title: Add atitle

[7] Save Thumbnail

< Hide Folders Tools =

Figure 24 - Save As Dialog Box

Mail Merge

Mail Merge is a useful tool that allows you to create multiple letters, labels, envelopes, name tags,
emails, and more. By using information stored in a list, database, or spreadsheet, you can create
personalized documents by merging the information with a form letter, mailing labels, or envelopes.
You can perform a mail merge by using the Mail Merge Wizard, or by using the commands on the
Mailings tab.
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Using the Mail Merge Wizard
The following example starts with an existing letter and shows the steps for merging the letter with
names and addresses in an existing Excel spreadsheet.

I wanted to take a moment to thank you for your continued support of The Hardware Company
Were it not for loyal customers like you, we would not be celebrating our 10t anniversary on November
15" of this year. In honor of that anniversary, we will be hosting a special Christmas in November sale!

Everything in the store will be available at 10% off!

» You can realize an even greater savings by bringing this letter with you when you shop. Present
it to the cashier at checkout to identify yourself as a VIP customer and receive an additional 5% off your
total bill. This is just our way of saying thank you for your continued patronage of The Hardware
Company. Remember, The Hardware Company is your one stop shop for all your home improvement

needs!

] :
We can’t wait to see you, !
Sincerely,

Terry Tibbs

President and CEO

The Hardware Company
123 Tools Street
Kennesaw, GA 30144

Figure 25 - Sample Letter

Click the Mailings tab (See Figure 26).
. Click Start Mail Merge (See Figure 26).
3. Inthe Start Mail Merge drop-down, click Step-by-Step Mail Merge Wizard (See Figure 26).

Compan o lail Merge Letter.docx - Word
Layout References Review View Developer Add-ins @ Tellme.. RandallD... 2 Share

Preview Results
= 1"'9E—mailhﬂes:agrzs i fol Rt Bt For G0l Bt frr ol £0r Bl Bor Bt Gor er Bor Bty R
- E] Envelopes.
: L_'D Labels...

Directory

=|
El Mermal We r‘ 'n ent
|@ Step-by-Step Mail Merge Wizard... |

Figure 26 - Step-by-Step Mail Merge Wizard
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4. In the Mail Merge pane under Select document type, click Letters (See Figure 27).
5. Click Next: Starting document (See Figure 27).

& s Company VIP Mail Merge Letter.doc - Word o X
Home Insert Design Layout References Mailings Feview View Developer Add-ins D Tell me.. Randall Dean }:_:_ Share
= B . 4 ==
= e T Match Fields
Enveiopes Labels | Start Mail — Select _ ;
Merge= Recipients = R g 5 1 Upoetsiakes
Create Start Mail Merge Write 8t Insart Fields -~
i 1-.-.-.‘;)_<i---.. R P o W T I - TR e A O R
m Mail Merge T
-
i Select document type
What type of dotument ara
= you waorking on?
| E-mail messages
Envelapss
Labels
3 | wanted to take a moment to thank you for your continued suppart of The Hardware Company Directary
: Were it not for loyal customers like you, we would not be celebrating our 10 anriversary on November Letters
T q5m i i i 5 i i i | Send letters to a group of
157 of this year. In honor of that anniversary, we will be hosting a special Christmas in November sala! BBl E Rk OTarR

= Everything in the store will be available at 10% offl E:se!'ritet:r Tutanpeien

, you can realize an even greater savings by bringing this letter with you when you shop. Present HiiekRettto coptays:
o It to the cashier at checkout to 1dentify yourself as a VIPF customer and recelve an additional 5% off your Step 1 of 6

total bill. This is just cur way of saying thank you for your continued patronage of The Hardware 5 ) Nex: Starting dowment |

:] Company. Remember, The Hardware Company is your one stop shop for all your home improvement
Pagetofl 158words [& #9 BB B - 1 +  100%

Figure 27 - Mail Merge Step 1 of 6

6. Inthe Mail Merge pane under Select starting document, click Use the current document
(See Figure 28).
7. Click Next: Select recipients (See Figure 28).

+ Carmpany VIP Mail Marge Letter.doc- Word m

|
Home Inzert Design Layout Referances (= Cevelapar Add-ins Q Tell me whit you wantto deo.. Randall Dean £ Share

1O Find Reciprent
Envelopes Labels | Start Mal  Select 2
Merge » Recipients > |

Create Start Mail Mergs Write & Insért Fields Praview Results Finish -

) 1 ,?,1, R T i T T B Y T SRR
- Mail Merge =
. Select starting document
How do you want to set up your
= letters?

B )i use the current documert ||
Start from a template

| Start from ewisting document

Use the current document

I wanted to take a moment to thank you for your continued support of The Hardware Company e e L

here and wse the Mall Merge wizard

Were it not for loyal custamers like you, we would not be celebrating our 107 anniversary on November to add recipient information,

15™ of this year. In honer of that anniversary, we will be hosting a special Christmas in Novemnber sale!

i Everything in the store will be available at 10% off! Step 2 of b
: T Y & niext Seiectrecipients 1
,you can realize an even greater savings by bringing this letter with you when you shop. Present

4 Previous: Saled document type
=

it to the cashier at checkout to identify yourself as a VIP customer and receive an additional 5% off your

Pagelofl 150words [[F 23 BB B - i ¥ 100%

Figure 28 - Mail Merge Step 2 of 6
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8. Inthe Mail Merge pane under Select recipients, click Use an existing list (See Figure 29).

9. Click Browse (See Figure 29).

Campany VIP Mail Merge |etter.docox - Word

Insert Diesign Layout References Mailings Review View Add-ins

Developar

' =1 |7-. 7 Riles 1
- = =" [
|£| =1 v Match Felds
Envelopes Labele | Start Mal = Select Eiit Highlight = )
Merge - Recipients — Recipient List | Merge Tiekds Update Labels

@ Tell mie what you want to de...

Praview Results

(al =

Randall Dean

Create Start Mail Merge Finish -
L 1...,...:,_T_...,...1...,...;...,...3...,...4...,...5...,...(,...5...7... [=]
= Mail Merge T A
-
i | gy SElECE TECIpiEnts
= B8 ] = Use an eisting list |
= L 'Select from Outlook contacts
Type 3 new list
Use an existing fist
Use names and addresses from a
1 I wanted to take a moment to thank you for your contirued support of The Hardware Company file or & database.
E Were it not for loyal customers like you, we would not be celebrating our 10" anniversary on Movemher ( 9 ) [ srowse, ]
- 15" of this year. In honer of that anniversary, we will be hosting a special Christmas in November sale! L : i
Everything in the store will be available at 10% off! Step3of6
= Mexti Write your fetter
,you can realize an even greater savings by bringing this letter with you when you shop. Present
4 Previous: Starting document
i it to the cashier at checkout to identify yourself as a VIP customer and receive an additional 5% off your =
Pagelofl i50words [% £3 B8 B - 1 +  100%

Figure 29 - Mail Merge Step 3 of 6

10. In the Select Data Source dialog box, navigate to and select the Excel spreadsheet that contains

the contact information you want to use (See Figure 30).
Note: An Access database can also be selected as the data source.

11. Click the Open button (See Figure 30).

Organize » Mew folder
|, Tmcing :
o TEMP

Date modified Type

9/16/2014 10:15 PM

Wicrosoft Word 0.,
.

Seorch Malf merge

14 KB

I Windows

o Customer Address Listxlsx
[l _Patchlinkd051 cab 10)a;

971872014 20 AM

hicrosoft Excef Wi.

11 k8]

a My Passpert (E:)

8 Shared [birch) (k)

¥ Shared [kstorel] (k]
(= Local Disk ()

g OwlDrive(rdeanzl) (U:)
# Scan Folder(rdean2l) [\
= Banner (Y3

o Galany 56

€l Network

. Mail merge

Filename: Custorner Address Listxlsx

~ | At Data Sources Coderimdb® v

Toaols Cancel .

Figure 30 - Select Data Source
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12. In the Select Table dialog box, select the sheet that contains the contact information you want

to use (See Figure 31).
13. Click the OK button (See Figure 31).

SelectTable

Description

Maodified

Created

‘Contact Info3’
£ Sheet2s
Sheet3s

9/18/2014 9:20:18 AM
9/18/2014 9:20:18 AM
9/18/2014 9:20:15 AM

9/18/2014 9:20:18 AM
9/18/2014 200118 AM
9/18/2014 9:20:18 AM

EI First row of data contains column headers

Figure 31 - Select Table

- A

14. In the Mail Merge Recipients dialog box, you can use the following options to edit the
information that is used during the mail merge.
a. Add/Remove Recipients - Add or remove recipients from the mail merge (See Figure 32).

b.
C.
d.
e.

Sort - Sort your records using specific parameters (See Figure 32).

Filter - Filter your records using specific parameters (See Figure 32).

Find duplicates - Find duplicate records and remove from the mail merge (See Figure 32).
Find recipient - Find a recipient in your records (See Figure 32).

Note: The Validate Address feature will not be covered in this booklet. If you wish to use it, you
will be prompted to visit the Microsoft Office store to download additional software to use this

feature.

15. Click the OK button (See Figure 32).

This is the list of racig

recipients from the

2n your list is ready, dick OK

Customer Addres...
Customer Addres...
Customer Addres..,
Custormer Addres..,
Customer Addres..,
Customer Addres...
Customer Addres...

gl

NN ARIRTA

w | Addess 2« |ty
|11 Apolio Cove

110 Vinings Ave.  Apt1223
23 Spring 5t.

33 Othello Lane  AptZB
55 Fawer Dr,

35 High Cowrt
777 Prince Blvd
&8 Oak 5t.

Last Name | First Name + | Thle vi’MdresN

Veney Valeriz Kennesaw
James
Bill
Cynrthie

Evan

Dean Aspen

Shakespears Evergrzen
Caic Ridge

Cocoa Beach

Johnson
Stalcup
Boufang
Cni

Aot 456
ulienne Willow Grove
Magmi Palm Springs

Data Source

Custgmer Address Listxls

Refine recipient lict
Al

%5 Find duplicates..,
¥ Find recipiznt...

16. In the Mail Merge

[ validats sddresses.,

Figure 32 - Mail Merge Recipients

pane, click Next: Write your letter.
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17. In the Mail Merge pane under Write your letter, you can use the following options to add the
recipient information to your letter.
a. Address block - Add address information to your letter (See Figure 33).
b. Greeting line - Add a personalized greeting to your letter (See Figure 33).
c. Electronic postage - Add electronic postage to your letter. (See Figure 33).
Note: This will require the download of additional software that is not covered in this
document.

d. More items - Enter specific fields into your letter, one field at a time

(See Figure 33).

Company YI2 Mail Merge Letter.dooy - Word

Loyout References Mailings Review View Developer

Add-ins ' Tell me what you wanttodo..,

=2 - =i

Randali Dean .Qi— Share

™
— = : = EE & DrRues~ & (M4
= E |Tj| 38 L4 1 —— . _
= ; ; % %11 Match Fields Find Recipien
Envelopes Labels  Start Mal — Select Ecit H t Addrece Gresting Insert Merge Pravies

Blseks Fie Eiald+ Updats Label ;;_._.Ii}. |-:’ Check for Errors

Merge  Recipents= Recipient List 1=
Start Mail Merge
(RS O e O R ' | v d | T O O Y

Preview Results

» S

Create Write B Insert Fields

L R,

A

I wanted to take a moment to thank you for your continued support of The Hardware Campany
Were it not for loyal customers like you, we would not be celebrating our 10 anniversary on November
15" of this year. In honor of that anniversary, we will he hosting a special Christmaos in November sale!

Ewverything in the store will be available at 10% off!

; you can realize an even greater savings by bringing this letter with you when you shop. Present
It to the cashier at checkout to identify yourself as a VIF customer and receive an additional 5% off your
total bill. This is just our way of saying thank you for your continued patronage of The Hardware
Company. Remember, The Hardware Company is your one stop shop for all your home improvement
needs!
We can't wait to see you, !
Sincerely,
= Terry Tibbs
5 President and CEO

4 The Hardware Company
Page1ofl 158werds [[F %3

Ih 4] E’

Finish &
Merge =
Finish -

Mail Merge

| Write your letter

Iryou have not aiready done o,
wite your letter now,

To add recipient information 1o

your letter, click a location in the
document, and then dick one of
the items below,

= Address blocki.
L _— Greeting lina..
(c)
sl

When you have finished writing
your ketter, Uick Next. Ten You @n
proview and personalize each
recipient s fetter.

Maore ifems...

Stepdof b
=3 Mext: Preview your|etteis
= Pravinis: Selac recipierts

B BEN = - I + 100%

Figure 33 - Mail Merge Step 4 of 6
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18. Click Address block.

a.

Insert recipient’s name in this format - Select a format from the drop-down list for how you
want the recipient’s name to appear (See Figure 34).

Insert company name, Insert postal address, Format the address according to the
destination country/region - If available you can insert this information (See Figure 34).
Preview - Preview how your address will look in your letter. Use the arrow buttons to
navigate through your list (See Figure 34).

Click the OK button (See Figure 34).

Speaty address elements Preview

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

| Joshua |t > A
IJoshua Randall Jr. a
Jashuz Q. Randall Jr,

Mr, Jash Randall Jr, Mr. Akil Buggs
M. tash G, Randall Jr, 11 Apallo Cove
e ——— = Pine BIUff, AR 12000

Thsert company name
@Inser‘t postal address:

Mever include the country/region in the address

Always Include the country/regionin the address
= Correct Prablems
(@ Only include the country/region if different tham:

i = .} Ifitems in your address blodk are missing or out of order, use
|United States : Match Fields to identify the correct address elements from

your mailing list.
Match Fields..

IE Format address according to the destination country/region

Figure 34 - Insert Address Block

19. Click Greeting Line.

a.
b.

Greeting line format - Create the greeting line for your letter (See Figure 35).

Greeting line for invalid recipient names - Set a generic greeting that will display when
Word cannot find a name for an entry (See Figure 35).

Preview - See how your selections will look in the final mail merge. Use the arrows to
navigate between records (See Figure 35).

Click the OK button (See Figure 35).

Here is a preview from your racipient list:
L I bH
g—

Dear Mr. Buggs, c

Correct Problems

If items in your greeting line are missing or out of order, use Match Fields
to identify the correct address elements from your mailing list.

Match Fields...

Cancel

Figure 35 - Insert Greeting Line
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20. Click More items.

a. Fields - Insert specific fields into your letter, one field at a time (See Figure 36).

b. Insert - Insert the selected field (See Figure 36).
c. Click the Close button (See Figure 36).

Insert:
() Address Fields

Fields:

@ Database Fields

First Mame
Last Mame
Suffix
Address 1
Address 2
City

State

Pastal Code

Match Fields... | B

Figure 36 - Insert Merge Field

21. In the Mail Merge pane, click Next: Preview your letters.

22. In the Mail Merge pane under Preview your letters, you can preview all letters before
completing your mail merge (See Figure 37).
23. Click Next: Complete the merge (See Figure 37).

Compary VI? Mail Merge Letter.dock - Word

Hoeme Insert Design Layout Add-ins

0 Tell mawhat you w

—— p—— Iy =1 = = i ™=h
EIEEEE R -
- ad - — ¥ Match Fields [p> Find Recipient
Epwvelopes Labels | Start Mail  Select Edit Highlight Address Graeting Inser: Merge G Finizh B
Merge~ Recipients » Recipient List - Merge Fislds Block  Line Field = Updete Labels | ‘oo [ Check for Erraes Marge =
Create Start Mail Merge Write & Incert Fialds Preview Resufts Finizh -
L 1 i 'E"'I"'l"'l'"i"'l"'i"'n""i"'l B (O -] .
: Mail Merge oy
-
2 Praview your letters
Gne of the merged letters 15
5 previewed here, To preview another
Ietter, click one of the {oliowing.
Mr. Akil Buggs L0 Find & recpiznt...
I Make changes
2 11 Apollc Cove

Fagel o1 1 171 wards

Pina Bluff, AR 12000
Diear Mr. Buggs,

| wanted to take a moment to thank you for your continued support of The Hardware Company
wwere it not for loyal customers ke you, we would not be celebrating our 10% anniversary on Movembear
15 of this year. In honor of that anniversary, we will be hosting a special Chiristmas in Novernber sale!

Everything in the store will be available at 10% off!

Akil, you can realize an even greater savings by bringing this letter with you when you shop.

Present it to the cashier at checkout to identify vourself as a VIP custemer and receive an additional 5%
rT;.‘ -

0. 5ha

Randall Dean

You can alse change your recipient
bigk:

T3 Bt reciient nsti,

When you ¢ d proviewing
your letters, click Next, Than you
ean prnt the merged lettars or adit
indnidial [etrers to add pertanzl
camments.

Step Sof O

23] newr comptetz the merge

& Previous: Wite your |etter

B - —+- +  100%

Figure 37 - Mail Merge Step 5 of 6

Page 24

of 28




24. In the Mail Merge pane under Merge, click Print.

B S0 & -

File

Campany VIP Mail Merge |etter.docox - Word

Home Insert Diesign References Mailings Add-ins

Developar

BB B 2 B RER B B DE
= " @ T Match Fields (D Find Recipient
Envelopes Labele | Start Mail  Selec Edit Highlight Address Greeting Insert WMerge _ Previsw Finich &
Merge - Recipients = Recipientlist | MergsFields Block  Line Field - Updaie Labels | [Reyie [ Cheek far Erars Merge -
Create Start Mail Merge Write & Insert Fields Preview Results Finish
L 1...,...:,__\_..,...1...,...;...,...3...,...4...,...5...,...(,.../_3...7... [=]
Eald
MAr. Akil Buggs
| 11 Apollo Cove
Pine BIUTT, AR 12000
Dear Mr. Buggs,
I warted to take a moment to thank you for your continued suppoert of The Hardware Company
Were it not for loyal custamers like you, we would nct be celebrating our 107 anniversary on November
= AEH af Flaiesiane. b hoone of thot oontuovcor e asdlb e boactioo acaontol Sheloton o Do koo buoe colol 5l
Pagei ofl1 171 words [E‘ .lj @ El

@ Tell mie what you want to de...

F_;_ Share

Randall Dean

Mail Merge

Compiete the merge

Maii Merge is ready to produce
your fetters,

To personafize your letters, dide
“Edit Individual Letters,” This wall
open a neve dowment with yoar
merged letters. To make changes to
all the Jetters, switth back o the
orlginal document

Merge
[ Lk, Frint. I
_DD Edit individual letters..,

Stepbof b
4 Pravious: Pravizw your lettzrs
+ 100%

B - H

Figure 38 - Mail Merge Step 6 of 6

25. In the Merge to Printer dialog box, select your option to Print Records (See Figure 39).

26. Click the OK button (See Figure 39).

Merge to Printer

|

Print records

© All

") Current record

) Erom:

Figure 39 - Merge to Printer

27. The Print window will open. Adjust your settings for your printer and print your documents.

Page 25 of 28




Using the Mail Merge Wizard to Create Your Own List of Recipients
If you do not have an existing list of names and addresses saved as an Excel file or Access database, you

can create your own list of recipients. When creating your mail merge using the wizard, you will be

prompted to select recipients:
1. Click Type a new list (See Figure 40).
2. Click Create (See Figure 40).

H - T Company VI Mail Merge Letterdoc - Word

Fite

p— ; o
[ B = r e LI -
L = |—‘ 2% 3 = 25 . A
| EI g = | '$& Mateh Fields 0 Find Recipient
Enuvelopes Labels | Start Mail  Select Edit Highligh:  Address Greeting Tnsert Merge Preview’ | Finish &
Marga~ Recipients  Recipient List | Merge Fields Block  Line Field = Undate Labels | gasuhs  |w Checkfor Errors Ierge =
Create Start Mail Merge Write & Insert Fields Preview Results Finish -
L 1% :: i CifE fiESS S fIFE: 30 [ 4. i iy [ G SR
Mail Merge T
i Select reciplents
51 Use an existing list
Select from Outlock contacts
1 ] & hpeanewiit |
whddressBlockn Type a new fist
Type the names and addrezses of
= aGrestinglines recipients.
2] B ciea |
| wanted to take a moment 1o thank you for your continued suppert of The Hardware Company

Pagelofl 1E0words L[F %7 EIE B - H 4+ 100%

Home Tnsert esign Layout References Mailings Review veloper Add-ins D Tell me what you

3 Rules~ & M4t > b ||:-»

Were it not for loyal customers like you, we would not be celebrating our 10" anniversary on November
Step dof b

=3 Bext: Write your fctter

15 of this year. In honor of that anniversary, we will be hosting a special Christmas in November sale!

Everything in the store will be available at 10% off!
&= Previnus Starting dheument

wFirst_Mamens, you can realize an even greater savings by bringing this latter with you when you

Figure 40 - Type a new list

3. Inthe New Address List dialog box, you can do the following to create a recipient list.

a.

b.
C.
d.

Enter Recipient - Type you recipient information into the table provided, filing in the fields
as needed (See Figure 41).

New Entry - Create a new entry in the table for additional recipients (See Figure 41).
Delete Entry - Delete an entry from the table (See Figure 41).

Customize Columns - Add, delete, or rename fields for the table (See Figure 41).

4. Click the OK button (See Figure 41).

[ New Address List.

Type recipient information in the table. To add more entries, click New Entry.

Title: vJ First Mame - i Last Name - J Compary Name vj)lddress Line 1 vJ
| L* e

| Mrs. Betty Crocker Crocker Goods 111 Food Ln

Mr. Happy Gilmore 4 Fare Cir

(71‘ b ) I [
Delete Entry Customize Columns.., o

Figure 41 - New Address List
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5. Click the OK button.

Note: You will be prompted to save your list to your computer. Once saved, the Mail Merge Wizard

will take you the Mail Merge Recipients window to continue the mail merge process.

Matching Fields

If some of the information you imported into Word is not properly matching up with the correct fields,

you can assign the information to the proper field by using the Match Fields tool. Before using the

Match Fields tool, you will have to import a file/database for your recipients, or have created one using

Word. The following explains how to match fields:

1. Click the Mailings tab (See Figure 42).
2. Click Match Fields (See Figure 42).

HS 69 -
File

= B

Ervelopes Labels  Start Mail

Home Insert Design Layout References

24

-
Edit

{1
e

Select

2 B B

Highlight Address Greeting Ins=rt Merge

Merge ~ Recipients~ Recipient List  Merge Fields Block

Create Start Mail Merge

‘Write & Insert Fields

Compar o ail Merge Letter.docx - Word

Q Tellme.. Randall D..
M 41

[0 Find Recipient
(v Check for Errors

Preview Results

Review View Devaloper Add-ins

,Q+ Share

JLINEN

Finish &
Merge ~

Preview

Line Field ~ Results

Finish

Figure 42 - Match Fields

Figure 43).

file/database (See Figure 43).
Click the OK button (See Figure 43).

In the Match Fields dialog box next to the field you wish to match, click on a drop-down list (See

Select the header that is the closest match to the existing field from your imported

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

camponent
City
State
Pastal Code

City =
state
Postal Code

=
=
3l

Business Phone
Business Fax
Home Phone
Home Fax
E-mail Address
‘Web Page
Spouse/Partne!

Use the drop-dow
database that corr
Mail Merge expect

[l Remember this 1
on this computer

Spouse/Partner :

Crnrical/Darknar

Title

First Mame
Last Mame
Suffi
Address 1
Address 2
City

State

Postal Code

{not matched)

Cancel

Figure 43 - Matching a Field
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Additional Help

For additional support, please contact the KSU Service Desk:

KSU Service Desk for Faculty & Staff

e Phone: 470-578-6999
e Email: service@kennesaw.edu
e Website: http://uits.kennesaw.edu

KSU Student Helpdesk

e Phone: 470-578-3555
e Email: studenthelpdesk@kennesaw.edu
e Website: http://uits.kennesaw.edu
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