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Mail Merge is used to create a document that contains standard text but requires 
personalized information for multiple recipients. 
 

Using Mail Merge - Creating a Form Letter 
 
Step 1) Get your data together. 
In this example we will take a list of names and addresses and create a customized letter 
for each person. The simplest way to get the data formatted is to use an excel file. 
Therefore, you can sort, view, and manipulate the data. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2) Create the Word document. 
Save excel file containing the data for each person, with the data area selected. Go into a 
new Word document and start the mail merge process. 
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Enter per line all the information that 
you want to customize per letter.  Set a header line that 

will help to construct 
the mail merge 

In order to let MSWord know which data you want to use for the mail 
merge, define the “Print Area” as the table containing the data 

1) Open a new Word Document 
2) Click on Tools -> Mail Merge 
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Create a document from a letter template. Then once the letters are 
generated, you can create labels from the same list (excel file) 

Select Active window 
because we just created 
a new document. 

Tell MSWord which file 
contains your data to import. 
Select “Open Data Source” 

Make sure to select the 
correct filter in order to see 
your file (Excel extensions) 

Select the area we previously defined that contains the 
correct values. 

As it is a new document, Word will 
prompt to go into the document 
and add the merge fields 

Type your Letter and insert 
the appropriate fields 

If you want to review 
examples of the value that 
will be inserted, you can 
click on the <<ABC>> 
icon to toggle fields values 
and fields name. Then you 
can navigate among 
records with the arrows. 

Once your template satisfies you, create 
the mail merge and one letter per Excel 
line. Click on Merge… 


