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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.
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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

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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Create a document from a letter template. Then once the letters are
generated, you can create labels from the same list (excel file)
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