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Mail merges are useful for creating multiple documents (letters, emails, envelopes, and labels) that have 
the same basic content and personalizing them with unique information.  The mail merge document 
contains the same information that everyone will receive. Additional fields are then included to 
personalize the document with variable data, such as the person’s first and last name, address, city, 
state, zip code, phone number, and so on.  

Contents 
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To begin a mail merge, the main document is set up from a new or an existing document. The main 
document contains text and graphics that are the same for each version of the merged document. You 
may find it helpful to create your main document first before you begin the mail merge.  

The following steps will walk you through using the Mail Merge Wizard. The Mail Merge Wizard is a 
step-by-step process that walks through 6 steps for generating a mail merge.  

 

1. On the Mailings tab, click the Start Mail Merge menu drop-
down arrow and choose Step by Step Mail Merge Wizard 

2. Select your document type (in this example, we will choose 
Letters but the steps are the same for email) 

 
 
 
 
 
 
 

 

1. Click the link in the bottom right of the Mail Merge pane, Next: Starting document. 
2. Choose which option you wish for your starting document.  

 
The most common option is to “Use Current Document”.  
This will use the current document that you have open.  

 
 
 
 
 
 
 
 
 

 

1. At the bottom of the Mail Merge pane, click the Next: Select recipient’s link. 
2. In the Select recipients section, make your selection.   The most common is to Use an Existing 

list. I.e. if you have an excel file with a list of your individuals.  
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For steps on how to “Type a new List”, click here (this may be helpful if you want to run a few 
tests before you send an email merge).  
 

3. If choosing to use an existing list, click 
Browse and locate your data file (i.e. 
Excel File) 

 
 
 
 
 
 
 
 
 
 
 
 

4. If applicable, the Select Table dialog box opens.  
If you have more than one sheet in your file, click 
the desired sheet that you want to use.  
 
 

5. Click OK. 
 
 
 
 
 
 

6. The Mail Merge Recipients dialog box opens.  
a. If you do not wish to include an individual in 

your mail merge, you can uncheck the box to 
the left of their name.  

b. The field names will be shown in the top row 
 
 

7. Click OK 
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1. At the bottom of the Mail Merge pane, click the Next: Write your letter link. 
 

Next, we will complete the setup of our letter. First, finish editing the document with any 
text/formatting changes. Once the document is ready, we will add merge fields. Merge fields are 
what we will use to personalize the letter.  
 
There are a few different ways to add first merges. Merge fields can be added individually or you can 
insert premade groupings of fields.  
 

 

 

➤   To insert a merge field 
 

1. In the document, place the cursor where you want the merge field to appear. 
2. In the Write & Insert Fields group, click Insert Merge Field down arrow, and then 

select the field you want to use.  
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Merge fields are indicated by chevrons: 

 

 

If you would like to insert the address for a recipient, it may be easier to use the “address block” 
rather than inserting each field individually: 

➤   To insert an address block 

1. In the document, place the cursor where you want the address block to appear. 
2. In the Write & Insert Fields group (on the far right), click Address Block. 
3. In the Insert Address Block dialog box, do any of the following: 

 Choose a format for recipient names, or uncheck the box to not include Recipient’s 
Name  

 Use the Preview area to check how your choices affect the display of addresses.  

 If your preview does not look accurate in that the fields are not displaying 
properly or if fields are missing (such as city) click Match Fields and map the fields 
properly.  

4. Click OK 
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 ➤   To insert a greeting line 
Word has a premade greeting line that will insert the recipient’s name. This field can also be 
customized.  

1. In the document, place the cursor where you want the greeting line to appear. 
2. In the Write & Insert Fields group, click Greeting Line. 
3. In the Insert Greeting Line dialog box, do any of the following: 

 Specify a format for the elements of the greeting line, including the salutation 
and name format. 

 Choose a format in the greeting line for invalid recipient names drop down.  
4. Use the Preview area to view how your choices affect how the greeting line will 

appear. 
5. Click OK 

 

 

If Word did not automatically match the fields (i.e. Word did not know what field matches 
“address”), you can manually map the fields:  
1. From the Mailings tab or from within the Dialogue box, click Match Fields. 
2. In the Match Fields dialog box, match the field names Word provides with field 

names in your recipient list. 
3. Click OK. 
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1. Once you have added your fields (per the steps above), at the bottom of the Mail Merge pane, click 
the Next: Preview your letters link. 
 

2. Preview the letters by using the navigation buttons in the preview results section of the mailings 
tab.  

 

 

 

 

 

 

After you preview the letter, if you determine you want to make any universal changes, do so now. If no 
changes are needed, skip this step and proceed to step 6. 

For example, let’s say you want to format a merge field as bold or change the font/font color to 
something different. You may also want to add extra spaces or change the line spacing.  

1. You can toggle between preview and edit mode while making changes to ensure that your 
mailing looks as you wish.  Click the “preview Results” button on the mailings tab to turn on 
and off preview mode.   
 
Tip: When editing merge fields, its best to do in edit more.   
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Proceed to make any changes to the merge fields or your document as desired. Here are a few 
examples: 

➤ To edit the font, font size, or font color of a field, highlight the field and then make your selection. In 
the image below we are changing the color of the Base Cost field: 

 

➤ Line Spacing in the address block:  

It is common that the address 
block may have extra spacing 
between lines as shown in this 
image: 

 

To correct this, go into edit mode (turn off Preview Results) > highlight the field > click the page layout 
tab. From here, you can edit the line, paragraph, and indent options as desired. For example, change the 
spacing before to 0pt to remove the extra spaces.  
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➤ Format a field as currency 

Lastly, we want the base cost and additional fees to be formatted as currency. Unfortunately when you 
perform a mail merge, Word does not adhere (by default) to the formats of values in Excel. For example, 
any dates, currencies, and other numbers will not retain their formatting when inserted into a Word 
merge. To correct this, you can alter the field code.  Click here for steps.  

 

1. At the bottom of the Mail Merge pane, click the Next: Complete the merge link to advance to 
Step 6.  

2. The letter is already merged; choose to Print or you can edit each letter individually. 

➤ Print 

Opens the print dialogue box to print the 
merged letters.  

➤ Edit individual letters link 

Use this option to open the letters as another 
document. You can then edit, save, or print 
the letters.  

 

 

 

1.6.1 Email  

If you choose to create an email mail merge (rather than letters), the only difference is that instead of 
choosing to print or edit the letters, click Electronic Mail.   

1. Click Electronic Mail from the Mail Merge Pane OR click Finish & Merge and choose Send 
email messages  
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2. Select the field that contains the individuals email address. Enter a subject 
3. Click OK to send.  
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The process is similar to creating a mail merge when creating labels or envelopes; the difference is 
selecting the type of document to be merged.  When you are preparing labels or envelopes as part of a 
mail merge operation, start with a blank document.  

 

1. OPEN a blank document. 
2. Click the Mailings tab, click start mail merge and click Envelopes. 
3. The Envelope Options dialog box opens as displayed 

i. Select the envelope size. 
ii. Change the font formatting for the addresses as needed. 

iii. Change the spacing of the delivery and return address as needed 
iv. On the Printing Options tab, check that the settings are correct for the printer you 

are using. 
4. Click OK. 
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5. Click the Select Recipients button on the mailing tab and make your selection (i.e. Use an 
Existing List). If you choose to use an existing list, the Select Data Source dialog box opens. 
Navigate to your file (i.e. an Excel file containing a list of the recipients) 

6. With your mouse, click to place the insertion point in the delivery address location in the 
envelope 

7. Then click the Address Block button. 
 

 
8. In the Insert Address Block dialog box, do any of the following: 

 Choose a format for recipient names  

 Use the Preview area to check how your choices affect the display of addresses.  

 If your preview does not look accurate in that the fields are not displaying properly 
or if fields are missing (such as city) click Match Fields and map the fields properly.  

9. Click OK 
 

 

 

 

 

 

  

 

10. If you wish to add a return address, click in the upper left and type in your Return Address 
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11. Click the preview results button and then use the arrows to review the results  

 
12. Make any additional changes to the formatting as desired. Click here for a few tips on 

editing merge fields.  
13. Complete the merge by clicking the Finish & Merge button. 
14. Select Edit Individual Documents, and then click OK. 

a. Each record has its own envelope and you are ready to print.  

 

1. Open a blank document. 
2. Click the mailing tab and click start mail merge and choose Labels. 
3. In the Label Options dialog box, select the printer information 
4. In the Label Information area, select the label vendor and then the product number for the label 

you are using. 
5. Click OK. 
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6. Click the Select Recipients button on the mailing tab and make your selection (i.e. Use an 
Existing List). If you choose to use an existing list, the Select Data Source dialog box opens. 
Navigate to your file (i.e. an Excel file containing a list of the recipients) 

 

7. With your mouse, click to place the insertion point in the first label  
8. Then click the Address Block button. 

 

 
9. In the Insert Address Block dialog box, do any of the following: 

 Choose a format for recipient names  

 Use the Preview area to check how your choices affect the display of addresses.  

 If your preview does not look accurate in that the fields are not displaying properly 
or if fields are missing (such as city) click Match Fields and map the fields properly.  

10. Click OK 
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11. Click update labels on the mailings tab. This step is very important!  That will add the address 
block to each of the labels.  

 
12. Click the preview results button to review the labels  

 
13. Make any additional changes to the formatting as desired. Click here for a few tips on editing 

merge fields.  
14. Complete the merge by clicking the Finish & Merge button. 
15. Select Edit Individual Documents, and then click OK. 

a. Each record has its own label and you are ready to print.  
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To make sure the ZIP or postal codes come through a mail merge without losing any zeros, format the 
ZIP or postal code column as text. Complete this before you begin the mail merge in Word.  

1. In your Excel spreadsheet, select the column you want to format. 
2. Right-click, and then click Format Cells. 
3. On the Number tab, click Text. 

 

 

 

 

 

 

When performing a mail merge, certain fields may not format automatically as you wish. For example, 
your data may not show as the proper date format, currency and number during a mail merge.  This 
guide will cover how to apply currency formatting to a number. For complete information about field 
switches, check out Microsoft detailed article found here.  

Behind each merge field is a field code.  Fields codes can be altered and Format field switches can be 
used to define how to display field results. We will use a numeric format switch to apply currency 
formatting.  

 Numeric format switch (\#) 

Example: You have a merge field to show cost. However, your field currently shows as 2006.9. However, 
you want the field to show as $2,006.90.  

  

 

 

https://support.office.com/en-us/article/Insert-and-format-field-codes-in-Word-2010-7e9ea3b4-83ec-4203-9e66-4efc027f2cf3#bm7
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Follow these steps to apply currency formatting:  

1. Within your Word document, click on the field you wish to format 
2. Right click and choose toggle field codes  

 

3. The field should now look something like this:  

 

 

4. Type a space after the field name and then type in \# 

 
 

5. You have now added in the field switch for 
currency. However, we still need to add in the 
formatting. After the # enter: $,0.00 

a. Your field should now look like this:  

 

6. Finally, right click the field and choose Update Field. Click the Preview Results button on the 
mailings tab to view your result.  

 

 

 

 

TIP:   If you do not wish to show decimals, type:   \# $,0 for rounded whole dollar with a thousand 
separator.  
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When selecting recipients for your mail merge, one of the provided options is to type a new list. This 
option comes in handy if you want to type a few sample recipients to test your mail merge, especially if 
you are sending an email merge and you would like to ensure that your email looks as you want it.  

The Type A New List option on the Select Recipients menu opens the New Address List dialog box, 
where you can compile a recipient list for the mail merge operation. After you build the list, Word saves 
it in .mdb format. You can select this list for other mail merge operations in the future. 

➤   To create and manage an address list 

1. On the Mailings tab, click Select Recipients, and then click Type New List. Or from the mail 
merge pane on the right, click Type a new list and click Create 

2. In the New Address List dialog box, enter the information for the first recipient. Scroll to the 
right to see additional fields.  

 If you need to add fields, click customize columns and then click Add to add a new field. 

3. Do one of the following: 

 Click New Entry and Repeat step 2 to add all the recipients you need in this list. 

 To delete an entry, select the row, and then click Delete Entry. 

 When you are done adding recipients, in the New Address List dialog box, click OK. 
4. In the Save Address List dialog box, type a name for this list and then click Save. This is now a 

saved file that you can use with your mail merge.  
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5  

 

This document provides steps for completing a mail merge using the step by step wizard. When 
completing a mail merge, it is not required that you use the step by step wizard however. If you prefer, 
you can complete the merge using the buttons along the mailing tab.  

 

 

While working on your mail merge, if you need to go 
back a step, you can click the previous option in the 
lower right: 

You can also use the options along the mailings tab. For example, if you need to select a different 
recipient list, you can use the “previous…” option as shown above or you can click Select recipients and 
make your selection:  
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To restore a Word mail-merge main document to a normal Word document, follow these steps: 

1. Click the Mailings Tab 
2. Click Start Mail Merge 
3. Click Normal Word document 

 

 

To be successful in creating a mail merge using a recipient list located in an Excel file, here are a few 
quick tips for formatting your Excel file: 

1. Do not use tables in your excel file.  Ensure the data contained in your file is not in a table. The 
data can be formatted, colored, etc. but Word struggles if the data is in tables. The easiest way 
to know if your data is in tables, is to click any cell that contains the data and if you see the table 
tools tab, your data is in a table.  
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2. Your headers should be in the first row of your Excel file. This allows Word to identify what row 
contains the headers.  

 

 
 

 
 

 

 

 

 

 

 

 


