How to Create a Word Mail Merge with Envelopes

This document is to assist individuals in creating a mail merge with envelopes in Microsoft Word.  In the final merged document, there will be an envelope preceding the letter for each record.

Note: Additional information on converting existing WordPerfect documents to Word and merging files downloaded from SAA are available in the tip sheets “WordPerfect to Word Conversions” and “How to Merge Files Downloaded From SAA in MS Word”.

1.  Once you have created your mail merge form, select the fields that correspond to the recipient’s name and full address.
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Dear (Micknamen,
‘This letter is to teach people how to create and use Word Merge files. Thank you for your help,

Sincerely,

Donald Duck.




2.  Click on Envelopes and Labels from the Tools menu.   

3.  Check to make sure that all of the correct fields are shown in the “Delivery Address” box. If you need to correct the envelope or printing options or the formatting of the fields, do so now.

4.  When everything is set correctly, click Add to Document.

5.  You will notice that your first record’s information now appears as it will when printed on an envelope. This does not mean that the first record’s information will appear on every envelope.  To view the field names, click on the View Merged Data button [image: image2.png]


 twice.

6.  Now merge your form with your data source file by clicking Merge…  and choose the default to merge to a new document. Click Merge. You will now notice that an envelope “page” with each recipient’s name and address is shown before each letter.
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Septerdber 15, 2000

Saxuel C. Gull
1101 Caen Avenne
Salisbury, MD 21504

Dear Saramy,

“This Jetter i to teach peaple havw to ceate and use Word Merge fls. Thank you for your help.




Note: Always preview your merged documents prior to printing. To do this, select File, Print Preview from the menu bar.

