Mail Merge Wizard
What Type of Document Do You Want ko Create?
Letter

Steps

1.5elect skarting
document

e e e e P J Send letters to a group of recipients. The letters can contain an address block and a
--------------------------------- salutation. The letters can be personalized For each recipient.
3.Insert address block

E-mail message

4. Create salutation

5. Adjust layout
Figure 329: Choose document type

Step 3: Insert address block

This is the most complex step in the wizard. In this step (Figure 330) you will do three things:

1) Tell the wizard which data source to use. The data source must be an existing file.

2) Select the address block to use in the document. This means choosing which fields
appear (for example, whether the country is included) and how they look.

3) Make sure that the fields all match correctly. This is very important. For example, the UK
English version of the wizard has a field called <Surname>. If your spreadsheet has a

column called “Last Name”, you need to tell the wizard that <Surname> and “Last Name”
are equivalent. This is described in “Matching the fields” on page 313.

Mail Merge Wizard

Insert Address Block

1. Select the address list containing the
address data you want to use. This data is ...

Steps

Select Different Address List...
1.Select starting

document Current address list: Media
2.Select document type 2 This document shall contain an address block
<Title> <Title>
| 4.cCreate salutation <Firsk Mame> <Last Name> | <First Mame> <Lask Name>
P <Address Line 1= <Address Line 1>
| 5 Adjust layout <ZIP> <City= <ZIP> <City>
=Country=
Maore...
Suppress lines with just empkty fields
3. Match the field name used in the mail merge to the column Match Fields...

headers in your data source.

4. Check if the address data matches correctly.

< not yet matched =
< not yet matched > < not yet maktched =
< not yet matched =
< not yet matched > < nok yet matched =

Document: 1 [+ [+
Help < Back MNext = Finish Cancel

Figure 330: Insert address block
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