Excel 4: Merging Data with Word

1. In order to merge data with Word, you should be sure to have headings included atop all of the data columns:
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2. It is a good idea to save the merge document (Word) in the same folder as the data document (Excel):
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3. Save your data document and close it.

4. Go to the merge document and choose:

5. In the data merger manager window, begin at the top and choose the type of merge document that you wish to create.

Adding Document Fields
1. [image: image10..pict]Choose the main document type from the “Create” menu in the Data Merge Manager:

2. Choose “Get Data” from the Data Source panel in the Data Merge Manager:
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3. When opening the data source, you MUST choose the sheet number from where your data will be merged (Usually Sheet1)

4. You can now begin to type your document.  When you are ready to add fields from the Excel Data Document, choose the Merge Field panel field data that you would like to appear in the form letter:
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5. Notice that all of the possible merge fields are the headings that you used in your data document:
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Previewing and Merging Data
1. Under the Preview Pane, choose the preview data icon to view all of your records:
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2. Choose the navigation arrows in the Preview pane in order to preview all of the records as they will appear in the merged document:
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3. Notice that the field names that were bold in the original field view are now bold in the preview mode.

4. You can now merge your data into several different formats:

Merge Types
1. You can merge to a printer or merge the data to individual pages of a new Word document:
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2. By choosing the “All” drop-down list, you can choose to customize which records will be printed or merged to a new document.

Adding Multiple Records to the Same Page
1. If you wish to add multiple records to the same page, you must add the <<Next Record>> field to the page and then paste your merge content after it.

2. From the “Word Field” pane in the Data Merge Manager, choose Next Record and insert it at the end of your content in the merge document.
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3. Now, when you preview your records, you will see two records appearing on this page, allowing you to print half-sheets of the same letter, versus using an entire page.
