Creating a Form Letter

1.
Open your form letter. From File, Open select FLTEST.DOC  (or another file you have created).

2.
Select TOOLS from the Menu Bar.

3.
Click on MAIL MERGE.

4.
The Mail Merge Helper will display.
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5.
Click on CREATE. Click on Form Letters.

6.
Click on Active Window.

7.         Click on Get Data and then click on Open Data Source.
8.
Find your file STUDENT.DOC (or another file you had created with data), click on it and then click OK.

9.
Click on Edit Main Document. This will bring you back to your document and add the following toolbar.[image: image2.png]Microsoft Word - Document2 MEIE
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10.
With your cursor between the r in dear and the comma, click on Insert Merge Field and click on Parent_Name. This will insert the parent’s name from you table into your letter.

11.
We will do the same with student name and teacher. Inserting them in the correct spots in your document.

12.
To input the date in your letter, place your cursor between the f in of and the period. Click on INSERT from you Menu Bar. Click on Date and Time. Select the format that you would like to include in your letter.

13.
You are now ready to merge all the information from your table with your form

letter. Click on the Mail Merge button on your tool bar. The Merge Box will display. Click on Merge and your letters will be created and ready to print.

You can create mailing labels or envelopes from you table using the steps we did to create our form letter with the following changes. On the Mail Merge Helper under create click on Mailing Labels. Click on New Main Document. From Get Data you will again click on Open Data Source and then open STUDENT.DOC. You will then click on Set Up Main Document. Click on the type of labels you will be using. And on the Create Labels Screen we will use the Insert Merge Field to position our fields the way that we want them to print on our labels. Similar to the way we input the fields in our form letter. When finished click OK. Select Merge and click on Merge again. Your labels document will be created.

