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Using Mail Merge


Using Mail Merge

Overview

This lesson will provide students with coverage of mail merge concepts and techniques in Word 2003. Students will construct data sources and main documents including form letters, envelopes, and labels. Students will then enter data, conduct merges, and debug merges—experiencing first hand the benefits and effectiveness of using Word’s Mail Merge tool. After using a Word address list as a data source, students will gain additional experience using alternate data sources from other Office 2003 applications, including Access databases and Excel worksheets.
Lesson Topics

	Understanding Mail Merge Concepts

· How it Works
· The Benefits of Using Mail Merge
	Working with the Mail Merge Task Pane
· Guidance for Setting Up and Conducting a Merge
	Working with Data Sources

· Address Lists
· Designing Effective Data Sources
· Setting Up an Address List and Entering Data
· Managing the Address List

	Working with Main Documents

· Setting Up Main Documents
	Conducting a Merge

· Using the Mail Merge Task Pane
· Using the Mail Merge Toolbar
· To Save or Not to Save
	Working with Merge Problems

· Common Problems



	Using Envelopes and Labels with Mail Merge

· Generating Envelopes with Mail Merge
· Generating Labels with Mail Merge
	Merging from Alternate Data Sources

· Merging from Outlook, Access, and Excel
	


	Concepts/ Hands-On
	Concepts Review
	Skill
Builders
	Assessments
	TOTALS


	2 hrs 30 min 
	15 min
	45 min
	30 min
	4 hrs 


Preparing for this Lesson

A complete installation of Word 2003 is required for successful completion of this lesson. 
Lecture Plan

	Major Topic
	Subtopic(s)
	Discussion

	Understanding Mail Merge Concepts
	· How it Works 
· The Benefits of Using Mail Merge 
	Notes
· Explain the function of Mail Merge.
· Explain how Mail Merge works.

· Explain the benefits of Mail Merge.
Questions

· Ask: In what situations would you use Mail Merge?

· Have students brainstorm examples of documents that would benefit from using Mail Merge.

	Working with the Mail Merge Task Pane


	· Guidance for Setting Up and Conducting a Merge 
	Notes
· Display the Mail Merge task pane.
· Discuss what happens in each of the six steps.
Questions

· Ask: What is the advantage of using the Mail Merge task pane?

	Working with Data Sources
	· Address Lists 
· Designing Effective Data Sources 
· Setting Up an Address List and Entering Data 
· Managing the Address List 
	Notes
· Explain that the first step in mail merges is setting up the data source.
· Explain that a data source is organized into fields and records.
· Stress that you cannot merge a portion of a field—so the more fields, the more flexible the merge.
· Set up an address list and enter data.
· Sort and filter records in the data source.
· Explain that only checked records show up in the merged document.
· Create a new record.
· Edit an existing record.
Questions

· Ask: Can you use existing data? Can you create a data source on the spot?

· Ask: Think of specific fields that would be more effective as a data source if broken down. What multiple smaller fields would you create?
· Have students brainstorm scenarios in which they would want to sort and filter records in the data source. 

	Working with Main Documents
	· Setting Up Main Documents
	Notes
· Explain that a main document is made up of text, graphics, tables, formatting, and fields.
· Outline the parts of the Address Block field and demo how it can be customized.
· Explain the Greeting Line field and demo how it can be customized.
· Demo how to add fields from the data source to any portion of the main document.
Questions

· Ask: Why would you insert the address data as an Address Block instead of individual data fields?
· Ask: Do you prefer using the Address Block or individual data fields? Why?

	Conducting a Merge
	· Using the Mail Merge Task Pane 
· Using the Mail Merge Toolbar 
· To Save or Not to Save 
	Notes
· Explain that you can conduct a mail merge with the Mail Merge task pane or the Mail Merge toolbar.
· Highlight the toolbar options. Refer students to the illustration in the text for more information.
· Explain why merged documents are not usually saved.
Questions

· Ask: When conducting mail merges, do you expect you will use the Mail Merge task pane or the Mail Merge toolbar? Why? Does it matter which one you use?
· Ask: Under what circumstances would you want to save merged documents?

	Working with Merge Problems
	· Common Problems 
	Notes
· Explain that after a merge is complete, you should review the document to locate any errors.
· Explain common problems with mail merges and discuss the solutions. Refer students to the Quick Reference table in the text.
· Explain that remerging a document after the main document or data source is fixed is quick and easy.
· Demo correcting an error in the main document and remerging.

Questions

· Ask: What should you do if you find one or two problems in a mail merge? What if you find many problems?
· Ask: Do you thinking doing a mail merge is worth the work?

	Using Envelopes and Labels with Mail Merge
	· Generating Envelopes with Mail Merge 
· Generating Labels with Mail Merge 
	Notes
· Explain that you can generate custom envelopes and labels with Mail Merge.
· Explain that you can choose the same data source for envelopes or labels as for form letters.
· Demonstrate creating an envelope with Mail Merge.
· Demonstrate creating a label with Mail Merge.

Questions

· Ask: Are there any advantages to creating envelopes rather than labels with Mail Merge? What is your preference?
· Ask: In what situations might you prefer to create envelopes instead of labels?

· Ask: Do you see the additional benefits of using Mail Merge since the same data source can be used multiple times?

	Merging from Alternate Data Sources
	· Merging from Outlook, Access, and Excel 
	Notes
· Explain that you can use data sources from other Office 2003 applications (i.e., Excel, Access, and Outlook).
· Explain that you can use other database formats as data sources, i.e., Open Database Connectivity (ODBC) or Structured Query Language (SQL).
· Conduct a mail merge using an Excel worksheet as the data source.
Questions

· Have students brainstorm when it would not be efficient to use a Word address list.

· Ask: What are the advantages to creating data sources in other Office 2003 applications rather than other database formats?
· Ask: Do you think you will make use of Word’s Mail Merge tool? Be specific.
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