[image: image1.png]<
S INFORMED
4 SYSTEMS ™





Create a Word mail merge with Outlook Contacts
A mail merge is when you add names and addresses to mailing labels, envelopes, form letters, catalogs, e-mails, or faxes for mass distribution.  You can use your Outlook Contacts folder as the data source for the mail merge, providing the names and addresses that will be merged into the main document (main document: In a mail-merge operation in Word, the document that contains the text and graphics that are the same for each version of the merged document, for example, the return address or salutation in a form letter). Furthermore, you may begin a mail merge from either Microsoft Outlook or Microsoft Word.  The mail merge is completed in Word, using either the Mail Merge Wizard or the Mail Merge toolbar.
Begin a mail merge from Outlook
1) Open the contacts folder you wish to use. This can be your existing Contacts folder, or a folder you create and to which you copy only the contacts you want to be part of the mail merge. 
2) Choose which contacts will be part of the mail merge in one of three ways:

a. Select contacts from the Contacts folder by clicking them while holding down the CTRL key. 

b. Create a separate contacts folder and copy only the contacts you need to that folder. 

c. Create a custom view of the Contacts folder. 

For example, you can create a view that contains only your contacts from a particular state/province and then send a custom e-mail message to them only. 

· Go to the View menu ( Current View ( Customize Current View 

· Click Filter, and then select the options you want. 
· To filter by state/ province or another address field, in the Filter dialog box, click the Advanced tab, click Field, and then point to Address fields. 

3) Once you decide which contacts to include, you can further specify which contact fields to include. 

For example, you might want First Name, Last Name, Street Address, and ZIP/ Postal code, but not Country/ Region.
a. Go to the View menu ( Current View ( Customize Current View
b. Click Fields, and then add or remove the fields you want to include.
4) On the Tools menu, click Mail Merge. 

5) Under Contacts, click an option. 

6) Under Fields to merge, click an option. 

7) Under Document file, click an option. 

a. To create a new document for the mail merge, click New document. 

b. To add merge fields to a document you’ve already created, click Existing document, and then click Browse to select the document.

8) If you want to save the current set of contacts in a merge file for future mail merges, select the Permanent file check box, and then click Browse to select the document.  Otherwise, leave the check box unchecked.
9) Under Merge Options, 

a. In the Document type list, select the type of mail merge you want. 

b. In the Merge to list, select where you want the merged records exported to.
Note:  Personal distribution lists in the Contacts folder cannot be included in a mail merge. You do not have to remove the personal distribution lists from Contacts, however. Outlook will ignore them.

10) Click OK. Microsoft Word will open. 

11) In Word, go to the Tools menu ( Letters and Mailings ( Mail Merge Wizard. Or use the Mail Merge toolbar. 

12) Follow the instructions in the Mail Merge Wizard. 

Please call or email us if you have any questions regarding these procedures.
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