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15.11: Access and Mail Merge

Learning Outcomes

o Create Word mail merge file from Access Data

Microsoft makes it easy to use data from one program and integrate it into another. One of the best ways to use Access with Word
is in a mail merge. Here is how to have Access and Word work together to create mail merged letters to go out to customers.

PRactice Question

https://assessments.lumenlearning.co...essments/18794

1. The first step is to open the customer contact database in Access you wish to use in the mail merger.
2. Open Access, and you will see the list of available sources in the navigation pane on the left, if not press F11 and the left
navigation pane opens showing the contact table. Double click to open it.
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3. Look through the table or query to identify the addresses to use in the mail merge for Word.

1. If the addresses are saved in various tables, first create a simple select query with the fields needed, then select the query for
the mail merge.
2. Make sure to check the data for errors or missing cells and correct it before starting the mail merge.

4. Select the External Data tab, and in the Export group select the Word Merge button.

~  Rowan+Retail+ Customer+ Contacts : Database- C:\User... Table Tools

File Home Create External Data Database Tools Help Fields Table
r‘ 3 Saved Imports =] g = a D [% T Access
s S g f) & E
N P Linked Table Manager | 2 = Cif Word Merge

Mew Data Saved Excel Text XML PDF  Email
Source~ Exports File File orXPS 5. More -

Import & Link Export

https://biz.libretexts.org/@go/page/46683



https://libretexts.org/
https://creativecommons.org/licenses/by/4.0/
https://biz.libretexts.org/@go/page/46683?pdf
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/15%3A_Integration/15.11%3A_Access_and_Mail_Merge
https://assessments.lumenlearning.com/assessments/18794

LibreTextsw

5. A Word Mail Merge Wizard window then opens.

tacts : Databas
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]
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What do you want the wizard to do? 60632
I 95111
® Link your data to an existing Microsoft Word document. 57105

21224

(@ Create a new document and then link the data to it.

| Record: 14 4 30f10 L Search
Wail Merge Wizard Num Lock

6. Decide if the wizard should like the address data into a new blank Word document or into an existing document. Select the
option and click OK. For this example, we’ll create a new document.
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7. A Word documents opens, and the Mailings tab and Mail Merge pane are now open.
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8. In the mail merge pane at the bottom are the wizard steps to walk through using the Next or Previous links. In Step 2 you can
choose to compose your own letter or to pick from various templates. We’ll choose a template and then update it. Click the link
to move to the next step.
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4] On the Design tab of the ribbon. check out the Themes, Colors, and preview a
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ight-click the placeholder logo, and then click Change Picture.
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9. In Step 3, select the Access contact file. Select the Browse link under Use an existing list area and select the Access file.
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()=l ) > Lumen 2015 » btegraton » Help
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10. If you need to edit the list select the Edit recipient list and sort, apply filters, find duplicates, remove contacts, etc. in the open
dialog box. In this case we’ll use all the contacts for the merge.

L Y
Mail Merge Recipients m

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.

Data Source |7 Last w | Address « | City « | State w | Zip Code: |~

Rowen Retail Cust... Adkins 6649 M Blue Gum 5t | MNew Orleans [ LA
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.

11. Now is the time to in the Word document to edit the letter, select the area for the address data to appear and select the Address
block, Greeting line, etc. in the right side Mail Merge wizard menu and it inserts the Access data into the document.
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a. Besides using the Wizard, you can format each merging area from the Mailings tab, Write & Insert Fields group in the
ribbon.
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b. Select the style of greeting, the formality or informality or other options in the dialog boxes for each merge field.
s: & (ORI Mail Merge Bxa P search [~ "o

)
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[Reciptent Street Address, Gity, ST ZIP Code] 1 items in your greeting line are missing or out of order, use Match Fields
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12. The wizard’s step 5 allows you to preview the merged data in the document before you print it. Even in this stage you may have
forgotten to add a space between the first and last name, too much space in the address field, or other errors. Now is the time to
correct them.

a. Use the Preview your letters area to arrow through the recipients and double check for errors.
b. If you decide at this point to exclude one or a few of the recipients click the Exclude this recipient button or click the Edit
recipient list link.
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, Mail Merge ~ %

Preview your letters

Cne of the merged letters is
. previewed here, To preview
Rowan Retail another letter, click one of
- 2360 McCulloch Blvd N the following:

Bullhead City, AZ 86442

Recipient: 1

< FF
928-453-3456 D Find ipient
. questions@rretail.com ind arecipient...
www.rretail.co Make changes
You can also change your
recipient list:

Edit recipient list...

Exclude this recipient

en you have finishe;
. previewing your letters, click
- Mext. Then you can print the
. merged letters or edit
MARCH 15, 2020 individual letters to add
personal comments,

Walker Adkins
6649 N Blue Gum 5t

New Orleans, LA 70116

. Dear Walker Adkins,

If you're ready to write, just click here and go to it!

7 Or. if you want to customize the look of your letter, you can do that in almost no time... Step 5 of 6
. On the Design tab of the ribbon, check out the Themes, Colors, and Fonts galleries to preview different looks from a = [ T R e e
M variety of choices. Then just click to apply one you like. € Previous: Write your letter

13. Step 5 completes the merge and Step 6 of the wizard is where you Pint the merged document. There is an option at this step to
change individual letters by selecting the Edit individual letters link which generates all the letters in one Word file so you can
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Status: Idle N X
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= — the original document.
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the start of the document or the
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Print what: |Document |z| Zoom
Print: All pages in range |E| Pages per sheet: 1 page |Z|
Scale to paper size: | Mo Scaling |Z|
click here and go to it!
the look of your letter, you can do that in almost no time...
Stepbofb

1on, check out the Themes, Colors, and Fonts galleries to preview different looks from a

click to apply one you like. € Previous: Preview your letter:

T Focus B - 1 + 100%

14. The last step is to save the new mail merged document for later printing or to send to someone else to print and send these
letters.

PRactice Question
https://assessments.lumenlearning.co...essments/18795

Now that you have walked through the steps of merging and Access table into a Word mail merge letters here is a six minute video
to watch and see the entire process to reinforce the steps.
A link to an interactive elements can be found at the bottom of this page.

You can also view a transcript for the video “Mail Merge Microsoft Access Data into Microsoft Word Documents” here (opens in
new window).
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