Mail Merge Instructions 

- Word 97 & Word 2000
1) Open the Template (Letter, Mailing Labels, #10 Envelope) you wish to use. 

· If using the Letter template, be sure to type the body of your letter in the space provided.

· If using the #10 Envelope template, be sure to fill in your return address.

2) On the top menu bar, click on Tools, then click on Mail Merge...
3) For Step 1, click Create, click on Form Letter.  When prompted, click on Active Window.

· ALWAYS choose Form Letter (even when using Labels and Envelope templates).

4) For Step 2, click Get Data, then click on Open Data Source.
5) Click on the drop-down menu named Files of Type, scroll down and choose All Files(*.*)
· Click on the Look in drop-down and navigate to where your SPI List file is located.

· Once you find your SPI List file, highlight it and click Open.
· Click Ok to use entire spreadsheet (this applies only when using an Excel file).
6) For Step 3, click on Merge…, then click on Merge to import your list.

7) You have now completed the Mail Merge process. You can print your document.

Mail Merge Instructions 

- Word 2002 & Word 2003
1) Open the Template (Letter, Mailing Labels, #10 Envelope) you want to use.

· If using the Letter template, be sure to type the body of your letter in the space provided.
· If using the #10 Envelope template, be sure to fill in your return address.
2) On the top menu bar, click on Tools, click on Letters & Mailings, click on Show Mail Merge Toolbar (ignore this step if it is already checked).

3) Click on the Open Data Source [image: image1.png]


 icon, and find your list file. If you are using an Excel file, click OK in the pop-up window.

4) Click on the Merge to New Document [image: image2.png]


 icon to create a new Word document with your list information. Click OK to merge using all records in your list.

For more information or for troubleshooting ideas, 

please visit the Microsoft Knowledge Base.

