
MAIL MERGE NOTES  
 

 
 

 Create a new folder in your H: drive—MAIL MERGE 
 
 Mailings TabStart Mail MergeStep by Step Mail Merge Wizard 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

After entering all information—save in your MAIL MERGE FOLDER.  
 
  
 
 
 
 
 



  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Write Letter 
using the 
appropriate 
fields 

OR 

1. Click here to 
customize your 
fields 

2. Enter DATA 
 
3. OK & Save in your 
MAIL MERGE FOLDER.  

1. Delete unneeded 
fields & Add new 
fields 


