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USING MAIL-MERGE  

Again we are not going to talk about it, ǿŜ ŀǊŜ Ƨǳǎǘ ƎƻƛƴƎ ǘƻ Řƻ ƛǘΦ  ²ŜΩƭƭ ǊŜǇŜŀǘ ǘƘŜ ŜȄŜǊŎƛǎŜǎ in the 

previous module, but this time generating personalised E-mails and Letters.   

Exercise ς Using FIND to select your records 

Click the Mail-Merge Button in the GEM Toolbar to open the FIND Form.   

Click on the People Tab 

and enter Employer as 

ΨwŜǇǘƻƴ {ǘŜŜƭΩΦ  ¢Ƙƛǎ ǿƛƭƭ 

display all of Repton 

{ǘŜŜƭΩǎ {ǘŀŦŦ ƛƴ ǘƘŜ 

Current Selection.   

It will also display the 

Accumulated Selections 

and Exceptions Tab.   

Note there are only two 

home addresses involved. 

Click the Accumulate 

Button.  This will move 

the contents of the 

Ψ/ǳǊǊŜƴǘ {ŜƭŜŎǘƛƻƴΩ ƛƴǘƻ 

the Accumulated 

Selections Tab.   

Click the Current 

Selection  Tab, which will 

now be empty.   

Click the Clear All Button 

to clear the previous filter 

controls and then select 

Employer Ψ{ǳǇŜǊ 5ƻƭƭŀǊǎ ς 

.ǊƛǎōŀƴŜΣ IvΩΦ   

Once again click the 

Accumulate Button.  This 

ǿƛƭƭ ŀŘŘ ǘƘŜ Ψ/ǳǊǊŜƴǘ 

{ŜƭŜŎǘƛƻƴΩ ǘƻ ǘƘŜ 

Ψ!ŎŎǳƳǳƭŀǘŜŘ {ŜƭeŎǘƛƻƴǎΩ 

Tab.   
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You can make as many 

Ψ/ǳǊǊŜƴǘ {ŜƭŜŎǘƛƻƴǎΩ ŀǎ 

you like, like this and 

accumulate them into a 

single list.  If someone is 

ƛƴ ƳǳƭǘƛǇƭŜ Ψ/ǳǊǊŜƴǘ 

{ŜƭŜŎǘƛƻƴǎΩΣ ǘƘŜȅ ǿƛƭƭ ƻƴƭȅ 

appear in the final list 

once. 

You can also add to an 

Exceptions List in the 

same way.  Before ȅƻǳ ǳǎŜ ȅƻǳǊ ƭƛǎǘΣ ŀƴȅǘƘƛƴƎ ƭŜŦǘ ƛƴ ȅƻǳǊ Ψ/ǳǊǊŜƴǘ {ŜƭŜŎǘƛƻƴΩ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ōŜ ŀŘŘŜŘ 

ƛƴ ŀƴŘ ŀƴȅǘƘƛƴƎ ƛƴ Ψ9ȄŎŜǇǘƛƻƴǎΩ ǿƛƭƭ ōŜ ǊŜƳƻǾŜŘΦ   

Note we now have eleven People selected in the list at three home addresses - 

to prove it, right-click in the Address Column and click Sort Ascending.  This 

will display: 

 

 

 

 

 

Exercise ς Using Mail-Merge to SEND E-mails, Faxes and Letters 

Now click Mail-Merge to start the MAIL-

MERGE Wizard.   

The first page of the Wizard tells you what 

it does.  So read it, at least the first few 

times you run it.   

The Information Panel on the left will give 

you more information as you go along.  

Just point at any control and it will oblige.   

When ready, click Next>.   
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The second page of the Wizard enables 

you to select the sort of Address you want 

to use for everyone selected.   

LŦ ȅƻǳ ŘƻƴΩǘ ǳƴŘŜǊǎǘŀƴŘ ǘƘŜ ƻǇǘƛƻƴǎΣ Ǉƻƛƴǘ 

at each Panel in turn and the information 

panel will explain.  For more information 

try F1 for context-sensitive HELP. 

The default options are as shown.  Leave 

them alone and press Next>.   

 

The third Page of the Wizard enables you 

to control even further which Addresses 

you wish to send to and chose Delivery 

Methods.   

If you choose the options shown, the 

default, it will only send one E-mail and 

two Letters or labels.   

How come, when there are eleven People 

involved?  Well, remember they all live at 

only three Addresses and presumably we 

only have a valid email address for the 

ΨtǊƛƴŎƛǇŀƭ /ƻƴǘŀŎǘΩ ŀǘ ƻƴŜ !ŘŘǊŜǎǎΦ   

Now click Every Organisation and Person 

Selected.  As you can see, this would send 

seven emails and four letters or faxes.   
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Now re-select One Organisation/Person 

at each Address because we want to see 

who was selected.  Then click Next>.   

This will create two mail-merge Data 

Sources in separate Excel Spreadsheets 

and display the next page of the Wizard.   

 

 

 

 

This Page of the Wizard tells you where it 

wrote your Data Sources.   

Double-click Mail-Merge Addresses ς E-

mail.xls to open the spreadsheet.   

Then open Mail-merge Addresses ς 

Postal.xls in the same way.   

 

 

 

Both spreadsheets are shown below: 

 

 

As you can see the system has generated one piece of correspondence for each Address.  It only has a 

home E-mail Address for David Smith.  So he is in the E-mail data source.  The others are in the Postal 

Řŀǘŀ ǎƻǳǊŎŜΦ  D9a Ƙŀǎ ŀƭǎƻ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ƛƴŎƭǳŘŜŘ ŜǾŜǊȅƻƴŜΩǎ tŀǊǘƴŜǊΩǎ bŀƳŜ ŀǎ ǊŜǉǳŜǎǘŜŘΦ   


