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Save the spreadsheet to your computer.



Create a folder for materials related to this job search.



Use a name that makes sense and place it where you 
can find it.



Start word and compose your letter or open a letter you have already composed.



Save your letter in the folder you created.



Tools>>Letters and Mailings>>Mail Merge



The mail merge wizard will appear.

We are, in this instance, creating letters.

Note the envelopes and labels options for 
later.

At the bottom of the wizard, click on

Next: Starting document



We are already in the document 
we’re using, so we will accept this 

default.

If you were not in the document you 
were going to use, this would be 

where you would select your existing 
document.

Click on 

Next:  Select recipients



Browse to the spread sheet you saved.



Your data will usually be 
on the first sheet of the 

spreadsheet.



There are several ways to select recipients.  Simplest is 
checking and unchecking the boxes next to the recipients.



You can also use the drop down menu from any of the 
headings to select groups of recipients.

In this instance, all of the list that are marked as currently 
hiring.



Or you can make a more 
advanced selection.  In this 

case, we have selected all of 
the judges who are hiring in 

Denver



After you have selected your recipients, click on 
Next:  Writing your letter.

Insert the day.  Check Update Automatically



After you have selected your 
recipients, click on Next:  Writing 

your letter.

We will now build the address 
block with merge field using 

More Items.





This is what the address block should look like.  
It is easier to select each field and then go back and add line 

returns and punctuation.

Click on Next:  Preview your letters.



You can step through your recipients here to make sure there are
no problems.

Click on Next: Complete the merge.



You can be brave and print at this 
point.

Editing individual letters is a better 
idea.  That selection creates a new 

document containing all of the 
letters.  It allows you to individualize 

the letters.



After the letters, the 
envelopes or labels will 

be a breeze.

Go to Tools>>Mail 
Merge>>Wizard and 
select envelopes or 

labels.



Good luck
If you run into trouble or have any questions, 

call Joan Pope, 303 871 6464


