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81 INTRODUCTION

In this Unit you will be taught some advanced features offered by MS-Word, which if
learnt properly, can be extremely useful in certain situations. The two most important
features are the Mail Merge and the Tables.

Inabusinessenvironment, it isoften required to send letterswith identical information to
agroup of people who are at different locations, with different information for instance
each recipient will have a different name and address. This is taken care of by Mail
Merge feature of word.

Tables help you to organize complex columnar information. You can use tables to
create diverse documents and forms, television scripts, financial reports, catal ogues and
resumes.

Objectives
After going through from unit, you will be ableto:
e usemail merge, and

e create and edit tables.

82 MAIL MERGE

What is Mail Merge?

In simple words, Mail Merge is a utility offered by word to allow making the content
of a letter once and making as many letters out of it as you want each with different
personal information (of the recipient) to give the impression as if each letter was
created individually.

Thus, for instance, if you want to invite 50 people on your birthday party you will write
just oneletter of invitation (known asthe main document, explained ahead), you will store
all the 50 names and addresses of people whom you intend to invitein one place (known
as data source, explained ahead), then you will tell word to merge the two information
(the main document and the data source) and create 50 letters of invitation each with
different name and address on it.

Before knowing exactly how to use ‘Mail Merge', you should know about a few of the
termsthat we will be using repeatedly in this discussion.

=+ NOTE

‘Advanced Feature’ by no
meansisdifficulttolearn; it
isjustthat itisvery specific
initsusage!

=+ NOTE

Database is a specia type
of afilethat is designed to
storeinformation like name,
address, phone, city,
country etc of each
employee of acompany etc.
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Data Sour ce— A datasourceisnothing but aplacewhereall the personal information
like names, addresses, phone numbers etc are stored. It could be a simple file or
could be database. Mail Merge uses this data to make different letters with the
same content but different personal information.

Main Document —Thisis theidentical content that appearsin each letter that mail
merge creates. The main document can be aletter, envelope, mailing label, or another
type of document.

Merging — This is the process that creates as many letters as we want using the
data source and the main document.

WHAT CANIT DO FORME

® TIPS

Even if you are sending a
similar letter toauniquelist
of people who you will not
need to contact again, it is
faster to usethe mail merge
feature.

The alternative—to write
one letter, print it, change
the address, print the
second |etter, and so forth—
is arather time consuming
task.
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e Preparing list of people who will receive a
newsl etter.

e  Sending out thank you letters for people who
helped with aworkshop or meeting.

e Composing “rejection” letters at the end of a
search process.

e  Creating afileof peoplewho will receive monthly
mailings during the course of aproject.

e  Printing name tags for a conference.
e Sending circulars to each student’s house

regarding parent-teachers meeting or any similar
communication.

Performing a Mail Merge involves three basic steps. These steps are highlighted for
your reference in Figure 8.1.
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Creating amain document.

Creating adata source, as shown, in the Figure 8.1. This step also involves adding,
deleting and modifying datarecords.

Editing the main document and merging the data file and the main document.
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Figure8.1: Processof Merging



Creating a Main Document Advanced Features
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To create a main document, the steps are:

1. Select the Mail Merge option, as shown in the Figure 8.2, from the Tools menu.

Figure8.2: Mail Merge

2. TheMail Merge Helper dialog box getsinvoked as displayed in Figure 8.3.

Mail Merge Helper

Figure8.3: Mail MergeHelper

3. Click onthe‘create’ buttoninthe‘Main Document’ area. The ‘create’ drop-down

listisdisplayed as shown in the Figure 8.4. 129
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Figure8.4: CreateMain Document

4. Select any of these displayed options, say ‘Form Letters' option from the drop-
downlist. A Microsoft Word dialog box getsinvoked asdisplayed in the Figure 8.5.

Figure8.5: ChooseM ain Document

5. Click onthe‘ActiveWindow’ button to confirm that the currently active document
isto be the main document, or click on the‘New Main Document’ button to open a
new document as the main document.

6. Oncethemaindocument iscreated, the Mail Merge Hel per dialog box isreactivated
as displayed in the Figure 8.6. To change a Mail Merge document into a regular
Word document by breaking the connection between the main document and the
data source, select ‘Restore to Normal Word Document’ in the ‘Create’ drop-
down list.

130 Figure8.6: CreateMain Document
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In aWord data source file, the field name should begin with aletter and can contain as
many as40 characters, including letters, numbers and underline characters, but no spaces.
To specify adata source, follow these steps:

1. Click onthe Get Databutton inthe Datasource areaof the Mail Merge Helper dialog
box. A Get Datadrop-down list is displayed as shown in the Figure 8.7(a).

= NOTE

In a database when
information like name,
address etc is stored each
such piece of information
like name is known as a
field.

Mail Merge Helper

Figure8.7(a) : Creating Data Sour ce

2. Select the Create Data Source option from the Get Data drop-down list to create a
new document as the data source. A Create Data Source dialog box gets invoked
asdisplayed inthe Figure 8.7(b).

Figure8.7(b) : Creating Data Source

3. Tocreateanew field, typethe new field namein the‘ Field Name’ text box. Click on
the ‘Add Field Name' button to add the new field name to the end of the Field
names in header row list box. 131
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12.

Tomovean existing field name, highlight it in the Field namesin the header row list
box. Select the up arrow and the down arrow in the dialog box to move its position
inthelist.

To delete ahighlighted field name, select Remove Field Name button.
One by one delete all the fields that are already presented to you.

TypetheField name, Rollno in the Field nametext box and press‘ Add Field Name'
button.

Typethe Field name Marksin the Field name text box and press‘ Add Field Name'
button.

Typethe Field name Subject in the Field nametext box and press‘ Add Field Name'
button.

Type the Field name Address in the Field name text box and press ‘Add Field
Name' button.

The Created Data Source should look like the one shown in the Figure 8.7(c).

Create Dhata Source

Figure8.7(c) : Creating Data Source

Click on the OK button of the Create Data Source dialog box. The‘ SaveAs' dialog
box getsinvoked as displayed in the Figure 8.8.

1My Pichures
. 10ld Excel Documents

Figure8.8: Saving Data Sour ce



13. Typethe namefor the data source and save it. The Microsoft Word dialog box gets
invoked asdisplayed in the Figure 8.9.

Microsoft Word |

o) The data source you just created contains no data records, You can add new records
~\F-> to your daka source by choosing the Edik Data Source bukban, or add merge Fields to
your main dooument by choosing the Edit Main Document butbon.

T EMDatasource Edt Msin Document |

Figure8.9: Prompt toadd records

14. Select the *Edit Data Source' button to add records to the data source or select the
‘Edit Main Document’ to modify the text in the main document. Suppose we press
the ' Edit Data Source’ button, the dialog box as shown in the Figure 8.10 appears.

Data Fomm EHE |

Raollno: I ﬂ S I
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Regtore |
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: i Source I
Ji |
Record: Mdll :lihll

Figure8.10: Add records

Do not add the records actually right now, just pressthe close button on the above screen,
asthe ‘adding records processis covered in the next section. In this section we restrict
ourselves to the creation of an empty data source only.

Adding, Editing, Deleting Records

Once you have created a data source, you should add to it the records you want to
include. Also youwould liketo edit or delete the records once they have been added. All
these operations can be broadly performed through two methods — either changing the
table appearing in the ‘data source’ document or making changes in the ‘data form’
dialog box.

Adding, Editing, Deleting Records

Making changes in the Making changes
‘Data Source’ document through the ‘Data Form’
and saving it. dialog box.

Adding Records To a Data Source

To add records to a data source file, follow these steps:

Advanced Features
inWord
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Understanding 1. ClickontheMail Merge Helper button onthe Mail Mergetool bar to invokethe Mail
Computer Applications Merge Helper dialog box as displayed in the Figure 8.11.

Figure 8.11: Mail MergeToolbar (Mail Merger Helper Button highlighted)

2. Click on the Edit button in the Data source area of the Mail Merge Helper dialog
box as highligted in the Figure 8.12. Click on the Document name.

Mail Merge Helper

Figure8.12: Mail Merger Helper

3. Alternatively, click onthe Edit Data Source button in the Microsoft Word as displayed
in the Figure 8.13. The Data Form dialog box gets invoked as displayed in the
Figure 8.13.

134 Figure8.14: Add Record



4. Consider a case where the following records are to be added to the data form as
displayed inthe Table given below to create the Data Form Screen as showninthe

Figure8.14.
Roll No. Marks Subj ect Address
R0OO1 83 Maths Hari nagar
R002 98 Maths 6/326 geeta colony
R003 79 Maths Computer division, IGNOU

5. Type the appropriate information in the first text box and press Enter to enter
the information in the displayed record. Move theinsertion point to the next field
in the text box. Click on the ‘Add New’ button of the ‘Data Form' dialog box

(Figure 8.14) to add another blank record and enter information for that record.

6. Select the ‘View’ button from the data source document as displayed in the

Advanced Features
inWord

® TIPS

Alternatively (as already
explained) for adding
records you could also go
to the ‘Data Source’
document and directly type
in the details into the table
itself, be sure to save the
data source.

Figure 8.14.
Roll No. Marks Subject Address
R001 83 Maths Hari nagar
R002 B Maths 6/326 geeta colony
RO03 79 Maths Computer division, IGNOU

7. Click on the Save button of the standard toolbar to save the data source.
Editing (modifying) a Record in the Data Source

Change any of the data directly in the table cell that contains it in the data source
document. Figure below shows the changed Marks and Address in the third record.
These changes are reflected in the Data Form also as shown in Figure 8.15.

Roll No. Marks Subject Address

R0O01 83 Maths Hari nagar

R002 9B Maths 6/326 geetacolony

RO03 70 Maths Computer division, IGNOU

Data Form ﬂ I

Rollna: ﬁ il oK I
Marks: |?EI —
Subject: Maths = I
Address: jComputer division, ignou Delete I
Restore I
Fird. .. I
Wisin SoUrcs I
=l
Recard: M| <[5 v | |

Figure8.15: Adding Records|n theData Sour ceitself
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= NOTE

Thus the important
conclusion is that any sort
of modification or addition
done to data source
document, if saved is
appropriately isreflectedin
the‘DataForm’ dialog box.

=+ NOTE

Data SourceFieldsrefer to
thefieldspresentinthe data
source which are for know
inserted into the main
document to indicatewhere
actual specific information
from the data source will
eventually beinserted.
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Deleting a Record

1
2.

Type the number of the record you want to display in the Record text box.

Click on the Delete button in the Data Form dialog box to delete the record. In
the Data Form dialog box, open the record with ‘Rollno’ R0O01 as shown in the
Figure 8.16 and click on the Delete button.

Data Form K |

Rolino: m il oK I
Marks; 58 5 ﬂadﬂﬁu [
Subject: JMaths
Address: |Hari nagar Delete [
Regtore [
Eind... [
. Yiew Source [
=i
Record: 14| 4 |1 : r| Hl

Figure8.16: DeletingaRecord

After deleting the record, click on the View Source button to view records in the data
source document as shown in the Figure 8.16.

3.

Roll No. Marks Subject Address

R0O01 83 Maths Hari nagar

R002 &3] Maths 6/326 geetacolony

RO03 70 Maths Computer division, IGNOU

Click onthe Restore button to reverse the last changes made to the displayed record.

Editing The Main Document

After you have created a data source, you can insert the data source field names into the
main document as merge fields. To do so, follow these steps:

1

Select the Mail Merge option on the Tools menu or click onthe Mail Merge Helper
button on the Mail Merge toolbar.

Click onthe Edit button in the Main document area of the Mail Merge Helper dialog
box.

Select the filename from the Edit menu in the Mail Merge Helper dialog box as
illustrated in Figure 8.17 to activate the main document.
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Figure8.17: ActivatingtheMain Document



4. Edit thetext inthe main document window. Write whatever common text you want
should appear in each letter independent of the specific information.

5. Position the insertion point where you want to add amerge field.

6. Click onthelnsert Mail Merge field button on the Mail Merge toolbar as displayed
in the Figure 8.18 and select the field to be inserted.

tnsert wordmed « | G2 | 10 4 1 [ n[EYD 3% 0. W

Inzerk Merge Fisld =

Marks

Subrject
Address

Figure8.18: InsertingthemergeFields
7. Typethe characters or punctuation you want to include with thisfield.
8. Click onthe Save button of the standard toolbar to save the main document.
Merging the Data File and the Main Document

Now since the data source and the main document are ready, we are ready to merge the
two to spin magic! In the following few lines and paragraphs you will realize the true
potential of the ‘Mail Merge’. Usethis as often as you can to be more comfortable with
it. To merge the data file and the main document, follow these steps:

1. Inthe main document, click on the View Merged Data button on the Mail Merge
toolbar as highlighted in the Figure 8.19. This displays the fields from the first
record of the data source in the main document.

Insert Margs Field ~ | Insert wioed Field - | 42 10 « [ [ » » |BH| B/ 0% 3. | R &

Views Merged Data |

Figure8.19: View Merged data

2. Click ontheMail Merge Helper button onthe Mail Mergetoolbar to invokethe Mail
Merge Helper dia og box.

3. Click onthe Merge button of the Mail Merge Helper dialog box. The Mergediaog
box getsinvoked as displayed in the Figure 8.20

Morge ___________________________________EH|

Merge to:

- | Satip... —

~Records ko be merged

“Wher merging recards
% Don't print blank lines when data fields are empty.
" Print blank ines when data figlds are smpty.

Mo query options have beean set,

Figure8.20: M ergedialog box
4. Click onthe Mergeto drop-down list to select any option.

5. Click on the Merge button of the Merge dialog box to merge the data source with
the main document.

Advanced Features
inWord
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Tables are made up of rows and columns of dataentered into ‘cells'. The‘cell’ content is
the text, which can be formatted with the same methods as are used to format any other
text. Each table has a border associated with it, which appears as soon as the table is
created but it is not binding on you, you can delete the border if you want.

Creating Table

To create atable, follow these steps:

1. Select the Insert Table option from the Table menu, as shown in Figure 8.21.
Alternatively, click onthe‘Draw Table' button of the standard toolbar, as displayed
in the Figure 8.22 and drag the mouse over the palette to create a table with the
highlighted number of rowsand columns.

Draw Table

Figure8.22: Tabletoolbar

2. If you choose the ‘Table’ menu to create the table, ‘Insert Table' dialog box is
invoked as given below.

Inzert Tahle

138 Figure8.23: Insert table



But if you choose to create the table through the toolbar (mouse pointer changesinto a
pencil, similar to the one on the toolbar), as you drag the pencil, arectangleisformed in
which could be split into desired number of rows and columns.

3. Word alowsyou to have tablesin some formats that are already designed for you.
Of course you can have the table in your own formats. Select any of the following
optionsto define the contents of the tablein the ‘ Insert Table' dialog box:

e IntheNumber of columnstext box, definethe number of columnsin thetable.
e Inthe Number of rows text box, define the number of rowsin the table.

e |ncaseyou want to use word's formatsin the ‘Insert Table' dialog box press
‘Auto Format’ button. A ‘Table Auto Format’ dialog box gets invoked, as
displayedin Figure 8.24.

Figure8.24: TableAutoFor mat

The Table AutoFormat dial og box letsyou select the style of the table you want to create.
Converting Table to Text

Word also enables you to convert the datain atable into regular text. To change tabular
datainto regular document text:

1. Select the table rows that contain the text you want to change into paragraphs.

2. Select the Convert Table option from the Table menu. A ‘ Convert Table To Text’
dialog box isinvoked, asdisplayedin Figure 8.25 (a).

Figure8.25(a): Converttotext

Advanced Features
inWord
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3.  Select Tabs, Commas or Other, and type a character in the text box to separate the
text, as highlighted in Figure 8.25 (b). Whatever you select will separate thetext in
each cell. For instance, if you choose commasthen each cell’s contents are separated

by commas.
Convert Table To Text HE

—Separate kext with
L Paragraph marks
girs

" Commas
 other: |- |

o ] _owe

Figure8.25(b): Convert totext

4. Click onthe OK button to close the Convert Table To Text dialog box.

Adding Text in a Table

To enter text is atable, the steps are:

1. Position theinsertion point in acell and then type the text you want to add.

2. To move the another cell in atable, use the arrow keys.

3. Pressthe Tab key to move the insertion point to the right from one cell to another.
Selecting Text in a Table

Selecting text inatableissimilar to selecting text in adocument. You can drag the I-beam
pointer over the text to select it, or click on the selection bar to select an entire row.

Editing a Table

Thetable’sformat can be changed to fit the data that is to be displayed in the table. You
can add or delete rows and columns in atable as per your requirements.

Deleting Data
To delete cells, rows or columns, the steps are:
1. Select the cells to be deleted.

2.  Select the Delete Cells option from the Table menu. The Delete Cellsdialog box gets
invoked, asdisplayed inthe Figure 8.26.

Delete Cells il E3 |

" shift cells up
" Delete entire row
" Delete entire column

ok | concel |

Figure 8.26: Deleting cells



3. Select oneof thefollowing optionsin the Delete Cellsdial og box:

e  Select the Shift cellsleft radio button to move the cellsin therow to theleft of
thedeletion.

e  Select the Shift cellsup radio button to movethe cellsin the column up after the
deletion.

e Select the Delete entire row radio button to delete the row that contains the
selected cell.

e Select the Delete entire column radio button to del ete the column that contains
the selected cell.

Inserting Rows and Columns
Toinsert arow in the table, follow these steps:
1. Placetheinsertion point in the row below where you want the new row.

2. Select the Insert rows option from the Table menu. Alternatively, right click in the
row below the row where you want to insert the new row, then click on the ‘ Insert
Rows' item on the popup menu.

Merging Cells

The ‘Merge Cells' feature is used to combine the contents of multiple cells. Thisis a
common way to make a heading in one cell for the entire table or selected group of
columnsasdisplayedin the Figure 8.27.

Figure8.27: Merging cells

Advanced Features
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To do so, follow these steps:
1. Select the cellsto be merge.

2. Select the Merge Table option from the Table menu. The contents of the designated
cellsare merged asin Figure 8.27.

Adding Borders and Shading

Word has many paragraph and border shading features. Lines can be created by using
this feature. You can apply borders and shading to single paragraphs or to a group of

paragraphs.

84 LET USSUM UP

In this Unit you learnt about the Word's ‘Mail Merge' feature and then the concept of
‘Tables was introduced to you.

Both these concepts are considered to be advanced features but actually they are not as
difficult as they seem as you yourself saw.

You should keep on using these features and soon you will be an expert yourself!

85 CHECK YOUR PROGRESS EXERCISE

1.  What arethe basic stepsinvolved in Mail Merge?



7.

Create the following table with some imaginary data.

Salecode MONTHLY REPORT OFTHE GARMENTSFACTORY Status

S001
S002
S003
S004
S005
S006
S007
S008
S009

PRODUCTS Qry SALE Yearly Y
AMOUNT
1,00,0000

Y

8.6 ANSWERSTO CHECK YOUR PROGRESS
EXERCISE

Check Your Progress Exercise

1

The basic steps involved in Mail merge are creating main document, specifying a
data source and merging the data file and the main document

Yes database of another applications act a data source for Mail Merge in Word.

Records can be added to a data source by following the given steps:

Click onthe Mail Merge hel per button on the Mail Merge toolbar to invoke the
Mail merge Helper dialog box.

Click on the Edit button in the Data source area of the Mail Merge helper
dialog box. Click on the Document name.

Alternatively, click on the edit data source button in the MS-Word. The data
from dialog box getsinvoked.

Typed the appropriate information in the first text box and press enter to enter
the information in the displayed record. Move the insertion point to the next
fieldinthetex box click onthe‘Add New’ button of the Datafrom dial og box
to add another, record and enter information for that record.

Select the ‘View’ button from the data source document.

Click on the save button of the standard toolbar to save the data source.

To merge the data file and the main document, follow these steps:

Inthemain document, click on the view merged Databutton onthe Mail Merge
toolbar. This displays the fields from the first record of the data source in the
main document.

Click ontheMail Merge helper button on the Mail Mergetoolbar to invokethe
Mail Merge Helper dialog box.

Click onthe Mail Merge helper button the Mail Merge hel per dialog box. The
Merge dialog box getsinvoked.

Click on the merge to drop-down list to select any option.

Advanced Features
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Click on the merge button of the merge dialog box to merge the data source
with the main document.

Yes tables can be converted to text by following these steps:

Select the table rows that contain the text to be changed into paragraphs.

Select the convert table option from the table menu. A ‘Convert Table to
Text’ dialog box isinvoked.

Select tabs, commas or other, and type a character in the text box to separate
the text.

Click on the OK button to close the convert table to text dialog box.

The optionsin the delete cells dial og box are to select:

either the Shift cellsleft radio button to movethecellsintherow to theleft of
thedeletion, or

the Shift cells up radio button to move the cells in the column up after the
deletion, or

the Delete entire row radio button to delete the row that contains the selected
cell, or

the Delete entire column radio button to delete the column that contains the
selected cell.

Thisisapractice exercise. Try doing it yourself.



