


To learn more about “Mail Merge” please use Bing or Google.  This document is only designed to give the reader a rough idea of what a Mail merge is and how to use it.
Mail merging documents can allow you to print the same letter to multiple recipients very quickly.  In the time it takes you to write 1 letter, you could send it to hundreds or thousands of different recipients.  You can then modify the letter and do it again.
You have essentially turned your computer and yourself into a Lobbyist.  Enjoy your new found voice.
1. Please Create a folder “C:\Documents\NRA” for the mail Merge to find the right files.
2. Copy these files into the C:\Documents\NRA folder.
3. Mail_Merged_Letters_To_Congress_Public.docx – Example Letter.  
4. Mailing_Address_Lists.mdb –The Mailing List Database

Most of the Commands you need are in the “Mailings” tab.
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When you begin you will have a blank page or you can use the example document and database included.  Called “Mail_Merged_Letters_To_Congress_Public.doc”.
Our example looks like this.
[image: ]
If you De-select the “Preview Results” button, you will be able to see how the Data is linked into the document.  Those are the words surrounded by << >>.  They are actually links to the Database.
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To add additional Data from the database, click on the “Insert Merge Field” down arrow.  Then select the field you want.  We are going to insert “Email Address” in this example.
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The Email address is now added.
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To view your changes and thumb through the letters click the “Review Results” tab.  Then use the BLUE arrows to move up and down in the data sets.  Feel free to edit the document and fix any errors such as the trailing “-“ in the zip code below.  Some States include the ZIP+4 zip codes in their mailings, some do not.  So be aware, and edit your document as required.
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To preview your results use these arrows.  If you have 100 recipients you will be able to tab through them all with these arrows.
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You can Edit the Recipients list here.
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[bookmark: _GoBack]The Mail Merge Recipients box pops up.  Click on the “Mailing_Address_Lists.mdb” Data source and then click “EDIT” as below.
[image: C:\Users\caputol\AppData\Local\Temp\SNAGHTML1b352f48.PNG]
The “Edit Data Source” window pops up.  
Click “New Entry” to add new Names Address Etc.
In the “Title” column use Senator, Representative, Mr., Mrs., Dr., etc.
Add a few entries then click OK to save your work.  You don’t want to add thousands of entries and then accidently click Cancel.  That will piss you off.
[image: C:\Users\caputol\AppData\Local\Temp\SNAGHTML1b369a69.PNG]
To FILTER the List of Representatives do the following.
There are over 100 representatives listed so far in the Database.  If you want print letters to only State Senators from NY then do the following as an example.  This way you can easily focus on the legislators that you want.
Click the “Edit Recipient List” under the “Mailings” tab.
[image: ]

Click on the “Filter” link below.
[image: C:\Users\caputol\AppData\Local\Temp\SNAGHTML5107410.PNG]



Fill out the criteria you want to filter on.  In this example the Branch could be State Senate, State Assembly, Senate or House.
Then if you want only NY, select “State Delegation” = NY as below and click OK.
If you want ALL State Senators in the Database then don’t fill out a “State Delegation” field 
[image: C:\Users\caputol\AppData\Local\Temp\SNAGHTML50ecac7.PNG]

When you are finally ready to print.  Click on the “Finish and Merge” Icon.
Here you can choose to “Print Documents” to a printer OR you could “Send Emails” to all the recipients if you have the Microsoft Outlook client.
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