
Vogel, Joe

From: Katie Vogel [qadie1@yahoo.com]
Sent: Saturday, September 04, 2010 3:28 PM
To: 'VogelJoe'
Subject: How to save the mail merge as a template

I think I have figured out how to save the mail merge in Word as a template to be used over and over again, with only 
changing the Excel file data….. 
 
I’m going to tell you how to do it, but if you can wait until the 15th, I’ll do as many of the mailouts as I can…. 
 
When we are in Word, and we were browsing to G: Ag/…../ the excel file that had our data….. we should have chosen 
Connect to New Data Source….. 
 

 
 
 
 
Then picked, “Other/advanced” 



 
 
 
 

 
 
 
 
Now select Excel Files  
 



 
 
Then click OK (don’t click Test Connection). 
 
In the next box, browse to G: Ag/…../ commercial clippings master database (or whatever the Excel file is that has all the 
names and addresses) and click OK. 
 
Then select the sheet (usually the only one), and click Next. 
 

 
 



 
 
Then click Finish 
 

 
 
 
 
Whew!  Then you’ll be back where you can select recipients (usually all) and continue with the same process. 
 
When you get to the Final Step, where it asks you to Print or Edit Individual Labels, save your current doc (the one with the 
label wizard) as a file name with “template” in it. 
Like “Word template to merge Excel Cattlemen Master Database into mailing labels.” 
 
Katie 
 
 


