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1. Create Letter Data in FORMAT – 
 
In FORMAT, Select Letters > Create Letter Data (picture below) 

 
 
Under Letter ID, select the type of letter you are generating. 
Check Mark Use Family Letter to place students of same family on 1 letter. 
Click Submit when finished. (picture below) 

 
 
The following message will appear stating how many letters will be created… 

 
Click OK. 
 
This creates a *.txt file of students for the specified letter in the MailMergeData folder on your desktop. 
You will need this file when merging students to specified document later. 



3 
 

2. Remerge Previous Letter Batch – 
 
In FORMAT, Select Reports > Letter Batches (picture below) 

 
 
Select Date Range 
Click Submit (picture below) 

 
 
Find the Letter Batch Id of the Letter you want to remerge i.e. “DirectCertify 09/26/2011” 
Hi-Light that Id name, Right Click, COPY (picture below) 
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Go Back to Letters > Create Letter Data (Refer to Create Letter Data Part 1) 
Under Letter ID, Select Type of Letter 
Check Mark Use Family Letter 

Letter Batch ID (@bottom), Right Click, PASTE the letter you just copied above i.e. “DirectCertify 09/26/2011”  

Click Submit (picture below) 

 
 
Reopen that Letter from MailMergeDocs and Edit (Refer to Edit Letter in Word Part 3) 
 
Merge Letter Data Using Microsoft Office (Refer to Merging Letter Data Part 4 or 5)
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3. Open and Edit Letter in Microsoft Word – 
 
Open MailMergeDocs > Family Letters on desktop. 
Select the same Letter you specified in Create Letter Data above. 
 
Message below may or may not appear… 

 
This message is asking if you would like to use the data from the previous time this letter has been created, say 
“No” to the above message. 
 
Your Letter should look similar to the picture below… 

 
 
Please carefully read the letter and edit as necessary.  (i.e. fill in “Contact Name”, “Address”, etc…) 
Any field enclosed like this: <<value>> do not touch, these fields will fill in automatically when merged. 
When finished editing/proof reading the Letter click Save to remember your preferences for next time. 
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4. After Opening & Editing Letter, Merge Letter Data in Microsoft Office 2007 - 2010 – 
 
In the toolbar at the top, Click the Mailings tab. (picture below) 

 
 
Click Start Mail Merge > Step by Step Mail Merge Wizard… (picture below) 

 
 
A Menu should open on the right-side of the screen; follow the Wizard Step by Step. (picture below) 
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Step 1 of 6 – Select document type 
Check “Letters”, Click Next: Starting document 

 
Step 2 of 6 – Select starting document 
 Check “Use the current document”, Click Next: Select recipients 
 
Step 3 of 6 – Select recipients 
 Check “Use an existing list”, Click Browse and Open the *.txt file created from Letter Data step. (There 
should be a folder on your desktop called MailMergeData where you will find your text file, once selected a 
window will appear after a few minutes displaying all your student data to be merged.) (picture below) 

 
Click Next: Write your letter 

 
Step 4 of 6 – Write your letter 
 Your letter is already created you can skip this step and Click Next: Preview your letters 
 
Step 5 of 6 – Preview your letters 
 This will display your first letter, go ahead and just Click Next: Complete the merge 
 
Step 6 of 6 – Complete the merge 
 Click “Edit individual letters…” (picture below) 
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All your letters should now start displaying; bottom left will tell you how many letters will be printed.  
 
Check/verify a few make sure there are no errors. 
 
To print Click File > Print or hit Ctrl + P on the Keyboard, Select the Printer you want to send it to. 
Print when ready. 
 
Repeat same process for Labels using the same Text file from MailMergeData you used on the Letter. 
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5. After Opening & Editing the Letter, Merge Letter Data in Microsoft Office 2000 - 2005 – 
 
Make sure the Mail Merge Toolbar is Checked by going to View > Toolbars (picture below) 

 
 
Mail Merge Toolbar shown below, Select Open Data Source (Second to Left) 

 
 
Open the *.txt file created from Letter Data step, the Mail Merge Toolbar will look like this now. 

 
Select Merge to New Document (4th from Right) 
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Check All then Click OK 

 
 
All your letters should now start displaying; bottom left will tell you how many letters will be printed.  

 
 
Check/verify a few make sure there are no errors. 
 
To print Click File > Print or hit Ctrl + P on the Keyboard, Select the Printer you want to send it to. 
Print when ready. 
 
Repeat same process for Labels using the same Text file from MailMergeData you used on the Letter. 


