Mail Merge Documents Using Excel as the Database

Creating Math Word Problems
For the activity we will first create the database using the following fields in Excel.  With some activities you may prefer to make the main document (form letter/story/madlib) first.

Create Form to Enter Data

1. Open Microsoft Excel.

2. Type the following data field names in Row A by pressing tab after each entry:

· A1 – Your Name

· A2 – Store

· A3 – Snack Food

· A4 – Money 

· A5 – Snack Price

3. Name and save the document in your folder under the student share drive.
Enter Data on Form

1. In B1 enter your name.

2. Press tab and enter store name in B2.

3. Press tab and enter the other fields.

4. Name and save the document with your initials_wordprob.

5. Close Excel.

Create the Main Document

1. Open Microsoft Word.  Change the font to Arial and the point size to 20.

2. Go to Tools on the menu bar and select Mail Merge.

3. At number one select create under the main document window.

4. Next select Form Letters.

5. Next select the Active Window button.

6. At number two select Open Data Source.

7. Locate the folder that contains the file your initials_wordprob.

8. In the bottom field that says files of type, scroll and select MS Excel Worksheets to view your initials_wordprob.xls.

9. Click open.

10. At the next window you will see Entire Spreadsheet.  Click OK.

11. Next click Edit Main Document.

12. Select the Insert Merge Field Button and select <<Your Name>>. Press space bar and type: goes to the local
13. Press spacebar once and go back to the Insert Merge Field button and select <<store>>. Press space bar and type: to buy.

14. Press space bar and insert the <<snack food>> field and type a period.

15. Press spacebar and insert <<your name>> again and type has and insert <<your money>> and press space bar and type to spend. If the

16. Leave a space and insert <<Snack Food>> from the merge field, type cost and insert <<Snack Price>>.

17. Type ,how much money will and insert <<your name>> and finish with have left?

18. Skips a couple of spaces and type the word problem:

<<Money>> - <<Snack Price>> =

20. Save the finished main document as mathprob.doc in the student share drive.

21. Your document should look like this:

«Your_Name» goes to the local «Store» to buy «Snack_Food». «Your_Name» has «Money» to spend.  If the «Snack_Food» cost «Snack_Price», how much money will «Your_Name» have left?

«Money» - «Snack_Price» =
Merge the Document

1. Select the merge button on the mail merge toolbar.

2. Click the merge button on the mail merge toolbar.  

3. Click merge and you will see the math word problem. 

4. Save and/or print.  

