How to do mail merge with pictures:

1. First check the “Show Mail Merge Toolbar” if it is not checked
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then you will see and toolbar consist mail merge short key buttons right below main toolbar.
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2. Second prepare a database, it could be Excel or MS Access table. Let’s use Excel as example: save the Excel file as icons.xls. The “Photo” field contains the image file name under a same directory. (Before you continue, please make sure that your image files are there in same directory say C:\toolbarImages\ )
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3. Then switch to Word Main Document
4. Create new or open existing file. In following example we create a new blank document.

5. At the first line: press Ctr+F9. You will see word automatically inserted brackets and highlighted. This the field code for word. It is not equal to usual brackets. You can’t simply do it by typing “{}”. Then within the brackets input the field that you want to be merged.
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6. The we will continue do the most tricky part to include images in certain directory

Press Ctr+F9, then within the brackets that Word automatically generated we input INCLUDEPICTURE “c:\\toolbarImages\\, then Press Ctr+F9 again to get another set of brackets. Within it input MERGEFIELD Photo. Then move the cursor out of previous set of brackets and input ” \d. (close quotation, space, backslash, d). Then final document looks like following:
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7. Now, it is the time for merge. First click on second button of mail merge toolbar [image: image6.png](1] open Data Source




 which Open Data Source. In the open file dialog find the directory where your former excel file saved then click open
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8. Then you will set there are three spread sheet to be chosen. Just the select the first one and don’t forget to check the box to indicate first row is for heading.
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9. The go back to original Word document. You will be surprised to find out the original typed becomes just a simply [image: image9.png]«dtemName»



 Don’t be scared, this is just how Word represent the thing inputted in a simple way. It also indicates your MERGEFIELD for ItemName is valid to the data source. But what about the INCLUDEPICTURE, Nothing is shown in that part. Don’t worry it is just hiding. If you select the whole document by click in Edit(Select All, and press Shift +F9, you will find that original input is there. 
10. Now click on the Merge To New Document button of Mail Merge toolbar and check for all record in the popup dialog.
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11. Then you will get a new document shows as following with 3 pages for the first page you will see only [image: image11.png]copy ico



 without the image. Don't worry, just type Ctrl+A to select the entire document, and press F9 to update the fields. 
12. Now you should see all the pictures. [image: image12.png]copy ico
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Cheers!

· If you have a MS Access database, what you need is a table layout somehow similar to icons.xls Excel file. Then in Step 7, instead of choosing Excel file, you chose a MS access file such as icons.mdb or whatever you named it. Then it will prompt you dialog to choose a specific table which you’d like used for the merging. All the other steps are exactly the same. Good luck.
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