Merging Data from Access to Word 

I. If you are starting with an open Access database:

A. If you are merging a table, make sure that you are in the Table tab and that the table name is highlighted.  If you need to merge a query, make sure that you are in the Query tab and the query name is highlighted.

B. From the database window click on the Tools menu, Office Links option, Merge it with MS Word or click on the downward pointing arrow next to the tool that looks like the Word symbol.  Choose the option to Merge with MS Word.

C. The first time you run this option, click on the radio button next to Create a New Document and then Link the Data to it.  If the document has already been created, choose Link Your data to an existing Microsoft Word Document.  Once you choose this option, a dialog box will open and you will have to specify where the document is located, then click on Open.  In either case, Word will open with the document open and the Mail Merge task pane available. If the Data Link Properties dialog box appears, click OK on it. If prompted, type a password, then OK in the Enter Password dialog box, then select the table you want to link to and click OK again on the Select Table dialog box. 
D. Skip to step III below.

II. If you are starting with an open Word document:

A. Choose Tools, Letters and Mailings, Mail Merge Wizard.
B. On the Mail Merge Task Pane, select the document type you want in the upper right, then click Next in the lower right.

C. Click Next.
D. On the Select Recipients step in the task pane click on the Browse link in the center on the right. Navigate to the database you want to use as the data source. 

E. If the Data Link Properties dialog box appears, click OK on it. If prompted, type a password, then OK in the Enter Password dialog box. 
1. If the data source you want to connect to is a table then select the table you want to link to and click OK again on the Select Table dialog box.
2.  If the data source you want to connect to is a query, click the Options button in the lower left corner of the Select Table dialog box, then fill the checkbox beside Views and click OK. Select the source query and click OK.
F. At this point, your Word screen may flicker for awhile if the source table or query is large. It is simply loading the recipient information. The Mail Merge Recipients dialog box should open.

1. If you want to filter or limit or resort the recipients, click on one of the drop-down arrows beside a column heading and choose Advanced. Set your options and click OK.

G. Click OK to close the Mail Merge Recipients dialog box.

H. Follow steps III and IV below.

III. Follow the remaining Mail Merge task pane steps, click Next in the lower right corner as you complete each step. Note that the Select Recipients step has been completed when you arrive there; simply verify the information and click Next. To insert mail merge fields, use the More Items link at the Write Your Letter step. If you are more accustomed to using the Mail Merge toolbar, you can show it by choosing Tools, Letters and Mailings, Show Mail Merge Toolbar.
IV. Once the data and documents have been merged, you can print your documents by merging them to a printer.  Remember, you do not need to save the merged documents.  You will need to save your form letter (Word) document.
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