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How to Mail Merge PDF Documents

A step-by-step guide to creating personalized documents
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What is a mail merge?

Mail merge is a computer term describing the production of multiple (and potentially large numbers of)
documents from a single template form and a structured data source. This technique is used to create
personalized letters, documents, bills and pre-addressed envelopes or mailing labels for mass mailings
(or document creation) from a database of names and addresses.

What do I need to start?

You need a PDF form (a PDF document with fillable fields) and a data file that contains records with
information that needs to be placed into the form. You can use Microsoft Excel spreadsheets, Microsoft
Access database or simply a plain text file. Let’s start from scratch and create a PDF form and a data file.

Step 1: How to create a PDF document?

PDF form is a special kind of PDF document that contains interactive fields where text information can
be entered or check boxes may be selected. You can create a PDF form from any PDF, word processor,
image file or paper document. You only need to add fields to the PDF document using tools provided by
Adobe Acrobat. Fields are interactive elements where user can either type text or make a selection. If
you already have a PDF document you want to use as a template, then select “File > Open” menu and
load this document into Adobe Acrobat:

GlEp Edit View Plug-lns  Window Help
[ Open... Ctrl+0

ff} Create »

If you have a Microsoft Word document, then either print it to a PDF printer or save it as PDF using
Microsoft Word menu. You can also use “File > Create” menu in Adobe Acrobat to create a PDF file from
many existing file formats or by scanning a paper document.

Step 2: How to add fields to a PDF document?

We are assuming that you have already created a PDF document at this point and have it open in Adobe
Acrobat. The actual selection of steps depends on the version of Adobe Acrobat you are using. If you are
using older versions of Adobe Acrobat, then select “Form > Edit Fields...” (or similar) from the Acrobat
menu to start adding fields.
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If you are using Adobe Acrobat X, then open “Tools > Forms” panel and click on “Edit..."” icon.

Tools Comment Share
[E]=

s

» Pages

» Content

* Forms

Track
Highlight Existing Fields
B

E More Form Options -

Once a document is open in a form editor, click on “Add New Field” icon:

Forms Forms
v Tasks v Tasks
Add New Field - Add New Field -
&y Distribute  |Add new field [TL] Text Field
Check Box
Track
CE %}Eadio Button
g‘ Close Form Editing [=[E] List Box
E Other Tasks - rapdown -
(oK) Button
[x_] Digital Signature
[ Barcode
rder =
Field Type Help 1

Select a field type you want to place on the document (text, check or radio box, list box, dropdown and

etc.) and use mouse to place it on a page. You need to press and hold left mouse button and drag mouse

to create a box of desired dimensions.
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Once you placed a field you should see the following:

S——

Field Mame:
extl
[ Required field All Properties
q All Froperties

Adobe Acrobat by default automatically gives all new fields a name such as “Text1”, “Text2” and so on.
You need to change that name to something more informative. Start typing into a “Field Name” box and
enter a more useful field name:

I

Field Mame:
|Fir5t MName
[T] Required field All Properties

You will use field names later in the mail merge where it is necessary to assign what data fields are used
to populate a specific form field. Click on “All Properties” link to open “Field Properties” dialog.
Occasionally, you may need to change some field properties from their default values:

Text Field Properties @

General |Appearance | Opticns | Actions I Forrmat | Validate | Calculate|

A PTR Tl First Name

Tooltip |

Commeon Properties

Form Field: | Visible v [ Read Only

Orentation: degrees DREEIUiFEQ
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For example, if you need a form field that holds multiple lines of text, then select “Options” tab and

check “Multi-line” option:

Text Field Properties @

| General |Appearance| Options |Actiﬂn5 I Farmat | Validate | Calculate|

Alignment: | Left -

Default Value:

[¥] Scroll long text

[] Allow Rich Text Formatting

[ Limit of 0 characters

Password
Field is used for file selection

[¥] Check spelling

Comb of 0 characters

If you want to change text font or color, then select “Appearance” tab and choose the desired settings. If
you select “Read Only” option, then users will not be able to enter anything into this field.

If you select “Required” option, then users will be required to enter information into this field and not
allowed to leave it blank.

Press “Close” button once you have finished editing all field properties.

Repeat the above procedure for every field you need to add to this PDF document.
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If you are planning to let recipients of this form use a free Adobe Acrobat Reader to fill and save this
form, then you have to enable “extended rights” for this document. Do this as a last stage since once
extended rights are enabled any changes to the document will invalidate such rights and you have to do
it again. Depending on a version of Adobe Acrobat this option is either available via “Advanced” menu or
if you are using Adobe Acrobat X via “File > Save As...> Reader Extended PDF > Enable Additional
Features...” menu. Once you are done editing this form use “File > Save” menu to save it. Now this PDF

form is ready for the mail merge.

Step 3: How to prepare data?

In many cases you may already have data that needs to go into the form in some kind of spreadsheet or
database. If you do not have one, then we are going to show how to create a very simple data file using
just Notepad text editor. Let’s assume we are trying to fill W-2 forms for company employees. We need
to create a data file that lists first and last name for each employee. Simply open Notepad editor and

type the following text:

[ "j Employees.csv - Notepad l = | (= |_ihl1

File Edit Format View Help

First Name, Last Name
John, Doe

Mary, Smith

Peter, Swenson

Ann, Johnson i

Note that a first line contains comma separated field names (“First Name” and “Last Name”) while the
rest of the file contains actual data. Make sure to separate each field by a comma or tab. You can use
both types of files with AutoMailMerge software. Save this data file with either CSV extension (if you are
using comma as a separator) or TXT (if you are using tab). Now all data is ready to be used for a mail
merge. You can use Microsoft Excel to prepare your data:

= il B C
1 |First Name Last Name

2 |lohn Doe

3 Mary Smith

4 Peter Swenson

5 |Ann Johnson

6

H 4+ ¥ | Employees %1

There is one more step that you have to do before you can use Excel spreadsheet in AutoMailMerge
software (http://www.evermap.com/automailmerge.asp). Spreadsheet is a free-form data file unlike a

www.evermap.com
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database table or a comma-separated text file that we just created. It is necessary to create a “named
cell range” in Excel file. Use the mouse to select all cells that need to be used for the mail merge and
then type a name for this group of cells in the box that is located at the top-left corner of the
spreadsheet (see where “MyData” text is displayed):

_;'/ +P~.__ I.H )y - =
f;/ Home Insert Page Layout Formulas Data Review WView
I_-‘J ‘*‘ cut calibri 11 A A== | S
=53 Copy — =

F'ajte # Format Painter e | [~ é" === == 2= | b
Clipboard = Font ] Alignment
MyData - o | First Mame

= A B C D E F

1 |First Mame Last Name

2 |lohn Doe

3 [Mary Smith

4 [Peter Swenson

5 |Ann Johnson

]

4 4 » M| Employees %1

Ready

In the above example, a selected cell range is now named “MyData” and can be referred to in external
applications such as AutoMailMerge. Save this spreadsheet using “File > Save” menu and it is ready to

be used for a mail merge.

Step 4: How to put data into form?
We are assuming that at this point we have a PDF form (W2.pdf) with two text fields (“First Name” and

“Last Name”):

e Employeea's first name and initial Last name Suff.

Last Marme

First Marne,

and a data Excel spreadsheet MyData.xIs we just created at step 3. Let’s start to populate our PDF form
with data from Excel file and create 4 new PDF documents using AutoMailMerge plug-in for Adobe
Acrobat (http://www.evermap.com/automailmerge.asp). One output document is created for each
record in a data file. Since we have 4 records in our test spreadsheet, then 4 personalized output files
are going to be generated. Make sure you have either a full or trial version of AutoMailMerge software

installed on your computer in order to perform the rest of this tutorial.

www.evermap.com



http://www.evermap.com/automailmerge.asp

EVERMAP [HOW TO MAIL MERGE PDF DOCUMENTS |

Start Adobe Acrobat and open a template PDF form using “File > Open” menu. This will open a PDF form
we are going to fill with data (this is a simplified W-2 form with just 2 fields):

gece

a Employee’s social security numbar

OME Mo, 15450008

b Empioyer igantcation number [EIN)

1 'Wages, tips, other compensation

2 Federal Income tan withineid

© Employer's name, address, and ZIF code

3 Soclal security wapges

.

Soclal security tax withneid

6 Medicare wapes and tips

& Medicane tax withheid

7 Social secunty ips

§ Allpcated tps

d Control number

9 Advance EIC payment

10 Dependent cara benaflis

& Employee’s Mrst name and Inigal

T Empioyee’s andress and ZIF code

Suft.| 11 Mongquaied plans

5]
1)

13 Sy e Tard-party

o 0 &

=
=4

14 Omer

000wt 2o rms leno o w soonm
B =]
o

16 Swx  Employers state ID number

16 Stalewages, tips, alc.

17 Siate Income tax 18 Local wagas. §ps, stc.

18 Local income tax 20 Locaity nama

I
Wage and Tax
Form W'z Statement

2010

Copy 1—For State, City, or Local Tax Department

Department of the Treasury—intamal Revenus Senvce

Select “Plug-ins > Mail Merge...” from Acrobat menu to start AutoMailMerge.

e

Mail Merge {AutcMailMerge Plug-in)

==

Information

Current Settings

Settings Summary:

single template form and a structured data source. This technigue is used to create
personalized letters and statements from a database of names and addresses.,
AutoMailMerge plug-in provides functionality to create multiple POF documents by filling
an Acrobat form with a persanalized data from ODBC database, spreadsheet, ¥ML or
tab-delimited text fie.

@ Mail merge is a computer term describing the production of multiple documents from a

Edit Settings...

Description

@ Fill PDF form and save output as PDF documents,
@ Output folder: "C:\Data2\Test”,

@ Data source name: "C:\Data2\Employees. xlsx™
@ Do not email PDF documents.

Application Settings

Save or load processing parameters to/from a file for future reuse.

LELAH l Save Settings... l[ Load Settings... ]

WIAW. EVErMap, Com

0K

8
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Press “Edit Settings...” button to start configuring a mail merge:

-

Data Source

Select Data Source
Select data source to use forfiling PDF form

Irformation

Data source is a database, spreadsheet, XML or tab-delimited file that contains muttiple
L records of information that can be used to fill POF forms to produce personalized FOF

documents.
Data Source
Data source:  ©\Data2“\Employees xdsx
| View and Fiter Records... || Edit Selection... Help...

Mapping Between Data Source and POF Form Fields

Field mapping establishes a comespondence between a data source and PDF form field
names. This mapping between fields will be used while filling PDF form.

Mumber of form fields: 2

POF Form Field Type Data Source Field

First Mame Tt First Mame

Last Mame Tet Last Mame

Add Field Mapping. .. Guess Mapping Delete Mapping [ Clear Al

Press “Browse...” button to select a data file. You will be presented with a choice of possible input data

source types.
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Since we are using Microsoft Excel 2007 spreadsheet in this tutorial select “MS Excel 2007 spreadsheet”

from the list:

-

Select Data Source Type

2]

Supported Sources

@ Select a data type you wish to use from a list below:

Tab-delimited text file [~ tad)

Comma separated text file (".csv)

Custom field separated text file ("4, *.cav)
Microsoft Access Database (" mdb)
Microsoft Access 2007 Database (" accdb)
Microsoft Bxcel Worksheet (*ds

Microsoft Bxcel 2007 Workshest (s, xd=c, *xdsm, *xish)
dBase 5 Database (".dbf)

Paradox 5 Database (*.db)

HML file {* 2aml)

QDBC Data Source File (*.dsn)

QDBC Data Source

| ok || cancel

Select spreadsheet in “Open” dialog:

i R
4 Open ﬁ
Lookin: | Mail Merge - @ ? ¥ [~
T Marme : Date modified Type
el L Employeesxisx 10/20/2010 3:38 PM_ Microsoft

Recent Places

Libraries

LY

Computer

4| n

b

@
File name: Employees xd=c

Metwork

-

Flesoftype: [ Microsoft Excel 2007 Worksheet (xls;¥sc'xl »| [ Cancel |

[T Open as read-only

10
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Select “MyData” (or any other named cell range you have created in your spreadsheet) from a list of
available tables:

F ™
Select Table [
List of Available Tables
Q Please select a table from the list or use SGL queny:
Table Type Crwner
TABLE
' 1 b
S0L Select Statement
[] Use custom SGL SELECT statement: Create New Statement ...
4 »
Pick From Library... Save This Statement. ..
Help... | oKk || cancal |

Press “OK” button to confirm selection. Now we have to assign correspondence between spreadsheet
fields and PDF form fields. Simply double-click on a PDF Form field name in the list of available fields:

Mumber of form fields: 2

PDF Form Field Type Data Source Field
FrstMame [Tt |
Last Mame Text
l Add Field Mapping... “ Guess Mapping ] [ Delete Mapping ] [ Clear All

1 1 | www.evermap.com
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Select a data field that needs to be used to fill this form field (“First Name”) from a list of available data
fields:

[ [z

Select Data Field

Available Figlds Composite Field
[T use a multiple-field expression to create a composite field

Last Mame

Enter expression:

For example, if you have two data fields: "Street” and
"City”, then you can combine them into a single compaosite
field by writing: Send to: [Street], [City]. Where [Street]
and [City] refer to corresponding data fields.

Examples of the compaosite field values created by this
expression: "Send to: Lane Ave, Portland” or "Send to:
Highland Road, Seattle”,

o) G

Press “OK” button to make this assighnment and close the dialog. Repeat last two steps for each field that
needs to get text from a spreadsheet. You should see the following once you have completed the

assignment:

Mapping Between Data Source and PDF Form Fields
Field mapping establishes a comespondence between a data source and POF form field
names. This mapping between fields will be used while filing PDF form.
Mumber of form fields: 2
PDF Form Field Type Data Source Field

First Mame Text First Mame

Add Field Mapping... ” (Guess Mapping ] [ Delete Mapping ] ’ Clear Al

Each PDF form field has now a corresponding spreadsheet field assigned. Press “Next >” button to move

to the next step once you have mapped all fields.

www.evermap.com
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Check “Flatten output PDF documents” option if you do not want form recipients to edit content of the
fields, otherwise leave it unchecked:

)
Field Options [

Specify Held Options
Specify form fields options for output documents

Select Field Options For Output Documents

[¥]:Flatten output PDF documerts (all fields will be converted into text /graphics)
Make all form fields read-only fields will appear as non-editable regular text)

[ Remaowve ".0" from the end of numeric values

[] Hide &ll empty text fields in output forms

[ Format dates according to Windows preferences

Select form fields that needs to be set “read-onhy™ after filling with data:

Form Field Name Comment

[ First Mame
[ Last Name

1 | 1] [ »

[ Clear Selection

<Back | MNet> | | Cancel

Press “Next >” button to move to the next step.
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Select output folder by pressing a “Browse...” button and selecting a desired folder:

Output Files ﬁ

Select Output Options
Specify output folder and document saving options

Output Options

Ouput folder:  C:h\Data2hTest

Save each copy of the filed form as a separate POF document

|| Export FDF file for each filed form

[7] Do not overwrite exdsting files (always create a unique name)

|| Print each output file to default printer using curment print settings

[] Shrink pages to printable area while printing

[ | Perform garbage collection {slower, but may create smaller file sizes on some forms)

Linearze documents for fast network access (may increase processing time)

[ Output & compound documert that will contain all filed forms

Compound document filename: | CompoundDocument pdf
File Maming
Ingert Before Base Filename Insert After
- [Furrn Filename + Mumber - -

values. Type field name] to insett a value of the field Tield name™ into any part of

8 You can easily customize any part of the output filename using data source field
the output file name.

[ Mare Information... ]

¢Back | Net> | | Cancel

L

You can explore file naming options at this point. Leave default settings that will name each output file
using input file name and an auto-incrementing number. For example, if you are using MyForm.pdf file
as input, all output files will be named MyForm1.pdf, MyForm2.pdf, MyForm3.pdf and so on. Software
offers a number of different options including using data fields anywhere in the file name. It is possible
to automatically name output files as John Doe.pdf, Mary Smith.pdf and etc.

Press “Next >” button to move to the next step once you are done specifying file options.
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Actually, you can skip all remaining steps (“Add Watermark”, “Select Document Security”, “Select E-mail
options” and “Select Advanced Actions”) by clicking on “Next >” button if you are not interested in any

additional options. Everything is now ready for running a mail merge.

Mail Merge (AutcMailMerge Plug-in) @

Information

single template form and a structured data source. This technigue is used to create
personalized letters and statements from a database of names and addresses.
AutoMailMerge plug-n provides functionality to create multiple POF documents by filling

an Acrobat form with a personalized data from ODBC database, spreadsheet, XML or
tab-delimited text file.

Q Mail merge is a computer term describing the production of multiple documents from a

Current Settings

Settings Summary: [[:E [ Edit Settings. .. ]

Description
@ Fill FOF form and save output as POF documents.
@ Output folder: "C:'\Data2iTest",

@ Data source name: "C:\Data2\Mail Merge \Employeess. xsx”
@ Do not email POF documents.,

Application Settings

Save or load processing parameters to/ffrom a file for future reuse,

\_él.j [ Save Settings... ][ Load Settings. ..

WWW . EVErmap. com Ok ] [ Cancel

)

Press “OK” button to start producing output documents. Press “OK” button to confirm execution:

Adobe Acrobat |

Do you want to execute a mail merge operation on the current form?

1N

oK l I Cancel

15
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You should see “Mail Merge Results” dialog once a mail merge is completed. This dialog will list any
errors that occurred during the processing.

Mail Merge Results ﬁ

Number of output documents created: 4

Emors, Wamings and Messages:

(Operation has been completed successfully.

Cpen output folder and show results

WAWW EVEMMEP.Cam Save...

Press “OK” button to close this dialog and open an output folder where generated PDF files are stored.
Examine output files by opening them in Adobe Acrobat to see if they satisfy your requirements. Make
adjustments to processing settings and run mail merge again, if necessary.

You can read more in-depth information about various options offered by AutoMailMerge software in
the product user’s guide. Select “Help > Plug-in > AutoMailMerge...” from Acrobat menu to access the

software manual.

Visit http://www.evermap.com/automailmerge.asp for a detailed product overview and to download a

free 30-days trial version of the software.

www.evermap.com
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Advanced Topic: How to create multiline address labels

One of the most common mail merge tasks is adding mailing addresses to newsletters, brochures and
other mail correspondence. Please follow these simple steps if you want to add personalized mailing
addresses from your customer database or spreadsheet to your correspondence.

1. First, add a single text field to your PDF document that is going to hold a mailing address. Refer
to the beginning of this document for detailed instructions on how to add form field to a PDF
document. Name this text form field something like “Address”. Make sure that this text box is
large enough to hold 4-5 lines of text.

[ | Address [ |

t a 4
Field Name:
|Address
[] Required field All Properties

2. Right-click on this form field and select “Properties...” from popup menu. You should see a
field’s “Text Field Properties” dialog to appear on the screen.

Text Field Properties @

General |Appearance | Options | Actions I Farmat | Validate | C.E|CLI|EtE|

Mame | E5

Tooltip |

Commeon Properties

Form Field: | Visible v [ Read Only

Orentation: degrees DREEIUiFEQ
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3. Select “Options” tab and check “Multi-line” option. This option will allow this field to hold

multiple lines of text.

Text Field Properties

=

| General |Appearance| Options |Actiﬂn5 I Farmat | Validate | Calculate|

Alignment: | Left -

Default Value:

[¥] Scroll long text
[] Allow Rich Text Formatting

[ Limit of 0 characters

Password
Field is used for file selection

[¥] Check spelling

Comb of 0 characters

4. Press “Close” button to close “Text Field Properties” dialog.

5. Save your PDF document with newly added form field by selecting “File > Save As...” from the

menu..

6. Select “Plug-in > Mail Merge...” from the menu to start a mail merge.

7. Press “Edit Settings...” button to start configuring settings for the mail merge.
8. Press “Browse...” button and select your data source file.

18
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9. Double-click on the “Address” form field in the list of available fields:
Mapping Between Data Source and POF Form Fields

names. This mapping between fields will be used while filing POF form.

Q Field mapping establishes a comespondence between a data source and POF fom figld

Number of form fields: 1

POF Form Field
Address

Type
Text

Data Source Field

Add Field Mapping... Delete Mapping

10. Check “Use a multi-field expression to create a composite field” option and type an expression

such as (assuming data fields such as First Name. Last Name, Address 1 and etc. exist in your

data file):

[First Name] [Last Name]
[Address 1]

[Address 2}

[City] [State] [ZIP]

P

Select Data Field

=2

Available Figlds

Address 1
Address 2
City

First Mame
Last Mame
State

ZIP

Compaosite Field
Use a multiple-field expression to create a composite field

Enter expression:

[First Mame] [Last Mame] -
[Address 1]

[Address 2]

[City] [State] [ZIF]

For example, if you have two data fields: "Street” and
“City”, then you can combine them into a single composite
field by writing: Send to: [Street], [City]. Where [Street]
and [City] refer to corresponding data fields.

Examples of the compaosite field values created by this
expression: "Send to: Lane Ave, Portland” or "Send to:
Highland Road, Seattle”,

Ok l [ Cancel

19|
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12. Press “OK” button to close “Select Data Field” dialog. Complete the rest of the configuration

wizard. Run mail merge to produce output documents.

Mailing addresses in your document should look like the following:

John Doe

435 South Avenue
Suite 300

Corvallis OR 97330

The plug-in automatically removes any blank lines in address if a certain data fields (such as

“Address 2”) are empty.

Other AutoMailMerge tutorials:

“Creating and Printing Multiple Labels per Page” is available for download from
http://www.evermap.com/AutoMailMerge/PrintingMultipleLabelsPerPage.pdf

20
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