Excel data does not retain formatting when doing a Word Mail Merge
1. Save Excel spreadsheet as you normally would.

2. Open Word

3. Click on Office Button (top left corner)

4. Click on Word Options (right screen, bottom)

5. Go down to Advanced, scroll to General section

6. Check Confirm File format conversion on open
7. Click OK

8. Go back to main document

9. Go to Mailings tab

10. Choose Start Mail Merge and choose the format you wish to use

11. Choose Select Recipients, Use Existing list

12. Choose file and name will appear in File name: box.   CHANGE All Data Sources to Excel Files
13. Click on Open

14. A dialogue box will appear – choose MS Excel Worksheets via DDE, then ok

15. Another dialogue box will appear – choose Entire Spreadsheet, then ok

16. Proceeds to Insert Merge fields and then to Finish.

Original format of numbers, phone numbers, zip codes, etc. should now retain their formatting in the merged documents.

