
 

 

MANY TO ONE MERGING 

The Many to One Mail Merge Facility combines data from multiple records in the 

data source where there is data in at least one field (Key Field)that is common for 

each of the records that are to be combined. 

 

The facility is designed for use with a "Letters" type mail merge main document to 

which is attached Excel or Access database table or query as the data source. 

The mail merge main document must contain a table that is identified by the 

insertion of a "Group" bookmark, into a header row of the table, which can be an 

empty row without borders if such a row is not otherwise required. 

With the selection in the first cell of the first row of the table, click on Bookmark in 

the Links section of the Insert tab of the ribbon and in the Bookmark name control 

of the Bookmark dialog, type the word "Group" and then click on the Add button. 

 

In the second row of the table, a set of the mergefield fields for the data that is to 

be displayed must be installed. 

Optionally, the table can also include a row into which totals of selected data will 

be inserted by the use of a Sum(Above) formula. 



 

 

When the mail merge main document is set up in this way and has been saved, 

clicking on the Many to One button on the Merge Tools tab of the ribbon  

 

will cause the Many to One Mail Merge dialog box shown below to appear. 

 

The field in the data source, that contains the data that is common for multiple 

records, must be selected from the Key Field dropdown and if a total row is 

required, the Total Row box must be checked. 



 

 

 

If the merge is to be executed to the Printer, nothing more is required and the 

Continue button can then be used. 

If the merge is to be executed to Individual Word Files, or Individual PDF Files, and 

additional control will appear from which the field in the data source that contains 

data that can be used to name each of the files must be selected.  After doing 

that, the Continue button can be used. 

 

Using the Many to One facility, documents such as the following can be created: 

 



 

 

For the destinations that involve the use of Email, additional controls will appear as 

shown below. 

For Merge to Email Message: 

 



 

 

For Merge to Email as Word Attachment or Merge to Email as PDF Attachment 

 

These controls are used in the same way and for the same purpose as the identical 

controls described in the Merging with Attachments document, and in each of 

these cases involving the use of Email, it is possible to have attachments that are 

unique for each recipient, or that are common for all recipients, by completing the 

appropriate parts of the dialog. 


