
Personalizing a Holiday Letter
with the Mail Merge Capabilities of Pages and Address Book

&
Addressing the Holiday Card Envelopes with Address Book

Instead of sending out the same generic “Dear Friends...” Holiday Newsletter to everyone, let’s 
personalize the greeting and add a personalized paragraph to the standard family news for some of 
our friends. 

Here is how you do it with Pages ’09 (Ver 4.0.x) and Address Book (Ver 5.0.x). You may be able to do 
it with earlier versions too. There is also an alternate method using Pages and Numbers, which is 
described in the appendix starting on p. 14.

First we need to create a Group 
for our holiday letter and card 
recipients. Click on the + sign at 
the bottom of the list of Address 
Book Groups, then rename the 
“untitled group” appropriately.

I chose the name ~Holiday Letter for mine.
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Next, Click on All Contacts at the top of the Group list, select the names of the recipients and drag 
them to your new Group. Here are all three of my friends.

We are going to 
use the Notes 
field for our 
personalized 
paragraph.* 
Type in the 
personal 
paragraph that 
you want to add 
to the holiday 
letter here.

*If your contact 
already has 
important stuff 
in the Notes 
Field, make a 
duplicate 
address card 
(select the card, Edit/Copy, then Edit/Paste) and use the copy in your Holiday Letter Group.

We are going to use a field called Nickname for our personalized greeting. You probably don’t have 
this field in your address cards, so we will add it. 

In the Address Book 
Window, Click on Card/
Add Field/Nickname
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Click on Edit    and you will see the Nickname field just below the Name. Type in your greeting.

Do the same thing for the rest of the cards.  Here is an example of one where I just wanted to send a 
“generic” greeting and newsletter and skip the personal paragraph.  I just put “Holiday Greetings” in 
the Nickname field. You could also leave out the Nickname field and put “Holiday Greetings” in the 
Notes field, since it is going to come right below the Nickname field content.
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Now we open the Pages document with the layout and “stock” text that we want in all the letters.

We position the 
cursor where 
we want the 
greeting...

Next we are going to insert the 
Nickname field as a Merge 
Field at the cursor position.
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Then we move the cursor to below the Nickname and do the same as above to insert the Note field 
as the next Merge Field via Insert/Merge Field/Other/Note. This is what the document now looks like.

The next step is to link the data in 
address book to the Merge Fields in 
Pages. We start by clicking on Edit/
Mail Merge in the Pages menu.
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This brings up the following window.

Select the source

and Group

and output

Then click Merge

This will bring up the Print dialog box.

There will be 3 pages printed, each a newsletter customized with the personalized greeting and 
note.
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IMPORTANT
Make sure this is unchecked
or you will get some strange 
results



Here is an example of one of them.
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Addressing the Holiday Card Envelopes with Address Book

I will use the same Address Book Group that we used for merging the personalized greeting and 
paragraph into the newsletter for another holiday task, addressing the holiday greeting cards.

First of all, Address Book is going to use “your” address card for the return address. Usually this is a 
card set up automatically when you install or set up OS X. It may or may not be suitable. You can see 
what it is by going to Card/Go to My Card in the Address Book top menu bar. 

If it is not suitable you can edit it, select a different one or create a suitable one. In my case, my wife 
and I have different surnames so the standard “ First Name” Last Name” card doesn’t work very well. 
What I did was create a new card. 

Actually, I left the first and last name fields empty and put both of our names in the Company field. It 
just worked better.

You can designate your new card as “My Card” by selecting it, then going to Card/Make This My 
Card.
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Next you need to set up your printer for the cards you are using. 

Select one of your 
recipients, and click on 
File/Print

You should get a print 
dialog box like this.  If 
you don’t see the full 
window like this, click on 
the arrow here

There will probably be a 
default Layout
for some type of 
business envelope.

Click on the Layout pull 
down menu...

...and select Define 
Custom
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You will be asked to name 
the custom layout. If you 
are using more than one 
size of card, you will have 
to define a custom layout 
for each.

Measure the envelope 
and enter the data here

You can play with these 
numbers to reposition the 
address and return 
address.

NOTE: sometimes nothing changes in the display here when you make changes in the dimensions. If 
that happens, click Cancel, the click File/Print again and you should get an accurate display of the 
layout. This bug has appeared in OS 10.6 (Snow Leopard), at least.

Next  click on Label. 
This is where you can 
choose the font, text 
size, text color, etc. 

You can also add an 
image (it goes to the 
left of the return 
address), but be 
careful. Although you 
can select a new 
image, I haven’t found 
a way of deleting an 
image other than 
deleting the layout 
and starting over.

Personalizing a Holiday Letter! P. DeGroot 12/8/09

p. 10 of 17  



You may have to change the Orientation and/or try some test envelopes to determine how to feed 
them into your printer so things come out right.

Finally, unless you are certain that your printer feeds stacks of envelopes reliably (none of mine do) 
you probably want to select and print the addresses one envelope at a time.
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Appendix
Alternate Method - Merging Data into Pages from a Numbers Spreadsheet

This is actually a more flexible, and in my opinion, easier method. The reason I used Address Book 
as the merge source earlier is that more people are familiar with Address Book than with Numbers. In 
fact, many people seem to be intimidated by the assumed complexity of spreadsheets, although 
when used simply to store data as in this example, they are really easy.

This alternate method uses the Link Inspector in Pages to set up the merge fields. The Link Inspector 
could also have been used to set up the Address Book merge fields rather than the Menu items that 
we used (pp. 4-5).

First we need to create a simple spreadsheet (Numbers Document, if that sounds less intimidating) to 
hold our data. Launch Numbers and double click on the Blank template in the Template Chooser.

In the resulting spreadsheet, click and drag the divider at the right ends of the A, B, C and D columns 
to make them wider. The exact width isn't critical, this is just to make things more readable.
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You may be wondering why we are using 4 columns when we only have 2 Merge Fields we want to 
insert. The A column is a Title column, just used to identify the entry. It will not be selectable as a 
Merge Field. The B column will hold our Greetings. The C and D columns will hold our personalized 
Paragraph.

Why 2 columns for this? Unfortunately there is an undocumented character limit when merging data 
from a Numbers document to Pages. If there are 255 or fewer characters in the spreadsheet table cell 
it merges correctly, 256 or more and the merge field in pages ends up blank after the mail merge. 
This isn't the case for Address Book merges to Pages, at least for the Notes field. 

The work-around for the character limit from Numbers to Pages is to split long entries into 2 or more 
cells in the same row and treat them as separate merge fields, placing them one after the other in the 
Pages document. You have to leave a space between the merge links in the Pages document or this 
doesn't work.

In Row 1, enter names for the Merge Fields, and in Rows 2 and on down, enter the recipient name in 
column A, greeting in Column B, and personalized paragraph, split in two, in Columns C and D, as 
below. 
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Click on the top of column A, then 
Shift-click on the top of column D 
to select all 4 columns

Next click on Inspector, 
then on the 
Cells Inspector.

Finally, click on Wrap Text 
in Cell (Should have a 
check mark, not a dash)



Save the document in a convenient location. I've saved this one as Holiday Merge Data.

Now we open the Pages document with the layout and “stock” text again and position the cursor 
where we want the greeting.

Now open the Inspector and click on the Link Inspector

and then on Merge.
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Click OK and navigate to your data file, select it, and click Open.
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Then click Choose... and in the resulting pop-up 
window click on Numbers Document



Now you will see this 
window. Click OK.

Next click the + sign at the bottom left of the Link Inspector window 
and select Add Merge Field. You should see your first Merge Field, 
"Greeting" Column B from the Numbers spreadsheet, and the 
merge field "Greeting" should also appear at the cursor in your 
newsletter.

Position the cursor where you want the next merge field, 
Paragraph1, to be, then click Choose again in the Link Inspector 
window. The window below will pop up again and you could Choose 
a different spreadsheet for the next merge field if you wanted to, but 
we want to use the same one, so just click OK.

A new highlighted Merge Field will appear in the Link Inspector 
window. and it will also appear in your newsletter (note that it is 
highlighted there too). Unfortunately, it wants to use the same 
"Greeting" field again, so we need to change it.
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Click on the up-down arrows to the right of the target name

Then choose the correct field, Paragraph1, from the list.

Position the cursor one space after the Paragraph1 Merge 
Field link in the newsletter. Click Choose again in the Link 
Inspector window, then OK in the next window. Click the up-
down arrows to the right of the new target name and choose 
Paragraph2 from the list.

You are done. Your newsletter should look like this, 

and you can now go to "The next step is to link the data..." on page 5 and continue on to printing your 
personalized newsletters. Of course you need to select "A Numbers Document" rather than Address 
Book as the source on page 6.

By the way- You can copy, paste, change font, style and color, move around or even delete the 
Merge Field links just like any other text. The changes will be applied to the merged text.
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