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If you need to merge different graphics for different names, here’s how.

Add a field to your data source (let’s say you name it PIC) and in each record, put the full path to the file with the image for that record. 
IMPORTANT: The path must start at a drive letter (local or mapped on network), and backslashes must be doubled, like these examples:

C:\\Data\\Mailings\\MergePics\\image1.jpg

K:\\Orgs\\BridgeClub\\Pics\\heart.jpg

Lay out your main document with the text fields only. Then press Alt-F9 to display field codes. You will see something like this:

{ MERGEFIELD “FirstName” } {MERGEFIELD “LastName” }

{ MERGEFIELD “StreetAddr” }

Etc. 
NOTE: The braces { } surrounding fields are not what they appear – they MUST NOT be entered from the keyboard! 

Place the cursor at the place you want the graphic to appear, and:
in Word 2007: Insert tab, Text section, Quick parts, Field
previous versions: Insert, Field

Scroll down to select IncludePicture
In the Filename box, type an arbitrary string of at least one character, unmark Preserve formatting… and click OK.

Back in the document, you will see:

{ INCLUDEPICTURE “xxx” }

where xxx is whatever you entered in the filename box.

Select this xxx string (but not the quotation marks around it) and repeat the Insert Field step, this time selecting MergeField.
In the Field name box, type Pic or whatever you named the field in your data source that points to the image file. 

Uncheck Preserve formatting… and click OK.

The document now contains:

{ INCLUDEPICTURE “{ MERGEFIELD Pic }” }
Press Alt-F9 to turn off display of field codes. You will see a blank image placeholder, or perhaps the message “Invalid file name”. Ignore that. 
Run the merge to a new document (if you’re using the merge wizard, that’s “Edit individual records”)

The merged document will again show either empty image placeholders or the “Invalid file name” message. Not to worry!

Press Ctrl-A to select the entire document, then F9 to update fields, and the images will magically appear. 







