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Word: Mail Merge and Mailing Labels 1

l Printing Cptions l

Single Envelope

Envelope size:

Envelopes and Labels E]BI [size 10 (4 1j8 % 9 1/2 in) |

If mailed in the USA

[ Delivery point barcode
-

) e |

Delivery address: R - Frint

| Delivery address
% From left: ’m
Cancel | From top: |Auto 3:

Add ba Document

Return address

w From left: m
From kop: ’m

Options...

E-postage Properties

[ Add electronic postage )
Prewiew

Preview Feed
E -
~

wWhen prompted by the printer, insett an envelope in your printer's manual Feeder, K | Cancel |

Return address: < [ Omit

X From a document that contains a name and address, select (highlight) the text of the
address, then click on Tools (Menu bar) - Click on Letters and Mailings - Click
on DXIEnvelopes and Labels = Click on the Envelopes tab at the top of the
screen. You will see the highlighted entry in the Delivery address box. Enter the
Return address if you want. Click on Options to select the envelope size, change
the font type and size, or to adjust the placement of your addresses. When
finished, click OK. You can make the return address a default so that it will print
every time you print an envelope. Place the envelope in your printer and click on
Print.

OR

& From a blank document, click on Tools (Menu bar) - Click on Letters and
Mailings - Click on Envelopes and Labels - Click on the Envelopes tab at the
top of the screen. In the Delivery address box, type the name, street address, city,
state, zip just as you would on an envelope. To move to the next line of the address,
press the Enter key. Follow the instructions above.

Envelope Ophions l

Printeri  \\TINMAMTrainPr Remember to have your Envelope Options
e match your printer setup.

‘ ‘ The two standard size envelopes are:

% Faceup " Face down

X Business—Size 10 (47" x 97%2")

I Clockwise rotation

Eeed From: Y Standal’d—SIze 6?/4 (35/8” X 6%’,)

|Manua| Feed j

[ e |

‘Wword recommends Feeding envelopes as shown above,
If this method does not wark for wour printer, select the
correct Feed method,

oK I Cancel
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Word: Mail Merge and Mailing Labels 2

Labels

bz i 7l

Envelopes  Labels l Prinker information

(™ Dot matrix

Address: B ~ | Usereturn address Print
' |aser and ink jet Tray: |Manua| Feed ﬂ

~
e Document

Label informnation

Label products: |.ﬂ.very skandard j
Options, ..

Produck number:

Cancel |

E-postage Properties. .. =17 Card j Label information
- Label 5066 - File Folder g | e Address
Print Avery skandard, 5160 5095 - Mame Badge Height: i
+ Full page of the same label Address 5096 - Diskette

" Single Iahel 5097 - Diskette Width: z.63"
= = - Address Page size:  Letter (8 % x 11 in)

I Add electronic postage

Eefore printing, insert labels in your printer's manual Feeder, Details | Mew Label | | o | Cancel |

X From a document that contains a name and address, select (highlight) the text of the
address, then click on Tools (Menu bar) - Click on Letters and Mailings - Click
on Envelopes and Labels - Click on the Labels tab at the top of the screen. You
will see the highlighted entry in the Address box. Click on Options to select the
label size. Click OK. Be sure to choose which option you want: Full page of the
same label or Single label. If you choose Single label, indicate which label sheet
column and row you want to print. Place a sheet of labels in your printer and click on
Print.

OR

& From a blank document, click on Tools (Menu bar) - Click on Letters and
Mailings - Click on Envelopes and Labels - Click on the Labels tab at the top of
the screen. In the Address box, type the name, street address, city, state, zip just
as you would on an envelope. To move to the next line of the address, press the
Enter key. Follow the instructions above.

To get sheets of labels with a different address on each label, choose Full page of
the same label. Make sure to choose the label size under Options. Then click on
New Document. Type in the first label. Press the Tab key to move to the next label.
At the end of the page, press the Tab key and a new blank row of labels will appear on
the next page.

Most people use standard “three across” labels. The most common Avery number for
this size label is 5160 or 8160.

If you want to print a delivery point bar code on the labels, you will need to use a “two
across” label--Avery 5161 or 8161.
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Word: Mail Merge and Mailing Labels

MAIL MERGE

Create form letters or many envelopes or mailing labels or a directory

Click on Tools - Click on Letters and Mailings - click on Mail Merge Wizard. The
Mail Merge task pane lets us merge a new or existing database with a word processor
to create form letters, envelopes, mailing labels, or a directory.

Mail Merge v X
el
Select document type Sefect g dcument
SteQ 1. what type of document are you warking o i e e s . v g e
Select document type oné
Click the radio button N gD
to choose the type. Envelopes Step 2. PR
& Labels Select starting itk bt
Directory dc_qument { L& gaory
Labels Pick the type of
Print address labels For a group mailing. Iabel
Click Mext to continue,
Step 1 of 6 Sp2ds
2 Next: Starting document . .
° -

For example, we want our main document to be mailing labels. We will use an existing
list already created in an Excel spreadsheet. (A database or list can also be created in
a Word table or Microsoft Access.) Choose ®Use an existing list from the Select
recipients task pane. Click the Browse button and find the saved list. Click OK on the
Select Table window and

: Select Table
then click OK on the X
Ma| | Merg e ReC| p i ents Wi ndOW Tame Description | Modified Created Tupe
E 8/28/2003 2:48:27 PM §/28/2003 2:48:27 PM  TABLE
Sheetz§ 8282003 2:46:27 PM  8/28/2003 2:98:27 PM  TABLE
iNni =] Sheets: §/28/2003 2:45:27 PM §/25/2003 2:45:27 PM TABLE
Step 3. Select recipients S sheetsf f28! f28!
4 Mail Merge - x
Select recipients
® |se an existing list
hS ?
Select from Outlook contacts
) I¥ First: row of data contains column headers ok | Cancel |
Type a new list
Use an existing list Mail Merge Recipients @@
Currently, your recipients are selecked o ] . B ]
Fram: Ta sort khe list, click the appropriate column heading. To narrow down the recipients displayved by a
specific criteria, such as by city, click the arrow next to the column heading, Use the check boxes or
[Office Address List] in “trainerslist, mdb" butkans ko add o remove recipients From the mail merge.
Select a different list.., st ol reae st
*|  Lask Mame *| First Mame ¥ Address | ¥/ City | *| State | ¥ Z..)
Edit recipiert: list... .| Runa. ks ]
Contrary Mary 456 ... Silverb... K5 GEE0G
King Cole 675 Fiddler ... Merryton  KS 66604
Curnply Hurnpt a10wall Rd.,  Falliver  KS BEA0G
Peep Ba 957 Waggi... Shesp... K5 66604
Hubbard Mo 654 Cupbo...  Bonevile KS GEA04
v i .
Step 3of 6 Shaftoe Bobby 3215ilwer St Buckles K3 GEE0G
g Mext: Arrange vour labels
<@ Prewious: Starting document
Select all | Clear all | Refresh |
Find... | | Yalidate |
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/Choose Address Block if your
field names match the format.
Then choose a format for the

Step 4. Arrange your labels.

2 Decument) - Nicroseft Ward

Bt B Yew fuet Fovik Dok Table Wedw beb - x recipient’s name and click OK.
DFR any B oo QHORN@] 000w L0 Otherwise, choose More Items
A Mo o Left: ot e nsy ElEmEEERE O-SA . and insert the prgpér field
2O P E st wodred SR e o MR R W, names.
v RSO T Y A YO R W "."T’_j_ & Ml Merge x
SRR, | aetange your wabes
[ et gt treil o o —
sheet. Insett ecipeart’s natme 0 thes Format
Bl T et v B
WNaxt Recordy ONEE ok oo of the evs ghow oshua Randak Y
[7) Acddwss b ;
[2) Grmatng e
) i Bedron postage
. Recordy Nzt Recordy i ;!‘l :ﬂ:v il 5 out posd gt
v eavs.
(& Never nchude the courktry/region In the address
2 el 50 Nt Than e oo © Wwways ek the countryjrecion i the addnsss
_ b il " Orly incdude the countryjragion If ¥ferert thae:
- Recordn uNaxt Racords oNer T
+ Rephcore b |
X ST, b
= afm> 4| | ol e gt Y Mr, Joshua Randdll X,
Draw~ [ dggoshepes = OO HATE »-L-A-=E=FE08 s d ke m::tw
Pace | Sex 1 it HO0EF Lhl Cd1i Enguh(us | Sepenin Kitty Hawdk, NC 27700
@ a A pos e

* Feans et et

Click OK on the Mail Merge Recipients window. In the Mail Merge task pane click
Update all labels.

Step 5. Preview labels. See exactly how the labels will look on the page. Click Edit
the recipients list to make any changes.

Step 6. Complete the merge. Click Print and choose what records you want to Merge
to Printer. ®All is the default.

n ey | i ' B0 el 8% M M Merge to Printer |z|

Arrwnge yaur labiels
IF yns Bawe oot alenach donm 50, by vl o Lol unirg th fesk habd Print records
o e sheet
To ik sncpsend Kfarvadion Lo pias isbel ) o Bowion i Ihe et
Aol el thoens ek srvn of 1 R bowbs
«Neut Re [ b bt  Current record
«Zipe [ Grwrg e ‘e me'l Ta: |
! tecown poitap - B
- NI Poa b coce [o]'4 I Cancel |
uNext Record «Next Re 1 e tene
Whanrt yons hirve okl mermrnrng your bl ohh Nt Thry yons s
(v anch sodpmant’s bl aned vobe a0y NN Changed 5 W Y @ 4 MalMerge v
& 1 ' . ' ~ 4
- Restcate et R
Yors Ly conry (h vond of the Pesd bl Lo W ctfums om0 e g Previem yow hnbele
Nt Recoeds «Nest Ry Iy Sug it Wl oo A el o
«l Lt of nbek o e olomasy .
o Vmidn M Oumuz
- * & Nt Prwew your labwls q mﬂ I E hacpwt | |,
2 Sikerbelis, KS 00604
P 1ol a et
Maku chamges
Mo "” L T s
mw Ave LR el
Wy b lrsdad e DR
Shebonnika beeot B, ik ot R et
v Wbt o s el Stk 1o
k) pervorad corweenty
-:' Sep bodh
' ™ & Nl Cowghedn 1he Aeage
. & Powvnan Mg por ek
| 4l
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Toolbars

il Document3 - Microsoft Word

File Edit Wiew Insert Farmat Tools  Table  MWindow  Help Menu Bar

0= = Nva B o - W M G = m T 5% - 3. Standard Tool Bar
2K Mormal + Left: + Arial =12 - B I U E ===+ ZiZ i [~ # - A1l FormatBar

= [F1 5] B insert word Field = = N U I M B Ty % 0, - <«—Mail Merge Bar

Click on the %2 | button to merge your data into a mailing label format.

Click the Mail Merge Recipient button to edit the Address list.

To create a datalist in Word,
In Step 3. choose ®Type a new list and Create.

First, we will fill in the information for First Name, Last Name, Address Line 1, City,
State, and Postal Code. Click New Entry to add more addresses. Before closing the
list, we can Filter and Sort the records. This allows you to filter out certain information
or sort the records. After we close the address list, we must give our new database a
File name and Save it. This will save the list.

Follow steps 4-6 to finish the merge.

4 Mail Merge T Mew Address List Elg|

Select recipients

Enter Address information -
Use an existing lisk .
Title ||
Select From Outlook contacts .
First Mame |
® Type a new list
Last Mame |

Type a new list e e |
Tvpe the names and addresses of
recipisnts, Address Line 1 |

5 Create... Address Line 2 |

| Choose
Customize to

— =l /add or

Tew Enkry | Delete Entry | Find Enkry ... | Filter and Sart. .. | Custamize. .. * remove fleld
Vieww Entries names.
J Step 3of 6 Wiew Entry Mumber 1
g Mext: Arrange your labels T P q
4 Previous: Starting document
Close
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