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*Mail Merge

Envelopes
Labels

Mail Merge

°* Envelopes
°* Labels

* Letters

°* E-Mail

* Directory
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*Creating Envel
o R L —
File Home Insert Page Layout References Mailings Review View Add-Ins

For Single Envelope e "fi]opesmbes 28 - —
On the mailing Tab creste || [ gnvelopes | _Labels |
Select Envelopes, the N i '
Envelopes and Labels g
Window opens : !
Type delivery address orf /.. P,
Click address book ~ — = i -
Your address book opens|- - — - I
. T ——
; S e e [ P
:
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*Single Envelope

Envelope Options id Py
In the Envelopes and Labels Window, [ Envelope Optons | grnting Optons |
Select Options to set envelop type and Envelope e 5
o Size 10 (4 1/8x91/2in)
Pr]nt feed Delivery address
The Envelopes Options opens -
> rom top: | Auto =
Select the Type and Position. Select the Return sddress
Printing options for feeding Fomiet: (0[5
From top: |Aute =
[ Envelope Options @iﬁwmw
When complete) o e oon = =
Cl]Ck Print Printer: HP Officejet Pro L7600 ——
Feed method
1
g g g g \é‘l \ﬂil 0K l l Cancel
Face up 0 Face down
|| Clockwise rotation
Feed from:
Automatically Select EI
Word recommends feeding envelopes as shown above.
If this method does not work for your printer, select the correct feed
methed.
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*Creating Labels

e Bl 2Dl X
On Mailings Tab, Create Group, ot
Select Labels. Envelopes and Labels ™ R
Window opens. Type or select an -
Address
You have the option of printing =
A full page of the same address, or | r= Lol
A single label and define its position | © swewa V2 Lot Pt

Click Options to setup the label type i

Label
Avery US Letter, 5159 Mailing Labels
. Before printing, insert labels in your printer's manual feeder.
Mailing Labels
l Erint l [ New Document l Options... l l E-postage Properties... l
rancal
1al feeder.
Options... l l E-postage Properties...
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In the options Window, select

A Vendor, and a label Type

In this case, Avery and #5159.

If you don’t find your label type
check the display size that
Matches yours

Click OK.

The label picture displays

in the window

*Single Labels

Label Options

Printer information

(") Continuous-feed printers

Label information

) Label vendors: Avery US Letter |Z|

Find updates on Office.com

Product number:

(@) Page printers Tray: Default tray (Automatically Select) EI

Label information

Computer Booters of Sun Lakes

5144 Print or Write Mame Badge Labels - Type: Mailing Labels
5146 Print or Write Mame Badge Labels Height: 1.5"
5147 Print or Write Name Badge Labels = o .
5155 Easy Peel Return Address Labels = Width: 4
5159 Mailing Labels Page size: 8.5" x 11"
5160 Easy Peel Address Labels gl
[ Details... ] ’ Mew Label... l 0K
6 5/25/2011



*Using Mail Merge

* Mail Merge Option
* Envelopes
* May have to feed one at a time (Printer)

* Labels

* Holidays Labels

* Return Labels (easier with Single Label Step)
* Letters

* Personalized letters
* Holidays letters

* E-Mails
* Directory
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*Mail Merge Steps

Select Document Type
Envelopes, Labels, Letters, E-Mails, Directory

Choose Recipients
New List, Existing List
Select, Filter List
Merge Fields

Preview

Merge

Computer Booters of Sun Lakes 8 5/25/2011



*Mail Merge - Labels

Tl © —
~

Home Insert Page Layout Referenc
On the Mailings Tab, Start Mail Merge group < envelopes | (=) | TgB
Expand the selection arrow 3 labels | [PATEME  Select

‘Merge ~ |Recipients ~
For Labels - Select from the Label Option Window &= 0 Letes
E-mail Messages
Envelopes...

Labels...

Label Options Directory

Printer information Normal Word Document

28 b e E

() Continuous-feed printers Step by Step Mail Merge Wizard...

(@) Page printers Tray: |Default tray (Automatically Select) IZI
Label information

Label vendors: | Microsoft IZI
Eind updates on Office.com

Product number: Label information
1/2 Letter

- Type: 1/2 Letter Postcard
1/2 Letter [Z]|  Height: 8.5
1/4 Letter = o .
1!4 Letter Width: 5.5
30 Per Page Page size: 11" x 8.3"
30 Per Page sl

Details... l [ Mew Label...

e
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*Select Recipients

LISere FEaye LayouL FREITETENCES Ir

Next Select Recipients - Here from Outlook &=

Edit Highlight
Recipient List | Merge Fields
| Mail Merge Recipients 4 T}'pE MEW List..

This is the list of recipients that will be used in your merge. Use the options below tc =
your list. Use the checkboxes to add or remove recipients from the merge. When yc
OK.

Use Existing List...

Data Source

Tt 8= sSelect from Cutlook Contacts...

Contacts
Contacts
Contacts
Contacts

Bul

The list opens (all selected). Check desired
entries

Contacts

;\m|

Data Source Refine recipient list
Contacts - 8| sort...
' Hilter...

3 Find duplicates...
427 Find recipient...

& validate addresses...
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*Merge Field

Insert Merge Fields or Address Block

r

Insert Address Block

Specify address elements

Insert recipient's name in this format:

Joshua Randall Jr.
Joshua Q. Randall Ir.
Mr. Josh Randall Jr.

Mr. Josh Q. Randall Jr.

Mr. Joshua Randall Jr.

Mr. Joshua Q. Randall Ir.

»

m

-

Insert company name

Insert postal address:

United States

In Step 4

Don’t forget to “Update all labels”\

_ Mever include the country/region in the address
_ Always include the country/region in the address

(@) Only include the country/region if different than:

[=]

Format address according to the destination country/region

To see all selected recipients

Load Label sheets in printer - Print

Computer Booters of Sun Lakes

Preview

Here is a preview from your recipient list:

K4 8 - M

Gerard & Josette Tixier

Correct Problems

If items in your address block are missing or out of
Fields to identify the correct address elements from

[ ok

Replicate labels

button below.

You can copy the layout of the
first label to the other labels
on the page by clicking the

«First»
alastw»
whAddress»

«City» «State»

«MNext Records»

Insert Merge Field

Insert:
() address Fields

Fields:

First

Last

Title

Company
Department
Office

Post Office Box
Address

State
Zip/Postal Code

Selection is shown

on the page

-+

\ | Update all labels | ‘

Step 4 of 6

11

whAddressBlock»

5/25/2011



*Mail Merge - Envelopes

Start Mail Select
Merge * |Reopients ~
4
=3 €
o L
W rd D
N M

1sent Page Layout Reference

il
&
il Select
Reciprents *
.‘5'] Type New List
_J Use Existing List..
s

Select from Outlook €

ontact

Computer Booters of Sun Lakes

Manual setting (non-wizard)

On Mailings Tab, Star Mail Merge
Group, click Envelopes...

The Envelope Options opens
Select type, etc.

Next select recipients: either

Type new list, use existing, or Outlook

Edit the list as required

Insert Merge Field or Address Block

Position address

Preview results to check list

12

Envelope Options l @ z
Envelope size:
Size 10 (41/8%91/2in) E
Delivery address
From left: |Auto =
From top: |Auto =
Return address
From left: |Auto =
From top: | Auto =
Preview
OK ] l Cancel
5/25/2011



*Mail Merge - Labels

Manual mode (non-Wizard)
Follow the steps as shown In previous slide for Mail Merge Envelope, but
This time select Labels instead of Envelopes

This is the hard way. Use the wizard to simplify the process

Computer Booters of Sun Lakes 13 5/25/2011



Mail Merge - Envelopes

Using Wizard

me Insert Page Layout Refere E
= 3“
Start Mail|  Select Edit
Merge * (Recipients * Recipient List
A
=1 Enyelopes..
«af Labels..
J Directory
!lj Normal Word Document

Step by Step Mai Merge Wizard The process is similar to manual but with guide for each

step from the Wizard

From Mailings Tab, Select “Step by Step Mail

The Mail Merge Task Pane opens on the
right side of screen

Step 1 - Select Document Type: Letters,
E-mail messages, Envelopes,

Labels, or Directory. Click “Next”

Step 2 - Click Envelope Options to set up.
Next: Select Recipients

Step 3 - Chose your recipients list. Use
existing, Outlook, or Type a new list
Sample list

Computer Booters of Sun Lakes 14

Mail Merge Recipients l

This is the list of recipients that will be used in your merge. Use the options below to add to
your list. Use the checkboxes to add or remove recipients from the merge. When your list i
OK.

Data Source [v |LastName w | FirstName i w | » | Addre:

Sig-address.m... Smith z
Sig-address.m... v Wiler John Dr. N. Gil:
Sig-address.m... v Glover Linda Mrs S. Drif
Sig-address.m... v Stone Don Mr. S. Fair
< 11 |
Data Source Refine recipient list
Sig-address.mdb - 4| Sort..

3 Filter...

5/25/2011



*Mail Merge - Envelopes

Select All or some recipients - OK. Next: Arrange your Envelope
Step 4 - Built-in Address Block, More Items for Fields selection

nsert Address Block

Specify address elements Preview

Insert recipient's name in this format: Here is & preview from your recipient list:

. 1 P

Joshua
Joshua Randall Ir.

Joshua Q. Randall Jr. =
Mr. Josh Randall 1r.

Mr. Josh Q. Randall Jr.

-

Mr. Robert Smith
E. Chestnut Ct
Phoenix, AZ 85051

Insert company name

Insert postal address:

MNever include the country/region in the address

Always include the country/region in the address
i Correct Problems
@) Only include the country/region if different than:
el rylreg If items in your address block are missing ¢

United States |z| Fields to identify the correct address eleme

Format address according to the destination country/region

[nsert Merge Field

Insert:

() Address Fields @D
Fields:
First Name
Last Mame
Company Name
Address Line 1
Address Line 2
City
State
ZIF Code
Country or Region
Home Phone
Work Phone
E-mail Address

Match Fields... I l Insert

Select an Address Block type. Next: Preview your Envelopes

Step 5 - Preview your Envelopes
Computé—ll-ﬁgge'rgo?ﬁscur?La es!'ete the merge 15
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me Insert Page Layout Refere

== = “Mail Merge - Labels

Start Mail|  Select Edit
Merge * |Reapients * Recipient List

2| Letters

Enyelopes...

Labels..

e e E

Directory

(=)

Step by Step Mail Merge Wizard...

Mail Merge Wizard”
The Mail Merge Task Pane opens on the
right side of screen

Step 1 - Select Document Type: Letters,
E-mail messages, Envelopes,

Labels, or Directory. Click “Next”

Step 2 - Click Label Options to set up.
Next: Select Recipients

Step 3 - Chose your recipients list. Use
existing, Outlook, or Type a new list
Sample list

Computer Booters of Sun Lakes 16

E-mail Messages The process is similar to manual but with
guide for each step from the Wizard

Normal Word Document From Mailings Tab, Select “Step by Step

Mail Merge Recipients l

This is the list of recipients that will be used in your merge. Use the options below to add to
your list. Use the checkboxes to add or remove recipients from the merge. When your list i
OK.

Data Source

[v |LastMName w | First Name i - | Addre:

Sig-address.m... Smith :
Sig-address.m... v Wiler John Dr. N. Gilé
Sig-address.m... v Glover Linda Mrs S. Drif
Sig-address.m... v Stone Don Mr. S. Fair
P 1l |
Data Source Refine recipient list
Sig-address.mdb - 4| sort..

b Filter...

5/25/2011
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*Mail Merge - Labels

Select All or some recipients - OK. Next: Arrange your Label
Step 4 - Built-in Address Block, More Items for Fields selection

nsert Address Block

Specify address elements Preview
Insert recipient's name in this format:

Joshua - 1 =
Joshua Randall Ir.

Here is & preview from your recipient list:

1

Joshua Q. Randall Jr.
Mr. Josh Randall 1r.
Mr. Josh Q. Randall Jr.

Mr. Joshua Randall Jr. il

Mr. Robert Smith
E. Chestnut Ct
Phoenix, AZ 85051

Insert company name

Insert postal address:

MNever include the country/region in the address

() Always include the country/region in the address
~ ray ry/reg Correct Problems

(@) Only include th t ion if different than:
9/ Only include the country/region if different than If items in your address block are missing ¢

United States |z| Fields to identify the correct address eleme

Format address according to the destination country/region

Select an Address Block type. Next: Preview your Labels
In Step 4 Replicate labels
Don’t forget to “Update all labels”

To see all selected recipients \

utton below.

[nsert Merge Field

Insert:
(") Address Fields @D
Fields:

First Name

Last Name
Company Name
Address Line 1
Address Line 2
City

State

ZIP Code
Country or Region
Home Phone
Work Phone
E-mail Address

[ Match Fields... l ’ Insert

You can copy the layout of the
first label to the other labels
on the page by clicking the

Step 5 - Preview your Labels

| Update all labels

Step4of 6

5/25/2011



*Mail Merge - Letters

Mail Merge Terms:

Main Document
Word Document containing Text, Picture, Logo constant
for all Addressees
Source File
File containing Recipient information (Name, Address, E-Mail, etc.)

Merge Fields

Placeholder in main document replaced by Variable

Address Block

Pre-formatted address field

Greeting Line
Pre-formatted greeting field

Computer Booters of Sun Lakes 18 5/25/2011



me Insert Page Layout Refere

o & *Main Document

Start Maill|  Select Edit
‘Merge * |Recipients * Recipient List
% 4 | Letters
i3 E-mail Messages
% =3 Enyelopes..
o
_—_] Directory
9@ Normal Word Document
N Step by Step Mail Merge Wizard...

*Step 1 - Select Letters - Next: Starting Document
*Step 2 - Choose letter setup

*Write the letter, use existing one, or use template

*Step 3 - Select Recipients

*Use existing list, Outlook, or new list

Computer Booters of Sun Lakes

19

The Mail Merge Task Pane opens

&)

— | Select recipients

On Mailings Tab, expand Start Mail Merge and
select “Step by Step Mail Merge Wizard...”

Mail Merge b

Select starting document

Howr do you want to set up
your letters?

'.:,.' Use the current document
(@) Start from a template

(7)) Start from existing documer

Start from a template

Start from a ready-to-use
mail merge template that can

be customized to suit your
Mail Merge —rm

IEJ Select template...
(@) Use an existing list

(7)) Select from Outlook cor

() Type a new list

Use an existing list

Use names and addresses
from a file or a database.

Browse... 5/25/2011



Specify address elements

Insert recipient's name in this format:

»

Joshua

Joshua Randall Jr.
Joshua Q. Randall Ir.
Mr. Josh Randall Jr.
Mr. Josh Q. Randall Ir.

Mr. Joshua Randall Jr. il

m

Insert company name

Insert postal address:
._:__. Mever include the country/region in the address
(") Always include the country/region in the address

(@) only include the country/region if different than:

*Recipient List

Preview

Here is a preview from your recipient list:

K4 |24 e

Michael Buelow

3 .
P

Correct Problems

If items in your address block are missing or out of order, use b

Write your letter

If you have not already done
s0, write your letter now.

To add recipient information
to your letter, click a location
in the document, and then

click one of the items below.

2 Address block...

United States E Fields to identify the correct address elements from your mailin él Greeting line...
Format address according to the destination country/region @ J Electronic pnstage...

I — 1
Al More items...

*Step 4 - Write your Letter
Wh.?” you hE!".-'IEEl finished

*Select Address Block, Greeting = nsertGreeting Line =
line, E-Postage (If enrolled to
service), or Specific Fields

Greeting line format:

Dear IZI Joshua

Greeting line for invalid recipient name

| «AddressBlock» Dear Sir or Madam, v
Preview
«Greetmghne» Here is a preview from your recipient |
| leaa thiz enara tn tall wnnr famil Koq 24 > M
Dear Michael,

Computer Booters of Sun Lakes 20 5/25/2011



i Michael

3018 a Drive
Phoe 53-1117

Dear Michael,

*Step 6 - Complete the Merge

* Print

*Preview/Print

*Step 5 - Preview your Letter

Preview your letters

One of the merged letters
previewed here. To previei
another letter, click one of
following:

. Recipient: 24 [

4 Find a recipient...

Make changes

You can also change your
recipient list:

@ Edit recipient list...

l Exclude this recipient

*1t will print a Personalized letter for each of the

recipient on your list

Computer Booters of Sun Lakes
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% [ J ([ J
| | E-Mailing
From Mail Merge Tab, select Wizard.
Step 1 - On the Task Pane, select E-Mail
Step 2 - Select Document (if new, type your message
Step 3 - Select Recipient file - New list/Existing/Outlook
Edit the list as necessary
Step 4 - Use More Items to select flelds m the message
For example __ - - - -

==lello «FirstName» «LastName>»
This is to let you know personally that we are having a sale this Saturday

Hope to see you there

Step 5 - Preview Thank you «FirstName)]
Mcomplete the Merge Gel ad Associates
The selected entries of your directory are now listed in the message that can be
Edited - font type/size/color Merge to E-mail
Click Electronic Mail - Window opens Message options
Type a subject \> To:

OK to send the messages through E-Mail Subject fine:  E-Mail Merge Sar
Mail format: | yrpg

Email

Send records
@) All
Computer Booters of Sun Lakes 22 Current record 5/25/2011




*Mail Merge - Directory

From Mail Merge Tab, select Wizard.

Step 1 - On the Task Pane, select Directory

Step 2 - Select Document

Step 3 - Select Recipient file - New list/Existing/Outlook
Edit the list as necessary

Step 4 - Use More Items to select fields printed

For example =

Step 5 - Preview —>
Step 6 - Merge to new document
The selected entries of your directory
Are now listed in a Word document wphones
That can be edited, saved, Printed. |

One popular option is to modify the page
Layout.

Page Layout Tab, click Column and select 2 or 3
Depending on the length of name/address

wFirst» alasts
ufddress»
uCityn, «Staten «ZipPostal_Code»

«CountryRegion=

Computer Booters of Sun Lakes 23

Insert Merge Field

Insert:

Address Fields @ Da

Eields:

Fist

Last

Title

Company
Department
Office

Post Office Box
Address

City

State
Zip/Postal Code
Country/Region
Phone

Mobile Phone
Fager Fhone

Match Fields... | | Insert | |

5/25/2011



*Sample Directory

Formatting can be applied in Step 4 to the inserted Fields -

Font type/seize/color etc.

Print the file for Record

Bob

11

SC
55

E-Mail:

85257-

TS A A

Computer Booters of Sun Lakes

&
x1’

PRESCOTT,

Phone:

E-Mail: Icol:

Phone:

24
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