HOW TO MAIL MERGE CONTACTS

1. Open Word
2. Click Tools — Letters/Mailings — Mail Merge
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Click LABELS

Select document bype

What type of document are you
working on?

L @ Letters
) E-mail messages,
() Envelopes

O tabels /Then Click Starting Document

O Direckary

Letters

Send letters ta a group of people.
ou can personalize the letter that
each person receives.

Click Next to continue.
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How dio wau want ka set up vaur
mailing labels?

(®) Change document layout
() Start from existing documer

Change document layout

Click Label options to chogée a
label size,

A Label options. ..

Step 2 of 6
E
@ % MNext: Select recipients
¥ @ Previous: Select document, bype

s | &3 M@ =39



-
_Fr:,._'r_r 4

Prinker information
() Dot matrix ; .
(%) Laser and ink jet Tray: |([MEEN A rRen ) Click on label size (8160
Leoe) et Make sure to choose the
Label products: | Avery standard Automatic tray
Praduct numnber: Label inf .
5998 - Audio Cassette [ o
460 - Remave'Em y Type: Address
£464 - Remove'Em Heigkt” 1"
B456 - Remove'Em
6467 - Remove'Em idth: 2.63
&40 - Diskethe Page size: Letker (3 12 11 in)
A160 - Address v
Delete i Ok i [ Cancel ]
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) g g Select starting document.

§ i o} How do wou want bo set up your

2 mailing labels?

; (%) Use the current document

L () change document layout

; () start From existing document

2 1 1

b o o Change document layout

: Click Label options ko choose a

I label size.

= @ Label options. ..
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i _ @ Previous: Select document byvpe
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Select recipients

() Use an existing list

(®) Select from Outlook conkacts

) Type anew

Select from Outlook contacts

Select names and addresses Frol

list

an Qutlock conkacks folder,

[ Choose Contacts Folder
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% Mext: Arrange vour labels

4@ Previous: Starting document

Click Outlook Contacts

Then click Choose Contacts Folder
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Click OK - then you
will see a screen
showing your contact
lists. Click on the one
you want
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To sark the list, click the appropriate column heading, To narrovw down the recipients displayed by a
specific criteria, such as by city, click the arrow next to the column heading, Use the check boxes ar

£

buttons to add or remove recipients From the mail merge.
List of recipients:

w| Last | First | Title *| Comp... | Address o+ City  w| State
@l :
Calum...  Boston 321 Columb,.,  Bg Uncheck who you don’t
ED”;F“--- EDSEDH é?? ED";"W--- gﬂ want to send to. Then
artrn...  Boston artrmo.,.  Bd -
Easton 159 Belmon...  E4 click OK
Lincaln 25 Lincaln ... Lin
Manche... 21 Central ... ™
Topsfield 105South M., To
|

[ Select Al ] [ Clear all ] [ Refresh ]
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Select recipients
(%) Use an existing list
R () select from Outlook contacts

O Type a new list

Use an exristing list

Currently, vour recipients are
selected From:

[Coldwell] in “Personal Folders| Cogtact

Then click Arrange Your Labels

= Select a different list..,

@ Edit recipient list...

Step 3 of 6
@ Next: Arrange your labels

T 4@ Previous: Skarting document
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Arrange your labels

If wou have not already done so,
lay out vour label using the Firsk

label on the sheet.

To add recipient information to
your label, click a location in the
first label, and then click one of the
items below,

=] Address block...
=] Greeting line...

j Electranic postage. ..

Il Postal bar code. .,

Click Address Bl.ock

ﬂ More items. ..
2 ‘when you have finished arranging
o your label, click Mext. Then wou
can preview each recipient's label
¥ and make any individual changes.
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Specify address elements

Insert recipient's name in this format:

Joshua

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

Mr. Josh Q. Randall Ir.

Insert company nare
Insert postal address;

{3 Mever include the counkry)region in the address
() Always include the country region in the address
(%) only include the country region if different than:

Inited States

Format address according to the destination countryregion

Just click OK

Pressiew

Mr. Joshua Randall I,
Blue Sky Airlines

1 Airpork \Way

Kitty Hawk, NC 27700
IUnited States of America

K ] [ Cancel

Match Figlds. ..
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@ More items. ..
B «Mext Records «lext Recordsq
i ‘WWhen you have finished arranging
E I M PO RTANT wour label, click MNext. Then you
B can preview each recipient's label
@'w and make any individual changes.
DO NOT fO rget to Replicate labels
B «Mext Records . :
You can copy the lavout of the Firsl
o] CI ICk U PDATE ALL sbel to the other labels on the
: LABELS @I N by clicking the button below,
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s Stepdofb
= o@:-vE DI B .
iDraw~ g |Auoshapes~ N N O M A @ @S- Z-A-S=5 @ ﬁ! .
Page 1 Sec 1 11 ak 08" Ln 1 Col 15 REC | [TRK| |[EXT | [OYR
m g HOMW TO MAIL MERG. ., O Document - Micrasof ., e HO & & s00rm

Then click PREVIEW YOUR LABEL
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Beverlyﬂ Boston Cc'lumbusﬂ- previewed here, IAD previen ]
L 54 Dodge Street] 321 Columbus Ave anather label, click one of the
Beverly, MA 019159 Boston, MATY ol
; o i — Recipient: 1
"’;"‘ % Find a recipient. ..
Boston Dartmouth Eastony Mike changes
L 277 Dartmouth St 159 Belmont Streety " -
‘0 can also change your recipient
Boston, WA 021169 Easton, WAY list:
) . & [ Edit recipient list...
'-'E.._\‘;! ‘Wwhen you have finished
previewing vour labels, click Mext,
ManChESterﬂ TOpSﬁEIdﬂ i Then yaou can prink the mergad
L 21 Central Street] 10 South IMain Street] labels ar edit individual labels to
Manchester, L& 019449 Topsfield, WA 012339 add personal comments,
: o o E stepsofs
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Then click COMPLETE THE MERGE
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3 i i | ==
i) | To personalize your labels, click
5 "Edit Individual Labels," This will
Boston Dartmo uthﬂ[ Eastonﬂ] open a new document with wour
L. 277 Dartmouth 3t 159 Belmont Street] merged |abels, To make changes to
[ all the labels, switch back ko the
R Boston, WA 021169 Easton, WAY ariginal document.
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Click EDIT INDIVIDUAL LABELS to make changes. You
can save this document and/or print it.
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