Mail Merge Address Labels
Windows XP
Innovation and Technology Center

This documentation assumes that you have your source data in an Excel Spreadsheet with
header labels at the top. The easiest way to generate labels is to activate the Mail Merge

Tool bar. You can do this by going into Tools, Letters and Mailings and check off Show
Mail Merge Tool bar.
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Red Arrow is pointing to the Mail Merge Tool bar. To create labels from and Excel
spreadsheet, select the first icon on the left. This is the main document set up and looks

like this:
@z 2 8

Main document seU_Jp|

Once you click on the main document set up icon, the main document type box will
populate and you should select the radio button next to labels as shown below.
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Main Document Type

Document type:
(" Letters
(" E-mail messages
C Faxes
(" Envelopes

tory

(" Normal Word document
K I Cancel

Select the type label you want to create and click OK. Usually 5160 Address, Avery
Standard for typical mailings.

Label Options

Printer information
" Dot mairix
@ Laser and ink jet

Ix

Tray: IDefauIt tray ( Automatically Selectj

Label information

Label products: IAvery standard j
Product number ; bel informat
abel information
3614 - Card o]
5066 - File Folder = | T Address
5095 - Name Badge Height: v
5095 - Diskette ’
5007 - Diskette Wl B
- Address Page size: Letter (8 2 x 11 in)
Details. .. | MNew Label... | Delete | oK I Cancel

The Next step is to get the source data.

Select the next icon to the right of the main document set up icon. This icon is called the
open data source icon.

LA B B

L J
. Opean Data Source

You must select the data source by clicking the drop down and browsing to the source
file where the data is.
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A blank template of labels will appear with a box requesting that you select the
appropriate sheet that contains the data you want to merge. Excel typically has 3 default
sheets. They will be called Sheet1$-Sheet3$, unless you have re-named the sheet.

If you have header rows, ensure that you have the option checked off indicating that.

Select Table il
MNarne | DESCI’IDtIDn‘ Modified | Created | Type
Addressdata 12:00:00 AM 12:00:00 AW TABLE
Diplomadatag 12:00:00 AM 12:00:00 AW TABLE
Sheet3f 12:00:00 &M 12:00:00 &M TABLE
4| | ]

[* First row of data contains colurmn headers OK I Cancel |

v

When you open the data source, the table will appear as follows. You will set up the
label in row 1, column 1.

- «Next Record» «Next Records

Label

d ata W| I I «Next Records «Next Records «Next Records
be put in
here.

Select the icon now with the pencil showing —Mail merge recipients and select all.
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You will then see all of the recipients and you can select all or whomever you wish and
click ok.

Mail Merge Recipients il

To sort the list, click the appropriate column heading. To narrow down the recipients
displawed by a specific criteria, such as by city, click the arrow next to the colurmn
heading. Use the check boxes or buttons to add or remove recipients from the mail
merge.

Ligt of recipients:

[ D
earcy Lyle

Dishroon Jennifer 2834 Fo.. Sant..
Lee ALStN 850 We... Lagu..
Kilior Karen 25162 P..  Missi..
Martin Andrew 26395 C... San ..
Smith LeeArne 65 Fleura... Lagu...
Jacobs Meil 8971 7Thi.. Foun...
| Fish Marvin | 34565 K., Laau..
4

Select all | Clear all | Refresh |

Eind... | Edlifs.. | validate |

Now you must select the Insert Fields icon. When you point your mouse to it a yellow
caption will appear to assure you have the correct one.

E Imsert Wiord Figl

7 '
ilnsert Merge Fields |

A box will appear and you will have to select the fields that will be going into the label.

You can select match fields first and then it will find all of your data as it is in the source
file. But this is not necessary.

Do not concern yourself with the font size at this point or spacing. You will adjust that
once you have extracted all of the fields. Begin selecting the names, address, city,
state,zip. You may have to do one at a time and close on each selection if it does not
align correctly.
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Insert Merge Field il
Insert:

(" Address Fields (® Database Fields
Fields:

'STOID
FIRST_MAME
MIDDLE_MAME

LAST_MNAME
ADDRESS
CITY

STATE

ZIF

Degree

Major
Major_Line_2
Completion Date
sex

hanar

=
Iatch Fields...l Insert I Cancel |

Recommendation is to set up the format of the first label with a font of 10 to fit all fields.
See the below example. Highlight the first label and modify the font.

«FIRST NAMED «LAST NAME:
«ADDEESSS
CITT» «3TATE: «ZIF»

Click on the view Merged data button and the first label will populate
R

L

SEC

r

Next step is to propagate the labels. Select that icon, which looks like this:

)y 0 K 4
Propagate Labels
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The labels will now appear for printing. Save or Print.

John Conley Tricia Cox Alvin Dasha

18892 3an Pedro 10182 Carriage House Ct 14311 Rosecrans Ave #6
Laguna Miguel, CA 93105-2904 Jacksonville, CA 92677-9201 La Mirada, CA 92651
Marvin Fish Jennifer Fisher Lyle Jaclson

34568 Killian 2834 Foothill Road 3743 Wolf Trail Drive
Laguna Miguel, CA 93105-2904 Santa Barbara, CA 93105-2904 Abingdon, MD 21009
Meil JTacobs Karen Killion Anstin Lee

9971 Thistle Ave 25162 Pradera Drive 850 Wendt Terrace
Fountain Valley, CA 92708 Mission Viejo, CA 92691-5300 Laguna Beach, CA 92651

Select the icon to Merge the data to the printer

)= 5P &
- *I\f;erge ta Printer

The box below will populate:

Merge to Printer x|

Print records

¢ Current record

" Erom: I To: I
oK I Cancel |

Determine whether or not you want to print all of the records or a span of records.
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Congratulations ....You did it!
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J an |Ce DN: CN = Janice Mastrangelo, C = US,
O = Saddleback College, OU = ITC
Reason: | am the author of this

d
M aStran g e I O szgTZ%rSG.Ol.lQ 09:27:11 -08'00

=

L

Thank you for participating in the class
Contact User Services for assistance with all your desktop needs

X4397
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