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On occasion | will supplement our Monthly newsletter with an additional newsworthy issue. | find in re-
searching the Web, interesting and relevant articles that are too lengthy for our monthly Bytes. | hope you find

the articles interesting and informative.

Yvette, Bytes Editor
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- You Tube Mail Merge for Dummies: Creating Address
Labels in Word 2007

By Gosia Grabowska
The Mail Merge function in Word 2007 http://www.trainsignal.com/\Word-2010.aspx can be a huge time saver,
whether you're creating address labels, letters or other documents that require the input of data from a spreadsheet.

Consider this scenario: You're creating invitations for a wedding or another big event, and you think it's no big deal;
it's only a few hundred labels and you can knock that out in a couple of hours right? Type them up in Word, print

them out and you're done!

A couple of months later, you've got another job ahead of you. The thank you cards. Hopefully you saved the Word
doc that you slaved over last time ... formatting it and making it look just right.

But even if you did save your doc, you've still got plenty of work ahead of you, going through all of the names one by
one, checking them off, making changes; it takes some time.

Word Mail Merge

The solution? An Excel spreadsheet that allows you to very easily sort the list, make any necessary changes quickly
and have your labels ready in no time.

Working with an Excel spreadsheet makes the whole process of creating address labels — as well as other docu-
ments, such as personalized letters, thank you cards, etc. — less time consuming and very easy.

Knowing how to merge Excel and Word documents can come in very handy in many situations. So today I’'m going
to show you a very easy but very useful time saver — how to create address labels in Word 2007 using the Mail

Merge function in Word and an Excel spreadsheet.

Here’s what a simple Excel spreadsheet will look like:
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1 FirstName | LastMame | Address | ey | state | Ziptode |

2 Jacob Smilth 1532 E Grarville Ave Bloomingdale OH 45242

3 | Michael Johrson 2] Thorndale Ave Addison LR 25154

4 Joshua wWilllams 31 W Elm v Elmihurst NY 245465

5 | Ethan Jone's 539 Park Streat Worth L G0G3S

6  Matthew Brown 13 spring Rd Glen Ellyn AR 2485

7 | Daniel Duarvis 2343 Maple Ave Villa Park [ ABTS4

& | Christopher i [t 12 Ardrmone Ave ‘Wit Chicago IL 25465

9 Andrew Wilson 293 Catalpa Ave 5t Charles DE 23868

10 Anthony Mogra 455 Woeodwarth P Geneva Fht AT

11 William Thomas 33 Hill 5t Justice FL 54593

12 Ernily Jackson 2432 Bryn Manwr Ave Bl lwood G TRAE6

13 |Emma Wwhite 5% Foster Ave Qak Park Hi SE465

14 | Madison Harris 355 Sodaro Rd Palos Hills [1s] 32145

15 Isabella Mlartin 536 Dinah Rd Alsip 1 10213

16 Ava Thamgsan A5 Walnut 5t Blue tsland 0K SB45E

17 Abagail Clark BES Franlin 51 Burbank A 21441

H_ﬂh\lu Rodriguirz 1230 Park Ave Chicago L [0S L]

19 Hannah Lewis 5383 Exdgewater Dr Aurara PR 12243
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Save this baby to your hard drive, call it something obvious like AddressList and all you need to do now is a quick
merge between Excel and Word and your address labels are done in less than 10 minutes.

Here’s a step-by-step that shows you how easy it is to create address labels in Word 2007!

Creating Address Labels in Word 2007

Y Step by Sep Ml Merge Wik,

@ [* R - A1 S Dacumentl - Micrasaft Ward T
“ Home et Pagelwoust  Refeences | Mabgs | Redew  View N _ -
1. Before you start make sure you have your Excel S G2 ) gl o8 sl ke
H wr"neém Pm:h:mr l‘!l::‘fu:nlAg&'r!k chmylmmmer 3‘-9“—'“5'“ m'f.m & ato Chack tor Enars T.I:;:Iuhrh
spreadsheet ready. Now open up Microsoft Word | ... ey s i !
2007 and click on the Merge tab.
2. Next, click on the Start Mail Merge button and
|
select Labels.
nﬂ "ERCE N Document] - Micrasoft Ward -mx
= Wome Imet  Pagelyout Releencer | Madngs | Reiew  View L
A T )T gt (| H | L T '.
jwu _ 3 —] — —l —| 21 Nateh Fitldy t{ ] F Ripue *I= |
| | Edn Highiignt Addvess Greeting Tanert Mesge ~ P Frind |
]Hﬂw WIII‘I! Recpiend Lk | Meige Fieldh “Block  Lne  Fieide 3 Vodateabely | oy | 1 At Chedk for Enes || ptgrge -
| cote () Wike &It Fakds it Bl Finih
| EMal Mestiges _
_l Engelopes..
] mm'wk
E Jfemal Ward Document
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3. Now it’s time for you to select the Label Vendor. In my case | am going to use Avery US Letter.

(TabeTOptions B=|

Printer information

i} Continuous-feed printers
{*) Page printers Tray: |Default tray (Auto Selection) |:I

Label information

Label vendors: |Microsoft w
Mi ft
Product number; .ﬁ.vl:g?_sa%el 2~ Label information
1/2 Letter | A-OME = T| Type! 1/2 Letter Postcard
].J".E Letter APLI 3 J Height: 8.5-
1/4 Letter Avery A4/AS Wit s
14 Letter Avery US Lefter, e m
30 Per Page Avery Zweckfor Page size: 5.5"X&.5
30 Per Page C-Line Products Inc. ﬂ
Compulabel |.
Details... | [E':'”“tec : A | ok || cancel

4. | have the 8662 labels so | am going to scroll down and select that. You should find the label number that’s appro-
priate for your labels, it's ..

usually on the box. ‘Label Options 3

When you find your label || Frinter information
number, select it and click i) Continuous-feed printers

OK. %) Page printers Tray: |Default tray (Auto Selection) |*:I

5. You might get the fol- Label information

lowing .messag.e' What this Label vendors: | Avery US Letter I:]

means is that if you typed

something in this document || Product number: Label information

and you did not save it, it 8476 A Type: Easy Peel Mailing Labels - Fill Across
will be lost. If you do not 8473 Height: 1,33

want that, hit Cancel, save gggg} 5 width: 4

the document and then ‘8663 3| | pagesize: 8.57X 117

repeat the steps from 1-5. | |8685 )

If you have a blank screen Detaiis... | | Niew Label... Delete | ok ’Q\J | cancel
behind this message then

go ahead and click OK to continue.

‘Mail Merge B

fE In order to apply the selected label options, Word must delete the cument contents of Documentl, | Any unsaved changes to this document will be lost.

Cop) Cona]
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Charlotte County Computer
Group

Information: (941) 295-7672
(941) 625-4175 ext 244

Official publication of the Charlotte County
Computer Group Corporation
2280 Aaron Street
Port Charlotte, FL 33952
www.cccgc.net

www.cccqc.info
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6. Next, click on the Select Recipients button on the ribbon and select Use Existing List.

,’ﬁg _H -y Iﬂl ¥ Documentl - Microsoft Word
- Hame Insert Page Layout References Mailings Review View

|- Envelopes 3 = = B
= Labels el Rl
Highlight Address Gresting Insert Marge
Merge =~ [Recipients =! Recipient List || Merge Fields Block Line Field
| Create E Type New List... Wirite & Inzert Fields

Table Tools

Design Layout

P Rules s
i ; Match Fields _‘5

; Pravigy
|2] Update Labels | pocui

] Usg Existing List...

|ﬂ Select fram Qutlook Contacts...

7. Browse to the location where your Address List file is and select it. | have mine on the Desktop. | will click on it

once, and then select Open.
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B[%]
v @-2 X3
Sre Type Date Modfied
System Folder
System Folder
System Folder
File Folder /282008 11:22 AM
File Folder 1725 2008 4 15PM
File Folder 642007 4:03 PM
12KB Moosoft Office Exc... 4/16/2008 11:114M

Fie pame: .\'\I Newi Source...

Fies of bype: | a3 pata Sources I‘.m;:: = mdb; ",rn-:ir: = accdb; '.amcir:; = ols; ‘..adt: = adp; ".ud; ".d.s'l: "-#s_'d'_l

8. In this window, select the sheet you have your list on. Mine is on the first sheet as this is all | have there. If you did-
n’'t do anything special in Excel, your address list should be on the first sheet as well.

Also notice the check box next to First row of data contains column headers. You should have that checked if
your columns have headers such as: First name, Last name, Address, etc.

If you don’t have the column headers, | would recommend going back to the excel file and adding them in. It's going to

make your life a lot easier while

going through the merge. When = =
?

ready, click the OK button. Select Table 2

Description | Modified Created Type

4/16/2008 11:11:10 AM  4/16/2008 11:11:10 AM TABLE

4162008 11:11:10 AM  4/16/2008 11:11:10 AM TABLE

EH sheet3s 4162008 11:11:10 AM  4/16/2008 11:11:10 AM TABLE

irst row of data contains column headers
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9. Once you click OK you will see i@ d9-vP0n - Document - Microsalt Word Taate oah S —
. - Mome  [nsemt  Pagelsyout  Referencer | Maings | Review  View  Design  Layout ("]
the following document. It may look | D 3 E I 2 o (W [
o ) o  labeis ! <% Mateh Fields " ) Finud Poecapiend o
a bit S but don’t LU all'is Masge Ripleot= Riciaent Lt || Murge Foidh bt L Pk ;Umlah ooty || s | O At ek fox Bt m?
gOOd, Create Stast Mall Mesge WWrilte & Insest Fiedds Preview Results
+
I uiext Recorde
10. Since you are creating address
labels, you will have two choices
here. The first choice is to click on shextReconts sMaxt Records
the Address Block button on the
ribbon.
I
@ HBd9-07 .34 )+ DBocumentl - Microsoft Word Table Tools
il i —
: Home Irsert Pmlunm Fmermcu | Mailings | thi!w' Design Layout
3 Erwelopes L @ E [ Rutes ~ @_‘: -
2 Labels = 25 Match Fields
Start Mail  Select -wn:nllulﬂ 55 E:uung Insert Merge Freview
Merge = Recipients~ mnpum List || Merge Fields Blﬂﬂ: Line Field= (2] Update Labels | pasuns
Create Start Mail Merge Write & Insert Fields
b
aMNext Records
uMext Records wMext Records

This option will automatically select all your columns and create an address for you.

TRAINSIGNAL

TrainSignalOffice

(1] Tube)
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Insert Address Block m
Speafy address elements Brevisy
[#] Insert recpient's name in this format: Here is a preview from your recipient list:
e ~B I b
Jash Randall ¥. )
Josh Q. Randall X, Iacob Smith
1532 E Granmvile Ave
- Joshua Randall Jr,
Joshua Q. Randal . T | P "gd"’452“2\
[¥] insert postal addrecs:

Correct Problems

1f items in your address block are missing or out of order, use
Match Feids to identify the cormect address elemerts -~
mailing list.
[] Format address according to the gdestinabion country fregion e

The address looks good, but notice that we are missing the state. It's not listed here but when we check back in our
Excel document, it’s there.

Well this is ok, we can fix it. Go ahead and click on the Match ‘:M&tch Fields W
Fields button.

In order to use spedal features, Mail Merge needs to know
which fields in your recipient list match to the required fields,
IIse the drop-down list to select the appropriate recipient list
field for each address field component

Required for Address Block A_j
First Mame | First Mame [+]
Last Mame [Last Mame ] |
Suffix [(not matched) [v] |~
11. Now in the left column find State and in that row click on Compy (ot matched) Iga] |
the arrow pointing down, then select your header name for the Attt | Address [ae]
State column. Mine is called State, so | will select that and click i (notmatched) ||
OK. City A
Hals st matehed) T [v]
Postal Code First Mame :\3
Country or Region Last Mame [E
Optional information Address
Unigue Identifier | City ] (3]
Use the drop-down lists to choose t| s ‘l%

database that corresponds to the 2 £ €0

n Mail
Merge expects (isted on the left.) | {not matched) |

[ ] Remember this matching for this set of data sources on
this computer

[ oK l[ Cancel ]
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12. Now we see that the state is showing and the address looks good. Go ahead and click the OK button.

Specify address elements Praview
[#] Insert recpient’s name in this format: Hu'elu__ﬂﬁmmmﬁuﬂkt:
Kl | B
lacob Smith
1532 E Granvile Ave
Bloomingdale, OH 45242
# | Imsert Company N
[#] insert postal address:
Mever ncude the counfry VRO WY e aldoress
,_ & .-'.‘-_:--'J:‘H: the country fregion n _[h-: .at:-:i--e &4
| Onfly induce the country fregion o tefferant than;
: : If items in your address block are missing or out of order, use
Urited States Match Fields to identify the correct address elements from your
raiing list.
[] Format address according to the destination countryfregion Fi I..
13. You will [ ok ][ caca |
notice that in

our first address label spot we have something called << AddressBlock >>.

f

-0y T Documentl - Microsoft Word Table Tools
Home  Insert  Pagelayout  References | Mailings | Review  View  Design  Layout

e lopes : e il
= I LT~ = = 1 [ 1 b o o~

L

| Start Mall  Select Highlight Addrass Greeting Insert Merge Preview
| Merge = Recipients = nmm:mu:t Merge Fields Black  Line  Field- ) Updatelabels  pocuits o /
l Create Start Mail Merge i Write & Insert Fields Prev

«Addressﬂlntknl aMext Record»

ehext Records uMext Records
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If you decide to print your labels now, you will only get that first address in the first label. You need to make
sure that the << AddressBlock >> appears on each label following the << NextRecord >> code. To do that
you need to click on Update Labels option on the ribbon.

\® LR A Document - Microsoft Word Table Tools = |
— Home  Inset  Pagelsout  References | Muiings | Revew  View  Design  Layout e
:I [3 : I Rutes - = ;I' H:l 3 |
- Start Mall  Select la Hl-ngwrt .ug Erghph H:Hﬂ'g M i -ﬂmmm N Hﬂzﬁ
L4 H &
Merge * Recipients < n&mﬂun Merge Fields  Block ﬂlnmutuhﬁ- Reiult | & Auto Chedk forEmort | Merge =
Creste Start Wall Merge wuttmﬂiﬂﬂs Freview Rewitts (kb

|
wAddressBlocks eMext Records
wMNext Records sNext Records
= R - Documentl - Microsoft Word Tabse Taods SRCER:
- Mome  inset  Pagelayest  Relerences | Malings | Revew  View  Devign  Layeut - w
] 3 Rules - [ T O T, T
Fj il:;:?-l E E —j j 'j 'H'ru;lT‘-ll =7, Matcn Faebds’ - ﬂﬂqgmm e quh‘-h-:\'-‘_'.lEl
|! " Medpients = Redpbemt List || Mesge Prekds Biode | Line "_awu:-h Psums | - Ao Creck for Enors | perge «
14 Once yOU i Creste Start Mail Merge I m&hdlhhﬂ: Prevees Besuity -1:
click on that but- |
ton, all labels will |

update.

wlddressBlocks uMext Records = AddressBlocks

=Mext Records e AddressBiocks uMNext Record==AddressBlock =

aiext Records s AddressBiocks aMext Records« AddressBlocks

aNext Records s AddressBlocks aMext Record=« AddressBlock s

«Mext RecordswAddressBiocks wMext Records« AddressBlocks
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And you are almost done! Now you have to click on the Finish & Merge
ments to see what your labels will look like

Documentl - Microsoft Word Tabie Tools
References | Maings | Review  View  Desgn  Layout

E Lj -j L-j 4 '-:?Em ﬁlgr;l;mmu' o

Highdight Mdrﬁlmmm ot
plll'rlllst | Merge Fields Block Fielg= (] Update Labels lt.uun S Auto Check tor Emors | |piarge =||

I mﬁmﬂﬁﬁﬂ | Preview Resulty 114y Etindividual Dacuments... %

iy Brint Documents...
|a,h Send E-mail Messages...

#wNext Records« AddressBlocks
ddressBlacks #Next Record=« AddressBlocks
15. Make sure All is selected and click OK.
i1~ IS - AT TR Labelsy - Microsoht Word Table Toots =
Ld 4 caran goan - -EWElESEE Elﬁlill[j AaBbCehe | AaBbCeOc AaBbCi M Al © current record
B W ot Aae (B2 | Flh' iI{sl [if= = | svormm Jenospaa. Hesangy o Change Edi
mm{ Font =i i Paiagiaph | sy e O Erom: | | To: | |
o) (e ]

. Jacobsmith Michael Jahnson
15232 E Granvile Ave 231 Thormdale Ave
Blaomingdale 45242 Addison 25354
Joshua Willlams EthanJone's
231 ‘W Elm Awe 535 Park Street
[Elmivurst 24565 Worth 60635
e | RNSHESSY 16. TA DA!!l Now all you need to
23 Spring Rid 2343 Maghe Ave . .
Glen Elyn 2485 Vila Park 98754 do is print your labels.
Christopher Miller Andnéw Wilson
232 Ardmane Ave 293 Catalpa Ave
West Chitago 25465 St. Charles 25868

\Willlam Thomas
33HM 5t
— T w-nr_:?-ni_rn'w—




