Mail Merge Address Labels — Word 2002
1. Make changes to and save your data file (Excel, Works Spreadsheet, or Database).

2. Open Word. Click on Tools menu > Letters and Mailings > Mail Merge Wizard.

4@ % Mail Merge

Select d type

What type of document are you
working on?

) Letters

) E-mail messages

) Envelopes

@ Labels

) Directory

Labels

Print address labels for a group
mailing.

3. Select Document Type (Labels), and click “Next: Starting document”.

Click Next to continue,
Step1of6

B Next: Starting document

4. Click “Label Options”, select the label style (ie: Avery #8160), click “OK”.
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5. Click “Next: Select recipients”.
6. Under Select recipients, choose “Use an exiting list” and click “Browse”.

7. In “Select Data Source”, change the “Look in” to browse to the location of the data
file (ie: “My Documents”).

Select Data Source

Look in: I My Data Sources 3 = @
+Connect to Mew Data Source.odc

| \;g l @ +New SQL Server Connection.odc

History

[Z0

My Documents

:Q

8. Click to highlight your data file, and click “Open”.
9.

Created with novaPDF Printer (www.novaPDF.com). Please register to remove this message.



http://www.novapdf.com

9. Make sure check marks are in front of all the recipients you want and click “OK”

Mail Merge Recipients

To sort the list, dick the appropriate column heading. To narrow down the recipients displayed by a
specific criteria, such as by city, dick the arrow next to the column heading. Use the check boxes or
buttons to add or remove recpients from the mail merge.
List of recipients:

2|

[ = tast] =l First |~ Address | >| Gity [ >l state | »| z.[ v country [ =
smith7 john? 106 anystreet | Anytown | IL 23456
smithg johng 107 anystreet | Anytown | IL 23456
smithd john3 108 anystreet | Anytown | IL 23456
smith1d  johniQ 109 anystreet | Anytown | IL 23456
smith1l  john1l 110 anystreet | Anytown | IL 23456
smith12  johni2 111 anystreet | Anytown | IL 23456
bl  smithl3  john13 112 anystreet | Anytown | IL 23456
¥l smithi4  johni4 113 anystreet | Anytown | IL 23458
smithl5  johnlS 114anystreet  Anytown | IL 23456
smith1s  johnis 115 anystreet | Anytown | IL 23456
smithl?  johni7 116 anystreet  Anytown | IL 23456
smith18  johni8 117 anystreet | Anytown | IL 23456
b smithis  johnis 118 anvstreet  Anviown |IL 23456

Select All | Clear Al | Refresh |
Eind... | Edit... | Validate |
g

10. Click “Next: Arrange your labels”.

11. Click “More items”

12. Insert each field in order (ie: First, Last, Address, etc.).

13. Close the “Insert Merge Field” window when done.

€ # Mail Merge - %

Arrange your labels

If you have not already done so,
lay out your label using the first
label on the sheet.

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

[Z7 Address block....
[=7 Greetinglire. ..
* Electronic postage. ..
NI Postal bar code...
El more items...
When you have finished arranging
your label, dick Next. Then you

can preview each redpient's label
and make any individual changes.

Replicate labels
You can copy the layout of the firs
label to the other labels on the
page by dicking the button below.

Update zll labels

Insert:
" Address Fields {¥ Database Fields

Fields:

Last
Address
City
State
Zip
Country

Match Fields. .. Cancel I

14. Format the first label (ie: put a space between first and last names, hit return after
both last name and address, put a comma and space between city and state, and a

space between state and zip, etc.).

«First» «Lasb»
«Address»
«City», «Statex jZip»

«M
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15. Click the “Update all labels” button, and then click “Next: Preview your labels”.

16.1f they look right, click “Next: Complete the merge”(note: only the first page of labels
will show).

17. Click “Print” in the wizard to print all pages. To save, click on “Save As” under the
File menu.
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