MAIL MERGE MADE EASY

A STEP-BY-STEP GUIDE
FOR LABELS OR EMAIL MERGES




WHY MAIL MERGE?

Labels: Mail merge in Office lets you convert your contact list
data into a sheet of mailing labels, with complete control over
the results.

Email: You can also personalize your newsletters or flyers, and
email them out automatically to a customized contact list.

This guide walks through both situations, with instructions for
the programs you want to use.

(Note that the instructions and images are from Office 2010, but it's not much
different in Office 2007, so you can use the same instructions.)
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HOW TO USE THIS GUIDE:

This step-by-step guide walks you through different ways to
perform a mail merge. To use it:

« Answer the questions for the type of mail merge you want.

 The links will take you to the section of this presentation
that's right for you.

 (lick through the slides as you perform your mail merge.




BUT FIRST, SOME QUESTIONS

What do you want to do with Mail Merge?

Create labels

Email a newsletter or a flyer

§rhart Path
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WHERE DO YOU KEEP YOUR
CONTACTS?

An Excel workbook

Outlook Contacts

Another email program (like Gmail)

| need to create a contact list
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WHAT'S YOUR LABEL PROGRAM?

Word
Publisher
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WHAT'S YOUR LABEL PROGRAM?
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WHAT'S YOUR LABEL PROGRAM?
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WHAT'S YOUR NEWSLETTER OR
FLYER PROGRAM?

Word
Publisher
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WHAT'S YOUR NEWSLETTER OR
FLYER PROGRAM?
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WHAT'S YOUR NEWSLETTER OR
FLYER PROGRAM?

Word
Publisher
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WHAT'S YOUR NEWSLETTER OR
FLYER PROGRAM?

Word
Publisher

EEE ) O O



MAKING LABELS WITH WORD AND
EXCEL

Step 1: Prepare your data in Excel

Step 2: Set up your Word Doc

Step 3: Connect to your data

Step 4: Insert the addresses

Step 5: Preview and print




STEP 1: PREPARE YOUR DATAIN
EXCEL

Your column headers in Excel will become the fields in the
labels that mail merge will fill in automatically.

A | B | C |
1 |Name | [Last Name | [Street Address |

2 JMancy derson 123 Maifp St
2 Ann eehe 567 Cowntry Rd.

A Mancy .ﬁ.nderil./
123 Main 3k,

h Mancy,

-
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STEP 1: PREPARE YOUR DATAIN
EXCEL

Make sure the right data is in the correct column.

Al - .fr| First Name
fit B C D E F
1 |First Nam_h.ﬂiddle Mame Last Mame Title Suffix Initials
2 Aaron Siuda
3 |Adam Hart
4 |Aki Soga
5 Alacia Broussard
6 |Alan MacDonald
7 |Albert Kim
8 Albert Lee
9 Alex MaclLeod
10 Alexis Tedford

Don't worry if you have more column headers
than you need for your labels; Word will let you
choose the right ones.




S GOTCHAALERT

It you have a field for ZIP codes, make sure you change the
column format to text, Otherwise, Excel will strip out any zeros
that begin a ZIP code.




STEP 2: SET UP YOUR WORD DOC

Click on the Mailings tab and click Start Mail Merge.

Home Insert Page Layout References | Mailings Review
— = ;‘H_ o, 1 CE =N
EREINER- . = 5 =
Envelopes Labels | Start Mail | Select Edit Highlight Address Greeting In|
Merge v Recipients v Recipient List | Merge Fields Block Line
Create tart Mail Merge | Write & Inse

Insert

Home Page Layout References Mailings
) = |k \ HE= s e sy
e b @ @& &8 B A
Envelopes Labels = Start Mail  Select Edit Highlight Address Greeting |
Merge ~ Recipients ~ Recipient List | Merge Fields Block Line
Create L;J Letters Write & Ing
Navigation (3 E-mail Messages

Search Document | =3 Envelopes...
AEE 1 L labels... k
iz | oo

= ! E Directory

This document ¢ @ Normal Word Document
contain heading |

Step by Step Mail Merge Wizard...

smartPath
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STEP 2: SET UP YOUR WORD DOC

Choose the label type that matches your label sheets, and click OK.

Label Options (2] = |

Printer information

(7 Continuous-feed printers

(@ Page printers Tray: |Default tray E|
Label information

Label vendors: | Avery US Letter |E|

Find updates on Office.com
Product number:
5215 Print or Write Filing Labels

Label information

- Type: Easy Peel Address Labels
5226 Print or Write Hanging File Tabs Height: 1.33°
5227 Print or Write Top View Hanging File Tab = } -
5260 Easy Peel Address Labels L] width: 4
5261 Easy Peel Address Labels Page size: 8.5" x 11"
-

[ Details. .. ] [ﬂewLabel... ] Delete [

If you don't find your label type, see the
instructions at Office.com.



http://office.microsoft.com/en-us/word-help/make-labels-for-a-mass-mailing-HA101854798.aspx

STEP 2: SET UP YOUR WORD DOC

Word has just formatted your document for labels.

@“ Hd9-0 % = Documentl - Microsoft Word ‘ Table Tools
Home Insert Page Layout References Mailings Review View Add-Ins Design Layout
“ HEEE EEE 822 A5 7 =
E >~ I |E| 5| | 3l Height: 133 ;|| OF Distribute Rows = l ,gj B= ﬁ
5 [====] === 7
Select | View |Properties Delete | Insert Insert Insert Insert | Merge Split  Split | AutoFit | =1 wigth: 4- 2 || ] pistribute Columns Text Cell sort Repeat  Conwvert Formula
Gridlines - Above Below Left Right Cells Cells Table - \é \é lé Direction Margins Header Rows to Text
Table Rows & Columns 0 Merge Cell Size 0 Alignment Data
I
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4 GOTCHAALERT

Your doc may appear blank. To see label margins, click on the
Layout tab under Table Tools.

Design Layout Q

Then, in the Table group, click View Gridlines.

kg Select ~
(& View Gridlines

%4 Properties
Table




STEP 3: CONNECT TO YOUR DATA

Click Select Recipients.
Click Use Existing List.

Reup_ngnt ;;;;

Browse to your Excel workbook.

Click Open.

(If you're prompted again, click Sheet1$, and then click
OK)
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STEP 3: CONNECT TO YOUR DATA

Click Edit Recipient List to fine-tune your list

| Select Edit
Recipients v Recipient Lis&
Start Mail Merge

Clear the check boxes next to any names you don’t want to
include. Or use filtering.

Mail Mesge Recipients

This & the list of recipients $iat will be used in your merge. Use the options below to 834 %0 or change your Ist. Use the EiterReoofdsi smkemrﬂ
checkboxes to add or remove recpients from the merge. When your list s ready, dick OK. Feld
ield: Comparison: Compare to:
|E-mail Address [~] mm_%
Addressistudsx [V Basalik £an M 765 Osk Lane Ses |And [=] =] _ '
Addresstistaisx [V Carbonati Cynl M 4543 RedwoodRoad  Red [~] [~ -]
Addresslistxdsx [V Dempsey Molly M 3457 Magle Street Sex j j :]
Addresslistxdsx ¥ Doen Andrew Mr. 456 Biech Boulevard Det ;
Addresstistadsx ¥V Dow Jane Ms. 8910 Rosemary Road Red 3 :] L 3
Addresstistdsx [Z Doyle Patricie M 1617 Chestnut Street Cer -] -] -]
AddressListdsx [V Fredette Michele M 910 Larch Street Ses _ =
: s Bl S : 2 Gear Al (o J[ conce |
Data Source Refine recipient st
(addesststodsx  «) 3 s
1] Eter,
% fnd duphcates...
+7) End recoient..,

— wdseE O O O




BEST PRACTICE

Click Match Fields to confirm that your column headings match
the column headings that Word will look for during the merge.

I they don't match, you can map them.

For more information, see Make labels for a mass mailing.



http://office.microsoft.com/en-us/word-help/make-labels-for-a-mass-mailing-HA101854798.aspx

STEP 4: INSERT THE ADDRESSES

Click in the first label.

On the Mailings tab, in the Write & Insert Fields group, click
Address Block.

Mailings Review

light Address Greetin

e Fields Block Line
%”rlte &L

Choose the format that you want for your address labels, and
then click OK.

Then, in the same group, click Update Labels.

=P Rules ~

2% Match Fields

e
I ¢ %] Update LabelsQ




STEP 5: PREVIEW AND PRINT

To see all your labels, click Preview Results.

@ K 41 b M
47 Find Recipient

Preview = .

Results. 3 Auto Check for Errors

Preview Results

TIP: If Word shows the results in a new document, be sure to
close that new document before you print.




STEP 5: PREVIEW AND PRINT

Make sure you've loaded your labels into your printer.

Click Finish and Merge, and then click Print Documents.

i |Finish &
ZIrors ‘Merge-—v\‘ |

' £3 EditIndividual Documents...

bg Print Documents...

| c’_‘_\‘ Send E-mail Messages...




STEP 5: PREVIEW AND PRINT

Finally, save your document.

The data will remain connected to your document, so that you
can use it again.,

The next time you open the document, Word will ask whether
you want to keep that connection.

Click Yes to open the document, and then you're ready to run
another mail merge.

You're done! Close this presentation, or click the Home button
to return to the beginning.

More help at office.com

smartPath
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http://office.microsoft.com/en-us/word-help/make-labels-for-a-mass-mailing-HA101854798.aspx

MAKING LABELS WITH PUBLISHER
AND EXCEL

Step 1. Prepare your data in Excel

Step 2: Set up your publication

Step 3: Connect to your data

Step 4. Insert the addresses

Step 5: Preview and print




STEP 1: PREPARE YOUR DATAIN
EXCEL

A | B | C |
1 |Name | [Last Name | [Street Address |

2 fMancy derson 123 Maif 5t.
2 Ann [=l=tal= 567 Colntry Rd.

‘Nanc';.-' .ﬁ.nderil/
123 Main Sk,

B Mancy,

Your column headers in Excel will become the fields in the

labels that mail merge will fill in automatically.

-
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STEP 1: PREPARE YOUR DATAIN
EXCEL

Make sure the right data is in the correct column.

Al - .fr| First Name
A B C D E F
1 |First Nam_h.ﬂiddle Mame Last Mame Title Suffix Initials
2 |Aaron Siuda
3 |Adam Hart
4 | Aki Soga
5 Alacia Broussard
6 |Alan MacDonald
7 Albert Kim
8 Albert Lee
9 Alex Macleod
10 Alexis Tedford

Don't worry if you have more column headers
than you need for your labels; Publisher will let
you choose the right ones.




4 GOTCHAALERT

It you have a field for ZIP codes, make sure you change the
column format to text, Otherwise Excel will strip out any zeros
that begin a ZIP code.




STEP 2: SET UP YOUR PUBLICATION

Open Publisher.
Click Labels.

alendars

.3

Greeting Cards

- [i]

Labels

smartPath
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STEP 2: SET UP YOUR PUBLICATION

Scroll down to the Manufacturers section.

Manufacturers

3M / Post-it® Ace Label Adetec A-ONE

Click the folder for the manufacturer of your labels.
Click the label template for your label.
Click Create.

]

Create

G
-
\



STEP 2: SET UP YOUR PUBLICATION

Click the Mailings tab.

nsert Page Design Mailings % Re

Click Mail Merge.

ﬂ_Home Insert Page Desid
I le &

- Mail | E-mail Select Edit
[Merge v|Merge v Recipients v Recipient List

Start




STEP 3: CONNECT TO YOUR DATA

Click Select Recipients.
Click Use Existing List.

&

: 85| Select from Outlook Contacts...

Browse to your Excel Workbook.
Click Open.
(If you're prompted again, click Sheet1$, and then click OK))




STEP 3: CONNECT TO YOUR DATA

The Mail Merge Recipients dialog box opens.

This is your chance to fine-tune your list.

Clear the check boxes next to any names you don't want to

include. Or use filtering.

) Fnd reciient. ..

o ]

ba

= - (oo —
 Mail Merge Recipients o fa | [PerandSon )
This i the kst of recipients that wil be used In your merge. Use the cptions below 10 834 50 or change your lst. Use the Fiter Records | St Records
cheddbaxes to add or remove recpients from the merge. When your Ist & ready, dick O, )
Field: Comparson: Compare to:
Emad Address - I!!_%
| Addresstistdsx [V Basalik Evan M 765 Oak Lane Sex v [5] [=]
| Addresshistxdsx ¥ Cabenati Cynl M 4543 Redwood Road Red M =]
| Addresslistdsx [V Demprey Molly Ms, 3457 Maple Street Sea
|Addresstistdsx ¥ Duon Andrew Mr. 456 Birch Boutevard Det
} AddressListdsx [V Dow Jane M 8910 Rosemary Rosd  Red Bl
i Addressbistadsx ¥ Doyte Patricia M 1617 Chestnut Street Cer
{ AddressList.dsx [V Fredette Michelle Ms 910 Larch Street Sex
I, - m . e — ’ _W“ -<| [ o ] Cancel J
Data sources: Add to recpeent st Refine recplent Ist
Addressist xisx . () Selectan extuana et Ol st
43 select from Outiook Consacts.. 3 iter
& Tvoc a oot 50 Bnd dckotes..,

@ 00



STEP 4: INSERT THE ADDRESSES

Click in the first label.

On the Mailings tab, in the Write & Insert Fields group, click
Address Block.

xrt Merge Address Greetin
Field ~ BlockQ Line
Write

Choose the format that you want for your address labels, and
then click OK.




STEP 5: PREVIEW AND PRINT

To see all your labels, click Preview Results.

i%j H 411 > M
7 Find Recipient

Previe o ; s

|Results| LA Exclude This Recipient

Preview Results

Click the blue arrows to see each result.




yGOTCHAALERT

It your addresses don't fit on the labels, or you want to change
the formatting, click Preview Results again to turn off the
preview and see the Address Block code.

Select the entire <<Address Block>> code, including the
chevrons at the beginning and end.

«AddressBlock»

On the Home tab, adjust the font, size, color, and line spacing.




STEP 5: PREVIEW AND PRINT

Make sure you've loaded your labels into your printer.

Click Finish and Merge, and then click Merge to Printer.

Y

Follow-up

==
ot
|Finish &
\Merge -

|55 Merge to Printer... Iy
| ;.-_j Merge to New Publication

P i oo

Add to Existing Publication

b .
i R




STEP 5: PREVIEW AND PRINT

Finally, save your publication.

The data will remain connected to your publication, so that you
can use it again.,

The next time you open the publication, Publisher will ask
whether you want to keep that connection.

Click Yes to open the publication, and then you're ready to run
another mail merge.

You're done! Close this presentation, or click the Home button
to return to the beginning.

More help at Office.com

smartPath
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http://office.microsoft.com/en-us/publisher-help/create-a-mail-or-e-mail-merge-HA101782646.aspx

MAKING LABELS WITH WORD AND
OUTLOOK

Step 1: Set up your Word doc

Step 2: Connect to your data

Step 3: Insert the addresses

Step 4. Preview and print




S GOTCHAALERT

If you want to use custom categories of Outlook Contacts, you
need to begin your mail merge in Outlook.

For more information, see Make labels for a mass mailing.



http://office.microsoft.com/en-us/word-help/make-labels-for-a-mass-mailing-HA101854798.aspx#BM4.1

STEP 1: SET UP YOUR WORD DOC

Click on the Mailings tab and click Start Mail Merge.

Home Page Layout References | Mailings Review
= = \
= at ] = =
= B B 7 = B E
Envelopes Labels | Start Mail Select Edit Highlight Address Greeting In|
Merge > Recipients v Recipient List | Merge Fields Block Line
Create [ art Mail Merge | Write & Inse

Insert

Home Page Layout References Mailings
= B = g Y B B
= [ = &~ == = —=|
Envelopes Labels = Start Mail  Select Edit Highlight Address Greeting |
Merge ~ Recipients ~ Recipient List | Merge Fields Block Line
Create L;J Letters Write & Ing
Navigation (3 E-mail Messages

Search Document | =3 Envelopes...

gle= _.:) Labels... k

= ! E Directory

This document ¢ @ Normal Word Document

contain heading —; : X
.N Step by Step Mail Merge Wizard...

smartPath
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STEP 1: SET UP YOUR WORD DOC

Choose the label type that matches your labels, and click OK.

Label Options (2] = |

Printer information

(7 Continuous-feed printers

@ Page printers Tray: |Default tray EI

Label information

Label vendors: | Avery US Letter IEI

Find updates on Office.com
Product number: Label information

5215 Print or Write Filing Labels - Type: Easy Peel Address Labels
5226 Print or Write Hanging File Tabs Height: 1.33"

5227 Print or Write Top View Hanging File Tab F 'dth'l .

5260 Easy Peel Address Labels i " 4 i} .

5261 Easy Peel Address Labels Page size: 8.5 =11

5262 Easy Peel Address Labels o

[ Details. .. l [ﬂewLabeI... ] Delete

If you don't find your label type, see the
instructions at Office.com.



http://office.microsoft.com/en-us/word-help/make-labels-for-a-mass-mailing-HA101854798.aspx

STEP 1: SET UP YOUR WORD DOC

Word has just formatted your document for labels.

[w] wlﬂ m [T - - Table Tools
File Home Insert Page Layout References Mailings Review View Add-Ins Design Layout

% % % ﬁ 5 ﬁ E % E % 7l Heigm: HF pistribute Rows gﬁ = g @ %l @ "5 ﬁ

== —
Select Properties  Delete | Insert Insert Insert Insert Llerge Split  Split | AutoFit | =2 wigth: H Distribute Columns Text Cell Sort  Repeat  Corwert Formula
- +  Above Below Left Right | Cells  Cells Table - =l = = pirection Margins Header Rows to Text

Table Rows & Columns r Merge Cell Size ] Alignment Data

©@ 00




S GOTCHAALERT

Your doc may appear blank. To see label margins, click on the
Layout tab under Table Tools.

Then, in the Table group, click View Gridlines.

| wWid9- o= Documentl - Microsoft Word ‘ Table L |
Home Insert Page Layout References Mailings Eeview View Add-Ins Design Layout
N EEEE S HE H aems : ow
Select ‘u"lew ropertles Delete Insert Insert Insert Insert | Merge 5Split 5Split | AutoFit __IWIdth 4" z mDistri
Gridlines Above Below Left Right Cells Cells Table
Table Rows & Columns P Merge Cell Size

Smart Path
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STEP 2: CONNECT TO YOUR DATA

Click Select Recipients.

Click Select from Outlook Contacts.

. — ._'—=/-‘
~
g8 &4 j
Select Edit Highlight
Recipients *|Recipient List = Merge Fields

i g Type New List...
] Use Existing List...

83 Select from Outlook Contacts... %

If you have more than one account in Outlook, click the
contacts list that you want to use, and then click OK.

The Mail Merge Recipients dialog box opens.




STEP 2: CONNECT TO YOUR DATA

This is your chance to fine-tune your list.

Clear the check boxes next to any names you don’t want to
include. Or use filtering.

This & the list of recipients $iat will be used in your merge. Use the options below to 834 %0 or change your Ist. Use the Einecofdsi SgtRemrdﬂ
checkboxes to add or rr emove recpients from the merge. When your kst s ready, dick OK. hatos
Comparison: Compar:
v
_ , . E-mai Address [=] m_%
shist adex | Ms 232 Cypr
Addresstistdsx [V Basali € Mr. 765 Oak Lane Se And =] =] _ 7
Addresstistadsx [V Carbonati < Mr. 4543RedwoodRoad  Red -] -] -]
Addresslist xdsx [V Dempsey Molly Ms. 3457 Magple Street Se: j j :]
Addresslistxdsx | C Andrew Mr. 456 Biech Boulevard 0 r
Addresstistadsx ¥V Dow Jane Ms. 8910 Rosemary Road Red 3 :] L 3
Addresslistedsx [V Doyle Patricis M. 1617 Chestrut Street Cer -] -] -] -
AddressList xdsx [V Fredete Michelle Ms. 910 Larch Street Sex - — -
- B b A S ‘ = Gear Al [ ox ][ coneel |
Data Source Refine recipient st
“addressist s «] 9 s

1 eter,

% bnd dghcates...

+7) End recoient..,

T Yoldate addreseen

-

@l O O O




BEST PRACTICE

Click Match Fields to confirm that your column headings match
the column headings that Word will look for during the merge.

I they don't match, you can map them.

For more information, see Make labels for a mass mailing.



http://office.microsoft.com/en-us/word-help/make-labels-for-a-mass-mailing-HA101854798.aspx

STEP 3: INSERT THE ADDRESSES

Click in the first label.

On the Mailings tab, in the Write & Insert Fields group, click
Address Block.

Mailings Review

light Address Greetin

= Fields  Block Line
%”rlte &L

Choose the format that you want for your address labels, and
then click OK.

Then, in the same group, click Update Labels.

=P Rules ~

2% Match Fields

e
I 919 update Labels[k




STEP 4: PREVIEW AND PRINT

To see all your labels, click Preview Results.

@%ﬁ M 41 b M
427 Find Recipient

Preview
Results. 3 Auto Check for Errors

Preview Results

TIP: If Word shows the results in a new document, be sure to
close that new document before you print.




STEP 4: PREVIEW AND PRINT

Make sure you've loaded your labels into your printer.

Click Finish and Merge, and then click Print Documents.

» M

u 1;"
o=
i |Finish &
ZIrors ‘Merge-—v\‘ |

' £3 EditIndividual Documents...

bg Print Documents...

| c’_‘_\‘ Send E-mail Messages...




STEP 4: PREVIEW AND PRINT

Finally, save your document.

The data will remain connected to your document, so that you
can use it again.,

The next time you open the document, Word will ask whether
you want to keep that connection.

Click Yes to open the document, and then you're ready to run
another mail merge.

You're done! Close this presentation, or click the Home button
to return to the beginning.

More help at office.com

J
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MAKING LABELS WITH PUBLISHER
AND OUTLOOK

Step 1. Set up your publication

Step 2: Connect to your data

Step 3: Insert the address

Step 4. Preview and print




STEP 1: SET UP YOUR PUBLICATION

Open Publisher.
Click Labels.

alendars Greeting Cards

¥

N— =

Labels

smartPath
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STEP 1: SET UP YOUR PUBLICATION

Scroll down to the Manufacturers section.

Manufacturers

3M / Post-it® Ace Label Adetec A-ONE

Double-click the folder for the manufacturer of your labels.
Click the label template for your label.
Click Create.

]

Create




STEP 1: SET UP YOUR PUBLICATION

Click the Mailings tab.

nsert Page Design Mailings % Re

B 37 g8 =

&b 1= 1ot
c Edit Insert Merge Address
nts ¥ Recipient List Field Block

Click Mail Merge.

BJOme Insert Page Desit

BN
= [ " (" o
Mail | E-mail Select Edit
Merge v|Merge  Recipients ¥ Recipient List

Start




STEP 2: CONNECT TO YOUR DATA

Click Select Recipients.
Click Select from Outlook Contacts.

Select Insert Merge
[Recipients v| Recipient List

o IE Type New List...

T Use Existing List...

8=] Select from Outlook Contacts...

5

If you have more than one account in Outlook, click the
contacts list that you want to use, and then click OK.

The Mail Merge Recipients dialog box opens.




STEP 2: CONNECT TO YOUR DATA

The Mail Merge Recipients dialog box opens.
This is your chance to fine-tune your list.

Clear the check boxes next to any names you don't want to
include. Or use filtering.

= 3 (e o
 Mail Merge Recipients o fa | [PerandSon )
This i the kst of recipients that wil be used In your merge. Use the cptions below 10 834 50 or change your lst. Use the Fiter Records | St Records
cheddbaxes to add or remove recpients from the merge. When your Ist & ready, dick O, )
Field: Comparson: Compare to:
Emad Address - I!!_%
| Addresstistdsx [V Basalik Evan M. 765 Oak Lane Sex v [5] [=] >
| Addresshistxdsx ¥ Cabenati Cynil M, 4543 Redwood Road Red - [=]
l Addresslist xdsx [V  Demprey Molly Ms. 3457 Maple Street Sea
|Addresstistdsx ¥ Duon Andeew M 456 Birch Boulevard  Det = —
} Addresstistdsx [V Dow Jane Ms, 8910 RosemaryRoad  Red — i
i Addressbistodsx ¥ Doyte Patricia Ms, 1617 Chestnut Street Cer y .
{ AddressList.dsx [V Fredette Michelle Ms. 910 Larch Street Sex
I, - m . : e — 5 _W“ -<| [ o ] | Concel J
Data sources: Add to recpeent st Refine recplent Ist
Addressist xisx . () Selectan extuana et Ol st
423 Select from Outiook Contacts.., 9 Eiter
& e aoem et 52 Fnd dclcates..,
&) Find recipient. .,

o ]

ba

@ 00




STEP 3: INSERT THE ADDRESSES

Click in the first label.

On the Mailings tab, in the Write & Insert Fields group, click
Address Block.

Mailings

xrt Merge Address Greetin
Field ~ BlockQ Line
Write

Choose the format that you want for your address labels, and
then click OK.




STEP 4: PREVIEW AND PRINT

To see all your labels, click Preview Results.

1 P M

i@j M 4
7 Find Recipient
|Previe e ; R
|Results| L& Exclude This Recipient

Preview Results

Click the blue arrows to see each result.




yGOTCHAALERT

T your addresses don't fit on the labels, or you want to change
the formatting, click Preview Results again to turn off the
preview and see the Address Block code.

Select the entire <<Address Block>> code, including the
chevrons at the beginning and end.

«AddressBlock»

On the Home tab, adjust the font, size, color, and line spacing.




STEP 4: PREVIEW AND PRINT

Make sure you've loaded your labels into your printer.

Click Finish and Merge, and then click Merge to Printer.

==
ot
|Finish &
\Merge -

Y

Follow-up

|55 Merge to Printer... Iy
| ;.-_j Merge to New Publication

P i oo

Add to Existing Publication

i R




STEP 4: PREVIEW AND PRINT

Finally, save your publication.

The data will remain connected to your publication, so that you
can use it again.,

The next time you open the publication, Publisher will ask
whether you want to keep that connection.

Click Yes to open the publication, and then you're ready to run
another mail merge.

You're done! Close this presentation, or click the Home button to
return to the beginning.

More help at office.com

J
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MAKING LABELS WITH WORD AND
ANOTHER EMAIL PROGRAM

Step 1. Export your contact list

Step 2: Set up your Word doc

Step 3: Connect to your data

Step 4. Insert the addresses

Step 5: Preview and print

smartPath
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STEP 1: EXPORT YOUR CONTACT LIST

Open the email website where you keep your contact list (for
example, hotmail.com or gmail.com).

Click Contacts.
Click Export, or click Manage and then click Export.




BEST PRACTICE: CHECK YOUR DATA
IN EXCEL

Your .csv file might open in Excel automatically.

It the .csv file doesn't open automatically, it's good to open the
file in Excel and check your data.

SmartPath

ECHNOLOGES
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BEST PRACTICE: CHECK YOUR DATA
IN EXCEL

A | B | C |
1 |Name | [Last Name | [Street Address |

2 fMancy derson 123 Maif 5t.
2 Ann [=l=tal= 567 Colntry Rd.

1y .ﬁ.nderil/
123 Main 5t

B Mancy,

Your column headers in Excel will become the fields in the
labels that mail merge will fill in automatically.




BEST PRACTICE: CHECK YOUR DATA
IN EXCEL

Make sure the right data is in the correct column.

Al - fe | First Name
A B C D E F
1 |First Nam_h.ﬂiddle Mame Last Mame Title Suffix Initials
2 |Aaron Siuda
3 |Adam Hart
4 Aki Soga
5 Alacia Broussard
6 |Alan MacDonald
7 Albert Kim
8 Albert Lee
9 Alex MaclLeod
10 Alexis Tedford

Don't worry if you have more column headers than
you need for your labels; Word will let you choose the
right ones.

SmartPath

EC HNO_LQG =S

C

-
LV



4 GOTCHAALERT

It you have a field for ZIP codes, make sure you change the
column format to text, Otherwise Excel will strip out any zeros
that begin a ZIP code.




BEST PRACTICE: CHECK YOUR DATA
IN EXCEL

When your data is right, save any changes that
you've made to the .csv file and close Excel.

s 0 00




STEP 2: SET UP YOUR WORD DOC

Click on the Mailings tab and click Start Mail Merge.

n

= e N
Home Insert

(= B[E

Envelopes Labels | Start Mail Select

Page Layout

Create Sart Mail Merge

Merge ~ Recipients ¥ Rec

Mailings Review

References

=, = 5
g4 5 = =

Edit Highlight Address Greeting In
ipient List | Merge Fields Block Line

Write & Inse|

| |

Then click Labels.

Fais | ?
- L] oF

;‘."] B BT
;sun Malli  Select Ed 119
| Merge = |Recipients » Reciplent List | Merg
| Letters
E-mall Messages
Enyelopes...
Labels... k

Directory

Normal Word Document

sEOUEDS

Step by Step Mail Merge Wizard...

smartPath
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STEP 2: SET UP YOUR WORD DOC

Choose the label type that matches your labels, and click OK.

Label Options (2] = |

Printer information

(7 Continuous-feed printers

@ Page printers Tray: |Default tray EI

Label information

Label vendors: | Avery US Letter IEI

Find updates on Office.com
Product number: Label information

5215 Print or Write Filing Labels - Type: Easy Peel Address Labels
5226 Print or Write Hanging File Tabs Height: 1.33"

5227 Print or Write Top View Hanging File Tab — 'dth'l .

5260 Easy Peel Address Labels L " 4 i} .

5261 Easy Peel Address Labels Page size: 8.5 =11

5262 Easy Peel Address Labels o

[ Details. .. l [ﬂewLabeI... ] Delete

If you don't find your label type, see the
instructions at Office.com.



http://office.microsoft.com/en-us/word-help/make-labels-for-a-mass-mailing-HA101854798.aspx

STEP 2: SET UP YOUR WORD DOC

Word has just formatted your document for labels.

[w] wlﬂ m [T - - Table Tools
File Home Insert Page Layout References Mailings Review View Add-Ins Design Layout

% % % ﬁ 5 ﬁ E % E % 7l Heigm: HF pistribute Rows gﬁ = g @ %l @ "5 ﬁ

== —
Select Properties  Delete | Insert Insert Insert Insert Llerge Split  Split | AutoFit | =2 wigth: H Distribute Columns Text Cell Sort  Repeat  Corwert Formula
- +  Above Below Left Right | Cells  Cells Table - =l = = pirection Margins Header Rows to Text

Table Rows & Columns r Merge Cell Size ] Alignment Data

©@ 00




LYGOTCHAALERT

Your doc may appear blank. To see label margins, click on the
Layout tab under Table Tools.

Click View Gridlines.

wWid9-o®= Documentl - Microsoft Word | LEL L
Home Insert Page Layout References Mailings Review View Add-Ins Design Layout
i = A [em el . .
% $E I: ] = | ﬂ ﬁ = ==z] a || Height: 1.33 * | HF istri
Select | Wiew |Properties | Delete | Insert Insert Insert Insert | Merge  5Split 5Split | AutoFit ﬁ Width: 4- : *‘u"]f Diistri
= Gridlines 7 Above Below Left Right Cells Cells Table =~
Table Rows & Columns I Merge Cell Size

R




STEP 3: CONNECT TO YOUR DATA

Click Select Recipients.
Click Use Existing List.

icrosoft Wor
Add-Ins

il umentl -
References Mailings Review View
=P Rules

Insert Page Layout
1 M -
B Z B BA B
o Match

&7
Address Greeting Insert Merge
Field 2] Updats

start Mail Select Edit Highlight
Merge ~ Recipients =~ Recipient List | Merge Fields Elock Line
Write & Insert Fields

E Type Mew List...
Use Existing List...

G5 seledt from Outlook Contacts..,
-

Browse to your .csv file.

Click Open.
smartPath @ @ @

e ANOEOGTES




STEP 3: CONNECT TO YOUR DATA

To fine-tune your list, click Edit Recipient List.

Edit

| Select
Recipients ~ Recipient Li
Start Mail Merge

Clear the check boxes next to any names you don't want to

include. Or use filtering.

Fiter and Sot

This = the list of recipients $at will be used in your merge. Use the options below to a3 10 or change your st Use the Einecofdsi SgtRemrdﬂ
checkboxes to add or remove recpients from the merge. When your st s ready, dick OK.
[ a Field: Comparison: Compare to:
, E-mai Address [=] m_%

n | Nancy s Sea
Addresstistudsx [V Basalik Evan Mr. 765 Oak Lane Sea And =] =] _ 7
Addresslistadsx [V Carboaati Cyil Mr. 4543 RedwoodRoad  Red -] -] -]
Addresslist xdsx [V Dempsey Molly Ms. 3457 Maple Street Sey j :} :]
Addresslistadsx v Dowen Andrew M. 456 Biech Boulevard Det r
Addresstistxdsx IV Dow Jane Ms, 8910 Rosemary Road Red j :] L 3
Addresstistadsx  [7 Doyle Patricie M. 1617 Chestnut Street  Cer -] -] -]
AddressList xdsx [V Fredette Michelle Ms. 910 Larch Street Ses _ = - -

S — e Bl gjern o) (o ]

Data Source Refine recpent st
(addresslstodsx 3 s

s =1

%) Fnd dghcates...

+7) End recient..,

T Yoldate addreszcn,

- -
CE SmartPath
, ~aNOLOGIES



BEST PRACTICE

Click Match Fields to confirm that your column headings match
the column headings that Word will look for during the merge.

It they don't match, you can map them.

For more information, see Make labels for a mass mailing.



http://office.microsoft.com/en-us/word-help/make-labels-for-a-mass-mailing-HA101854798.aspx

STEP 4: INSERT THE ADDRESSES

Click in the first label.

On the Mailings tab, in the Write & Insert Fields group, click
Address Block.

Mailings Review

light Address Greetin

= Fields  Block Line
k”rlte &

Choose the format that you want for your address labels, and
then click OK.

Then, in the same group, click Update Labels.

=P Rules ~

2% Match Fields

e
I 919 update Labels[k




STEP 5: PREVIEW AND PRINT

To see all your labels, click Preview Results.

@%ﬁ M 41 b M
427 Find Recipient

Preview
Results. 3 Auto Check for Errors

Preview Results

TIP: If Word shows the results in a new document, be sure to
close that new document before you print.




STEP 5: PREVIEW AND PRINT

Make sure you've loaded your labels into your printer.

Click Finish and Merge, and then click Print Documents.

» M

u 1;"
o=
i |Finish &
ZIrors ‘Merge-—v\‘ |

' £3 EditIndividual Documents...

bg Print Documents...

| c’_‘_\‘ Send E-mail Messages...




STEP 5: PREVIEW AND PRINT

Finally, save your document.

The data will remain connected to your document, so that
yOou can use it again.

The next time you open the document, Word will ask
whether you want to keep that connection.

Click Yes to open the document, and then you're ready to
run another mail merge.

You're done! Close this presentation or click the Home
button to return to the beginning.

smart Path

TLCHN‘Q:!’_“Q“GIES %/"j
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MAKING LABELS WITH PUBLISHER AND
ANOTHER EMAIL PROGRAM

Step 1. Export your contact list

Step 2: Set up your publication

Step 3: Connect to your data

Step 4. Insert the addresses

Step 5: Preview and print

smartPath

L(’}%s\JOLOGIES



STEP 1: EXPORT YOUR CONTACT LIST

Open the email website where you keep your contact list (for
example, hotmail.com or gmail.com).

Click Contacts.
Click Export, or click Manage and then click Export.




BEST PRACTICE: CHECK YOUR DATA IN
EXCEL

Your .csv file might open in Excel automatically.

T the .csv file doesn't open automatically, it's good to open the
file in Excel and check your data.

SmartPath
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BEST PRACTICE: CHECK YOUR DATA IN

EXCEL

A | B ] c |
1 |Name | [Last Name | [Street Address |

2 JMancy derson 123 Maif St
20 Ann eehe S67 Cowntry Rd.

‘Nancy .ﬁ.nderil./
123 Main 3k,

ﬁ Mancy,

Your column headers in Excel will become the fields in the

labels that mail merge will fill in automatically.




BEST PRACTICE: CHECK YOUR DATAIN
EXCEL

Make sure the right data is in the correct column.

Al - ..fr| First Mame
A B C D E F
_ 1 |First Nam_h.ﬂiddle Mame Last Mame Title Suffix Initials
2 |Aaron Siuda
3 |Adam Hart
4 | Aki Soga
5 Alacia Broussard
6 |Alan MacDonald
7 |Albert Kim
8 Albert Lee
9 Alex MaclLeod
10 Alexis Tedford

Don't worry if you have more column headers
than you need for your labels; Word will let you
choose the right ones.

SmartPath
ft

ECHNOLOG | E S

Y ¢




4 GOTCHAALERT

It you have a field for ZIP codes, make sure you change the
column format to text, Otherwise Excel will strip out any zeros
that begin a ZIP code.




BEST PRACTICE: CHECK YOUR DATAIN
EXCEL

When your data is right, save any changes that
you've made to the .csv file and close Excel.

SmartPath

CHNOLOGE S




STEP 2: SET UP YOUR PUBLICATION

Open Publisher.
Click Labels.

| Loy
alendars Greeting Cards Labels

dEE ) O O




STEP 2: SET UP YOUR PUBLICATION

Scroll down to the Manufacturers section.

Manufacturers

3M / Post-it® Ace Label Adetec A-ONE

Double-click the folder for the manufacturer of your labels.
Click the label template for your label.
Click Create.

]

Create




STEP 2: SET UP YOUR PUBLICATION

Click the Mailings tab.

nsert Page Design Mailings % Rel

B [7 =)

' =1=]) =5
ct Edit Insert Merge Address
nts ¥ Recipient List Field Block

Click Mail Merge.

BJome Insert Page Desit
i;" 9 ‘ | "'ll 2 .4 v,, Aj‘;
(LI @ .;OZ..}

E-mail Select Edit
Merge ¥|Merge ¥ Recipients » Racipient List

- Start




STEP 3: CONNECT TO YOUR DATA

Click Select Recipients.
Click Use Existing List.

Select |
[Recipients v Recipient List

f @ Type New List...
fE  Use Existing List...
| 85 Select from Outlook Contacts...

Browse to your Excel Workbook.
Click Open.
(If you're prompted again, click Sheet1$, and then click OK.)




STEP 3: CONNECT TO YOUR DATA

The Mail Merge Recipients dialog box opens.

This is your chance to fine-tune your list.

Clear the check boxes next to any names you don't want to

include. Or use filtering.

o ]

ba

= - (e
 Mail Merge Recipients Co | [FeerandSon )
This i the kst of recipients that wil be used In your merge. Use the cptions below 10 834 50 or change your lst. Use the Fiter Records | St Records
cheddbaxes to add or remove recpients from the merge. When your Ist & ready, dick O, )
Field: Comparson: Compare to:
Emad Address - I!!_%
| Addresstistdsx [V Basalik Evan M 765 Oak Lane Sex v [5] [=] =)
| Addresshistxdsx ¥ Cabenati Cynl M 4543 Redwood Road Red M -]
| Addresslistdsx [V Demprey Molly Ms, 3457 Maple Street Sea
|Addresstistdsx ¥ Duon Andrew Mr. 456 Birch Boutevard Det
} AddressListdsx [V Dow Jane M 8910 Rosemary Rosd  Red Bl
i Addressbistodsx ¥ Doyte Patricia M 1617 Chestnut Street Cer
{ AddressList.dsx [V Fredette Michelle Ms 910 Larch Street Sex
I, - m . e — ’ _W“ -<| [ o ] Cancel J
Dats sources: Add to recpeent st Refine recplent Ist
Addressist xisx . () Selectan extuana et Ol st
43 select from Outiook Consacts.. 3 iter
& Tvoc a oot 50 Bnd dckotes..,
&) Find recipient. .,

@ 00



STEP 4: INSERT THE ADDRESSES

Click in the first label.

On the Mailings tab, in the Write & Insert Fields group, click
Address Block.

xrt Merge Address Greetin
Field ~ BlockQ Line
Write

Choose the format that you want for your address labels, and
then click OK.




STEP 5: PREVIEW AND PRINT

To see all your labels, click Preview Results.

i%j H 41 > M
7 Find Recipient

Previe o ; s

|Results| LA Exclude This Recipient

Preview Results

Click the blue arrows to see each result.




yGOTCHAALERT

It your addresses don't fit on the labels, or you want to change
the formatting, click Preview Results again to turn off the
preview and see the Address Block code.

Select the entire <<Address Block>> code, including the
chevrons at the beginning and end.

«AddressBlock»

On the Home tab, adjust the font, size, color, and line spacing.




STEP 5: PREVIEW AND PRINT

Make sure you've loaded your labels into your printer.

Click Finish and Merge, and then click Merge to Printer.

¢

Follow-up

==
ot
|Finish &
\Merge -

|55 Merge to Printer... Iy
| ;.-_j Merge to New Publication

P i oo

Add to Existing Publication

b -
g =2End




STEP 5: PREVIEW AND PRINT

Finally, save your publication.

The data will remain connected to your publication, so that you
can use it again.

The next time you open the publication, Publisher will ask
whether you want to keep that connection.

Click Yes to open the publication, and then you're ready to run
another mail merge.

You're done! Close this presentation, or click the Home button
to return to the beginning.

More help at office.com

J
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MAKING LABELS WITH WORD AND A NEW
CONTACTS LIST

Step 1: Set up your Word doc

Step 2: Create your contacts list

Step 3: Insert the addresses

Step 4. Preview and print

smartPath
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STEP 1: SET UP YOUR WORD DOC

Click on the Mailings tab and click Start Mail Merge.

(O el

Home Insert Page Layout References Mailings Review
| - it — — - \
= ija [t ' — 4 > =b
| ‘—I = \I-Jé.:aj % @~ —]| 71‘ 71‘
Envelopes Labels | |Start Mail Select Edit Highlight Address Greeting In|
Merge ~ |Recipients v Recipient List | Merge Fields Block Line
Create Start Mail Merge Write & Insej

Then click Labels.
B3 @

Start Maill  Select Ed
Merge = [Recipients » Reciprent List
Letters

E-mail Messages

Enyelopes...

Labels.., %

Directory

Normal Word Document

B OEE DS

Step by Step Mait Merge Wizard...

@ Q00




STEP 1: SET UP YOUR WORD DOC

Choose the label type that matches your labels, and click OK.

e

Label Options (2] = |

Printer information

(7 Continuous-feed printers

@ Page printers Tray: |Default fray EI
Label information

Label vendors: | Avery US Letter IEI

Find updates on Office.com

Product number: Label information
5215 Print or Write Filing Labels - Type: Easy Peel Address Labels
5226 Print or Write Hanging File Tabs Height: 1.33"
5227 Print or Write Top View Hanging File Tab — 'dth'l .
5260 Easy Peel Address Labels L " 4 i} .
5261 Easy Peel Address Labels Page size: 8.5 =11
5262 Easy Peel Address Labels o
[ Details. .. l [ Mew Label. .. ] Delete [ CK ] [ Cancel

SmartPath
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STEP 1: SET UP YOUR WORD DOC

Word has just formatted your document for labels.

[w] wlﬂ m [T - - Table Tools
File Home Insert Page Layout References Mailings Review View Add-Ins Design Layout

% % % ﬁ 5 ﬁ E % E % 7l Heigm: HF pistribute Rows gﬁ = g @ %l @ "5 ﬁ

== —
Select Properties  Delete | Insert Insert Insert Insert Llerge Split  Split | AutoFit | =2 wigth: H Distribute Columns Text Cell Sort  Repeat  Corwert Formula
- +  Above Below Left Right | Cells  Cells Table - =l = = pirection Margins Header Rows to Text

Table Rows & Columns r Merge Cell Size ] Alignment Data
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-

Your doc may appear blank. To see label margins, click on the
Layout tab under Table Tools.

Design Layout [%

Then, in the Table group, click View Gridlines.

lg Select -

(5 View Gridlines

g’ﬁ‘ Properties
Table

-
\ Y



STEP 2: CREATE YOUR CONTACTS
LIST

Click Select Recipients. Click Type New List.

(| &
Select Edit Highlight
Recipients v| Recipient List | Merge Field

| E Type New List... %
1M useExisting List... .
| 83 Select from Outlook Contacts... |

In the New Address List dialog box, type your first contact.

" New Address List ER )
Type recpient information in the table. To add more entries, cick New Entry.
Tele vIFdeno v]u:ano vICmomyNune v[Mdewl vl
[ mewenty | [ Bnd... |
| Delete Entry | | Customize Coenns... | oK Cancel




STEP 2: CREATE YOUR CONTACTS
LIST

TIP: You can move between the columns by clicking or by
pressing TAB

Click New Entry, and continue with the next contact.

Repeat for all your contacts, and then click OK.




STEP 3: INSERT THE ADDRESSES

Click in the first label.

On the Mailings tab, in the Write & Insert Fields group, click
Address Block.

Mailings Review

light Address Greetin

= Fields  Block Line
%”rlte &L

Choose the format that you want for your address labels, and
then click OK.

Then, in the same group, click Update Labels.

=P Rules ~

2% Match Fields

e
I ¢ %] Update LabelsQ




STEP 4: PREVIEW AND PRINT

To see all your labels, click Preview Results.

@ K 41 b M
47 Find Recipient

Preview = .

Results. 3 Auto Check for Errors

Preview Results

TIP: If Word shows the results in a new document, be sure to
close that new document before you print.




STEP 4: PREVIEW AND PRINT

Make sure you've loaded your labels into your printer.

Click Finish and Merge, and then click Print Documents.

i |Finish &
ZIrors ‘Merge-—v\‘ |

' £3 EditIndividual Documents...

bg Print Documents...

| c’_‘_\‘ Send E-mail Messages...




STEP 4: PREVIEW AND PRINT

Finally, save your document.

The data will remain connected to your document, so that you can
use it again.

The next time you open the document, Word will ask whether you
want to keep that connection.

Click Yes to open the document, and then you're ready to run
another mail merge.

You're done! Close this presentation, or click the Home button
to return to the beginning.

More help at office.com

J
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MAKING LABELS WITH PUBLISHER AND A
NEW CONTACTS LIST

Step 1. Set up your publication

Step 2: Create your contacts list

Step 3: Insert the addresses

Step 4. Preview and print

smartPath
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STEP 1: SET UP YOUR PUBLICATION

Open Publisher.
Click Labels.

|
u T
alendars Greeting Cards Labels

g O OO




STEP 1: SET UP YOUR PUBLICATION

Scroll down to the Manufacturers section.

Manufacturers

} / |_7 - ’ i I [ I |_7

3M / Post-it® Ace Label Adetec A-OME APLI APLI-AGIPA

<
<
<

Double-click the folder for the manufacturer of your labels.
Click the label template for your label.
Click Create.

0

Create




STEP 1: SET UP YOUR PUBLICATION

Click the Mailings tab.

nsert Page Design Mailings % Rel

h 1 »Y = -
.‘:.I | | |
Q@ AL I
ct Edit Insert Merge
nts ¥ Recipient List Field

Click Mail Merge.

ﬂ_Home Insert

Mail | E-mail Select Edit
[Merge v|Merge v Recipients v Recipient List
Start

Page Desid

84




STEP 2: CREATE YOUR CONTACTS LIST
Click Select Recipients. Click Type New List.

Use Existing List...
%| 85 Select from Outlook Contacts... ’

In the New Address List dialog box, enter your first contact.

Type recpient information in the table. To add more entries, dick New Entry.
Thle v FrtName  w|latName v |Company Nome v |Addesslne 1 |

[ Newenwy | [ fd.. | | o




STEP 2: CREATE YOUR CONTACTS
LIST

TIP: You can move between the columns by clicking or by
pressing TAB

Click New Entry, and continue with the next contact.

Repeat for all your contacts, and then click OK.




STEP 3: INSERT THE ADDRESSES

Click in the first label.

On the Mailings tab, in the Write & Insert Fields group, click
Address Block.

xrt Merge Address Greetin
Field ~ BlockQ Line
Write

Choose the format that you want for your address labels, and
then click OK.




STEP 4: PREVIEW AND PRINT

To see all your labels, click Preview Results.

i%j H 41 > M
7 Find Recipient

Previe o ; s

|Results| LA Exclude This Recipient

Preview Results

Click the blue arrows to see each result.




3 GOTCHAALERT

T your addresses don't fit on the labels, or you want to change
the formatting, click Preview Results again to turn off the
preview and see the Address Block code.

Select the entire <<Address Block>> code, including the
chevrons at the beginning and end.

«AddressBlock»

On the Home tab, adjust the font, size, color, and line spacing.




STEP 4: PREVIEW AND PRINT

Make sure you've loaded your labels into your printer.

Click Finish and Merge, and then click Merge to Printer.

] v

Follow-up

==
ot
|Finish &
\Merge -

|55 Merge to Printer... Iy
| ;.-_j Merge to New Publication

P i oo

Add to Existing Publication

b .
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STEP 4: PREVIEW AND PRINT

Finally, save your publication.

The data will remain connected to your publication, so that you
can use it again.

The next time you open the publication, Publisher will ask whether
you want to keep that connection.

Click Yes to open the publication, and then you're ready to run
another mail merge.

You're done! Close this presentation, or click the Home button to
return to the beginning.

More help at office.com

J
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EMAIL MERGE WITH WORD AND EXCEL

Step 1. Prepare your data in Excel

Step 2: Set up your Word doc

Step 3: Connect to your data

Step 4: Insert a greeting line

Step 5: Preview and send

Sr,hart Path

ECHNOLO G | E S



STEP 1: PREPARE YOUR DATA IN EXCEL

A | B ] c |
1 |Name | [Last Name | [Street Address |

2 JMancy derson 123 Maif St
20 Ann eehe 567 Colintry Rd,

‘Nancy .ﬁ.nderil./
123 Main 3k,

B Mancy,

Your column headers in Excel will become the fields that mail
merge will fill in automatically.

IMPORTANT: Be sure that the column of email addresses has a
column header that says E-mail address.

-
\ Y



STEP 1: PREPARE YOUR DATA IN EXCEL

Make sure the right data is in the correct column.

Al - fe | First Name
A B C D E F
1 |First Nam_h.ﬂiddle Mame Last Mame Title Suffix Initials
2 Aaron Siuda
3 |Adam Hart
4 |Aki Soga
5 Alacia Broussard
6 |Alan MacDonald
7 |Albert Kim
8 Albert Lee
9 Alex MaclLeod
10 Alexis Tedford

Don't worry if you have more column headers
than you need for your labels; Word will let you
choose the right ones.

SmartPath

ECHNOLOG [ES
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4 GOTCHAALERT

It you have a field for ZIP codes, make sure you change the
column format to text, Otherwise Excel will strip out any zeros
that begin a ZIP code.




STEP 2: SET UP YOUR WORD DOC

Open the template that you want to use for your flyer or newsletter, or
open a new document.

Click on the Mailings tab and click Start Mail Merge.

e Insert Page Layout References Mailings Review

om
1 = i @ ==,
J =3 id
Envelopes Labels @ Start Mail Select Edit

Merge ~ Recipients v Recipient List | Merge Fields Block line
I Create Start Mail Merge Write & Inse

Then click E-mail Messages.

Start Mail]  Select
Merge ~ [Recipients ¥ Recipient List | Merge

A Letters

| [= E-mail Messages '
=3 Enyelopes... [k
3 Labels..
3 Directory
@ Normal Word Document

o] Step by Step Mail Merge Wizard...




STEP 2: SET UP YOUR WORD DOC

Add the text and graphics that you want to appear on your email
message.

Keeping you on track and on time

e il ssereemeseseoesener 9
Save up to - We're launching our new line of |
50% - communications software this month—and |

- as a valued customer, you have the
- opportunity to save on bundled services.

SmartPath
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STEP 3: CONNECT TO YOUR DATA

Click Select Recipients.
Click Use Existing List.

——
Js R pocumentt - Microsoft Word |
Insert Page Layout References Mailings Review View Add-Ins

oy D Rules
—a £ -
= ' = T 5 Match
start Mail Select Edit Highlight Address Greeting Insert Merge -
Merge = Recipients ~ Recipient List | Merge Fields Elock Line Field %] Updatg

B Type MewList... Write & Insert Fields

83 Select fram Outlook Contacts...

Browse to your Excel Workbook.
Click Open.

(If you're prompted again, click Sheet1$, and then click OK)




STEP 3: CONNECT TO YOUR DATA

Click Edit Recipient List to fine-tune your list.

| Select Edit
Recipients v Recipient Li
Start Mail Merge

Clear the check boxes next to any names you don't want to
include. Or use filtering.

This & the list of recipients $iat will be used in your merge. Use the options below to 834 %0 or change your Ist. Use the Eilter Records SgtRemrdﬂ
cheddboxes to add or remove recpients from the merge. When your st & ready, dick OK.
Field: Comparison: Compare to:
|E-mail Addr sblank |
232 Cypr = [=] %
Addresslistudsx [V Basalik Evan M 765 Oak Lane Se. And =] =] _ 1
Addresstistadsx [V Carbenati Cyril M 4543 RedwoodRoad  Red -] -] -]
Addresslist xdsx [V Dempsey Molly M 3457 Magple Street Sex j j :]
Addresslistxdsx ¥ Doen Andrew Mr. 456 Biech Boulevard Det r
Addresstistadsx ¥V Dow Jane Ms. 8910 Rosemary Road Red 3 :] L 3
Addresslistedsx [V Doyle Patricis M 1617 Chestrut Street Cer -] -] -]
AddressListdsx [V Fredette Michelle M 910 Larch Street Ses _ = — :
i - — : ; Gear Al (o J[ conce |
Data Source Refine recipient st
“addressist s « 4lsa
9 Eiter,
% Bnd dghcates...
+7) End recoient..,

= T Yoldate addresen

@l O O O




BEST PRACTICE

Click Match Fields to confirm that your column headings match
the column headings that Word will look for during the merge.

I they don't match, you can map them.

For more information, see Use mail merge to send personalized
e-mail messages to your e-mail address list.



http://office.microsoft.com/en-us/word-help/use-mail-merge-to-send-personalized-e-mail-messages-to-your-e-mail-address-list-HA010109162.aspx

STEP 4: INSERT A GREETING LINE

Click where you want to add personalized information — for
example, a greeting line to each recipient of your email
message.

On the Mailings tab, in the Write & Insert Fields group, click
Greeting Line.

Documentl - Microsoft Waord

rences Mailings Review View Add-Ins

= ] _] b =P Rules ~
= = g -
Ib — T 4 Match Fields
hlight  Address |Greeting Insert Merge

geFields Block | Line | Field~ 2] Update Labels
Write & Insert Fields

Choose the format that you want for your greeting, and then

SmartPath

click OK.
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STEP 4: INSERT A GREETING LINE

To change the font, size, or color of your greeting line, select
the entire field code, including the chevrons on each end.

We're launching our new line of
communications software this month—
and as a valued customer, you have the
opportunity to save on bundled services.

Then choose the font, size, and color that you want in the Font
group on the Home tab.




STEP 5: PREVIEW AND SEND
To see all your messages, click Preview Results.

‘5@ H 41 (|
] Find Recipient

Preview
Results

2, Auto Check for Errors

Preview Results

You can use the arrows to click through the results.




S GOTCHAALERT

Your document will be sent in the body of the email message,
so readers don't need to have Word installed on their
computers.

When you click Send E-mail Messages, you'll be prompted to
provide a subject line.

(Metge to E-mail @
Message options
Te: Emai Address |4
I Subject line: I
Mail format: e El
Send records
o Al
Current record
From: To:
[ ox ][ conel ]

When you click OK, your email messages will be sent

automatically. SmartPath
; y

.L(HNOLOGIES
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STEP 5: PREVIEW AND SEND

Click Finish and Merge, and then click Send E-mail Messages.

LU E
W

Finish &
Errors | |Merge »

4 &) Editindividual Documents... |
@3 Print Documents... |

3

Type a subject line for your message in the Subject line box,
and then click OK.

;:, Send E-mail Messages...

rMerge to E-mail “
Message options
To: Emai pddress i3
[ Subjectine: _J
Md format: HTML B
Send records
o Al
Current record
Erom: To:
o« ][ coxe |




STEP 5: PREVIEW AND SEND

Finally, save your document.

The data will remain connected to your document, so that you
can use it again.,

The next time you open the document, Word will ask whether
you want to keep that connection.

Click Yes to open the document, and then you're ready to run
another mail merge.

You're done! Close this presentation, or click the Home
button to return to the beginning.

J
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EMAIL MERGE WITH PUBLISHER AND
EXCEL

Step 1. Prepare your data in Excel

Step 2: Set up your publication

Step 3: Connect to your data

Step 4: Preview and send

smartPath
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STEP 1: PREPARE YOUR DATA IN EXCEL

A | B ] c |
1 |Name | |Last Name | [Street Address |

2 JMancy dersan 123 Maif St
20 Ann eebe 567 Colntry Rd.

o 1y .ﬁ.nderg/
123 Main 3k,

\Da& Mancy,

Your column headers in Excel will become the fields that mail
merge will fill in automatically.




STEP 1: PREPARE YOUR DATA IN EXCEL

Make sure the right data is in the correct column.

Al - ..fr| First Mame
A B C D E F
_1 |First Nam_hﬂiddle Mame Last Mame Title Suffix Initials
2 |Aaron Siuda
3 |Adam Hart
4 | Aki Soga
5 Alacia Broussard
6 |Alan MacDonald
7 |Albert Kim
8 Albert Lee
9 Alex MaclLeod
10 | Alexis Tedford

Don't worry if you have more column headers than you
need for your labels; Word will let you choose the right
ones.




4 GOTCHAALERT

It you have a field for ZIP codes, make sure you change the
column format to text, Otherwise Excel will strip out any zeros
that begin a ZIP code.




STEP 2: SET UP YOUR PUBLICATION

Open Publisher.

Click Newsletters or click Flyers.

s 0 00




STEP 2: SET UP YOUR PUBLICATION

Click the template that you want to use.

Click Download, or click Create.

)
Create

s 0 00




STEP 2: SET UP YOUR PUBLICATION

Click the Mailings tab and click E-mail Merge.

Home Insert Page Design 1 Mailings 1 Review View

AAAAA o ;)_,

Insert Merge Address Greeting Picture Insert
Field Block Line H
\ Write & Insert Fields

smart o) S
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STEP 2: SET UP YOUR PUBLICATION

Add the text and graphics that you want to appear in the email.

Contosg, Inc.
CONTOSO UPDATES

SEFTEMBER 1 VOLUME 1, ISSUE 1
i

2N New Savings for you.
1 [JESSSERRNN  bea great way to market SFECIAL FOINTS OF INTER-




STEP 3: CONNECT TO YOUR DATA

Click Select Recipients. Click Use Existing List.

&

: 85| Select from Outlook Contacts...

Browse to your Excel Workbook.
Click Open.

(If you're prompted again, click Sheet1$, and then click OK.)




STEP 3: CONNECT TO YOUR DATA

The Mail Merge Recipients dialog box opens.
This is your chance to fine-tune your list.

Clear the check boxes next to any names you don't want to
include. Or use filtering.

= 3 (e o
 Mail Merge Recipients o fa | [PerandSon )
This i the kst of recipients that wil be used In your merge. Use the cptions below 10 834 50 or change your lst. Use the Fiter Records | St Records
cheddbaxes to add or remove recpients from the merge. When your Ist & ready, dick O, )
Field: Comparson: Compare to:
Emad Address - I!!_%
| Addresstistdsx [V Basalik Evan M. 765 Oak Lane Sex v [5] [=] >
| Addresshistxdsx ¥ Cabenati Cynil M, 4543 Redwood Road Red - [=]
l Addresslist xdsx [V  Demprey Molly Ms. 3457 Maple Street Sea
|Addresstistdsx ¥ Duon Andeew M 456 Birch Boulevard  Det = —
} Addresstistdsx [V Dow Jane Ms, 8910 RosemaryRoad  Red — i
i Addressbistodsx ¥ Doyte Patricia Ms, 1617 Chestnut Street Cer y .
{ AddressList.dsx [V Fredette Michelle Ms. 910 Larch Street Sex
I, - m . : e — 5 _W“ -<| [ o ] | Concel J
Data sources: Add to recpeent st Refine recplent Ist
Addressist xisx . () Selectan extuana et Ol st
423 Select from Outiook Contacts.., 9 Eiter
& e aoem et 52 Fnd dclcates..,
&) Find recipient. .,

o ]

ba

@ 00




STEP 4: PREVIEW AND SEND

Click Finish and Merge, and then click Send E-mail Messages.

& v

Finish & Follow-up
Mergew| -

oid | Mergeto N

ki'g Send E-mail Messages... N

Type a subject line for your message in the Subject box, and
then click OK

Merge to E-mail ] E
Required Information
To: E-mad Address E]
| subject: |
Cick on items from the kst to Title
og:o;:;zc the subject ine of AT
Last Name
Address
E-mal Preview
1 b M
To: someone Bexample, com
Subject:
[ gptons>> | [ send || [ concd |




STEP 4: PREVIEW AND SEND

Finally, save your publication.

The data will remain connected to your publication, so that you
can use it again.,

The next time you open the publication, Publisher will ask
whether you want to keep that connection.

Click Yes to open the publication, and then you're ready to run
another mail merge.

You're done! Close this presentation, or click the Home tab to
return to the beginning.

More help at office.com

J


http://office.microsoft.com/en-us/publisher-help/create-a-mail-or-e-mail-merge-HA101782646.aspx

EMAIL MERGE WITH WORD AND
OUTLOOK

Step 1. Set up your Word doc

Step 2: Connect to your data

Step 3: Insert a greeting line

Step 4: Preview and send

smartPath
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LYGOTCHAALERT

If you want to use custom categories of Outlook Contacts, you
need to begin your mail merge in Outlook.

For more information, see Use mail merge to send personalized
e-mail messages to your e-mail address list.



http://office.microsoft.com/en-us/word-help/use-mail-merge-to-send-personalized-e-mail-messages-to-your-e-mail-address-list-HA010109162.aspx

STEP 1: SET UP YOUR WORD DOC

Open the template that you want to use for your flyer or newsletter, or
open a new document.

Click on the Mailings tab and click Start Mail Merge.

Wl i 9~ O
Home Insert Page Layout References Mailings Review
. : j A "@ .
Envelopes Labels | Start Mail Select
Mer:

ge - Recipients -
| Create Fart Mail Merge Write & Ins

Then click E-mail Messages.

N3 @

Start Maill  Select
Merge ~ [Recipients ¥ Recipient List | Mer

A Letters

:‘_,1 E-mail Messages ‘
=3 Enyelopes... [.k
3 Labels..

=] Dpirectory

@ Normal Word Documen t

o] Step by Step Mail Merge Wizard...




STEP 1: SET UP YOUR WORD DOC

Add the text and graphics that you want to appear on your email
message.

Keeping you on track and on time

e il ssereemeseseoesener 9
Save up to - We're launching our new line of |
50% - communications software this month—and |

- as a valued customer, you have the
- opportunity to save on bundled services.

SmartPath
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STEP 2: CONNECT TO YOUR DATA

Click Select Recipients.
Click Select from Outlook Contacts.

. — ._'—=/-‘
O
g8 &4 j
Select Edit Highlight
Recipients *|Recipient List = Merge Fields

i g Type New List...
] Use Existing List...
83 Select from Outlook Contacts... %

If you have more than one account in Outlook, click the
contacts list that you want to use, and then click OK.

The Mail Merge Recipients dialog box opens.




STEP 2: CONNECT TO YOUR DATA

This is your chance to fine-tune your list.

Clear the check boxes next to any names you don't want to
include. Or use filtering.

This & the list of recipients $iat will be used in your merge. Use the options below to 834 %0 or change your Ist. Use the Eilter Records SgtRemrdﬂ
cheddboxes to add or remove recpients from the merge. When your st & ready, dick OK.
Field Comparison: Compari
v
X | : E-mai Address [=] m_%
shist adsx | Ms. 12 Cypress
Addresstistdsx [V Basali € Mr. 765 Oak Lane Se ad[~] B 7
Addresstistalsx [V Carbonat < Mr. 543RedwoodRoad  Red -] -] -]
ddresslistddsx [V Dempsey Molly Ms. 3457 Magle Street Se: j j :]
Addresslistxdsx ¥ Doen Andrew Mr. 56 Biech Boulevard [ r
ddresslistd v Dow Jane Ms, 8910 Rosemary Road  Red j :] L 3
ddresslistdex [V Doyle Patri Ms. 1617 Chestnut Street Cer -] -] -] v
AddressListdsx [V Fredette Michelle Ms. 910 Larch Street Ses _ = — :
— — a3 2 ) | Cema) o) (o )
Data Source Refine recipient st
Addresslnt s 1 4 sa
1 eter,
% fnd duphcates...
+7) End recoient..,
T Yoldate addreseen
7~

@l O O O




BEST PRACTICE

Click Match Fields to confirm that your column headings match
the column headings that Word will look for during the merge.

I they don't match, you can map them.

For more information, see Use mail merge to send personalized
e-mail messages to your e-mail address list.



http://office.microsoft.com/en-us/word-help/use-mail-merge-to-send-personalized-e-mail-messages-to-your-e-mail-address-list-HA010109162.aspx

STEP 3: INSERT AGREETING LINE

Click where you want to add personalized information—for
example, a greeting line to each recipient of your email
message.

On the Mailings tab, in the Write & Insert Fields group, click
Greeting Line.

—

Dccumentl - Microsoft Word

rences Mailings Review View Add-Ins

=h _7'] -\ =P Rules ~
j'; - b B8 9% Match Fields
C ht Address Greeting Insert Mzrge ‘
-ields Block Line Field v ] Update Lahels
Write & Insert Fields

Choose the format that you want for your greeting, and then
click OK.

J



STEP 3: INSERT A GREETING LINE

To change the font, size, or color of your greeting line, select
the entire field code, including the chevrons on each end.

We're launching our new line of
communications software this month—
and as a valued customer, you have the
opportunity to save on bundled services.

Then choose the font, size, and color that you want in the Font
group on the Home tab.




STEP 4: PREVIEW AND SEND

To see all your messages, click Preview Results.

You can use the arrows to click through the results.

é@ K 41 r M
427 Find Recipient

Preview ,m
Results —} Auto Check for Errors

Preview Results




4 GOTCHAALERT

Your document will be sent in the body of the email message,
so readers don't need to have Word installed on their
computers.

When you click Send E-mail Messages, you'll be prompted to
provide a subject line.

( Merge to E-mail @
Message options
T Emai Address 1KY
I Subject line: I
Mail format: v B
Send records
o Al
Current record
From: To:
Lok ][ comel |]

When you click OK, your email messages will be sent
automatically.

\ Y



STEP 4: PREVIEW AND SEND

Click Finish and Merge, and then click Send E-mail Messages.

b H ‘—':\.i
Wy

Finish &
Errors | |Merge »

4 &) Editindividual Documents... |
@3 Print Documents... |

3

Type a subject line for your message in the Subject line box,
and then click OK.

;:, Send E-mail Messages...

rMerge to E-mail “
Message options
Te: E]
[ Subjectine: _J
Md format: HTML B
Send records
oAl
Current record
Erom: To:
o« ][ coxe |




STEP 4: PREVIEW AND SEND

Finally, save your document.

The data will remain connected to your document, so that you
can use it again.

The next time you open the document, Word will ask whether
you want to keep that connection.

Click Yes to open the document, and then you're ready to run
another mail merge.

You're done! Close this presentation, or click the Home
button to return to the beginning.

J
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EMAIL MERGE WITH PUBLISHER AND
OUTLOOK

Step 1. Set up your publication

Step 2: Connect to your data

Step 3: Preview and send

smartPath
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STEP 1: SET UP YOUR PUBLICATION

Open Publisher.

Click Newsletters or click Flyers.

© Q00




STEP 1: SET UP YOUR PUBLICATION

Click the template that you want to use.

Click Download, or click Create.

)
Create

s 0 00




STEP 1: SET UP YOUR PUBLICATION

Click the Mailings tab. Click E-mail Merge.

Insert Page Design ‘ Mailings 1 Review View

Field Block Line
\ Write & Insert Fields

Insert Merge Address Greeting Picture Inse

I;l

smartPath

e ANOEOGTES
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STEP 1: SET UP YOUR PUBLICATION

Add the text and graphics that you want to appear on your email
message.

Contosoe, Inc.
CONTOSO UPDATES

SEFTEMBER 1 VOLUME 1, ISSUE 1
\

BN New Savings for you.
I [JESSEN bea great way to madket SPECIAL FOINTS OF INTER-




STEP 2: CONNECT TO YOUR DATA

Click Select Recipients.

Click Select from Outlook Contacts.

Wi - s Document] - Microsoft Word

m_HomE Insert Page Layout References Mailings Review View Add-Ins
= = = = = =P Rules -
= = = = 58

Envelopes Labels

Start Mail

Select

Edit

Search Document

83 select from Qutlook Contacts...

Highlight Address Greeting Insert Merge

9% Match Fields

#] Update Labels

i

Merge = |Recipients =|Recipient List | Merge Fields Block Line Field =
Create E Type Mew List... | Write & Insert Fields
Mavigation @ WUse Existing List...

If you have more than one account in Outlook, click the
contacts list that you want to use, and then click OK.




STEP 2: CONNECT TO YOUR DATA

The Mail Merge Recipients dialog box opens.
This is your chance to fine-tune your list.

Clear the check boxes next to any names you don't want to
include. Or use filtering.

7 z (e =
| ‘Mail Mesge Recipients @_ﬁ Fiter and Sort |M
This i the kst of recipients that wil be used In your merge. Use the cptions below 10 834 50 or change your lst. Use the Fiter Records | St Records
cheddbaxes to add or remove recpients from the merge. When your Ist & ready, dick O, )
Field: Comparson: Compare to:
Emad Address - I!!_%
| Addresstistdsx [V Basalik Evan M 765 Oak Lane Sex v [5] [=]
| Addresshistxdsx ¥ Cabenati Cynl M 4543 Redwood Road Red -
| Addresslistdsx [V Demprey Molly Ms, 3457 Maple Street Sea
| Addresstistadsx ¥ Duon Andrew M. 45 Birch Boulevard  Det = =
} Addresstistdsx [V Dow Jane M 8910 RosemaryRoad  Red — i
i Addressbistodsx ¥ Doyte Patricia M 1617 Chestnut Street Cer y .
{ AddressList.dsx [V Fredette Michelle Ms. 910 Larch Street Sex
L —— ~ E—— " oo ] (o ] [Comal ]
Data sources: Add to recpeent st Refine recplent Ist
Addressist xisx . () Selectan extuana et Ol st
43 select from Outiook Consacts.. 3 iter
& Type 3 ncw et K Frd duckcates..,
&) Find recipient. .,
Lo J)




STEP 3: PREVIEW AND SEND

Click Finish and Merge, and then click Send E-mail Messages.

|23 Send E-mail Messages...

R‘;

Type a subject line for your message in the Subject box, and
then click OK

* Merge to E-mail 2|5 :
Required Information
To: E-mad Address [7]
[ 20t |
Click on items from the kst to Title
py:'so::'ze the subject ine of 2
Last Name
Address
E-mal Preview
1 P M
To: someone Sexample, com
Subject:
[ opons>> | [sed ] [ concet |




STEP 3: PREVIEW AND SEND

Finally, save your publication.

The data will remain connected to your publication, so that you
can use it again.,

The next time you open the publication, Publisher will ask
whether you want to keep that connection.

Click Yes to open the publication, and then you're ready to run
another mail merge.

You're done! Close this presentation, or click the Home button
to return to the beginning.

More help at office.com

J


http://office.microsoft.com/en-us/publisher-help/create-a-mail-or-e-mail-merge-HA101782646.aspx

EMAIL MERGE WITH WORD AND
ANOTHER EMAIL PROGRAM

Step 1. Export your contact list

Step 2: Set up your Word doc

Step 3: Connect to your data

Step 4: Insert a greeting line

Step 5: Preview and send

smartPath
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STEP 1: EXPORT YOUR CONTACT LIST

Open the email website where you keep your contact list (for
example, hotmail.com or gmail.com).

Click Contacts.
Click Export, or click Manage and then click Export.




BEST PRACTICE: CHECK YOUR DATAIN
EXCEL

Your .csv file might open in Excel automatically.

It the .csv file doesn't open automatically, it's good to open the
file in Excel and check your data.




BEST PRACTICE: CHECK YOUR DATA IN
EXCEL

A | B ] c |
1 |Name | [Last Name | [Street Address |

2 JMancy derson 123 Maif St
20 Ann eehe 567 Colintry Rd,

‘Nancy .ﬁ.nderil./
123 Main 3k,

B Mancy,

Your column headers in Excel will become the fields in the
labels that mail merge will fill in automatically.

IMPORTANT: Be sure that the column of email addresses has a
column header that says E-mail address.

SmartPath

d
‘L(HNOLOGIES ‘0
Netw wk A_}t_._v, 1"‘\") /




BEST PRACTICE: CHECK YOUR DATA IN
EXCEL

Make sure the right data is in the correct column.

uuuuuuuuu - [ReagTe - g e

Al - .fr| First Mame
A B C (B] E F
_1 |First Nam_h.ﬂiddle Mame Last Mame Title Suffix Initials
2 |Aaron Siuda
3 |Adam Hart
4 | Aki Soga
5 Alacia Broussard
6 |Alan MacDonald
7 |Albert Kim
8 Albert Lee
9 Alex MaclLeod
10 Alexis Tedford

Don't worry if you have more column headers
than you need for your labels; Word will let you
choose the right ones.

SmartPath

ECHNOLOG [ES

C

-
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4 GOTCHAALERT

It you have a field for ZIP codes, make sure you change the
column format to text, Otherwise Excel will strip out any zeros
that begin a ZIP code.




BEST PRACTICE: CHECK YOUR DATAIN
EXCEL

When your data is right, save any changes that
you've made to the .csv file and close Excel.

SmartPath

EC l:NOLOG = S

C

-
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STEP 2: SET UP YOUR WORD DOC

Open the template that you want to use for your flyer or newsletter, or
open a new document.

Click on the Mailings tab and click Start Mail Merge.

Then click E-mail Messages.
D 3 @

IStart Mail.  Select )
Merge > Recipients ¥ RBecipient List | Merge

J A Letters

| (= E-mail Messages |
=3 Enyelopes... %
3 Labels..
=] Directory
LVZ] Normal Word Document

:)1 Step by Step Mail Merge Wizard...




STEP 2: SET UP YOUR WORD DOC

Add the text and graphics that you want to appear in the email.

Keeping you on track and on time

- We're launching our new line of

. communications software this month—and
- as a valued customer, you have the

. opportunity to save on bundled services.

smartPal

CHIOLOGIES




STEP 3: CONNECT TO YOUR DATA

Click Select Recipients.
Click Use Existing List.

umentl - Microsoft War

ol
Page Layout References Mailings Review View Add-Ins
=P Rules

Insert
1 __Jl}.\_ =1
[ i L =
= g/ = H 5 E .
- 5 Match
Select Edit Highlight Address Greeting Insert Merge
Line Field 2] Updats

start Mail
Merge = Recipients * Recipient List | Merge Fields Elock
Write & Insert Fields

E Type Mew List...
Use Existing List... %

@3 Select from Outlook Contacts...
-

Browse to your .csv file.

Click Open.
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STEP 3: CONNECT TO YOUR DATA

Click Edit Recipient List to fine-tune your list.

| Select Edit
Recipients v Recipient Lis&
Start Mail Merge

Clear the check boxes next to any names you don't want to
include. Or use filtering.

This & the list of recipients that wil be used in your merge. Use the cptions below to 534 10 or change your Ist. Use the Fiter Records | Sort Records |

cheddboxes to add or remove recpients from the merge. When your st & ready, dick OK.
Field: Comparison: Compare to:
[E-mai Address v m_%
Addressistudsx [V Basalik £an M 765 Osk Lane Ses |And [=] =] _ '
Addresstistaisx [V Carbonati Cynl M 4543 RedwoodRoad  Red [~] [~ -]
Addresslist xdsx [V Dempsey Molly M 3457 Magle Street Sex j j :]
Addresslistadsx ¥ Doen Andrew Mr. 456 Biech Boulevard Det ;
Addresstistadsx ¥V Dow Jane Ms. 8910 Rosemary Road Red 3 :] L 3
Addresstistdsx [Z Doyle Patricie M 1617 Chestnut Street Cer -] -] -]
AddressListdsx [V Fredette Michele M 910 Larch Street Ses _ =
e —— : [oewn | o) (ens )
Data Source Refine recpient st
(addesststodsx  «) 3 s
1 e,
% Bnd dughcates. .,
+7) End recoient..,




BEST PRACTICE

Click Match Fields to confirm that your column headings match
the column headings that Word will look for during the merge.

I they don't match, you can map them.

For more information, see Use mail merge to send personalized
e-mail messages to your e-mail address list.



http://office.microsoft.com/en-us/word-help/use-mail-merge-to-send-personalized-e-mail-messages-to-your-e-mail-address-list-HA010109162.aspx

STEP 4: INSERT A GREETING LINE

Click where you want to add personalized information—for
example, a greeting line to each recipient of your email
message.

On the Mailings tab, in the Write & Insert Fields group, click
Greeting Line.

———eee

Dccumentl - Microsoft Word

rences Mailings Review View Add-Ins

2 7] —’j L =P Rules ~
= | [y B8 93 Match Fields
ghlight  Address Greeting Insert Mzrge ;
Fields Block Line Field~ 2] Update Labeis
Write & Insert Fields

Choose the format that you want for your greeting, and then
click OK.




STEP 4: INSERT A GREETING LINE

To change the font, size, or color of your greeting line, select
the entire field code, including the chevrons on each end.

We're launching our new line of
communications software this month—
and as a valued customer, you have the
opportunity to save on bundled services.

Then choose the font, size, and color that you want in the Font
group on the Home tab.




STEP 5: PREVIEW AND SEND

To see all your messages, click Preview Results.

You can use the arrows to click through the results.

@ H 41 |
] Find Recipient

Preview
Results

2, Auto Check for Errors

Preview Results




4 GOTCHAALERT

Your document will be sent in the body of the email message,
so readers don't need to have Word installed on their
computers.

When you click Send E-mail Messages, you'll be prompted to
provide a subject line.

( Merge to E-mail @
Message options
T Emai Addess 1
I Subject line: I
Mail format: e El
Send records
oAl
Current record
Erom: To:
Lo ][ conce |

When you click OK, your email messages will be sent
automatically.

SmartPath

d
‘L(HNOLOGIES ‘0
Netw wk A_}t_._v, 1"‘\") /

\ Y



STEP 5: PREVIEW AND SEND

Click Finish and Merge, and then click Send E-mail Messages.

> N ‘ ,.:‘.i
o=
[Finish &

Errors ‘Merqev

J ‘.._] Edit Individual Documents... |
2 23 Pprint Documents... |

&Yy Send E-mail Messages...

A

Type a subject line for your message in the Subject line box,
and then click OK.

‘Mergeto E-mail <
Message options
To: Emai Address 1
[ Subjectine: _J
M_d format: HTML B
Send records
o Al
Current record
Erom: To:
o J[ conce |




STEP 5: PREVIEW AND SEND

Finally, save your document.

The data will remain connected to your document, so that you
can use it again.,

The next time you open the document, Word will ask whether
you want to keep that connection.

Click Yes to open the document, and then you're ready to run
another mail merge.

You're done! Close this presentation, or click the Home
button to return to the beginning.

J
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EMAIL MERGE WITH PUBLISHER AND
ANOTHER EMAIL PROGRAM

Step 1. Export your contact list

Step 2: Set up your publication
Step 3: Connect to your data

Step 4: Preview and send
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STEP 1: EXPORT YOUR CONTACT LIST

Open the email website where you keep your contact list (for
example, hotmail.com or gmail.com).

Click Contacts.
Click Export, or click Manage and then click Export.




BEST PRACTICE: CHECK YOUR DATA IN
EXCEL

Your .csv file might open in Excel automatically.

It the .csv file doesn't open automatically, it's good to open the
file in Excel and check your data.

SmartPath
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BEST PRACTICE: CHECK YOUR DATA IN
EXCEL

& | B | C

1

Name | [Last Name | [Street Address |

2

Marcy derson 123 Maif 5t.
2 Ann [=l=tal= 567 Colntry Rd.

1y .ﬁ.nderil/
123 Main 5t

B Mancy,

Your column headers in Excel will become the fields in the

labels that mail merge will fill in automatically.




BEST PRACTICE: CHECK YOUR DATA IN
EXCEL

Make sure the right data is in the correct column.

Al - ..fr| First Mame
A B C D E F
_1 |First Nam_h.ﬂiddle Mame Last Mame Title Suffix Initials
2 Aaron Siuda
3 |Adam Hart
4 |Aki Soga
5 Alacia Broussard
6 |Alan MacDonald
7 Albert Kim
8 Albert Lee
9 Alex MacLeod
10 Alexis Tedford

Don't worry if you have more column headers
than you need for your labels; Word will let you
choose the right ones.

SmartPath
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It you have a field for ZIP codes, make sure you change the
column format to text, Otherwise Excel will strip out any zeros
that begin a ZIP code.

P



BEST PRACTICE: CHECK YOUR DATA IN
EXCEL

When your data is right, save any changes that
you've made to the .csv file and close Excel.

SmartPath
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STEP 2: SET UP YOUR PUBLICATION

Open Publisher.

Click Newsletters or click Flyers.

s 0 00




STEP 2: SET UP YOUR PUBLICATION

Click the template that you want to use.

Click Download, or click Create.

h

Create

s 0 00




STEP 2: SET UP YOUR PUBLICATION

Click the Mailings tab. Click E-mail Merge.

Home Insert Page Design 1 Mailings 1 Review View

BB & B 2 2@

Start \ Write & Insert Fields

i E-mail Edit Insert Merge Address Greeting Picture Insert
Merge v |[Merge v|Recipients v Recipient List Field Block Line

H

smartPath

e ANOEOGTES

@ 00



STEP 2: SET UP YOUR PUBLICATION

Add the text and graphics that you want to appear the same way
on each email message that you send.

Contosg, Inc.

CONTOSO UPDATES

SEFTEMBER 1 VOLUME 1, ISSUE 1

o
\  New Savings for you.

] M be 2 great way to market SPECIAL POINTS OF INTER-




STEP 3: CONNECT TO YOUR DATA

Click Select Recipients.
Click Use Existing List.

Select t
Recipients vjRecipient List | Field -
] E Type New List...

g Use Existing List...
| 8] Select from Outlook Contacts... [T

Browse to your .csv file.
Click Open.




STEP 3: CONNECT TO YOUR DATA

The Mail Merge Recipients dialog box opens.
This is your chance to fine-tune your list.

Clear the check boxes next to any names you don't want to
include. Or use filtering.

| ‘Mail Mesge Recipients m Fiter and Sort |m
This i the kst of recipients that wil be used In your merge. Use the cptions below 10 834 50 or change your lst. Use the Fiter Records | St Records
cheddbaxes to add or remove recpients from the merge. When your Ist & ready, dick O, )
Field: Comparson: Compare to:
Emad Address - I!!_%
| Addresstistdsx [V Basalik Evan M. 765 Oak Lane Sex v [5] [=] >
| Addresshistxdsx ¥ Cabenati Cynil M, 4543 Redwood Road Red - [=]
l Addresslist xdsx [V  Demprey Molly Ms. 3457 Maple Street Sea
|Addresstistdsx ¥ Duon Andeew M 456 Birch Boulevard  Det = —
} Addresstistdsx [V Dow Jane Ms, 8910 RosemaryRoad  Red — i
i Addressbistodsx ¥ Doyte Patricia Ms, 1617 Chestnut Street Cer y .
{ AddressList.dsx [V Fredette Michelle Ms. 910 Larch Street Sex
L e ~ E—— " oo ] (o ] [Comal ]
Data sources: Add to recpeent st Refine recplent Ist
Addressist xisx . () Selectan extuana et Ol st
423 Select from Outiook Contacts.., 9 Eiter
& e aoem et 52 Fnd dclcates..,
) Find recipient. ..
Lo J)

@ 00




STEP 4: PREVIEW AND SEND

Click Finish and Merge, and then click Send E-mail Messages.

:;‘d Send E-mail Messages... R\

Type a subject line for your message in the Subject box, and
then click OK.

(Mtergeto E-met Co s
R;::redlnf:::o:d&& 3
= |

etz e amctioesf |
E-mal Preview 1 ™
To: someone Sexampie, com
Subject:
(o> ) o] [Lcma ]




STEP 4: PREVIEW AND SEND

Finally, save your publication.

The data will remain connected to your publication, so that you
can use it again.,

The next time you open the publication, Publisher will ask
whether you want to keep that connection.

Click Yes to open the publication, and then you're ready to run
another mail merge.

You're done! Close this presentation, or click the Home button
to return to the beginning.

More help at office.com

smartPath

SSUOLOGIES ‘:l)

J

>


http://office.microsoft.com/en-us/publisher-help/create-a-mail-or-e-mail-merge-HA101782646.aspx

EMAIL MERGE WITH WORD AND A NEW
CONTACTS LIST

Step 1. Prepare your Word doc

Step 2: Create your contacts list

Step 3: Insert a greeting line

Step 4: Preview and send
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STEP 1: SET UP YOUR WORD DOC

Click on the Mailings tab and click Start Mail Merge.

Home Insert Page Layout References Mailings Review
r S — - \
o = I - — ) ) B
=ERn= Z = B B
Envelopes Labels @ Start Mail Select Edit Highlight Address Greeting In
Merge >~ Recipients v Recipient List | Merge Fields Block Line
Create Start Mail Merge Write & Insej

Then click E-mail Messages.

Start Mail  Select \ ig
_M_e_r_g_e_-_'Re(rmenls' Recipient List | Mer
Letters ,
E-mail Messages ‘
Enyelopes... %

Labels...
Directory

Normal Word Document

PEILEDE

Step by Step Mail Merge Wizard...

smartPath
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STEP 1: SET UP YOUR WORD DOC

Add the text and graphics that you want to appear in the email
message.

Keeping you on track and on time

e R @
Save up to - We're launching our new line of |
50% - communications software this month—and |

- as a valued customer, you have the
- opportunity to save on bundled services.

| Sniart Path

L‘:“NO_LOG lES




STEP 2: CREATE YOUR CONTACTS LIST

TIP: You can move between the columns by clicking or by
pressing TAB

Click New Entry, and continue with the next contact.

Repeat for all your contacts, and then click OK.




STEP 2: CREATE YOUR CONTACTS LIST

Click Select Recipients. Click Type New List.

? D
Seled Edit Highlight
Recipients ¥|Recipient List | Merge Field

I E Type New List... %

1M useExisting List...

| 83 Select from Outlook Contacts... |

In the New Address List dialog box, enter your first contact.

" New Address List ER )
Type recpient information in the table. To add more entries, cick New Entry.
Tele vIFdeno v]u:ano vICmomyNune v[Mdewl vl
[ mewenty | [ Bnd... |
= = - W




STEP 3: INSERT A GREETING LINE

Click where you want to add personalized information—for
example, a greeting line to each recipient of your email
message.

On the Mailings tab, in the Write & Insert Fields group, click
Greeting Line.

Dccumentl - Microsoft Word

rences Mailings Review View Add-Ins

:} = b =P Rules ~
= j" % S= @3 Match Fields

ghlight  Address Greeting Insert Mzrge
Fields Block Line Field~ |

Write & Insert Fields

Choose the format that you want for your greeting, and then
click OK.

P



STEP 3: INSERT A GREETING LINE

To change the font, size, or color of your greeting line, select
the entire field code, including the chevrons on each end.

We're launching our new line of
communications software this month—
and as a valued customer, you have the
opportunity to save on bundled services.

Then choose the font, size, and color that you want in the Font
group on the Home tab.

SmartPath
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STEP 4: PREVIEW AND SEND

To see all your messages, click Preview Results.

You can use the arrows to click through the results.

‘3@ H 41 > M
47 Find Recipient

Preview = .

Results —,3/ Auto Check for Errors

Preview Results




S GOTCHAALERT

Your document will be sent in the body of the email message,
so readers don't need to have Word installed on their
computers.

When you click Send E-mail Messages, you'll be prompted to
provide a subject line.

(Metge to E-mail @
Message options
Te: Emai Address |4
I Subject line: I
Mail format: El
Send records
® Al
Current record
From: To:
ok ][ come

When you click OK, your email messages. i

automatically. SmartPath
[ECHNOLOG [E S A J
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STEP 4: PREVIEW AND SEND

Click Finish and Merge, and then click Send E-mail Messages.

b H [ ':\.i
Wy

Finish &
Errors | |Merge »

4 &) Editindividual Documents... |
@3 Print Documents... |

D
Type a subject line for your message in the Subject line box,
and then click OK.

;:, Send E-mail Messages...

[ Merge to E-mail o)
Message options
Te: Z]
[ Subsectie: |
I«_ﬂd format: HTML B
Send records
oAl
Current record
From: To:
Lo || concel




STEP 4: PREVIEW AND SEND

Finally, save your document.

The data will remain connected to your document, so that you
can use it again.,

The next time you open the document, Word will ask whether
you want to keep that connection.

Click Yes to open the document, and then you're ready to run
another mail merge.

J



EMAIL MERGE WITH PUBLISHER AND A
NEW CONTACTS LIST

Step 1. Set up your publication

Step 2: Create your contacts list

Step 3: Preview and send
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STEP 1: SET UP YOUR PUBLICATION

Open Publisher.

Click Newsletters or click Flyers.

© Q00




STEP 1: SET UP YOUR PUBLICATION

Click the template that you want to use.

Click Download, or click Create.

h

Create

s 0 00




STEP 1: SET UP YOUR PUBLICATION

Click the Mailings tab. Click E-mail Merge.

Insert Page Design ‘ Mailings j Review View

Bl e o LB J {_J

Select Edit Insert Me Gr ng Picture In
Merge v Merge' Recipients v Recipient List Fie!d EI Line H
Start ‘ Write & Insert Fields

smarﬁianjg O 00




STEP 1: SET UP YOUR PUBLICATION

Add the text and graphics that you want to appear in the email
message.

CONTOSO UPDATES

SEFTEMBER 1 VOLUME 1, ISSUE 1
i
.

T &
2N New Savings for you.

| W be 2 great way to market SPECIAL FOINTS OF INTER-




STEP 2: CREATE YOUR CONTACTS LIST
Click Select Recipients. Click Type New List.

Use Existing List...
%| 85 Select from Outlook Contacts... ’

In the New Address List dialog box, enter your first contact.

Type recpient information in the table. To add more entries, dick New Entry.
Thle v FrtName  w|latName v |Company Nome v |Addesslne 1 |

[ Newenwy | [ fd.. | | o




STEP 2: CREATE YOUR CONTACTS LIST

TIP: You can move between the columns by clicking or by
pressing TAB

Click New Entry, and continue with the next contact.

Repeat for all your contacts, and then click OK.




STEP 3: PREVIEW AND SEND

Click Finish and Merge, and then click Send E-mail Messages.

b

Follow-up

N
L=
Finish

Merge v

1__“_;._] derget

|y Send E-mail Messages...

I

Type a subject line for your message in the Subject box, and

then click OK.

Merge to E-mail 2|5 :
Required Information
To: E-mad Address [~
| subject: |
Cick on items from the kst to Title -
ov:'sc:;;zc the subject ine of I
Last Name
Address
E-mal Preview
1 P M
To: someone Sexample, com
Subject:
[ opvons>> | [ send ) [ concel |




STEP 3: PREVIEW AND SEND

Finally, save your publication.

The data will remain connected to your publication, so that you
can use it again.,

The next time you open the publication, Publisher will ask
whether you want to keep that connection.

Click Yes to open the publication, and then you're ready to run
another mail merge.

You're done! Close this presentation, or click the Home button
to return to the beginning.

More help at office.com
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