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Mail Merge Helper @El

Lise this checklist to set up a mail merge. Begin by choosing the Create
button.

] Main document

L Create~ |
\ Form Letters...
R Mailing Labels. ..
2 Envelopes...

Catalog...

3
& Merge the data with the document

Microsoft Word

® | To create the mailing labels, you can use the active docurment window Document1 or
\'/ a new document window.

B activewindow ]| Mew Main Document |

Mail Merge Helper Elgl

The next step in setting up the mail merge is ko specify a data source.
Choose the Get Data button.

] Main document

Create =

Merge bype: Mailing Labels
Main document: Document1

3
Merge the data with the document

Close
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2 Data source
|
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GetData ™ |

Create Data Source, ..

Open Data Source. .,

Lise Address Boak. .. k
Header Optians, ..

. Use Address Book @E|

Choose address book:

o &' Cutlook Address Book
Personal Address Book
Schedule+ Contacts

Microsoft Word

P | Word needs to set up your main document. Choose the Set Up Main Docurnent
\t) button ta finish setting up your main document.

Label Options

Prinker information

" Dot matrix
@ Laser and ink jet Tray: [Manual Paper Feed ]
Label products: Avery standard ;I

Product nymber:

e e Label information
Christmas card labels 5360 - CLi
(' |2160 Mini - Address Type: Custom laser
2162 Mini - Address Height: 1.5
2163 Mini - Shipping
2164 - Shipping Width: 2.75"
2180 Mini - File Folder Page size:  Letter (8 Y5 x 11in)

2151 Mini - File Folder -]




—1 > Ingert Merge Field = Insert Postal Bar Code. ..

Create Labels E|E|

Choose the Insert Merge Field butkon ta insert merge fields inko the
zample label, You can edit and Format the merge fields and text in the
Sample Label box,

Sample label:

oK | Cancel |

Courtesy_Title

Lask_Manme
Generakion
Tithe

Postal_address
Office_Location
Street_Address
City
State_or_Province
Postal_Code

Business_Phone
Business_Phone_2
Business_Fax

Assistant_Phone

Home_Phone
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