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Word: Mail Merge & Mailing Labels 1

Single envelope: First, type the address on a blank document.
Click on the Mailings tab. Find Envelopes and Labels on the left side of the ribbon.

Mailings Review View

=1 E =3

Envelopes Labels Start Mail
terge - IR

Create

R R I I - I

Envelopes | Labels

The address you typed will appear in
the Delivery address box.

Delivery address: & -
Humpty Dumpty

123 NE Elm Grove
Topeka, KS 66600

Humpty Dumpty s
123 NE Elm Grove
Topeka, KS 66600

Type a return address, if you want, in
the Return address box.

[] Add electranic pastage
Return address: @~ ] omit

Topeka & Shawnee County Public | Preview Feed
Librafy

1515 SW 10th Ave

Topeka, K5 66604-1374

when prompted by the printer, insert an en

Click on the Options button to choose
envelope size and how the envelope
will be placed in your printer.

#7= in your printNgmanual fesder.

print__ | [ add to Document | [ cntions... ]

postage Properties...

Envelope Options Envelope Options E]E|

Set printing options to
suit your printer. Read
your printer manual or
look where the paper

s 1| Brinting Options = sosfp| | Prirting Obians

Envelope size:
Size 10 (4 1/8% 9 1jZin) ~

Printer: \\tscplprinp00iAdult Services Office Morth End
Feed method

Delivery address

From left: | Auko

From kop:  |Auko

LR AERS

Return address

From kop:
Previgw
= []

Aubo

Ay (€

Auko

Cancel

(%) Face up ) Face down
[ Clackwise ratation

Feed From:

Marual Fesd ~

‘ou have changed Word's default envelope handing method
faor this printer,
These changes could be incorrect. Choose Reset ko return to

Word defaults,

feeds into the printer.
You will see an enve-
lope like one on this
dialog box. This is a
one-time task. You
won’t need to do this
again unless you
change printers.

A regular business size envelope is Size 10.

A “check” sized envelope is Size 6%
Click on OK at the bottom of each screen to return to the Envelopes & Labels screen.

Click on Print. Or, if you want to see the envelope on the screen, click on Add to
Document to see the envelope with the address. The address is in a text box in the
center of the envelope. Click on the delivery address to see the edges of the text box.
Drag the text box, if needed, to adjust the position of the address on the envelope. Click
outside the text box to make the text box outline disappear.

Topeka & Shawnee County Public Library 1515 SW 10" Avenue
Call 785-580-4606 or Email class@tscpl.org to register for classes. Visit us at www.tscpl.org

Topeka, KS 66604-1374
11/18/10




Word: Mail Merge & Mailing Labels 2

Single Label or Full Sheet of the Same Label: Click on Mailings. Click on
Labels.

Envelopes and Labels

Label Options

Envelopes | Labels Printer information

Address: [ - [Juse return address O Continuous-feed printers

Topeka & Shawnee County Public Library ~ () Page prinkers Tray: | Manual Feed “
1515 SW 107 Ave

Topeka, KS 66604-1374 Label inforrmation
Label vendar: |Fwery LS Letter - |
X Praduct numbet: Label infarmation

Prink: Label Type: Easy Peel Mailing Labels - Fill Across
Height: 1"

(& Full page of the same label Avery US Letker, S160 5162 -dgh. X

() single label Easy Peel Mailing Labels - Fill Across 5163 ‘Width: 2.63

164 Page size: 3.5" ¥ 11"

E (Y — 5165 v
N V4
- U0 ’ﬁtails... ] ’ﬁew Label. .. [o]4
V4
E-postage Propetties... /

Click on the Options button to ghange the size of the label. On the Label Options dialog
box, change the Label products, if needed, to Avery US Letter or Avery Standard.
Scroll in the Product number to find the label number which is located on the package.
When finished, click OK.

l ’ Cancel

Before printing, insert labels in your printer's manu.

Print ][ Mew Docurment ] Options...

Most people use standard “three across” labels. The most common numbers for this
size label is 5160 or 8160 but there are many others. You don’t need to buy Avery
labels. Other manufacturers use the same Avery numbers.

Choose Full page of the same label to create return Print

address labels or price stickers for a garage sale. () Eull page of the same label
Single label is used for shipping labels or if you want to O sinde |ab|e|:| E
use up partially used sheets of labels.

Click on Print. To see the labels before printing, click on New Document. Then print.

How to get sheets of labels with a different address on each label

This is one way to do it. However, it is not the recommended way. For the same amount of typing, you
could have more than sheets of labels. See Mail Merge section on the next page.

First, make sure you have a blank Word document open. Then click on the Mailings
tab. Click on Labels. Choose Full page of the same label. Click on Options. Choose
the label size. Click OK. Click on New Document. Type the first label. Press the Tab
key twice to move to the next label. At the end of the first row, press the Tab key to go
to the beginning of the next row. At the end of the page, press the Tab key and a new
blank row of labels will appear on the next page. Save the document.

Topeka & Shawnee County Public Library 1515 SW 10" Avenue Topeka, KS 66604-1374
Call 785-580-4606 or Email class@tscpl.org to register for classes. Visit us at www.tscpl.org 11/18/10




Word: Mail Merge & Mailing Labels

Mail Merge requires that you have a list created previously. Create lists in Excel, a
Word table, or an Access database. All work equally well. From a list, create more than
labels. Create form letters, envelopes, mailing labels or a directory.

(o Document3 [Compatibility Mode] - Microsoft Word -

e
HY)
—/ Home Insert Page Layout References Mailings Review View

= 5 =R -‘:-/\ j j j ZP Rules ~ o H 4|1 FoH 2
J J __._;J —céb @J uf,ﬁl\ﬂatch Fields . 1 Find Recipient g
Start Mail P

Envelopes Labels Select Edit Highlight Address Greeting Insert Merge Preview ) ) Finish &
Merge ~ Recipients = Recipient List lerge Fields Block Line Field ~ Jpdate Labe Results | S Auto Check for Errors || perge ~
Create 2| Letters Write & Insert Fields Preview Results Finish

H U E 7= E-Mail Messages

1-|JEn!elupes... 2 b s B e e s d e e B b

Ll Labels...

= Directory ‘

ﬁ? Mormal Word Document

= __,._I Step by Step Mail Merge Wizard...

Click on Mailings.
Click on Start Mail Merge.
Click on Step by Step Mail Merge Wizard

Step 1
T E | 1 | 2 3 | 4 | 5 -E:- oy & %MailMerge v X
— =/ Select document type
- Wh?qF type of document are you
z . . . working ony
. The Mail Merge Wizard will take you step > © Letters
. H () E-mail messages
by step through the Mail Merge process. S
= O Labels
. First, choose what you want to do. O precors
~ Letters
a Send letters to al_grouhp DIF people.
Let's start with Labels. e

Click Mest: to continue,

Under Select document type, click in the
: radio button by Labels.

. Click Next: Starting Document

; Step 1 of 6
. + S Mext: Starting document
@
? ¥
Topeka & Shawnee County Public Library 1515 SW 10" Avenue Topeka, KS 66604-1374

T
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Word: Mail Merge & Mailing Labels

Label Options

Printer information

() Continuous-feed printers

(*) Page printers Tray: | Manual Feed

Label infarmation

- Label vendors: | Avery LS Letter v

Product number:
- 5147 -~
- 5159 |
5161 B
5162
5163

Label

Type

Page

[ Details... ] [uewLabeI... ]

Height: 1"
“width:

information

B Easy Peel Mailing Labels - Fill Across

2.63"
size: 8.5"% 11"

- Click on Label options to choose the label size. Make sure

.| Under Step 2 of 6, click
: Next: Select recipients

that Label vendor is Avery US Letter. Cli

ck OK.

3| Mail Merge

Select starting document

How da yaou want ko set up yaur
mailing labels?

(3) Change daocument layaut

() Start From existing document

Change document layout

Click Label options to choose a
label size.

A Label options. ..

Step 2 of 6

+ & Mext: Select recipients

@ 4@ Previous: Select document type

Step 3
IEI QEI 1 | 2 -.Itv_\&&B | 4 | oo E# 6 [ | G Ef_ngailMerge v X
. Select recipients
(%) Use an existing list
e . R . e () Select from Outlook contacts
I We will use an existing list. T = el
5 Use an existing list
- Click on Browse... to find your list. ) 7| oo pemes and addresses from a
N 0 " | Browse...
H
; You can create a list in an Excel spreadsheet or a [Setec recpient s ie
N Word table or an Access database. If you have an |
: . Excel file, you will see something like this...
Select Table
. . e e s || ﬂ
H [ sheste$ 6/20{2008 8:55:02 AM  6j20{2008 8:55:02 AM  TABLE
: [ sheet3$ £/20/2008 8:55:02 AM  6/20/2008 8:55:02 &AM TABLE
% i < | & n
. Firsk row of data contains column headers oK Cancel CEpEaiE
: Click on the sheet you want. Click OK. B e Arrange your labols
..-n . @ <@ Previous: Starting document
- . T ] " ¥

Topeka & Shawnee County Public Library

1515 SW 10" Avenue

Topeka, KS 66604-1374
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Word: Mail Merge & Mailing Labels

Step 3 continued

Mail Merge Recipients

[Data Source

Excellists, xls
Excellists, xls
Excellists,xls
Excellists, xls
Excellists, xls
Excellists, xls
Excellists,xls
Excellists, xls
Excellists, xls
Excellists, xls

Furall icke wle

£

This is the list of recipients that will be used in your merge, Use the opkions below to add to or change wour lisk, Use the
checkboxes ko add or remove recipients from the merae, When your lisk is ready, click Ok,
Lastname w | Firgtname w | City L
[v  anderson Terry Topeka [ AAEAT1 kanders:
[+  Black Jean Topeka kS GAA0Z jblacki:
[+ Black Andy Topeka kS GEE0Z ablacka
[+  Erown Tavlor W akarusa K5 BA54E EbrowniE
[+  Carson Clem W akarusa K5 BES4E cclubimy
[+ Gonzales Fay Berryton kS AR409 rgonzale
[+  Jones Chris Eettyton kS e6409 CjonesiT
[+ Lee Kimn Lawrence kS oe044 Keei@uy
[+  Smith Tod Topeka [ ARA0G Esrnithi@
[+ Spade Sam Topeka kS AERA07T sspade
ld Taulne D=k Trral = [T EEANE Ak aulewE
>

Data Source

Click on a down arrow by a field name like Lastname. Click on Sort

Excellists, xls

Ascending to put the names in alphabetical order.
If any empty rows appear at the top, uncheck.

Click OK

(D) Documents [Compatibility Mode] - Microsoft Word Table Tools - = x
)
' Home  inset  Pagelayout  References | Maiings | Review  View | Design  layout @
= — N — — - = 7 Rules ~ ) 2 B
= E I 8 g4 ERERTEL TSNS
= 2 Maten Fields 2] Find Recipient =
Envelopes Labels | StartMail  Select Edit Highlight  Address Greeting Insert Merge Preview | Finish &
Merge - Recipients ~ Recipient List | Meroe Fields Blodk  Line Field~ £ UpdateLabels || pesylts | S Auto Chedkfor Emors || perge ~
Create Start Mail Merge ‘Write & Insert Fields Preview Results Finish
d9-0 >
.g IR BERAEN™ T R - S EE 67 X 73 Mail Merge v x
Select recipients
() Use an existing list
(O select from Outlook contacts
«NextRecord: «NextRecordy
O Type anew list
Use an existing list
«Next Records «NextRecords «NextRecordy [Mai] in "ExcelLists.xls"
] Select a different list...
= Edb recipient lst...
Next Record: NextRecord: NextRecord:
«NextRecords «NextRecord: «NextRecordy
Under Step 3 of 6, click
NextRecard> “NextRecard Rm— Next: Arrange your label
Step 3 of 6
s @ Mesk Arrange your labels
9| @ Previous: Starting document
- Next Rerard; NextRerard: NextRecard 3
Page:1ofl | Words:58 | <% | B3 [EER = =jann-) Previous wizard step

Topeka & Shawnee County Public Library

1515 SW 10" Avenue

Topeka, KS 66604-1374
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Word: Mail Merge & Mailing Labels

Insert Merge Field

Insert:
() address Fields

aNextRecory Fields;

Lastname
Street
City
Skate

«NextRecords

«NextRecor{ |ZP
Fhonge

Email
Birthday
Starkdate
‘fears

«Next Records»

«NextRecor

(%) Database Fields

[Match Fields... ] [ Insert:

] [ Cancel

Click on More items to see a list of the field names in your
list. Click on each field to be included on your label and click
the Insert button after each selection. When finished, click
Cancel. Then use the space bar and Enter to locate each :
field in the proper position.

Jy

L5}

3| Mail Merge v X

Arrange your labels

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

Ta add redipient information ta

wour label, click a lacation in the
first label, and then click one of
the itemns below,

=] Address block...

= Greeting line...
+ .

H More items. ..

‘When vou have finished
arranging your label, click Mext.
Then you can preview each
recipient's label and make any
individual changes.

Replicate labels

Y¥ou can copy the layout of the
first label ko the other labels on
the page by clicking the button
below,

Update all labels

Step 4 of 6
= Mext: Preview your labels

<4 Previous: Select recipients

- R A R - 7| Mail Merge v X

«Firstname» «Lastname»
wStreets|
«City=», «State» «Zip»

«NextRecords

«NextRecords

«NextRecord»

«NextRecords

«NextRecords

«NextRecord»

«NextRecords

«NextRecords

Click on Update all labels.

Under step 4 of 6, click
Next: Preview your labels

EHS
=]
¥

Topeka & Shawnee County Public Library

1515 SW 10" Avenue

Arrange your labels

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

Ta add redpient information ta

wour label, click a location in the
First label, and then click one af
the items below,

=] Address black...

= Greeting line...

j Electronic postage. ..
}E More items. ..

‘When you have finished
arranging your label, click Mext,
Then vou can preview each
recipient's label and make any
individual changes.

Replicate labels

Yiou can copy the layout of the
first label to the ather labels on
the page by clicking the buttan
below,

Update all labels

Step 4 of 6
% Mext: Preview your labels

4@ Previous: Select recipients

Topeka, KS 66604-1374

Call 785-580-4606 or Email class@tscpl.org to register for classes. Visit us at www.tscpl.org
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Word: Mail Merge & Mailing Labels

Step 5

[ S S COUEE 3 g -ﬁg---s |
]
Terry Anderson Jean Black AndyBlack
321 Pine 345 0ak 345 0ak

Topeks, K5 66611

Topeka, K5 66602

Topeka, K5 66602

Taylor Brown
123 Elm
Wakarusa, KS 66546

ClemCarson
101 Hazel
Wakarusa, K5 66546

Ray Gonzales
407 Peach
Berryton, K5 66409

Chrislones
456 Maple
Berryton, KS 66409

Kim Lee
207 Plum
Lawrence, KS 66044

Tod Smith
567 Cedar
Topeka, K5 66604

Sam Spade
890 Walnut
Topeks, KS 66607

Pat Taylor
=4 Daar

Lou Wilson
OCrnr

Step 6

You will see only one page of labels.

Click Next: Complete the merge

Mail Merge -

Preview your labels

Some of the merged labels are
previewed here, To preview
anather label, click one af the
Following:

Recipient: 2

Find a recipient. ..

Make changes

‘fou can also change your
recipient lisk:

T Edit recipient list...

‘when you have finished
previewing your labels, click Mext,
Then you can print the merged
labels or edit individual labels ko
add personal comments.,

Step 5of 6

% Mext: Complete the merge

(33

@ Previous: Arrange yvour labels

O S L S S R 1 2 . S &gs |
K
Terry Anderson Jean Black Andy Black
321 Pine 345 0ak 345 0ak

Topeks, KS 66611

Topeka, KS 66602

Topeka, KS 66602

Taylor Brown
123 Elm
Wakarusa, KS 66546

ClemCarson
101 Hazel
Wakarusa, K5 66546

Ray Gonzales
407 Peach
Berryton, KS 66409

Chrislones
456 Maple
Berryton, KS 66409

Kim Lee
207 Plum
Lawrence, KS 66044

Tod Smith
567 Cedar
Topeka, K5 66604

Sam Spade
890 Walnut
Topeka, KS 66607

Pat Taylor

Lou Wilson

You will see only one page of labels.

Click Edit individual labels to see all the

labels.

Merge to Printer

Print records

" Current record

" From: | T |

Ok | Caneel

Mail Merge v x

Complete the merge

Mail Merge is ready ta produce
wour mailing labels,

Ta personalize your labels, click
"Edit Individual Labels," This will
OpEn a new documnent with your
merged labels. To make changes
to all the labels, switch back ta
the ariginal document,

Merge

L Print...

;_1 Edit individual labels. ..

+ | Stepb6of 6

el 4@ Previous: Preview your labels
x

Click OK.

You will see the labels in a new document.

Print the labels.

Topeka & Shawnee County Public Library

1515 SW 10" Avenue

Topeka, KS 66604-1374
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Step 1: Envelopes

Click on Mailings.

Click on Start Mail Merge.

Click on Step by Step Mail Merge Wizard

-g"-|---1---|---2---|---3---|---4---|--‘5‘--|---6---

g (47| Mail Merge

The Mail Merge Wizard will take you step by step through
the Mail Merge process.

Click on Envelopes.

- | Click Next: Starting Document

Select document type

‘what bype of document are you
working on?

@ Letters

() E-mail messages
) Envelopes

O Labels

O Direckary

Letters

Send letters to a group af people,
‘You can personalize the letker
that each person receives.

Click Mesk bo continue,

B
- Step 1 of B
-+
- P = Mext: Starting dacument
@
- B *
Step 2
I .g\\
—/ Home Insert Page Layout References Mailings Review View '@)
— E =1 %. =P Rules fuch W L |
ﬂ ;;J - JJT \atch Fields ] Find
Envelopes Labels Start Mail Select Edit s Greeting Insert Merge Preview ) Finish &
Merge ~ Recipients = Recipient List oc Line Field ] Update Labels || pesults | < Auto Check for Errors || merge
Create Start Mail Merge ‘Write & Insert Fields Preview Results Finish
Hd9 OEG& - Envelope Options E”z‘
§|1|2 ; |Er|nt\ng0pt\nns Al Eal| Mail Merge Rl
; Envelope size: . Select starting document
Click on Enve|0pe [size 10 “1jEx91/2in) :g\:\;i%:so?uwanttosetupyour
= . . Delivery address
O p tl 0 n S I n the From left: () Change document layout
leard . From bop: =[O start from existing docurment:
. Return address Change document layout
- From lsft: Click Envelope options ko choose
n . L2 = an envelope size.
- See the d Ialog bOX, Fromtop: | Auta s =1 Envelope options. .,
N H Preview
1 choose letter size.
= []
| Click OK —
e
:
e
. Step 2 of 6
+
a & Mext: Select recipients
- ¥ 4 Previous: Select document bype
[ i

Topeka & Shawnee County Public Library 1515 SW 10" Avenue
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Step 3
Click on Browse to find your list. Sort the list if needed.
When finished, click on Next: Arrange your envelope.

Step 4
H9-o = -

2---.---1---.--- .1.5 Yy

Insert Merge Field E]E|

Topeka & Shawnee County Public Library i
1515 SW 10th Ave Insert:
: Topeka, KS 66604-1374 () address Fields (%) Database Figlds

Fields:

Lastname
Street

: Ciby
= State

Zip
Phone
Email
Birthdany

- Startdate
. fears

[Match Fields... ] [ Insert ] [ Cancel ]

1| Mail Merge -

-
1 Arrange your envelope

If wou have not already done so,
lay out your envelape now.

Ta add recipient information ta
waur envelope, dick a lacation in
the document, and then click one
of the items below,

=] Address black...

=] Greeting line. ..

j Electronic postage. ..
jdj Mare items. ..

When you have finished
arranging your envelope, click

Mext. Then you can preview each
recipient's envelope and make
any individual changes.

First click in the center of the envelope to locate the text box.
Make sure the cursor is blinking in the text box.

Click on More items to see a list of the field names in your list.
Click on each field to be included on your label and click the

Then use the space bar and Enter to locate each field in the
proper position.
Under Step 4 of 6, click Next: Preview your envelopes

Insert button after each selection. When finished, click Cancel.

Step 4 of 6
& Mext: Preview your envelopes

@ Previous: Select recipients

H o W

Step 5: You will see only one envelope. Click Next: Complete the merge
Step 6: You'll still see just one envelope. Click Edit individual envelopes to see all of

them. Put envelopes in the printer and print.

Topeka & Shawnee County Public Library 1515 SW 10" Avenue
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