Mailmerge – Labels – Envelopes – Letters

Step 1 - Create/locate your data file/ database

Step 2 - Create your mail merge master file

Step 3 - Create your working file and print 

Step 1

Create/locate your data file


May be a table in Word document – not the best database – but if used don’t have any extraneous text/characters/formatting outside of the data fields.


May be an Excel spreadsheet – recommended  - but don’t have extraneous data on the worksheet other than the data fields.  It might be useful to rename the worksheet.

But with either format ensure:

the first line (heading) of the MS Word table or Excel worksheet contains field names meaningful to you and that the file name is also appropriately named.

Mail merge can also be carried out with data from Outlook contacts but using this or any other email program’s address book as your database is advisable only if the records are well maintained and complete.  Mailmerge interfaces well with contacts in Outlook but doesn’t work so seamlessly with other program’s address book/contacts.  Outlook Express is not compatible with Windows 7

May also be a copy of your Address Book

If running Outlook Express – open Address Book 

From the menu select File – Export – Other Address Book then selecting Text File (Comma Separated Values) click Export.  Navigate to the My Data Sources and then enter a meaningful name for your exported file e.g. Outlook Express Address Book Nov2011.  Similar procedure with other mail applications. Go to your contacts and Export as CSV format.

May also be an MS Access table or query but this is more complicated as well as being problematic. (If you encounter problems try modifying the settings in Word: tick Confirm file format conversion on open in the Options – Advanced menu.) 

Make a note of where the data file is stored on your computer as you’ll need this later.  I recommend storing it in the ‘My Data Sources’ folder which is a subfolder of ‘My Documents’ .

Remember GIGO

Step 2

Create your mail merge master file

This is predetermined either as Envelopes, Labels, Letter or a normal word document. (There is also functionality for a word merge directory and email messages but it’s unlikely you’ll ever use these.)

Mailmerge Labels using Word 2002/3 (Mailmerge labels in Word 2007/10 follows)

Start a new blank word document in the normal way.

If creating labels and envelopes it will help to have table gridlines displayed and to have formatting characters visible.

Go to Tools menu – Letters and Mailing and click – Mail Merge… this will bring up the mail merge helper (wizard).

Go back to Tools menu – Letters and Mailing and click/tick ‘Show Mail Merge toolbar’ This Toolbar is generally arranged from left to right in the same sequence as the steps in the wizard. 

If you have more than one printer attached to your computer it is desirable to selct the correct one at this stage.  

Also advisable to set the view in the word document to ‘Print layout’ (menu bar View – Print Layout)  - and maybe even choose your font style and size.

Creating Labels from data file (address list)

	From the toolbar
	From the helper (wizard)

	Icon 1 – Main document setup
	Select Document type

	Select ‘Labels’ - click okay button
	Select ‘Labels’  - click Next to continue

	
	Click on Label Options

	Dialogue Box Label Options: Select your chosen label type .

There are numerous to choose from but the most common are the Avery A4/A5 and Avery Standard. Perhaps check that the correct printer tray is also selected. 

Click OK

	You will then have your empty labels page layout displayed

It is advisable to have the formatting symbols visible – if not click on the ‘Show/Hide’ icon in your main toolbar. [image: image1.png]




	

	Next step is to connect the open document (labels sheet) to your data (spreadsheet)

	Click Icon 2 – Main Document set up

(open data source) - 
	Step 3 of 6

Select ‘Use an existing list’ and then click on Browse. 

	With any luck the dialogue box will open at My Data Sources. You may need to change the drop down ‘Files of Type’ to All Files so that your Excel file is visible (XLS). If you’ve put your data file (db) somewhere else you’ll need to navigate to it.


	If you have Selected /Double clicked your data file it is possible that a Confirm Data Source dialogue Box may open. Select MS Excel Worksheets via DDE(*.xls) and click okay. Similarly the same thing may happen if using an MS Access table/query as your source db (Select MS Access via DDE)


	Another dialogue box may open asking for the named or cell range. Provided the instructions have been followed the ‘Entire Worksheet’ should be highlighted  and simply click okay

	And yet another dialogue box (Mail Merge Recipients) opens allowing you to indicate which records you want in your mail merge. Don’t make any selection at this stage – all records should be ticked and simply <click> OK to close the box

	
	Next -arrange your labels – move to 4 of 6

	You should now have visible the outline of your chosen labels with inputting marks in each label. Ensure the first label has the focus (blinking input mark). If not blinking put your cursor to the point and click. This ensures the focus is in the correct place for adding the addressee details.


There are two ways to enter an address onto your labels:

Inserting Address details - Method 1 Using Address Block

	Toolbar
	Wizard

	Click on Icon 4 – Insert address block
	Click Address Block

	And yet another dialogue box ‘Insert Address Block’ Appears. Hopefully the layout of the example name and address presented to you will look okay.  Change the format of the name if necessary.

	However you almost certainly will need to match the fields to your data file. Click on the Match fields button bottom left.

In the Match Fields dialogue box some of the fields will probably already have been matched but some may need to be matched manually.

In the drop down boxes on the RH side select the field names from your data file to correspond with Required Information. 

e.g.
against First Name select Forename.


against City select Town and so on 

	Once all your fields have been matched with the form’s click okay to close and then click OK on the Insert Address Block

	Click on the <<ABC>> icon to preview the finished article
	Click Next: Preview Your envelopes

	Save your work with a meaningful File name – probably in the same place you store your other Word docs.keep it with - Save As ‘Master File Addressed Labels L7163’


Inserting Address details - Method 2 – Manually entering Merge Fields

	Toolbar
	Wizard

	Click on Icon 6 – ‘Insert merge Fields’
	Arrange your labels Step 4 of 6

Click ‘More items’

	And yet another dialogue box ‘Insert Merge Fields’ appears.  Make sure Database Fields is selected

	Provided you can still see the flashing input mark in the first label the information will be added to the correct location.  If the input mark is not visible close the dialogue box and click again on the first label input mark.

	The other labels will each have in them the words <<Next Record>> - Don’t worry about these words they will disappear in the finished article [If they don’t disappear in the printed version go to Tools – Options – Print tab and untick Hidden text and/or Field Codes]


	Select each field in sequence that you want to appear on your label. (Don’t worry about the actual positioning of the fields for the moment.)

e.g.

Select Title – click Insert button

Select Forename - click Insert button

Select Surname – click Insert button

Select Address Line 1 – click Insert button

And so on, until all the required fields have been added to the top left label position.

And then close the dialogue box. 

	You now have all the fields in the label space but not in their correct position. *

	Click on the <<ABC>> icon to preview how the label might look at the moment – this will give you an idea how to adjust it.
	Click Next: Preview Your Labels

	Click on the <<ABC>> icon again to return to the Merge Field names view.
	Click Previous – Arrange your labels

	Place a space between each of <<Title>><<Forename>><<Surname>>and a carriage return after<<Surname>>

Place Carriage Returns after each of the Address lines.

It’s best not to use commas at the end of address lines as not all lines will be filled.

[*You could instead have inserted each field one at a time, clicked insert – clicked okay – repositioned the cursor to the correct position for the next field and repeated the process for the next field - but that is quite time consuming]

	You may if you wish add some ordinary text or a picture to each label much as you would with any Word document – beware some printed addressees may consist of four lines of text and others six lines.

	Click on the <<ABC>> icon again to make sure the name and address are how you would like them to appear – if changes are needed go back and rectify them.

	Once you are satisfied with the layout propagate the label to all the others on the page.

	

	Click Icon 12? – Propagate labels
	Step 4 of 6 – Replicate Labels

Click Update All Labels button

	It’s worthwhile checking the page of labels again at this stage to make sure that all the visible lines of addressees are actually visible on the label

	Save your work with a meaningful File name – probably in the same place you store your other Word docs. - Save As ‘Master File Addressed Labels L7163’



	You can make layout changes to your labels at this stage but it is not advisable to make changes to the actual addressee details themselves as this can sometimes affect the layout of every other label.

	You have now created the Mailmerge Master File. You can see your results as you scroll through the records.  You should be able to close the file and reopen it and it will automatically link to your data file – you may be asked to confirm connections.

	This master file may also be used to print the labels, but that is inadvisable as although you can only see one page MS Word may try and print the whole batch – one for each record in your data file.  


	<Click> Icon 3 – Mail merge Recipients Propagate labels
	Step 5 of 6 – Preview your labels

<click> Edit Recipients

	This dialogue box allows you to select / unselect individual records that are to be printed – As you would expect if no selection is made all records will be included in your batch of labels - <click>. Okay

	Any selection made in this Recipients dialogue box will be retained with the Master file provided it is Saved again with a selection in place.  Similarly if you don’t save these changes all records will be available next time the file is opened.  Take care – chances are that you might forget you already had a selection in place and next time you open the file you’ll be confused as you won’t see all the records. However you should see any new names and addresses that you have added to your database. 


Step 3

Complete the merge file  - Word 2003

You may at this stage send the file directly to the printer or to a new document. I prefer to print to a new document as that way you have a visual indication of what should get printed.

	Toolbar
	Wizard

	Click Icon 13? – Merge to New Document
	Step 6 of 6 Complete the merge– <click>Edit individual labels


	Which will bring up a further dialogue box offering the option to 

1. Print all the records (that’ll be all the records that appear in any selection you made in the previous stage)

2. Current record – this will in fact be the be the whole page of labels which had the focus at the time you <click>ed

3. Print from  a range specified by you.  The From – To numbers relate to the individual record numbers as they appear in the toolbar [image: image2.png]"



 ‘ 

	You may find it easier simply to Print all the records   and make your selection from within the file you are about to create

	<Click> Icon 13? – Merge to New Document
	<click> Edit individual labels

	This new file is completely separate and is not linked to the Master file.  It may be modified in any way if required without affecting the Mail Merge Master File  - you can treat this file like any other word document and edit it - save it - print it -  edit it -but remember this file is a snapshot on the date created.

	Just as word gives a new document a temporary name of Document 1 it will give your labels a temporary name of Labels 1  - If you wish to save the file for further use I suggest it be renamed with something meaningful but differentiate this file of printed labels from the Master files that is connected to your database


Mailmerge Labels using Word 2007

It may help if you first have formatting marks and table gridlines visible

Avoid having other word documents open as this can sometimes confuse the application

If you have more than one printer connected to your PC make sure the correct printer is first selected

	

	At a new blank document go to Mailings Tab 

	<Click> ‘Start Mail Merge’ button in the ribbon

	You can either create your labels from the Buttons in the ribbon or use the mail merge wizard

	Select Step by Step Mail Merge Wizard

	Wizard Opens.

Step 1 of 6

Select document type - Labels

<Click> Next: Starting Document

	Step 2 of 6

Click ‘Label Options’

	Which opens the Label Options Dialogue box 

Select the correct print tray (don’t worry if you are unsure this can be chosen later)

Select your Label vendor.  Typically these will be an Avery A4/A5 or their equivalents.

Once the vendor is chosen select the reference of the label to be used  – the reference is usually shown at the head and foot of the actual labels 

Click OK

	Optional -Table Tools are now available.

Click Layout tab – click View Gridlines

	Optional - If formatting marks aren’t visible – click show/ hide

	Click: Next – Select Recipients

	Step 3 of 6

Select recipients

	This is where you select which database to use for your labels

	Either: Use an existing list or

Select from Outlook Contacts

	Select Use an existing list

And then click Browse

	Default opens up in My Data Sources folder. (if you had chosen Select from Outlook contacts it should automatically open up at the correct location for your Outlook contacts)

	If your db is located elsewhere navigate to it and then Select your chosen database (double click)

	New dialogue opens – if Excel you are invited to select which worksheet.  If you’ve named the worksheet it will be identified – otherwise Sheet 1 should be highlighted – Click OK

	A further dialogue box opens inviting you to play around with the records. I recommend you don’t but simply click OK

	Next – Arrange your labels Step 4 of 6

	And yet another dialogue Box ‘Insert Address Block’ Appears. Change the format of the name if necessary but don’t worry too much about the address.

	However you almost certainly will need to match the fields to your data file. Click on the Match Fields button bottom left.

In the Match Fields dialogue box some of the fields may already have been matched but some may need to be matched manually.

In the drop down boxes on the RH side select the field names from your data file to correspond with Required Information. 

e.g.  against First Name select Forename.

	Once all your fields have been matched with the form’s click okay to close and then click OK on the Insert Address Block

	Click on the Preview Results button in the ribbon and modify the position of text in your label if required.

	Once satisfied <click> Update All Labels

	Click> Next: Preview your labels

You may find that some addresses don’t have all the details in which case 

<Click> Previous: Arrange Your Labels Reposition the text In Label 1 (top left) to allow for different address lengths.

	And then populate the other labels with the same layout by Clicking Update all Labels again

	Click> Next: Preview your labels to make sure your changes had the desired effect



	Save your work with a meaningful name.  File - Save As ‘Labels L7163 Addresses Master file’.  Ideally this file will remain the Mail Merge Master file and shouldn’t need to be touched except for any required design changes.  The file should remember the location, and remain linked to your db.


Step 3

Complete the merge file

	Step 6 of 6  Complete the merge – This will create your labels.  You can either send the file direct to the printer or you can create a new word document that may be further modified

<click> Edit individual labels

Which will bring up a Merge to New Document Dialogue Box

	This file is a completely separate and unlinked file and may be modified if required without affecting the Mail Merge Master File  - you can treat this file like any other word document and edit it - save it - print it -  edit it -but remember this file is a snapshot on the date created.


General Notes: You can amend records in your db and this will be picked up by the Mail Merge master file when it is opened provided you haven’t moved it from its original location.
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