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Introduction to Mail Merge

Mail Merge is the process you use when you want to create a custom mailing. The most common mail
merge documents are letters, labels, envelopes and e-mails. The Mail Merge feature allows you to create
documents for a few people or a large group all at the same time. In Word 2003 this process is
accomplished through the use of a Mail Merge Wizard that is displayed in a side task pane.

Mail Merge consists of two parts, a main document and a data source. The data source can be contained
within Word or can come from alternative data sources like an Access Database Table, an Excel
Worksheet or an Outlook Contacts List. The main document contains the text you want to remain
constant. It can contain any formatting available in Word. The data source contains the data you want to
change for each document.

The steps to complete a mail merge are as follows:

= Select a document type.

= Select the starting document format (such as a label or envelope template).

=  Format the starting document (if you are not using a template)

= Select the recipients through selecting a data source.

= Write your letter or e-mail if you have chosen a letter or e-mail as your source document.
=  Preview

=  Perform a Mail Merge

= Print or send your documents

Mail Merge Wizard

To open the Wizard, go to Tools—> Letters and Mailings—>Mail Merge. This will open the Task Pane on
your desktop. The default is for the task pane to open to the right of your document. If you would rather
have the Task Pane positioned elsewhere on your desktop, click on the four vertical dots to the left of the
words “Mail Merge” and drag the task pane to a new location. If you want it to be on the left side of your
desktop, drag it to the left until it docks itself to the left of the Word work pane. Word will remember the
position of the task pane and open it the next time in the last position you had placed it. You can also
float the Task Pane on top of a document, but that generally is not a good idea because it blocks your
view. You can change the size of the Task Pane by placing the cursor over the left ruler on the Word
pane until it turns into a two way cursor, then drag the pane in the direction you want to increase or
decrease.

With the Task Pane open on the left side, your workspace should look something like this:
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On the top of the task pane, there are some additional navigation tools.

Mail Merge X

@ 2 G

The arrow buttons take you backwards and forwards between the task panes that have been active. The
Home button will take you back to the Getting Started task pane. The down arrow gives you a list of the
task panes such as Getting Started, Search Results. This ability can be quite handy when you need to
leave the Mail Merge task pane (such as looking something up in the Help file) and then returning to the
Merge task pane. The “X” button closes the pane.

Mail Merge Toolbar

The Mail Merge Toolbar has icons for all the tasks the Wizard perform and it also provides tools that are
not contained in the Wizard.

s H Z = | InsertWord Fisld ~ | 2 —,_'_‘I E|
H 41 » BRI DS

The Mail Merge toolbar can be accessed by:

=  View->Toolbars—>Mail Merge or

= Tools—>Letter and Mailings—>Show Mail Merge Toolbar or

= Right Click in any blank space in the top pane and checking “Mail Merge”.

Please note that many of the tool bar icons only become available as you reach a point in your Mail
Merge process where they are applicable.

The Mail Merge toolbar will be covered in the Advanced Mail Merge section of this manual.
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Mail Merge Terms

Term Definition

Address Block The area of the main document that contains the name, address, title, etc.

Data Source Common Data Sources are Access tables, Excel spreadsheets, Word tables, or
e-mail lists. Data Sources provide the recipient information used in a mail
merge.

Filter Records Allows specific records to merge from the data source to the merged document.

Sort Records Sorting allows for detailed filters up to three levels.

Main Document Main documents contain the information that will appear in the completed mail
merge.

Mail Merge Wizard | A built-in assistant to help create mail merge documents, organize data and
print merges.

Merge Field Placeholders used in the main document to let Word know where to insert data
source information.

Task Pane A side pane in Word that allows options for performing specific tasks.

Create a Label Mail Merge

Open a new blank document. Open the Mail Merge Task Pane. Since Mail Merge is very intensive as to
formatting, it will be helpful to Click on the Show/Hide { icon to turn on Show Formatting.

What you do What you see
1. Select Document Type Mail Merge e
The document types available in Mail Merge are: @2 fah
e Letters: Letters are something you may send to a large Select document type
list of people. You can set up the letter so it is What type of document are you working
. - . oy
personalized to each recipient.
i Letters
e E-mail Messages: E-mail messages work like letters  E-mail messages
except that they are formatted in an e-mail style. ) Envelopes
. . i# |Labels
e Envelopes: You will print Envelopes to use to send © Directory
letters to the recipients
. Labels
o Labels: Labels will allow you to select from numerous Print address labels for a group maiing.
pre-formatted label templates. Click Next ko continue.

e Directory: Directory allows you to use Mail Merge to
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What you do

What you see

create a catalog document containing your list

For this tutorial, we will start with Labels. To start, select
Labels and then Click on the Next: Starting document link
at the bottom of the Merge task pane.

2. Select Starting Document

e Use the current document: Allows you to use the
current document in the editing window as your letter. It
is not an available option for labels. This is not an
available option for Labels.

e Change document layout: Allows you to choose a
standardized label layout to use for your labels.

Start from existing document: Allows you to select an
existing document to work with. If you select this option,
Word displays a list of merge documents that you have
worked with recently or you can highlight More Files and
then choose Open to search for a file. Click the Select
Recipients link.

Mail Merge *

@ o G

Select starting document

How do wou wank ko set up your mailing
labels?

2 IUse the current document
® Change document layout
7 Start from existing docurment

Change document layout

Click Label options to choose a label size.
:j Label options. ..

3. Change document Layout.
Click on the Label Options link.

Label Options x|

Printer information
€ Dok matriz

% L aser and ink jet Tray: |Stack Bypass -

Labed infarmation

Label products: |Avery standard j

Product number:
3614 - Card :I
5066 - File Folder = Type: Address
5095 - Mame Badge Height 1
5096 - Diskstte ) .
5097 - Diskette Wit 2,63
5159 - Address Page size: Letter (B 2 x 11in)

abel information

Details... I e Label,., | DElete. | o9 I Cancel I

4. Choose 5160 — Address for three across labels and Click
the OK button. Note: This is the most standard label
format. It prints 3 across and 10 down.
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What you do What you see
5. Select Recipients Mail Merge v %
@ 2

The Wizard asks you how you want to get your data. Your
choices will be:

e Use an existing list

Use names and addresses from a Word document, Excel
spreadsheet or Access database. This is the option you
will most likely use.

e Select from Outlook contacts

Select names and addresses from an Outlook contacts
folder

e Type anew list
Type the names and addresses of recipients

For the purposes of this tutorial, choose Use an Existing
List.

Select recipients

® Use an existing list
0 Seleck From Cuklook contacts

T Type a new list

Use an existing list

Use names and addresses from a file or a
database.

i Browse,,.

% Edit recipient lisk, ..

6. Clickonthe & 5= Browse link. Thiswill bringup | .
the standard Microsoft Browse utility. =
e
.
<
7. Find your data source and highlight it. In this case we are :
using an Access database calling Mailing.mdb.
8.  When you click on the database, you will be presented with | [z I e

a list of all the queries and tables that can be used by Word
for a data source. If you have created a query that doesn’t
show up on the list, look at the query in Access to see if
something is wrong with the query. | chose a query | had
created called “gryMailingLabels”. This query contains all
the information I will need to create a label.

632005 12:37:24 PM
612005 9:23:18 Ak
6/1/2005 10:23:33 AM

6/1/2005 9:18:49 AM
6/1/2005 9:18:18 AM
6/1/2005 9:53:25 AM
6/1/200 8:58:15 AM
6/1/2005 9:04:52 AM
6/1/2005 9:38:22 AM
5/5/2005 10:16:24 &b
6/1]2005 8:49:44 AM
6/1/2005 8:57:38 AM
5/2/2005 6:10:29 AM

es
q Sorted

D opyListinteres:

l qryListSumOFRecipients

6/1/2005 8:58: 15 AM
611/2005 9:04:52 AM
6i2/2005 8:54:06 AM
6i/2005 10:16:24 AM
613/2005 1:19:44 PM
6/3/2005 1:26:25 PM
6312005 1:26:25 PM

E
E
e
E
E
[

o yMailingl gbels
Interests
InterestkREF
Maillist

4

VIEW
VIEW
VIEW
VIEW
VIEW
VIEW
VIEW
TABL
TABL
TABL

| o

i
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What you do What you see

9.  When you choose your data source, you will be presented S - - .
with a screen displaying a list of records from your source. s s S s s
The fields will be in an order Word picks, not in the order
you placed them in your query or table. You can move a
field by clicking on its title and dragging it where you want
it. 1 dragged Org over next to FirstName.

The list will appear with all recipients already selected. If
you want to exclude a recipient from the list, uncheck their
name. At this point you can do some advanced functions on
your list like setting a filter and sorting the record. But, my
research has found that if you do these things at this point, it
will change before you create your labels. So, we will filter
the list and sort the list at a later point in this process. For
now, let’s move on to the next step. Click Next: Arrange
your Labels on the Merge Wizard.

10. .Arrange your Labels — For this portion of the tutorial, g“”ffgfﬁ -
choose Address Block. .

Arrange your labels

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

To add recipient information ko your label,
click a location in the first label, and then
click one of the items belovs,

=] Address black...

2 Greeting line...

j Electronic postage. ..
Il Postal bar code. .

=] More items. ..

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

11. When you Click the down arrow to choose a field to filter, Specky adkess sements
you can select Advanced. Advanced offers two more de
opportunities to further enhance your mailing list, but they
will not be covered here. They will be covered in the |
Advanced Mail Merge part of this manual. ¥ Insert ompany name

IV Insert postal address:

" Newver include the country/region in the addrass
" always include the country(region in the address

' oOnly include the country/region if different than:

IUn\ted States ;I

¥ Format address according bo the destination country/region

Previgwm

Mr, Joshua Randall Jr,
Blue Sky Airlines

1 Airpark Way %
Kitty Hawk, MC 2771

United States of America

Match Fields... | Cancel |
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What you do

What you see

12. Your document should now look like this:

n o] 1
13. Arrange your Labels gi‘*‘éw% i

You now need to arrange your labels in the document you
have created.

Place the cursor in the empty label box at the top of the
document. Choose Address Block from the list.

Arrange your labels

If ywou have not already done so, lay
out your label using the first label on
the shest,

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

5] Address block. ..

2] Greeting line...

j Electronic postage. ..
Il Postal bar code...

ﬂ Mare items, ..

when you have finished arranging
wour label, click Mext, Then wou can
preview each recipient's label and
make any individual changes.

Replicate labels

You can copy the layout of the first
label ko the ather labels on the page:
by clicking the button below,

Update all labels

14. An address block typically looks like this:
Jane Doe
123 Anywhere St.
Nowhereville, OR 97333

This is where you format how you want the recipient
information to appear. You can choose how the name is
formatted, whether to use the Company name and/or postal
address, etc.

Insert Address Block x|

Specky address elements

[V Insert recipient's name in this format:

Mr. Josh 0. Randall Jr.

[¥ Insert company name
[V Insert postal address:
" Mever include the country/region in the address
" Always nclude the countryjregion in the address
& Orly include the country/region if different than:
[Orited States =]

¥ Format address according ta the destination country/region

Preview

M, Joshua Randall Jr.
Blue Sky Airlines

1 Airport Way

Kitty Hawk, NC 27700
United Stakes of America

Match Fields. . Cancel

15. Click on the Match Fields button at the bottom to match
the data source fields to the Address Block template.

It is very important that you match all the fields that will be
used in the Address Block. Word makes its best guess
what field in your table relates to the information in the
Address Block. If it finds something like “Address1”, it
will match that field with Address 1. If you name the field
something different like “A1”, then Word probably won’t
make the match and matching the fields will be up to you.
Word defaults to a field called Address 1 for the address
field. If the address field in your Data Source is called
“Address” you will need to change it like | did. 1also
changed “Company” to “Org” since my data source does

Mall Merge has special features for easily working with addresses, Use the drop-down st
to select the proper dakabase fiekd For each address field companent.

Required information
Last Mame
First Name
Courtesy Title
Company
Address |
City
Stake
Postal Cade Address

Lasthlame

Spouse First Hame thdressi
Optional information S‘t avte
Middle Mame
zip

£

Emai
s the dhap-down lits b chosss the fiskd fram your detsbase ! L
address information Mai Merge expects fisted on the left,) o matched)

Cancel
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What you do

What you see

not have a company name.

One disadvantage of using the Address Block feature is
that it only gives you one line for an address. If you have
two lines for your address, you will have to use the More
Items option as follows.

16.

More Items. You can use this option whenever you want
to control the fields that are placed on a merge document.
When you click on the link, you will see a list of all the
fields that are available to you. To use this option, place
your cursor in the first label and then Double click on each
field you want on the label. Your label should now look
like the first example. Now all you need to do is to format
the label. Put a space between First and Last Name fields,
put a paragraph mark next to both address fields, etc.

When you are done, your label should look like the second
example. Formatting can be a little disconcerting because
when you click in the space between two fields, the field to
the right is highlighted. Don’t worry about it, must put the
formatting where it belongs. If you put a space between
two fields and the next field jumps to the next line, it will
jump back up when you put the appropriate paragraph mark
in.

gFirsttlamers«LastHames« Addresss
whddress Ly« Cityse StatenaFip Code
Al

[+

gFirsttlames «Lasthames]
whddresss]

whddresslny

#Citys, uBtates -« ZpCodesy

[+]

17.

When you use the Address Block, the page format changes
to show the beginning Address Block. No matter how you
format the fields, you then need to add the formatted fields

to all the labels in the document.

Click once on the Update All labels Icon. This function
takes all the information contained in the first label and
copies it to all the labels on the page. So, let’s say you want
to make badges with a Mail Merge. You can type “OSU
Fellowship” centered and then put merge code for the
recipient’s first and last name under the first line of text and
when you click Update all labels the text and all formatting
will be placed in each label space.

Replicate labels

‘fou can copy the lavout of the First label
ko the other labels on the page by clicking
the button below,

Update all labels

d ublesteRecordnn AddressBlock 0]
5]

allext-RBecordno Add
0

Elocks] ablexr-RecordnadddressBlockay
]

18.

Preview your Labels

Click Next: Preview your Labels. You can view how
your labels will look by scrolling through your labels by
Clicking the left or right arrow. You can Find a recipient
by using the Find option.

Preview your labels

some of the merged labels are previewed
here. To preview anaother label, dick one
of the Following:

Recipient: 1

_33 Find a recipient. ..

Microsoft Word Mail Merge




What you do

What you see

19. Here is where we want to Edit the recipients list by
applying a filter and sorting the labels. Click on the Edit
Recipient List link.

Make changes

You can also change wour recipient list:
7 Edit recipient list. ..

Wehen wou have finished previewing wour
labels, click Mext, Then vou can print the
merged labels or edit individual labels to
add personal comments,

20. For this part of the tutorial, we will Filter the recipients list

o sort the bst, ik the e bl dewan th
sl crieria, such & by oy, dick th el
buttons b add or remare recipients from the mal merge.

so that blank records will not be printed and then filter only | FrE
labels for one city. We will sort the labels in zip order. 5 o
B summers RAokert K. Rk, 3E0MN. DE...
Click on the down arrow next to the City field and choose B Gt M TR
Advanced. i
‘5'*‘11” | cewar | peesn |
| | _tokanen |
21. Set the Address to Is Not Blank and the City Equal to B e T e
“xxxxx” (choose a city). Then click on the Sort Records e D S —
fea =10 ] E][!
tab. I gl i
Al | G|
I = ] =
Cear Al oK Cancel
22. Set Sort By to Zip. The program will refresh the labels el
when you hit OK so that you will have an active filter and [ cEmE ooy
the labels will be in a sort order. P 3] e .
[ﬁ = A r
Ceor 2 [
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What you do

What you see

23. Complete the merge

Before you complete the merge by choosing either Print or
Edit individual labels, you might want to save your merge
document so that you can use it again later. You should
assign it a name like “IbIMergeXXX” with the XXX being
an identifying name. By using the “IbIMerge” format, you
will know immediately that this is a label merge document
when you want to use it again. Word saves the document
linked to the Data Source. If you make changes to the
Data Source, the change will be reflected the next time you
open your labels merge document.

Your choices to complete the merge will be Print and Edit
individual labels.

We highly recommend you choose the Edit individual
labels option. This will create a new Word document
containing your merged labels. Printing your labels from
the new merged document has the added benefit of
allowing you to start where you left off if something
interrupts printing your labels. 1f you want to save a copy
of the labels you printed, you might want to name it
something like “lIblxxx05-02-05" with the “xxx”
representing something descriptive. That way you will be
able to distinguish the document that contains the merged
labels from the actual merge document.

Mail Merge r X
@ =)

Complete the merge

Mail Merge is ready to produce your
mailing labels.

To personalize your labels, click "Edit
Individual Labels." This will apen a new
document with vour merged labels, To
make changes to all the labels, switch
back ko the ariginal document,

Merge

33 Print...
L Edit individual labels. .

24.

Click on the Edit individual labels link. Select the All
option and click OK. Word will then create a new
document with all your labels in the new document with a
filter and or sort if you chose them. When it is done, you
will be in the new document, so don’t get confused and
think you are still in the Merge document.

Merge records

" Current record

If-“ErDm:l— To I—
ok |

La™

Cancel |

Microsoft Word Mail Merge
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What you do What you see

25. Reusing a Merge Document. If you want to use a merge o et et st
document again, you have several ways you can do it. 1\ smscr o Werbers

Data from your databass il be placed in the dacument, Do you want ko continus?

When you open a Merge document with a saved link, you e ]
will see the prompt shown in the example. At this point if
you say “yes”, the document will open still linked to the
original Data Source. If you say “no”, the document will
open with the merge formatting intact but it will not be
linked to a data source.

When you open a saved merge document, with the
Document Source attached, and then you open the Merge
Wizard, the Wizard should open at the Select Recipients
page. If it doesn’t open to that item in the Merge Wizard,
use the links at the bottom of the Wizard to get to where
you can select your data source. This will allow you to
change the Data Source if you want to use the Merge
formatting for a different set of labels.

If you open the document without the Data Source and then
open the Wizard, the Wizard will open at the beginning
since it will think you want to start over. If you choose to
use one Master Merge document to print labels from
different label sources, you will have to be careful that you
name the various fields exactly the same in the different
data sources, otherwise the merge won’t be able to find the
appropriate field when it formats the merge. Actually, it is
always a good idea to have a standard set of field names
you use for all data sources, such as always using “Iname”
for Last Name.

@a Tip: If you need to stop working on a mail merge, you can save the merge document and
resume the merge later. Word retains the link to the data source and all document
information. When you open the saved merge document and then the Merge Wizard, the
Wizard will open at the place where you stopped in the merge document.

Envelopes

Envelopes work the same as labels except that you will choose from Envelope options rather than Label
options when you are creating the document layout. When you get to the Arrange Envelope option, you
need to place the cursor next to the  mark in the center of the envelope rather than the upper left where it
defaults. Otherwise all your recipient addresses will be placed in the wrong spot on the envelope. When
you Preview your envelopes, you can scroll through the recipients by Clicking on the double arrow
icons. You can Find a particular recipient by using the Find a recipient option. You can also choose
Exclude this recipient if you want to skip printing an envelope for a particular recipient. A better option,
though, would be to exclude the recipient by editing the list before you create the labels. As with labels,
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Envelopes allows you to edit individual envelopes before you print them. Word saves envelopes in the
same format as labels.

Directory

When you create a directory, and place the merge block of data, you need to put two paragraph marks {
after you have entered the code for your data fields. When you go to print a directory, it prints any
formatting and the data fields you selected. If you don’t put any formatting after the code for the data
fields, your directory will print in a “run-on” style. If you place one paragraph mark after the data, your
directory will print without any separation between each block of data. A tip for printing a directory is to
use a label format to print your data.

Letters

To start, create a new blank document and bring up the Mail Merge Wizard. For this exercise, we will
start from scratch.

What you do What you see
1. Select Letters. Click on the Starting a document link Mail Merge v x
BN A

Select document type

What kype of document are you
working on?

) Letters
 E-mail messages
t Envelopes

i Labels
 Directary

Letters

Send letters to a group of people, ¥ou
can personalize the letker that each
pErsOn receives,

Click Mexk to continue,

2. Choose Use the current document instead of choosing a Mail Merge _
template. @

Select starting document

Hows do o wank to set up your
letters?

i® Use the current document
i+ Start Fram a template

i+ Skart Fram existing document

Use the current document

Start from the document shown here
and use the Mail Merge wizard ko add
recipient information,

3. As with Labels and Envelopes, you are asked to choose how = Choose Contacts Folder
you want to create your list of recipients. For the purposes of
this exercise, choose Select from Outlook Contacts and
Click on the Choose Contacts Folder link.

¥ Edit recipient list. ..

Microsoft Word Mail Merge 12



What you do

What you see

4. The program will show you all the Contact lists it can find in
Outlook. Highlight the Contact List you want to use and click
on the OK bhutton.

| Modified | Created | Type

B Contacts Hailbox - Help, Extension|
Mailhax - Help Web, Extension|

| &
A

5. The program then opens the recipients dialog box. This
dialog box works exactly the same as outlined in the Labels
portion of this Manual.

@’1 Tip: This window defaults to opening with all

recipients selected. If you want to include only a few
recipients in the list, click Clear All, and then select
the records you want.

Note: It is always a good idea to exclude blank records. To
do this, Click on the down arrow by a field you know should
not be blank (like the Last Name) and choose (Nonblanks).
When you have a filter set on a field, the down arrow will turn
to blue.

ATE0L-FaL6
.

]

6. Click on the Next: Write your letter link at the bottom of the
Wizard. Type a sample letter or copy text from an existing
document and paste it into the document you are using. Make
sure you have a { mark at the top of the document.

Mail Merge v X

@ EN A

Write your letter

If vou have not already done so, write
wour letker nov,

Ta add recipient infarmation ba woor
letter, click a location in the document,
and then click one of the items below,

=] Address black. .,

= aGreeting line, ..,

_-‘| Electronic poskage. ..
Il Postal bar code, .,

=] More items...

wrhien wou have finished writing wour
letter, click Mext, Then wau can
preview and personalize each
recipient’s letber,

7. Place the cursor to the left of the § mark at the top of the
document. Click the Address block link. Format your
address block and Click the OK button. Since this is a letter,
you will also want to format a greeting. Click the Greeting
line link and format your greeting.

Microsoft Word Mail Merge
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What you do

What you see

8. Click the Next: Preview your letters link. As with Labels
and Envelopes, you can scroll through your letters or find a
particular recipient. You can also edit a recipient and/or

exclude a recipient. Again, when you edit a recipient in the
recipient list, the change will be saved to the Data Source.

@ =)

Preview your letters

Mail Merge ¥ x

COne of the merged letkers is
presiewed here, To preview another
letter, click one of the Following:

Recipient: 1

_;'3 Find a recipisnt. ..

Make changes

‘fou can also change your recipient list:
@ Edit recipient list...

| Exclude this recipient

When vyou have finished previewing
wour letters, click Mext. Then you can
print the merged letters or edit
individual letters to add personal

a new document with all your merged letters in it. And, you
can edit the individual letters at this point. When you save the
original merge letter, it will be linked to your data source.

comments.
9. Complete the Merge by clicking on Complete the merge. As Mail Merge -
with labels, choose Edit individual records. This will create | iz = 1y

Complete the merge

Mail Merge is ready ko produce wour
letters,

To personalize wour letters, dlick "Edit
Individual Letkers," This will open a
niew document with wour merged
letters, To make changes ko all the
letters, switch back ko the original
document,

Merge

g Print...
&_] Edit individual letters. ..

Microsoft Word Mail Merge
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E-Mail Message Merge

First, follow steps 1-5 for Letters except that you will be composing an e-mail rather than a letter. Then:

What you do What you see
1. Click on the More Items link. This link contains all the Mail Merge - x
@ 2

fields that are available to use as merge fields.

Write your e-mail message
If you have not already done so, write
your e-mail message now.

To add recipient information ko your
message, click a location in the
message, and then click one of the
items below,

2 Address black...

2 Grestingline. ..

J’ Electronic postage...
Il Postal bar code. ..

:=| Mare items. ..

‘When you have finished writing your
message, click Mext, Then you can
preview and personalize each
recipient's message,

2. Choose the field in your Data Source that represents the e- B
mail address. In this case it is E-mail Address. Highlight the | ¢ ssesres  © oatsseerin
field and Click the Insert button. B

First Mame
Last Name
Company Mame
Address Line 1
Address Line 2
City

Skate

ZIF Code
Country

Horne Phone
ork Phone
E-mail Address

MMatch Fields. .. | Insert I Cancel |

3. Preview your e-mail message
Click on the Next: Preview your e-mail messages link.

e amaaca 09

Your work space should now look like this: doc@ons

v guick brovenefoorjumpe droverthe ey dog -
As usual, you can scroll through the entire list, Find a T e i
recipient, exclude a recipient, and make changes to the Data e

Source if the Edit option is available.

4. Complete the merge. Mail Merge v x

Now, this is IMPORTANT. Don’t click on the Electronic @l & A
Mail link until you are ready to send the messages. Once you
click on the link, Word will fire up Outlook and send your . .

messages. So, if you are practicing on phony data, if you e
click that link you will send a lot of bad data to the mail server
and end up with a bunch of Systems Administrator messages
telling you that they can’t send your e-mail. And the

Complete the merge

Merge

i1y Electronic Mail...
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What you do

What you see

that, is to cancel all the messages.

Administrator will keep trying, so your only option, if you do

5. When you Click on the Electronic Mail link, you will be

field it can relate to as an e-mail address, the “To:” in the
dialog box will be blank. You will need to go to the drop-
down list and chose the field that contains a valid e-mail
address. Once you hit OK here, there is no turning back.
Outlook will send all the e-mail messages in your merge.
There is no way to stop it!

asked to provide the information contained in the dialog box
to the right. If you don’t designate a Subject line, the E-mail
will go out with a blank subject line. If this option can’t find a

Merge to E-mail x|
Message options

To TR -

Subject line: I

Mail Format: IHTML |

Send records
= gl

" Current record

la Erom:l To: |

Ok I Cancel

If you would like to learn more about the Mail Merge toolbar and data sources, continue on with the

Advanced Mail Merge section of this manual..
Advanced Mail Merge
Mail Merge Toolbar

To perform this tutorial you will need to retrieve a document called “members.zip”. You can find it here.
Unzip the documents in a place where it is convenient to get to because you will be retrieving data from

this directory.

Since you are now familiar with Mail Merge using the Wizard, we are going to do a merge using the
Toolbar. We are also going to explore some advanced concepts such as Data Sources.

Mail Merge

AmE o 3 D 3 Insert Word Field » | L o

K 41t » W35

Icon Purpose

Main Document Type
Brings up a Main Document Type window. This is where you choose what kind of
a Merge document you want to create. If you choose either Labels for Envelopes,
you will be asked to choose the format for the merge.

Open Data Source
Brings up the standard Windows find a file window.

Microsoft Word Mail Merge
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Icon

Purpose

Mail Merge Recipients

Brings up a new window with all the merge recipient information. Allows you to
sort, filter, etc. You can also edit the Data Source if the Edit button is available.

Insert Address Block

Brings up the window where you format the Address Block. Inserts code for
Address Block in document.

Insert Greeting Line

Brings up the window where you can format the Greeting Line. Inserts code for
Greeting Line in document.

Insert Merge Field

Brings up a window that contains a complete list of all fields in data source. Inserts
code for any merge field you choose.

Insert Word Field =

Insert Word Field

Inserts a special merge code to control how the merge will continue (e.g., next
record, If, Then, Else). These are called “condition statements”

o]
REC

View Merged Data.

Switches to “view mode” so that you can see what your merge document looks like
with data inserted..

Highlight Merge Field.
Highlights all the merge fields in your document.

Match Fiends.

Matches fields in your data source to merge fields in Word so as to avoid renaming
them.

[

Propigate Labels.
Creates all the merge fields from the initial merge field.

Scroll Records.
Allows you to scroll through your recipient data.
e The end buttons will move to the first or last record in the data document.

e The middle buttons will move to the previous or next record in the data
document.

e The number in the center identifies the current record.
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Icon Purpose
e Find Entry.
Allows you to find a specific recipient merge record.
B Check for Errors.
Reviews the current document for errors in the merge commands.
By Merge to New Document.
Merges the document into a new word file.
Bs Merge to Printer.
Prints your merge document.
e Merge to E-Mail.
Processes e-mails though Outlook. Be careful to have all data correct or you will
end up with lots of return mail!
95 Merge to Fax.

If you have Fax software installed on your computer, you can perform a merge to
fax the documents.

To explore the toolbar, we will create new labels from the data files you downloaded.

Create Labels from Excel Spreadsheet with Conditions

Open the DuesLetter.doc you downloaded. Also open the Mail Merge toolbar (View->Toolbars—> Mail

Merge).

What you do

What you see

1.  Click on the Main Document Type Icon. Choose Letters. x|

Document bype:

...................

" E-mail messages

" Faxes

" Envelopes

" Lahels

i Directary

" Wormal Word document

(0] 4 I Cancel
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What you do

What you see

Click on the Open Data Source icon. Find the
members.xls document you downloaded and Click on the
Open button

Desicr

- 2] et edter o
t "} = | DL etter_orignal des
Dessbop 2 Had Mergn Directary Mirosaft doc

[ &2 1)
From the Select Table dialog box, highlight Long$. Also &
make sure that First row of data contains column headers S SEVEES L0111 SIS 101170 4
is checked. The items in the list with a $ after are B LA S e e
Worksheets within the Members Spreadsheet. If there is
only one worksheet in the Excel Spreadsheet, all you will see | L« I 2l
|S the name Of the one Worksheet CIICk OK [ First row o data contains calumn headers - i}
Click on the Mail Merge Recipients icon. All the records e ereyr e ———— -
should be selected. If not, Click Select All. Since the Data | feiibceiaiainig s s

Source is an Excel worksheet, the Edit option will not be
available.

Fazszsrrle

T Pachic

Filter Records

Ever Rscords | sart Recaeds |

Fiakt. Compartson: Compare to:

Click on a down arrow next a field name and choose o == K 2

Advanced Options. We are going to filter out members = dl el

who are current on their dues. To do this, choose 2 = e

113 HEE] H H E E E L]

DuesPalg as the lileld. Set Comparison to Less Than. — =

Then put “04/19/04” as the Compare to. This will filter out

members who are current and only leave those who are past

due.

Sort Records i

Sort records allows you to set a sort order for your e - R R

letters/labels to print. It is often a good idea to set labels to e —————] .

sort in zip code order for a mass mailing, as the Post Office — . §

frequently requires that they be in this order. — —r
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What you do What you see

7. Insert Address Block X
Specify address elements
Click the Insert Address icon. Insert the Address Block F# Insert recipents name in this format:

and Click OK. While you are here, Click the Match Fields
button and make sure your fields match up.

[V Insert company name
¥ Insert postal address:
" Newver include the countryregion in the address
~ always include the country/region in the address
* Only include the countryfregion if different than:
funted states =l

¥ Format address according ko the destination country fregion
Preview

Mr. Joshua Randall Jr.
Elue Sky Airlines

1 Airpork Way

Kitty Hawik, NC 27700
United States of America

Match Fieids... Cancel

8.  Highlight the <First Name> block of text. Click the Insert X

Merge Fields icon. Select “First” and then Click Insert. e mroke  Databace s

This will replace <First Name> with the code <<First>>. e -

Insert Merge Fields gives you access to all the fields in the | [ ]

Data Source. You could use the Insert Merge Fields M

option to enter the address information. Just keep selecting | [wren

the fields you want. Once you have all the address fields Stare

inserted in your document, you will need to format them by | [*coe,

entering paragraph marks, spaces and commas. £l

;l
Match Fields... | [ mnset | cancel |

9. Highlight <Dues Paid>. Click the Insert New Field icon.
Select “DuesPaid” and then Click Insert. This will replace
<Dues Paid> with the code for the “DuesPaid” from the
Data Source. Your document should now look like this:

10. You can also set a filter by Clicking on the drop-down list | % =
next to Insert Word Field. This option is fairly complex, e | = s

so it will be covered as a separate item later in this manual. | e

This is for Carvallis j

Otherwise insert this text:

This is not for Corvallis. j
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What you do

What you see

11. Now that we have set all our merge fields, click on the

View Merged Data icon. This will show you the first
record with all the appropriate merged data. You can scroll
through the members by clicking on the Next Record or
Previous Record icons. If you want to view the merged
data when you scroll, Click on the Highlight merge fields
icon.

Albany,ORA73209

Dear-John §

12. Click on the Check for Errors icon. This utility runs the =
merge and creates a new document containing the merge EESE?ZTJTEE“SL?SS".ili'?iiiiféi!?Saiﬁ”lﬁif”a?i”igm,s‘
- - Complete the merge without pausing, Repart errars in a new document,
data. If there Were any errors in the merge, Word ywll let oo |
you know. This is an important step if you are doing an E-
mail merge. If there are errors in an E-mail merge and you
don’t catch the error, you may end up sending some very
weird e-mails!
13. Merge to new Document x|
Until you become very familiar with the merge process, it Merge records
is always a good idea to choose to merge to a new £+
document when you are done with the merge process. You " Current record
can choose to merge All, Current Record and From: To:. € Erom: | To: |
For the most part you will merge all the rgcords. The other x| concel |
two options are very handy when something goes wrong
with your printing. If the printer jams and you have only
printed 6 letters, and you did not merge them to a new
document already, you can then merge records 7 to the end
into a new merge document and resume printing.
14. Merge to Printer X
If you choose this option, Word will start the merge process | Frint records
from the original merge document. This dialog box also &=
has the option to print All, Current Record and From: " Current record
To:. Again, this is handy if something happens during your  From: | To: |
printing process. You can then start printing again at the
record number where the printing stopped. ok | _concel |
Microsoft Word Mail Merge 21



What you do What you see

15. Merge to E-mail x|
Message options
When you create a Mail Merge using the toolbar, if you To: o FECETI -
choose to Merge to E-mail, Word will ask you what field Szt ey |
to use for the “To”, even if you have it in your document. sl Format: [HTL =]
Word tries to find a logical e-mail address in your list of e
fields. Ifit can’t find one, the “To:” box will be blank. = i"td
You will then have to choose an e-mail field from the drop- | = gom| Io: |
down list. —

16. Merge to Fax

This option will only be available if you have a fax
program installed on your computer that Microsoft
recognizes.

The Insert Word option on the Mail Merge toolbar is rather complicated, so it will be covered here.

Insert Word Field
Insert YWord Field = |—

ask...

Fill-in. ..

If...Then.. Else...
IMerge Record #
Merge Seguence #
Next Record

Megt Record IF..
Sek Bookmark. ..
Skip Record IF...

Ask

An Ask field is a field you place in a merge document when you want to add information that isn't
contained in your data source. Ask fields are used in conjunction with Bookmarks.

You place the Ask field near the beginning of your merge document. When you perform the merge the
Ask field prompts you to enter text. That text is then inserted into each merge document in the place (or
places) where you have created Bookmarks.

What you do What you see
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What you do

What you see

1. Before you insert an Ask field you need to insert a
bookmark where you want the Ask field to be
entered. To create a Bookmark, place your cursor in
the space where you want to insert the information
you will designate in the Ask. There are two stages
to creating a bookmark. First press Ctrl+F9 to insert
a pair of field characters (curly brackets) at the
location of the cursor. Then you type a name for the
bookmark so that it appears between the field
characters. Use this method to create as many
bookmarks as you need, giving each the same name.

% Tip: Keep your bookmark names short

v and meaningful. This helps avoid errors
and confusion if you have several different
bookmarks in a document. A bookmark
name can be up to 40 characters long with
letters, numbers and the underscore (),
but no spaces.

nwere mind-memk}_ﬁrs-who
es-on--Dues-Date-§ - We-w
sible

2. Now you are ready to insert the Ask Field. When
Word encounters the Ask field during the merge
process, it stops and prompts the user for some
information. This information is then inserted into
the document at one or more points denoted by the
bookmarks you have just created. The location of the
Ask field itself is not important (you will not see it in
the finished document), but it should be placed before
the first of the bookmarks to which it refers.

The Ask field will be inserted wherever you cursor is
located. From the Mail Merge toolbar from the
Insert Word Field drop down list, choose Ask. This
will open the Insert Word Field: Ask Field dialog
box:

Insert Word Field: Ask x|
Boakmark: Prompk:
[l
[
Default bookmark kext:
[
I sk ance OF Cancel |

3. Place the text you designated as the bookmark in the
Bookmark field. Enter a prompt you want to ask the
user in the Prompt field. Enter default text in the
Default bookmark text field. This will be text that
is printed if the user doesn’t type anything. The Ask
once check box gives you the choice of inserting the
same text into all the documents at one go. The user
is prompted for some text when the merge starts and
that text is used for all the documents. That is
usually what you want to do.

Insert Word Field: Ask

Bookmark:

Prompk:

IDLIES Date

IV sk orice]

Enter the dues due-date

Default bookmark text:

[Dues are current

Concel

Microsoft Word Mail Merge

23



Fill-In
1I

Prompt:

Default Fill-in texk:

[~ askonce oK I Cancel |

Fill-in field displays prompts so that you can add personal notes to clients or add other information that is
not suitable to store in a data source. The prompt can be displayed each time a new data record is merged
with the main document so that you can enter unique information for each resulting form letter or other
merged document. It really only works if you select “Ask Once”. If you have it stop on each letter, you
won’t know which letter you are on because the Merge does not display the letter contents, only the
prompt box. Why would I want to use this feature? You might want to use it to send out a monthly
letter that says something different each month, such as a current due date. If you use the Fill-In feature,
you won’t have to edit the text of the merge letter each month.

If...Then...Else
x
IF
Field name: Comparison: Compare ko
ICity j IEquaI ko j ICorvaIIis

nsert this text:
This iz for people who live in Corvallis.

Otherwise insert this text:
This is for people who live in Albarny

\_M bl LD

OF Caneel

This option has the added benefit of being able to insert text when it meets a certain condition. But, itisa
little disconcerting because you don’t see the code in your document. It immediately places the value that
would be selected for the first recipient in the Merge. As you scroll through the recipients, the text will
change according to the comparison operator. The example here is set to insert text based on whether the
recipient lives in Corvallis or Albany. If you are inserting a paragraph, make sure there are correctly
placed paragraph marks in the document. If you chose to have text entered if a condition is met and no
text entered if not, then you need to put your paragraph marks in the if statement, otherwise the
formatting will not be right if the condition is not met.

Merge Record #

Prints the number of the merged data record in the merged document. This option inserts the code
<<Merge Record #>> in the document so it is visible.
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Merge Sequence #

Counts the number of data records that were successfully merged with the main document. This option
inserts the code <<Merge Sequence #>> in the document so it is visible.

Next Record

This code instructs Word to merge the next data record into the current resulting merged document, rather
than starting a new merged document. Often used with labels and catalogs. This option inserts the code
<<Next Record>> in your document so it is visible.

Next Record If
x|

Field name:
A -
Cornparison:

IEqual to j

Comnpare bo:

|
Of I Cancel |

This code compares two expressions. If the comparison is true, Word merges the next data record into
the current merge document. This option inserts the code <<Next Record If>> in your document so it is
visible.

Set

This works the same as Ask, where it inserts text where a bookmark is found. The only difference is that
it doesn’t stop to ask, it just inserts the text where it finds the bookmark.

Skip Record If

Insert Word Field x|

Eield name:
AT |
Canmparison:

IEquaI [{u] j
Compare ka:

|
Ik I Cancel
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This works the same as Next Record if, except that it skips the record rather than inserts the next record.

Comparison Operators

Comparison operators are very powerful. Therefore here is a brief explanation of what each operator
does.
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Operator Field Operator Compare to:
Equal to City Equal to Corvallis
This is an “exact” operator. What you enter as the State Equal to Oregon
operator has to be an exact match. If the Compare to

IS not an exact match, the filter will fail. As an

example, if “Corvallis” was spelled “Corvalis”, you

would not get a match.

Not Equal to City Not Equal to | Corvallis
Again, this is an “exact” operator. It works the same | gtate Not Equal to | Oregon
as Equal to except it includes records that don’t match

Less Than Paid Less Than | 04/19/04
This one is rather tricky. It works best with numeric | state Less Than MI
equations (including dates). It will work on alpha

equations in a limited manner. If you entered State

Less Than MI, you would eliminate all records. But,

since using Less Than on an alpha equation is not

reliable, we discourage it’s use.

Greater Than Paid Greater Than | 04/19/04
Works the same as Less than but in the other direction.

Less Than or Equal Paid Less than or | 04/19/04
Works the same as Less than except that it includes the Equal

Compare to in the equation.

Greater Than or Equal Paid Greater than | 04/19/04
Works the same as Greater than except that it includes or Equal

the Compare to in the equation.

Is blank Paid Is blank

This means that the field contains no data. The

Compare to field will not be available when you

choose this option

Is not blank Paid Is not blank

This means that the field contains some data. The

Compare to field will not be available when you

choose this option

Contains Address | Contains St

This means that the data you enter in the Compare to
box will be present somewhere in the data entered in
the field. This filter will result in only recipients who

Microsoft Word Mail Merge
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have “St” in their address will be used.

Does not Contain Address | Does not St

This means that the data you enter in the Compare to contain
box will not be present anywhere in the data entered in
the field. This filter will result in only recipients who
do not have “St” in their address will be used

Data Source

The following is an in depth review of the data sources you are likely to use in a Mail Merge.

When you open a saved Merge Document that is linked to a data source, you will receive a message like
this when you open the document:

“Opening your document will run the following SQL command:
“Select * from Corvallis”
Data from your database will be placed in the document. Do you want to continue?.”

Always say “Yes” if you want to run the merge again with the same data. If you say “No”, Word will
take out the link and you will open the Merge Document without it being linked to a data source.

Access Table

Using an Access table as your data source is pretty straight forward. One of the advantages of using a
Database as your data source is that you will have both queries and tables available to you as your data
source. When you choose an Access database as your data source, you will be asked to choose what
source within the database you want to use like this:

Select Table x|
Tarme Descripkion | Modified | Created Tvpe
412512005 1:37: 12 PM 411812008 Z:09:27 PM WIEW
Members 41902005 11:19:13 AM  4/15/2005 2:03:41 PM TABLE
States 41112005 2:32:56 PM 41112005 2:24:40 PM  TAELE
1| | &
oK I Zancel |
P

This database called “GardenClub” has a table called “Members”, a table called “State” and a query
called “gry_Corvallis”. Both tables and the query can be used as a data source.

If you use an access table as your data source and the data in the table is changed, the next time you use
the Mail Merge document linked to the table, you will have updated information. If you use an Access
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View as a data source and then you change the structure of the view (such as removing a field you were
using in a merge), you will receive an error when you try to run the Merge if you remove a field that the
merge needs. You will be told the name of the merge field that is missing and given the opportunity to
remove it from the Merge document or substitute the field with a different field in the data source. If you
try to view the merge document, the field you took out will say “Error! MergeField was not found in
header record of data source.” If you remove a field that is not used by the Merge document, you will
not get an error.

)

Tip: Do not give Access Databases/Tables names with spaces in them. This may
cause the mail merge to fail. Mail merge seems to have a problem reading long names
with spaces in them.

Excel Spreadsheet

A | = | C | D | E | F |
1 |Last First Address City St Zip
2 |Bell Jeanette Fo Box 9 Echo OR 57526
~ 3 |WWhitehead al Fo Box 369 stanfield OR 575875
4 | Smith Jim F.o. Box 349 Adams OR 57810
b |Nichaolson Ml ary FoBoxh Miltor-freewater OR 97862

You can use an Excel Spreadsheet as a data source. In order to do this, your first line of data needs to be
the field names. These are the field names the Merge program will reference. If your spreadsheet has
more than one worksheet, when you hit Open, after highlighting the name of the Spreadsheet, the
program will as you to “Select Table” as follows:

Mame | Description | Modified | Created Type
ailList$ 100262005 2:44:12 PM 10/26/2005 2:44:12 PM  TABLE
10§26/2005 2:44:12 PM 10/26)2005 2:44:12 PM  TABLE

1| | ]
I¥ First row of data conkains column headers Ok I Cancel

)

This spreadsheet is called “Members” and has two worksheets called “Long” and “Short”. Do not select
the spreadsheet name, rather select the name of the worksheet you want to use. From this point on, Word
treats the data source the same as if it were an Access table. You can filter the data, sort the data, etc.
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Word Table

Lasto Firsto Addresso City o St | Zipo =
Bello Jeanette o Po:Box90 Echono ORo 97&260 H
Whiteheado | Valao Po:Box:3690 Stanfieldo ORx 978750 i
Smithx Jimna P.0.-Box-39x Adamsx ORx 97§10x =
Saulo Molly o 1011-N-W-12thx | Pendletonx ORn 978%01m =
Duffo James o H01:N:Main St o Pendletono ORo 978%01o H

You can use a Word Table as a data source. As with an Excel Spreadsheet, the first line in the table needs
to be the field names. If you choose this option, make the table the only thing in the document. If you try
to use a word document that has a table embedded in text, Word will get confused and will not be able to
use the document as a data source. As with Access and Excel, once the data is loaded into the Merge data
source, you can filter it or sort it.

Text Document

[ifs] Title Firsthame LastMame address City state  Zipcode Duespaid E_Mail

140 Ms. Jane Ann Jones 972 Franklin st. corvallis OR 97331 3,/1/2004 jane. jones@hot
15 Ms. wanda Hami1ton 7112 Harrison st. corvallis OR 97331 1/1,/2004 wanda. hamiltar
16 Mr. simon  Simpson 723 9th st. Corvallis OR G7333 5/1/2004 s impson@hotmail. com

17 Mr. John Burton 3319 Bayshore Dr. corvallis OR 97333 6,/1/2004 jburton@earthlink. com
18 Ms. :l"mn)_fr Johnson 9712 Maiden Lane Corvallis OR 07330 FA202004 %"lnny@hotma"l'l.com

19 Mr. william winslow 932 Bayou P1. Corvallis OR 97331 9,/2/2004 bi1TwinsTowgearthlink. com

20 Ms . Bobbie Goodman 9234 Main St. Albarmy ©R 97320 4/3/2004 bgood&aol. com

21 Mr. John Goodman 9234 Main sSt. Albary  OR 97320 4/3 /2004 j@oodean. com

22 Ms. winnie Landson 723 Pacific Albary  OR 97320 10/2,/2004 winnie@earthlink. com

You can use a text document as your data source. In order for this to work correctly, you need to have the
first line of text be the field names separated by tabs (called Tab Delimited). Then the remaining lines of
data need to be separated by tabs also. Think of it as a table without the “walls”. The Open Data Source
command will default to viewing the first line of data as column names. Word will also recognize a
comma as the delimiter (called Comma Delimited). But, it is not advised to use a comma as a delimiter
since the program may get confused if you have commas in the text contained in fields (such as a comma
in an address). If someone is going to send you a text file of names, ask for it to be “Tab Delimited”.
That is the safest bet.

Outlook Contact List

Creating a Mail Merge using Outlook as your data source is best done through the Mail Merge Wizard.
When you choose Outlook as your data source, Word knows where to go to find your contact list. You
can also start your Mail Merge from Outlook. To do this, highlight the Contacts folder that contains the
names you want to use. Then choose Tools=>Mail Merge. This will link you to the Outlook contacts
data source and open a Word document linked to the data source. At that point you can either proceed by
using the toolbar or open the Wizard and continue.

Note: Personal distribution lists in the Contacts folder cannot be included in a mail merge. You do not
have to remove the personal distribution lists from Contacts, however. Outlook will ignore them.

Toolbar Conclusion

As you have learned, there are options on the Mail Merge toolbar that are not contained within the Mail
Merge Wizard. So, use both! You can use the Wizard and have access to the Toolbar at the same time.
If you use the toolbar, it will pick up where you are in the Wizard process. You might want to create your
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Mail Merge and then use the Merge to new document option on the Toolbar to test your work and make
sure everything is correctly formatted. Just keep in mind that the new document will not contain the link
to the data source, so don’t get confused as to which document you will save if you want to use the Merge

again.
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Troubleshooting Mail Merge

Problem

Solution

Your labels are missing data

Check your data code to make sure that you didn’t
accidentally delete part of the code. To do this, Click
on the Highlight Merge Field icon on the Merge
toolbar. That will isolate your merge code from the
surrounding text and help you see if there is a
mistake.

Data source is not reflecting recent changes

Make sure that you are linked to the current copy of a
data source.

You are missing names from your recipient
list.

Look to see if you are filtering the data source and
didn’t realize you were doing it. To see if you have
an active filter, Click on the Mail Merge Recipients
icon on the Toolbar. Click on one of the down
arrows next to a field name and then choose
Advanced. If you have any filters or sorts active,
you will see them in the dialog boxes that will pop up
when you select Advanced. Also check to see if you
are working from a View (Query) in Access that is
filtering the data.

Your list of names is not in the right order
when it prints.

As outlined above, look to see if you have a sort
order set up. Also as mentioned above, check to see
if the problem is in Access. Something to be aware
of. If you set a sort order in the data source you have
set in the Mail Merge, that sort order will trump any
sort order you have in a Query in Access, a
Spreadsheet in Excel or a Table in Word.

You are printing blanks for recipient data
such as printing a blank label.

Set Mail Merge to NonBlanks by Clicking on the
Mail Merge Recipients icon on the Toolbar. Click
on Nonblanks.

You clear the jam but want to start printing
again where the labels left off.

You are printing labels and the printer jams.

Create a new document with the merged labels by
Clicking on the Merge to new document icon on the
Toolbar. Then you can delete the labels you have
already printed, or start printing on the page after
your last page of printed labels.

You used Excel as your data source and zip
codes that start with a zero were printed
without the zero.

Make sure that the Zip field in Excel is formatted as
text. If it is formatted as a number or “general”, the
leading zero will be dropped.
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