MAIL MERGE USING WORD & ACCESS 2003

Open Access.

Create a table with the names for mailing labels & letters. Consider using the following
fields as your column headings. Create the headings without spaces or slashes. Do not
have any empty rows or columns between rows or columns of data.

Title
FirstOrBothFirstNames
LastName
SecondTitle
SecondFirstName
SecondLastName
MailingAddress
City

State

ZipCode

Greeting
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ID| Title | FirstOrBothFirstMames | LastMame | SecondTitle | SecondFirsthame | SecondLasthame | hailingAddress | City | State | ZipCode |
i Or. Diawid Worthy Dr. Sarah Ann Holden 4645 Dakota Rd Littleton CO 12345 Dav

2 Williarm Sasguatch A Warthy 2151 Canyon Dy Los Angeles  CA 7EVE7 Bill
3 Dr & Mrs | Ronald Hurphrey 12345 Sandalwood Ct Salt Lake City  UT 73582 [ Dr.

4 “ictor Concerto 540 Pine Forest St San Diego CA 96321 Wicl
Sl Mr. Richard Harding 3401 Southerm Willamette | Albany OR 973 hr.

K
?Jer)

Put all the information into the table. After you have entered the information, close the
table. If you want to create a query based on this table of names, create that now. The
guery can sort or filter the table.

In the Database window, click the name of the table or query you want to export. Use
Tools>Office Links>Merge It With MS Word.

Follow the instructions in the Word Mail Merge Wizard. If you have a form letter that
you've already created, you want to link to an existing document. If you want to create
mailing labels in Word instead of Access, you will want to create a new document.

Let Microsoft Word open up.

Step 1. Select the document to create. Your choices are letters, email, envelopes,

labels, & directory.
To create mailing labels, click on Labels. Click “Next: Starting document.”
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Select document type Select starting document
wWhat bype of document are vou mzmn?l:bo;s‘:ant ko set up your
working on? ;

() Letters

(#) change document: layout
() E-mail messages

() Skart From exisking document
) Envelopes

@ el Change document layout
. Click Label options ko choose a
O Directory label size.
Labels j Label options. ..
Print address labels for a group
mailing.

Click Mext ko continue.

Step 1 of 6 Step 2 of 6
@ Mext: Starting document % Mesxt: Select recipients

4 Previous: Select document type

Step 2. Select the main document. The choices are to use the document that is open,
change document layout, or start from another document.

Since the document showing has not been modified for labels, choose “Change
document layout.”

Click on “Label options.” The most common option is 30 labels on a letter-sized page
as 3 columns & 10 rows. Once you've chosen your label, click OK.

Label Options @

Frinter infarmation

) Dot makrix

(*) Laser and ink jet Tray: |Default bray {Auto) v
Label information

Label products: 'Avery standard g

Praduct number:

= Label information
5161 - Address Type: Address
g}gg 2 gﬁ_dress Height : i
- Shipping i "
5164 - Shipping Width: 2.63 i T
5165 - Full Sheet Page size: Letter {5 14 x 11in) o] o}
5167 - Return Address b
[ Details. .. ] [ Mew Label. .. ] [ OF, ] [ Cancel ]
LIl LIl

Notice that the label fields show up immediately on the page, although they are empty.
Notice that the “Use the current document” button is now selected.

Click on “Next: Select recipients.”

Step 3: Select the information to use in the merge. The choices are a list that already
exists, the list from Outlook contacts folder, or creating a new list. Since the list is
already created in Acces and it is linked to Word, choose “Use an existing list.”
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Select recipients
(%) Use an existing list
) Seleck From Outlook contacts
) Type a new list

Use an existing list

Currenthy, your recipients are
selected from:

[MamesThl] in "Mailterge. mdb"
= Select a different list, .

7 Edit recipient list. ..

Step 3of 6
% Mext: Arrange your labels

“ Previous: Starting document

Click on “Next: Arrange your labels.”

Step 4. You may need to scroll the Mail Merge Wizard to see all the information. Click
on the down or up arrow bars to see all.

Mail Merge b A

Arrange your labels

I vou have not already done so,
lay out vour label using the first
label on the sheet.

T add recipient information ta
waour label, click a location in the
first label, and then click one of the
items below,

= Address block...

= Greeting line...

j Electronic postage. ..
Il Pastal bar cade...

=] More items. ..

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

Replicate lalgfls

‘ol carfeopy the [@out of the Firsl
nefiEired AT LS

Mail Merge
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A
= Address block...
= Greeting line...
_fl Electronic postage. ..
Il Pastal bar cade...

=] More items. ..

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

Replicate labels

‘fau can copy the layvout of the Firsl
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

Insert Merge Field

Insert:
) Address Fields

Fields:

Title
FirstOrBothFirstMares
LastMane
SecondTitle

| SecondFirsthame
SecondLastharme
MailingAddress

| Ciky

State

| ZipCode

Gareeting

{#) Database Fields

X

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

)

Because the column headings made in Access may not match the Word field
headings, click on “More ltems.” Make sure that the “Database Fields” are selected.

Skip the ID field. Click on the Title field and then click on Insert. The field will show up
on the first mailing label. Add all remaining fields except “Greeting.”

Edit the first label. Don’t worry if the fields slip below the box border. Don’t worry if the
fields go past their line space.
Position the cursor and add 1 space between <City> & <State> & 3 spaces between
<State> & <ZipCode>. Don’t worry if the field on the right is gray.
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Position the cursor between <MailingAddress> & <City> & press Enter on the
keyboard.

Position the cursor between <SecondLastName> & <MailingAddress> & press Enter
on the keyboard.

Position the cursor between <LastName> & <SecondTitle> & press Enter on the
keyboard. The last line may be hidden.

Add a space between all the fields in the first & second lines by pressing the Spacebar.

]
«Titlen «FirstOrBothFirstMamess.
#LastlTameny
«3econdTitlen-«SecondFirstamen- | ;1 Type a question for help =1
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If you are not sure that you have done the line breaks correctly, click on the Show/Hide
button. Paragraph signs will show at the line breaks.

When the first mailing label is correct, click on “Update all labels.” The fields should
show up in all boxes.

Click on “Next: Preview your labels.”

Step 5:
;a.._, T X Cliqk on the buttons next to Recipient: 1 to see
Preview your labels Varlous Iabels. R .
Some ofthe merged abet are Click on “Find a recipient” if you want to see a
]k o e specific label, such as one with a longer-than-
normal address. Type in a word.

_;"! Find a recipient. ..

Make changes

‘ou can also change your recipient Find Entry
lisk:
o Edit recipient list... Find:  |san diego
Wwhen you have finished
previewing your labels, click Mext, Lockin: () Al fields
Then vou can print the merged o
labels or edit individual labels ta (&) This field:
add personal comments.
Step 5 0f 6 [ Eindnext | [ cancel |

% Mext: Complete the merge

4 Previous: Arrange your labels

Click on “Find Next.” If this is not the name you
want, click on “Find Next” until you are there.
Once you've found the correct person, click on
Cancel to close the Find box.
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If you have searched through the database, you will get this message at the end. Click
OK

Microsoft Office Word

@ There are no more entries that contain the text vou typed, Click Find Mext to see the

same entries again,
Click on Cancel to close the Find box.

When the labels are okay, click on “Next: Complete the merge.”

Step 6: Print or make a copy of the labels.

It is always better to make a copy of the labels rather than immediately print them out.
Not only does this give you a chance to do any further editing, but it gives you a
complete copy if there is a glitch in printing.

EMaiI Merge X
@A

Complete the merge

Mail Merge is ready to produce
wour mailing labels,

To personalize your labels, click
“Edit Individual Labels.” This wil
open a new document with wour
merged labels. To make changes to
all the labels, switch back ko the
original document.

Merge

33 Print...

& Edit individual labels...

Merge to New Document g|

Merge records

() Current record
Step 6 of 6 3 From: | e |

¥ Previous: Preview your labels [ = ] [ : -Cancel ]:

Click on “Edit individual labels...”

When you get the message box, click on OK.

You will see a new document with the labels printed on them. It is usually called
“Labelsl.”
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The mail merge document is still open. Click on Windows & the name of the mail
merge document to go back.

If you don't like the Labels1 or you need to make corrections and remerge the names,
delete the Labels1 document.

When you remerge, you will create Labels2.
When you have a labels printout that is correct, save the document. You can print it out
in its entirety or print out several pages at a time. You can also reprint specific pages if

paper gets stuck in the printer.

Use label paper equivalent to 30 labels on an 8 1/2” by 11” paper. The labels should be
1” in height and 2 5/8” in width.
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