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Build an address template in Excel
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E3 Microsoft Excel - AddessSample

freezerow 1

@ File Edit ‘View Insert Format  Tools  Data | Window |ﬂ_e_|p
1. Click row below title LA Ll &
o Snagit =)' Window TE Hide
row 2 R - - -
2' %IeCt WI ndOW from i .F\rstNamj: Lasll?lame 'F"hnnec g reEet2
2 Freeze Panes
Bar Menu 3 | . | 1 AddessSample
3. Select Freeze Paneto ’

Page 1 of 8



Mail Merge
12/8/2010

I1. Page Setup
A. PageTab

Page Setup @

Page ]Margins ] Header/Footer ] Sheet ]

Crientation Prink.. ]

1. Sdlect Filefrom Bar " Portrait @ Print Preview
M enu Scaling Options. ..,

2. Select Page Setup

3. Page Setup Form
W||| appear " Fit ko m pageis) wide by m tall

4. Change Orientation

i adjustto:  [100 3% normal size

to Landscape Paper sizet  [Letter .5x11in. ]
5. Then Cl |Ck OK Print quality: ]600 dpi L]
Button

First page number: Auko

Ok | Cancel

B. Margin Tab

Page Setup

YOU can reduce the Ieft Page Margins ] Header/Footer ] Sheet I
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C. Sheet Tab

1.Check Gridlines
to havelines
appear on
Worksheet when
printed

2. Then Click OK
Button

Page Setup

Set Print Area
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Page ] Margins ] Header [Footer Sheet ]
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Print titles : .
Prink Preview
Rows to repeat at top: | 3
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Print
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Page order
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Ed Microsoft Excel - AddessSample

1. Select Areaof
Work Sheet to be
printed

2. Select Fileon Bar
Menu

3. Click Set Print Area

4, Select Fileon Bar
Menu

5. Click on Print to
Print Worksheet
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Printing Labelsin Word
On the Tools menu, point to Letters and Mailings, and then click Mail Merge Wizard
i Document4 - Microsoft Word
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" File Edt Wiew Insert Format E Table wWindow Help
el 0 S Ea o & speling and Grammar...  F7 EE M= &l 100
=y [ Language 4 s B | W oW | |
= i Lefters and Mailings » m Mail Merge Wizard. .. |r
Tools on the Web. .. Shiow Mail Merge Toolbar l

L

Cuskamize. ..

Options. ..

o

=

Envelopes and Labels. ..

Letter Wizard. ..
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4 Mail Merge

Select document bype

What type of document are wou
working on?

Letters
E-mail messages
Envelopes

® Labels

Directory

Labels

Print address labels For a group
rnailing.

Click, Mext to continue,
Step 1 of 6

g Mext: Skarting document

] Mail Merge X

Select starting document

How dior wou wank o set upoyour
letters?

® Use the current document
Skart Fram a kemplate
Skart From existing document

Use the current document

Skart From the document shown
here and use the Mail Merge wizard
ko add recipient information,

Step 2 of 6
g Mext: Select recipients

41 Previous: Select document bype

] Mail Merge -

Select recipients
® se an existing list
Select Fram Cutlook contacts
Type a new lisk

Use an existing list

Currently, vour recipients are
selected From:

[Sheet14] in "AddessSample, x1s"
Select a different list. ..

Edit recipient list. ..

Step 3of 6
g Mext: Write vour letker

4@ Previous: Starting docurent
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4 Mail Merge

Arrange your labels

If wiou have not already done so,
lay out wour label using the First
label on the sheet,

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

FK] Address block. ..

D areeting line. ..
* Electronic poskage. ..

Nl Postal bar code. ..

E| Mare ikems. ..

When vau have Finished arranging
wour label, click Mext, Then you
can preview each recipient's label
and make any individual changes.

Replicate labels

ou can copy the lavouk of the Firsl
label to the other labels on the
page by clicking the button below,

Update all labels

Step 4 of B

g Mexk: Preview yvour labels

PR —lo L.

F Cipients
Mext wizard step >

] Mail Merge -

Preview your labels

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

Recpient: 1 | ..
B3 Find a recipient...

Make changes

You can also change wour recipient
list:

Edit recipient list. ..

When vou have finished
presiewing wour labels, click Mext,
Then you can prink the merged
labels or edit individual labels ta
add personal comments,

Step 5of 6

g Mexk: Complete the merge

4 Previous: Arranne wonr lahels
Mexk wizard step

4 Mail Merge -

Complete the merge

Mail Merge is ready to produce
wour mailing labels,

To personalize wour labels, click
"Edit Individual Labels." This will
open a new document with wour
merged labels, To make changes to
all the labels, switch back to the
original document,

Merge
D= Print...
& Edit individual labels. ..

Step 6 of 6

4@ Previous: Preview vour labels

What type of document are working on?

Check Labels
Gotostep 2
Click Next: Starting Document.

Click Label Options to check type of label
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Label Options

Printer information
™ Dok matrix
& Laser and ink jet

Traw: |Default tray (Automatically Sele_:]

Label infarmation

Label products: ].ﬂ.very standard L]

I?rc-du-:t nurmbet
3614 - Card

r-Label infarmation

5066 - File Folder Type: &ddress

5095 - Name Badge Height: i

5096 - Diskette : .

5097 - Diskette Width: 2.83

5159 - Address Page size: Letter (8 1% % 110n)

Dietails... | Mew Label... |

Gotostep 3

Click Next Select Receipts

Click Select a Different List

Click on Data Source and Click OK
Click OK to

=1

Cancel
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File name: :J Mew Source... ] Open

My Hetwork

Mail Merge Recipients

To sort the list, click the appropriate column heading, To narrow down the recipients displayed by &
specific criteria, such as by city, click the arraw next to the column heading, Use the check boxes or
buttons to add ar remove recipients fram the mail merge,

List of recipients:

¥ LastMame Firsthlame

Marsh. ..
Morwond M8 02062

< I >
Select Al I T J

Clear &l I

oo | |

yalidate J

Goto Step 3

Click Next: Arrange Your Labels
Click Address Block

Match list if necessary
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Insert Address Block

Specify address elements

% Insert recipient's name in this Format:

<l

Insert company name

<l

Insert postal address;

@ Mever include the countryiregion in the address

" Always include the countryfregion in the address
O only include the countryregion iF diffsrent than;

Preview

Mr, Joshua Randall Jr,
Blue Sky Arlines

1 Airport Way

Kitty Hawek, MC 27700

MMatch Fields. ..

Mail Merge has special features for easily working with addresses, Please specify address

Field components ta simplify address insertion,

Optional information
Middle Marne
Suffix
Micknarne
Phonetic Guide for Last Marne
Phonetic Guide For First Mame
Job Title
Department
Address 2
Address 3
Country ar Region
Business Phone

{not available)
{not available)

{not available) -

-~

{not available) =

{not available) -

{not available) -

(ot available) -

{not available) -
(ot available) -
Phone -

- T

w

Use the drop-down lists to choose the Field from your database that corresponds ko the

address information Mail Merge expects {listed on the left.)

-

Cancel
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