MAIL MERGE

How to mail merge from Microsoft Outlook 2002.




MAIL MERGE

How to mail merge from Microsoft Outlook 2002.

@ Contacts - Microsoft Outlook. _|&] x!
Elle Edit Yiew Fawgrites Tools  Actions  Help Type aquestion far help [ Step one:
Elpew - | & 05 X | ¥ S 0y - | EoFnd S| [ Kria Lacher - DE .
# Contacts

Folder it x| Dlg[® Fullame Compeny | Business Address =l In Outlook, first select con-

Archive Folders Click here to add a new C....

3 Dot Tod Do | 2 Cotmaie Edrs (o e tacts to merge and click

" Calendar +] Categories : Business (84 items)

£ Contacts +1 Catagories ; Christmas Card (52 itsms) Too IS/ M ai | M erge_
(g Deleted ltems ] Categories : Competition (6 items)
B} Diafts ] Categories : Family (32 items)
B2 Inbox ] Categoris gy
B Clients Mail | iy Mail Merge Contacts 2] x i .
e (o= In the Mail Merge dial
E Fidelty Ml Categories  Contacts Fields to merge n t e al er e |a 0 Ue
g Categories .
KB Friends  Family &l contacts in current view & Al contact fields
T FBO Lists Sty selcted contact € Conkact iekds in curren 0x, se ect On y o€ ecte
@ |deas 0] P Qnly selected contacts ontact Figlds in current view 445 2nd Street, Suite 214 , Lake Osv
. o=] | ¢ Tofiker contacts or change the contact fields in the current view, go to the "View'" menu and click 1001 MW 14th Avenus, Portland, OR C AI I C
B Inveices Recepis Custamze Canrent Vit on e ‘Gt e e ontacts, ontact
Jokes = 2173 NE Braadway, Portland, OR 97;
{5 Misoellaneous = Document file 636 MW 215t Avenus, Portiand, OR F Id N D t
B Quotes & F pewr document 1630 5% Marrison St., Portland, CR. Ie S; ew ocu I I len y

~SE Seminar Certificates =
5B Seminar Flysrs

- . ) 25 W 23rd Place, Portland, OR 972 e
e chxurert Eates 4800 SW Macadam Ave., #104, Port an d M al I | ng La be IS . See

5 Smarter Marketing =
@ endors/Partners B _i Conkart data file 25 MW 23rd PI, Portland, OR 97210
-8 Joumal 5 k7o save this conkact data for future use o reference, speciy a file name 25 NW 23rd Place, Portland, OR 972 screens h ot.
5 I3
-3 Notes 5 < Germanent s | e 10141 SW Park Way, Portland, OR.
Outbox m K 10140 5W Parkway, Portland, OR. 9
Packetimor =] & Merge options 9790 5w Mimbus Ave, Beaverton, OF
i %’ B g L Document type: Herge to: £36 N 215t Avenue, Fortland, OR CI |C k O K
Tasks H
1 [ETETIEINN =] [rew Cocment 6420 SW Macadam 300, Portiand, ¢ .
E &t o ' 541550 D e, orone, o —
T B Colendar [ ok | cancel 25 Hw 23rd Place, Portland, OR 972
[ Lovejoy, Pertiand, OR 57213

@ Public Folders

| Categories : Real Estate Agents--Gresham (20 items)

] Categories : Real Estate Agents--Hillsboro (3 items)

| Categories : Real Estate Agents--Lake Oswego (S00 items)
| Categories : Real Estate Agents—Llayd Center (21 ttems)
] Categories : Real Estate Agents—-Mall 205 (8 items) _,_|
<

i Document1 - Microsoft Word —_[®]x

B i Table  indow Type & question for help 518 Step Two:
DEELS% SRV 2T - H0OE Bl q = 03,
21 Hormal - TimesMewRoman ~ 12 ~ B 7 U O-4-A-~.

ATECIIE i (305, %0 )0 | £ Click Setup in Section 1 of
=8 & [F][F] B  nsertword Field~ | 5.0 B 1 MR 3Dy .
the Mail Merge Helper.
Choose Avery 5160 for the
standard 3x10 labels.

View Insert  Format  Tools Help

3

i)

211

The main document and data source are now available. Choose the Setup
button ta lay out your main document.

=
1 &S o st
Creats + | Stup. . |

Merge type: Maiing Labels
Main document; Documeritl

5 T - =]
2 Data source Laboll0pions nm

Printer information
Dok matriz

& Laser and ink jet Tray: [Defaul tray (AutaSelect)

3 Label infarmatian
Merge the d.
Label products:  [avery standard

Click OK.

Close the Mail Merge
Helper.

17T
e  Product number: —
n;zl;swwzses e1s - Car o e
Merge o | 2066 - File Folder | Twes Address
E 5095 - Mame Badge Height: 1

5096 - Diskette .
5097 - Diskette “Hilfie 28
5150 Address Pagesizst  Letter (8 Vax 11in)

Detas... New Label... s o | cana |

Page 1 REC TRK EXT OWR




How to mail merge from Microsoft Outlook 2002.

i Document1 - Wicrosoft Word _[Blx

File Edt Yiew [nsert Fgrmat Jools  Table Window Help Type 8 question For help B Step Th ree:
DEdan LY iR - aflORE 4 &8 1 =
24 Hormal - TmesNewRoman =1z « | B I O 1=

inal Showing Markup = Shew = | &} % 3 - &b - [ d - B FH CIICk the Insert AddreSS
BE ¢ FF B msetwadred- 52 [ B Bl a1 b u E D PR R _
' e — = = Block button and choose

preferred name format.

Click OK.

|

¥ Insert recipient's name in this format:

¥ Insert company name

W Insert postal address:
& Never include the countryfregion in the address
" always indude the countryfregion in the address
£ Only include the countryregion if different than:

Preview

1r. Joshua Randal Jr,
Elue Sky Airines

1 Arport Way

Kitty Hawk, NC 27700

WMatch Fields o | cancel

“0om|d

Col 1 REC TRE EXT OVR

Document! - Microsoft Word

Eile Edit Wiew Insert Format  Iools  Table indow Help Type a question for help |7/ Step Fou r:
DEeEs8 SRy iRBad o-c- @HOE=4 BT = ).

1 Normal + Left: '« TmesNewRoman ~ 12 « B 7 1 =.|i= O-#-A-
g von = o | €3 8 25 - £+ v 2 | - Once label fields are set
BE e [ B msetwadreds | 52 5 9 » MR % hy e .

TR TR e T I AR AKARAE 5| up, click Propagate Labels

button.

" Propagate Labels

«exnt RecordseqduddressBlockss «Mext RecordseelsddressBlockes

4Mext Rer «Mext RecordseehddressBlockes

«Mext RecordseaiddressBlockss

«Mext Reeords ex b ddressBlockss

«Mext Recordves AddressBlockss «Next RecordseebddressBlocks s «Mext Recordses i ddressBlockss

«Mext Records st ddressBlockss

4Hext Reeord «Mext RecordseelsddressBlockes

Page 1 Sec 1 171 at 08" o Col 17 | REC TRK ExT ove | G




How to mail merge from Microsoft Outlook 2002.

5l Document] - Microsoft Word B[
I Type a question for help [z | Step Flve-

[ File Edit Wiew Insert Format  Tools  Table  Window  Help

SHsy LRV iBERBS o-c- GHOE

Mormal + Left: » TmesMewRoman « 12 ~ B 7 O

&‘:WE;MF;“H Elaen 999"9@: d;] A= e Click the Merge To New
== Insert Word Fisld ~ | 67 [ B 2] M 4 L o Y52 0 5a . .
T [T Document button and click
OK.

eehiddressBlockes| «Mext B0 srds.

i drdressBlocks s «Mext Recordves AddressBlockss

You may now modify the
labels and print.

Merge to New Document K

«lext RecordsesddressBlockas ext RecordpesddressBlockes
Mergerecords

il
" Current record
oo RevordbestiddrossBlockon  Cpyom [ | Ter | | [Mext RerombachdiressBlockss

«Hext Record «Mext R 3 B «Hext RecordraxbddiessBlockes

«Mext Recordves AddressBlockss

«Next RecordeaxAddressBlockss

«Mext Recordves AddressBlockss

Sec 1 1L A 08 L Col 17 REC TREK EXT OWR | G

For more help, contact your Business Development Team!
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Vice President
Manager of Information Technology
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Assistant Vice President
Customer Service Manager
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