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Introduction
This Tutorial contains information on 4 ways to create mailing labels using Microsoft Word:
1. How to create a label using the Word “Envelopes and Labels” feature.

2. How to create a sheet of labels with different information for each label using the Word
“Envelopes and Labels” feature.

3. How to create multiple labels from an external source, using Gmail contacts as the data
source and the Word Mail Merge feature.

4. How to create multiple labels from Outlook (v. 2000) contacts.

Part 1
How to create a label using the Word “Envelopes and Labels” feature.

In Word 2002 (and 2003), access B R i G
to the Envelopes and Labels SERER N Tooks | Table MathType Widow Help #c AdobePOF Acrbet,
feature is from the Tools menu D& E %/ @RY| & M|  WordCount. jmel N v (L

! Mail Merge Wizard...
item: ool

Show Mail Marge Toolbar ,:=
. Envelopes and Labels... {%_}3—
The sequence is Tools/Letters/(
and Mailings/Envelopes and

Letter Wigard...
Labels

The Envelopes and Labels dialog box is 21x|
displayed. Click on the Labels tab. ——_ ... |
. Address: * [ use return address Brint !
Enter a name and address into the Address g
field. 2| teupsamen_|
_ o |
Note that you can print a full page of the Qptions... |
same label, or a single label. For single label hd| E-postage Properties... |
.. . [~ Delvery point barcode “Labal
printing you specify a row and a column. s L (i
& Full page of the same label || Address ‘
If you need to select the label type, click X ?__"_—_'f—‘_'*l‘_’“"'il T = %
inside the Label panel (more on this in a o
[ Add electronic postage
moment).
Before printing, insert labels in your printer's manual feeder.

If the label type is acceptable, click on the Print button when you have made your printing choice
(single label or full page of same label).

That is all there is to it.

November 2008 cc/ne/nd Page 3 of 22



If you need to choose a different label type, the 2] %

Label Options dialog box is displayed when Printer information
you click in the Label panel: £ pscmane
(8 Laser and ink jet Tray: IManuaI Paper Feed ﬂ

Label information

From this box you can select the type of printer

] Label products:  [avery standard -]

and how the labels feed. For laser printers, the .
defaults are Manual paper feed and Avery 8573 - Busiess Cord |

8376 - Business Card Type: Address
standard Label products. 8377 - Business Card Height: 133"

8387 - Post Card i

8389 - Post Card — | Wadth: )

8460 - Address Page size:  Letter (8 ¥ax 11 in)

There are a large number of choices for label
products.

Details... | Hew Label.. eete |[ ok ] concel

Click on OK when you have completed your
selections.

Part 2
How to create a sheet of labels with different information for each label using the Word
“Envelopes and Labels” feature.

It is very likely that you will need to print labels with different information on each label. The
need for printing a sheet of identical labels is rare (return address labels is one case). You can
use the Envelopes and Labels feature to enter different names and addresses into a sheet of labels
manually.

From the Envelopes and Labels dialog box, 21%]
select the label type you want, but DO NOT Eomipes) || G|
enter any information into the Address field. e T e e oo ]
Click on the New Document button. e I
Cancel
L s __|
LEAVE THE hi|Fem——
ADDRESS ™ Delivery point barcode i
FIELD EMPTY fiFre 1| Avery standard, 8462
® Full page of the same label Address
" Single label
Rowz[1 =2 column:f1 =2
[ Add electronic postage
Before printing, insert labels in your printer's manual feeder.

A new document is opened, with a table
automatically inserted. This graphic
shows a part of that document:

If you don’t see the lines, click on
Table/Show Gridlines.
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The default location of the cursor is the first table cell, in the case of this example, the top left
cell (or label). Type in the information you want. You navigate to the next label using the Tab
key.

CAUTION:

Examine that last graphic carefully. Note that there is a small space separating
the two columns of blank labels. That is not always the case—it depends on the
label product you choose. For this example, in order to move to the second label
in the first row, it is necessary to press the Tab key twice (you can use the mouse
to move from one label to the next, of course).

OK. You have entered data into all the labels (14 of them in our example). Now what? There is
no OK button, no Close button, and no Print button.

Well . . . you just print the labels. Use File/Print, or use the Print tool on the Standard toolbar, or
use Ctrl+P, whichever method you like. The document is nothing more than a Word document
with a table.

That is simple enough, as long as you need only one sheet of labels. Parts 3 and 4 of this tutorial
describe what is necessary if the quantity of address labels is high enough to require multiple
sheets of labels.

Part 3
How to create multiple labels from an external source, using Gmail contacts as the data
source and the Word Mail Merge feature.

Whether the topic is mailing labels or name badges or something similar, there is very often a
need to create many labels using an “external” data source. That source is very likely to be an
address book or a contacts list (the language varies from one application to another) from an
email program or personal information manager.

The first example to be demonstrated here is the use of a contacts list from an email program—
specifically a Gmail account.

There are 4 steps to this process:

Access the email account

Access the contacts list (or address book)

Export the list.

Use the Word Mail Merge feature to create the labels.

Awnh e

There are a number of subsidiary steps to each of those listed, as we will see in this
demonstration. Although a Gmail account is used for this example, the 4 steps listed above are
likely to work for any email contacts list. The specific set of keystrokes/mouse clicks needed to
access a specific email application and to export those contacts will vary.
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Examine this Gmail account home page: A2 LEJ
Click on “Contacts.” Gmail Calendar Documents
Compose Mail Achi
Inbox Select
Starred 3¢ »r
=g
en dl
Drafts =
Al Mail r
Spam (8 O
Trash -
Contacts r
-
When the Contacts are displayed, click on “Export.”
<’:| M - @ ﬁ P41 hitp://mail google com/mail/?shva=1#contacts > | B | |[Clz| Google Ly
Gmail Calendar Documents Photos Reader Web more v twritere xt@) il.com | Settings | Older version | Help | Sign out 4

Show search options
Create 2 filter

Search Mail Searchthe Web

Gmail

Compose Mail 5
Compose Mail +& | +& | X search contacts Import | Export | Print
Inbox M
Lini ly Contacts 156 o
R + Add to this group & =3
Starred v Most Contacted 20 orovs
AL O Salart All Mona

The display changes to:

Show search options
Create a filter

Search Mail Search the Web

The second format choice, CSV
for importing into Outlook or

%\ Search contacts

other applications is the correct 156
choice (although Word will be m 0
used and not Outlook). e .

Click on the Export button.

ord Class

ntacts 51

November 2008
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Export
Export your contacts so you can transfer them to other accounts or save them offline.

Whe do you want to export?

® Onlyl My Contacts ;I
' Everyone (My Contacts + Suggested Contacts)

\What format would you like to export to?

r Google's CSV format (for importing into another Google account).
% Qutlook's CSV farmat (for importing into Outlook or other applications).
' vCard format (for importing into Address Book or other applications).

Export | Back
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The download WlndOW |S dISp|ayed Opening contacts_csv il
You have chosen to open

Note the title bar. It says “Opening contacts.csv,” ] contacts.csv

which is the name automatically assigned to the file. wniehis & Microsoft Excel Comma Separated Values File

from: http://mail.google.com

What should Firefox do with this file?

Note also that the “Save to Disk” option is selected. =
" QOpenwith | Microsoft Excel for Windows (defaulf) LI

Click OK.

™ Do this automatically for files like this from now on

0K I Cancel |

The file will download to whatever folder you have entered into your browser for that purpose.

The contacts will be used to create
mailing labels using the Word Mail s Edt view et Formay Tools | Table MathType Window Melp #c Adobe FOF Acrob
Merge feature, which is accessible LT M= ord Gount... O @ @mwes  ~

. ] Lgtters and Mailings bl Mail Merge Wizard... . I:
from the Tools menu item: Siions IE2] Show Ma Merge Tootsr

\&1 Envelopes and Labels... =
S =
. { Letter Wigard...

Starting with a
docu TThe sequence is
Tools/Letters and Mailings/Mail
Merge Wizard.

Click on Mail Merge Wizard.

Nothing happens to the blank document, but the Word Task Pane

opens and the Mail Merge toolbar is displayed (if it does not display, ~ & =~ ™" ”
Click on View/Toolbars/Mail Merge). The Task Pane opens with the ﬁi::‘;"::::u:f; s
initial mail merge step: Select document type. In the Task Pane, working on?
letters is the default document type selection, but change that to ~ ;:Tmm .
Labels. — i

\b Labels
Click on Next (the link in blue at the bottom of the Task Pane). i Dhaciy

Letters

Send letters to a group of people.
You can personalize the letter that
each person receives.

ﬂ Click Next to continue.
* Ssteplofé

% Next: Starting document
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By selecting labels in Step 1, the default choice for Step 2, Select
starting document is “Change document layout.” Leave that choice
selected.

Click on “Label options.”

The Label Options dialog box is displayed. Make your
choices and click OK.

Blank labels appear in the document (if they don’t, click on

-

& % Mail Merge

Select starting document
How do you want to sat up your
mailing labels?

8 Change document layout

_ Start from existing document

Change document byout
Click Label options to choose a
label size.

EY Label options...

Table/Show Gridlines).

Click on Next at the bottom of the Task Pane.

“Select recipients” is Step 3.

2l
Printer information
" Dot matrix
& Laser and ink jet Tray: |Manual Faper Feed vi
Label information
Label procucts:  [avery standard -]
Product
uet nymber: e
8373 - Business Card _ﬂ
8376 - Business Card Type: Address
8377 - Business Card Height: 133"
8367 - Post Card 2y
8380 - Post Card —1 | Width: 4
8460 - Address Foge size:  Letter (8 Y2 x 11 in)
e | T Cancel
a| ® * Mail Merge v x
Select recipients

The default choice is “Use an existing list.” That is the correct choice
for this demonstration because the “contacts.csv” file will be used as
the data source.

® Use an existing list
Select from Quilook contacts
Type a new list

Use an existing list

Click on Browse and navigate to the “contacts.csv” file, and double
click on it.

Two actions occur.

1. The Mail Merge Recipients list is
displayed:

Mail Merge Recipients

To sort the list, dick the appropriate column heading. To narrow down the recipients
displayed by a specific criteria, such as by city,

Use names and addresses from a

= file or a database.
O Browse...

of ot

d

click the arrow next to the column

heading. Use the chedk boxes or buttons to add or remove recipients from the mail

merge.

This window is an important element of FEi s

the mail merge. Any editing of the

it | . | = Email Addr...
contacts, if any is necessary, should be ¢ s
1 1 1 Alco editon C.0n
done at this point, for a reason that will be [ 4k Rt
made clear later. = Alle deb042404@yah...
& Alle slallen@colostat... 979-482-2676
B And. doande@gmail.... 970-482.0943
. - & Bab shabcoke@lam... 970-482.0553
Also, some filtering of records can be done (& gaes o [j
using this window (more on that in a Ll | 4
moment). Select Al [ Clear gl | Refresh |
Eind... Edit.... yalidate
| e | v | =]
November 2008 cc/ne/nd
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2. Merge fields are entered into each label.
A merge filed is enclosed is double angle
brackets.

(=

If the contacts list has entries that

wNext-RecordsT d

. #Next-Rec

«Next-Rec

2x]

Mail Merge Recipients

To sart the list, click the appropriate column heading. To narrow down the recipients
by & specific criteria, such as by city, click the armow next to the column

don’t include physical addresses (street

addresses or PO Box numbers), those
entries can be filtered out. For

merge.
List of recipients:

displayed
heading. Use the check boxes or buttons to add or remove recipients from the mail

example, this graphic shows the
window scrolled to Business
Addresses. Click on the down —
pointing arrow next to the column
heading and then click on

(Nonblanks). —

Any name with an empty Business

Select All | Qlear

ne...| = Business E._y v Business Address | * Other Ph... | =/ Ot a|
% (AlR)

1213 Constitution Ave TFont Collins, CO 805210

508 West Tnlby RoadIF ort Collins, CO 80525-40001
cfo Bill Patick®2353 E. BennetflSpringfield. MO 65804-17310
508 W. Trilby RoadlF ort Collins, CO 8052540000

214 E 4l oveland, CO 805370

4501 5. MasonlF ol Collins, CO 805251

4221-A South Mason StreetlFort Collins, CO 805251

(Blanks)

(Advanced..)

Eind... | Edit..

Address field will be filtered out—no

] e d —

label will be created.
When you are satisfied with the list, click on OK.

Click on Next at the bottom of the Task Pane.

Step 4 is called “Arrange your labels.” Perhaps it should be called “Enter
label data.” Whatever name you use, this is where you enter into the label
the merge fields (such as name, address etc.) that link to your data source.

You can enter a complete Address Block by clicking on that choice in the

Task Pane.

November 2008 cc/ne/nd

& & Mail Merge r x

Arrange your labels

1f you have not already done so,
lay out your label using the first
label an the sheet.

To add recipient information to
your label, click a location in the
first labal, and then dick one of the
Items below.

[™) Address block...
[ Greeting line...

*| Electronic postage...
Il Pastal bar cade...
B More items...

Whan you have finished arranging

your label, click Hext. Then you

can preview each reciplent's label

and make any indhvidual changes.
Replicate bbels

You can copy the layout of the first
label to the other labels on the
page by dicking the button below.

Update all labels

Step 4 of 6
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If you do that, the Insert Address Block dialog box is displayed: 2l
[¥' Insert recipient’s name in this format:
Note that, in addition to a variety of choices, there is a Preyiew heeh Randol .

Jashua Q. Randall Jr.

available the displays the results of your choices. i b ok ¥,

Mr. Joch Q. Randall Jr.

L Lo

[+ Insert company name
When you are satisfied with the content, click OK. [ Demteon it
@ Never include the country/region in the address
(" Always include the country/region in the address
(" Qnly include the country/region if different than:

ew

Mr. Joshua Randall Ir.
Blue Sky Airlines

1 Airport Way

Kitty Hawk, NC 27700

Match Fields... | Cancel

The Address Block merge field is entered into the
first label (make sure the cursor is in that first
label).

witAddressBlocks T o #NextRe

wNext-Records® | aNext-Re

To copy that merge field to all labels, click on the Update All
Labels button in the Task Pane: Replicate labels

You can copy the layout of the firsl
label to the other labels on the
page by clicking the button below.

J Update all labels

Step4of6

The Address Block merge field appears in all the

labels: §

wivw A ddressBlocknw®

NextRecords woAddressBlocku® . aNextRecordnuwd ddressBlocksn®
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Before moving to the next step, note that, alternatively, you can
enter individual merge fields by using the “Insert Merge Fields”
tool on the Mail Merge toolbar:

That approach takes a little more effort, but provides greater
layout flexibility.

File Edit View Insert Format Tools Tal
DEEy &Y BT
Normal + Left: 0.1 ~ Times New Roman

Hod Insert Word Field =
Gy

Insert Merge Fields| * " '

L

When the labels are updated, click on Next at the bottom of the Task Pane.

Step 5 is called “Preview your labels.” The purpose of this step is to display the labels with

actual data from the data source—before completing the merge.

You can view each label, one at a time, by using the “Preview
your labels” navigation arrows. Note that as you click on the
>> arrow, each label moves int0the.top row, left column (in
this example, or in general, the first labe

That is NOT a particularly easy way to review a large
guantity of labels.

That is why it is much easier to start with an accurate
contact list even before exporting it. Or, that is why it is

4 & Mail Merge

Preview your labels

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

T~ n
Recipient: 1

B4 Find a recipient...

easier to edit the contact list when reviewing the Mail Merge Recipients list in Step 3 of the

Mail Merge process.

Click on Next at the bottom of the Task Pane in order to
complete the merge. Note that there is an option to “Edit
individual labels.”

L1

However, if you decide to choose that option, Microsoft d
creates and opens a new merged document. Your main

document also remains open.

That is not a straightforward approach to editing the labels. It
will work, but at a cost of significant effort.

November 2008 cc/ne/nd

4 & Mail Merge

Complete the merge

Mail Merge is ready to produce
your mailing labels.

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

Me

9 rint...

Iy edit individual labels...
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Therefore, it is worthwhile to repeat the earlier statement:
CAUTION

Start with an accurate contact list even before exporting it. Or, edit the
contact list when reviewing the Mail Merge Recipients list in Step 3 of the
Mail Merge process.

If your list is ready, you can print the labels by clicking on the

: . . < % Mail Merge v x
Print link in the Task Pane:

L1

Complete the merge

Mail Merge is ready to produce
your mailing labels.

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

Merge

_ R Print...
Iy Edit individual labels...

The Merge to Printer dialog box is displayed: 2] x|

Print records

Make your choices and click OK.

" Current record

rEroml— To: I—
0K I Cancel |

Finally! The Print dialog box is displayed. Make sure you know how to feed the label sheets,
have them available, and then click on OK.

That completes the instructions for creating mailing labels using an external data source and the
Word Mail Merge feature.
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Part 4
How to create multiple labels from Outlook (v. 2000) contacts

If you use Outlook as your Personal Information Manager, you can start a mail merge for labels
directly from Outlook. This demonstration is based on Outlook 2000.

With Outlook open, click on the Contacts button (or View/Go

Elle Edit Yiew Favprites Tools Actions Help Adobe PDF
To/Contacts). [ 835 % ¥ & Brve Borwe|@

| "'"'_I@ =1 B2 i (3] | Address Cards

TR Contacts. |

o) John Able
Outiook Tod: 1111 5. College Ave
Rl | | Fort collins, CO 80525
Haliday Cards: Yes
Categories:  Holiday Cards

Jack Baker

2222 5. College Ave

Fort Collins, CO 80525
Heliday Cards: Yes
Categories:  Holiday Cards

Jane Doe
4444 5. College Ave.

Although not absolutely necessary, it is recommended
that the “Detailed Address Card” view be selected:

Detailed Address Cards

The sequence is View (on the menu bar)/Current

View/Detailed Address Cards. By Category

By Company
By Location
By Follow-up Flag

Lustomize Current View...
Define Views...

This is a sample of that view:

| Ele Edit View Favorites Tools Acions Help Adobe EDF
[t [ 823 X | ¥ & - Borind Fogonze|
|9 & = [ EEER - 2@ 8| detaied Address ¢

[T Contacts. |
o

Outlook Today |Full Name: John Able

|Home: 1111 5. College Ave

| Fort Colling, CO 80525
!Cnlaganes‘ Holiday Cards

Baker, Jack

Full Name: Jack Baker

Businass: 2222 5. College Ave
Fort Colling, CO 80525

Categories: Holiday Cards

Doe, Jane

Full Name: Jane Doe

Homa: 4444 5. College Ave.
Fort Collins, CO 80525

Zachary, John

Full Name: John Zachary

Home: 3333 5. College Ave.
Fort Colling, CO 80525

Categaries: Heliday Cards

November 2008 cc/ne/nd Page 13 of 22



The Mail Merge feature is available from the Tools

menul. | Ele cor wiew [Tools Actions Help Adobe POF
|Enew - | & | ©3 XK | ¥ B Address Book...  Ciri+Shift+8

I S raBinll 0 Mail Merge...

The sequence is Tools/Mail Merge.
| Outlook Shortcuts E Accounts...

Click on Mail Merge. an r ;T:::e
Outlook Today ::' B

The Mail Merge Contacts dialog box is displayed.

o . 2| x|
The default “Contacts” choice is “All contacts in s e
current view.” The default “Fields to merge” choice = © A wnmasianete ol

" Only selected contacts " Contact flelds in current view

is “All contact fields.” The default “Document file” Nl cormits o hmme a1 o kvt o o Tt VIS e e

click "Customize Current View" on the "Current View"™ menu.

choice is “New document.” All three defaults are Moy
the correct choices for this demonstration. -
(" Existing document: Browise. |
. . Contact data fils
Under “Merge options,” click on the down arrow A B AL OR N Bl s o A SRy o e
and select “Mailing Labels.” W _oouse.. |

Merge to:

News Document =

Click OK \ :

(o | oma |
The message “Initializing Microsoft” will be briefly displayed. Then this message:
Micosonword x|
1 Outlook has created a MailMerge document and prepared your contact data for you. In order to complete the setup for
Mailing Labels you have to press the “Setup” button in section 1 of the MailMerge helper dialog.
Click OK.
When that message appears, it means that a Microsoft Word 2|

document has opened with Mail Merge feature active. That L e |

button to lay out your main document.

is why you see the Mail Merge Helper dialog box:

Follow the instructions. Click on the “Setup” button. P ——————

Main document: Documentl
2 %m source

iy Get Data > Edit ~
Data: C:\DOCUME~1},..\OMMS,doc

3 %Melge the data with the document
Query Options... J

Options in effect:
Suppress Blank Lines in Addresses
Merge to new documeant

Cancel
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The Label Options dialog box is displayed. Make your

selections and click OK.

The Mail Merge Helper dialog box changes slightly:
The “Setup” button changes to “Edit.” :

DO NOT MAKE ANY OTHER CHANGES.

Click on “Close.”

Blank labels are displayed in the document. If the border lines

Label Options

Printer information
(" Dot matrix
(® Laser and ink jet
Label information

2|

Troy: |Menual Paper Feed vl

Label products:  [avery standard ~|
Product nymber:

8373 - Business Card
8376 - Busingss Card

Address
8377 - Business Card 133"

4
: Letter (B ¥2x 11 in)

concal |

Mail Merge Helper

The main document and data source are now available. Choose the
appropriate Edit button to work on either one.

] Emn‘

dk

create » | g |

Merge type: Mailing Labels
Main document: Documentl

2 %D!Iﬂm =

Getpata v Edit ~
Data: C:\DOCUME~1\,..\OMMS.doc

3 EEjMergethednnmth the document.
Query Options... |

Options in effect:
Suppress Blank Lines in Addresses
Merge to new document

are not visible, click on Table/Show Gridlines.

From this point on, the process
is exactly like that described in
Part 3, except that there is no

Task Pane. Instead, the

3 Document] - Microsoft Word

File Edit View [nsert Format Tools Table MathType Window Help #2¢ Adobe PDF  Acrobat Cod
DSEY &GRY | iaAad vo-~- QBOT NG D 7 3% -G,

tools on the Mail Merge

A Normal + Left: 0.1 = Times Hew Roman - 17 *» B 5 U
I —
O M) B | mnsetwordReld> | % [ 85 5] K < 1 LTI

toolbar will be used (if, for
some reason, it is not visible,
click on View/Toolbars/Mail
Merge).

November 2008
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The first tool to use is the Mail Merge Recipients tool. Click on it.

File Edit View Insert Format Tools
Dedy SRV & 2B
£ Normal + Left: 0.1 + Times New Romsz

[Z1=1 B | insert Word Field -
Mail Merge Recipients

The Mail Merge Recipients list is displayed: 21 x|

To sort the list, dick the appropriate column heading. To narrow down the redpients
displayed by a specific criteria, such as by dity, dick the arrow next to the column
heading. Use the check boxes or buttons to add or remove recipients from the mail

Suppose your list includes names to whom you want to M ki

send holiday cards, and other names to whom you don’t :

want to send holiday cards. R —— S oo
B4 Zachary John 3333 5. College A...

You can filter out the unwanted names if you plan ahead.

One way to accomplish this task is to use the “Categories” |«

field when entering data for a contact. For example, you siocthl | _Comat | setres |
can add a category called “Holiday Cards” to the Bl e B
Category list (see Appendix 1). Then, when you enter contact data, select “Holiday Cards” from
the Category list. This information will appear in the Mail Merge Recipients list.

You can see that, in this demonstration, by scrolling to 21
the Categories field in the Mail Merge Recipients list: wmﬁm:‘g“&““
merge.
- . . List of recipients:
Note that, for this demonstration, 3 entries have the busioes Phons] I ol | 2 Go Ph.| 2 Caegorieal 2 Ghikr |
“Holiday Cards” entry, and one does not. Hellons S

Heliday Cards

4| | »
geaal | cleorgn | gefresn |
grd.. | gt | yoiate | ;
Now click on the down arrow in the Categories heading, . 2l
o ”» 0 sort i e appropriate column heading. To narrow m recipients
and then on “Nonblanks. N e~
I.Lstrure-reupl 5
siness Phone...| = Callb.. | =/ Car PO | = Cateqories| = Childr..
mida)lc;rds

(Blanks)

(Advanced.)

4| | »
goearl | cleargl | geiresn |

gri.. | gt | yehsete | III
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The name with the Categories field blank is hidden from 2%
view (not deleted—just removed from the merge list). o e e o ek Sy e he s et ey

displayed by a specific criteria, such as by city, cick the arrow nest to the column
heading. Use the check boxes or buttons to add or remove reciplents from the mail

Click OK. 1111 5. College A...
& Baker Jack 2222 5. College A...
B Zachary John 3333 5. College A...
MAKE ANY OTHER EDITS TO THIS LIST AT
THIS TIME.
4| | »
seeaal | ceral | gevesn |
gri.. | gat. | yebdme |

The document (part of which is shown in this graphic) now has a
merge field in each label:

1 e
et Famerdn o
et P i

The next step is to enter the appropriate merge fields that link to
the data into the labels. One way to do this is to use the Address *

Block tool: - File Edit View Insert Format |
N Edx &a¥ f BE
Click on that tool. ﬂ al + Left: 0.1 » Times New
Ei ﬁm El | Insert Word F
Insert Address Block
The Insert Address Block dialog box is displayed. Make your = 21
- - Specify address elements
selections and click OK. 2 T ——
J"i"ﬂ dall :I
j:sh:: g.a:tandl;ﬁ . |
Mr. Josh Randall Jr,
Mr. Josh Q. Randall Jr. -
[+ Insert company name
[ Insert postal address:
# Mever include the country/region in the address
" Ahways jnclude the country/region in the address
" Qnly indude the country/regon If different than:
Preview
Mr. Joshua Randall Jr.
Blue Sky Airlines
1 Alrport Way
Kitty Hawk, NC 27700
Match Fields... E Cancel
November 2008 cc/ne/nd

Page 17 of 22



The Address Block merge field is placed in the first label:

pcacdddrmnnFiocionn ot
Use the “Propagate Labels” tool to copy the

Bile Edit View Jnsert Format Tools Table MathType Window Hel
SEHN SRY R Y v-o- QEOENE
<4 Hormal + Lefii ¢ es New Roman *12 = B I U E
O M) B | nsert Word Field - .Elui'l ¥

|E| Pufbpagate Labelsf '
| —

Address Block into the other Ta

Click on the “Propagate Labels” tool. -

The Address Block merge field will be placed in
all labels:

—
\ﬁ r
\

\ -
et FamedumacidimuTiochmn «Hom: FamrduwecAdimnFlochas
Nt Remrendhovans Ao Filetoon s Nt Rmrerrboars Aetbeman Pt

The labels are ready to merge, review and print.
File Edit View Insert Format Tools Table MathType Window Help
Use the “View Merged Data” tool to view the =~ C=HH SEY L w@ s o0 @805 =4

Iabels Wlth aCtuaI data 44 Normal + Left: 0.1 ~ Times New Roman ~ 12 v| B I U |§
' Bod PR E e -|‘E,E||<<1 »

View Merged Data
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Then use the “Merge to Printer” tool to complete the
merge.

Click on the “Merge to Printer” tool.

Merge to Printer

cxelddramaFlocioon et Famedmacidim

The “Merge to Printer” dialog box is displayed. Make 2] x|
your selections and click OK.

Print records

(" Current record

(HEromli To: Ii
OK | Cancel |

The Print dialog box is displayed. Make your selections and click OK.

That completes the instructions for creating multiple labels from Outlook (v. 2000) contacts.
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Appendix 1.
Adding a Category to the Outlook Categories List

With Outlook open, click on the “Contacts” button (or click on

JEhEﬂmenmlw;mnsuehmbcmF

View/Go To/Contacts). Cltew | 83X | ¥ | @red orgne| 1
|9 - |@0ER| P8 Address cards

ETP Contacts. |

John Able

1111 5. College Ave

Fort Collins, CO BO525
Holiday Cards: Yes
Categories:  Holiday Cards

Jack Baker

2222 5. College Ave

Fort Collins, CO 80525
Holiday Cards: Yes
Categories:  Holiday Cards

Jane Doe
4444 5. College Ave.

With the Contacts window displayed, open any contact & Contacts - Microsoft Outiook
or click on New/Contact. J File Edit View Favorites Tools Actions Help

 , Jm v -
m i @
D|5tr|bu1:|on ist Ctrl+Shift+L
The Contact window looks like alnlx|
thIS :s:-lu:“—’g:':i‘ba;mr.* | 8 snagh £ | Window - i
- - Fill eama... Biinea -
Click on the “Categories” button: £ i s j,—
s [7 e
Fie asl - e j
o} "'”rm_.,_,...,., L
-ﬂmmml
=
=
Contaas... [| mil— Ervate [
The Categories window is displayed: 20x

Ttem(s) belong to these cetegories:

Click on the “Master Category List” button:

Available categories:

Business. [P
| Competition

Family
| Favorites

Gifts

| Goals/Objectives
Holiday

| Holiday Cards

~Hot Contacts
) Id
Internati
) Key Customer
Miscallaneous
| Persanal b

oK | Cancel ! Master Category List... |
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The “Master Category List” Window is displayed: 20x
. . —p |l Add
Enter a Category name into the “New” field: = —
As soon as you start typing, the “Add™ button becomes available. When {ciosec.
you are finished typing, click on OK. That will add the new category to e
the list. e
For example, you can add a Category called Holiday Cards. S L1
[ox ] cman |
Click OK, and then OK again.
To use this new Category, or any e =lolxl
Category, click on the Category N Geeeiie i &8 » oo o -, ot woon :
t--ll Deinis | Acinsties | Cerifictes | AD Fasids: |
button when entering data for a e — ———
contact. e ——
oo | I —
[ This is S mang adigens @
=]
=
goninans.., | | cogeren || 00000 el
Choose the Category you want and click OK. x|
Tem(s) belong to these categories:
Holiday Cards Add to List
Available categories:

1 Competition

| Family

| Favorites

1 Gifts

| Goals/Objectives
Holidar

| Hot Contacts
| ideas

| International
| Key Customer

| Miscellaneous
| Persenal st

[ x| conent Master Category List... |

Don’t forget to click on the “Save and Close” button in the Contact

window before you close that window: = — - - O
&l save and Close | & | ¥

General ] Details I Activities I

g Full Name... | I
Job title: |
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Now, if you choose the Holiday Cards Category for those contacts to whom you intend to send
cards, that information will appear in the exported contact records that will be used in a label
mail merge. You can then filter those contacts as explained in Part 4 of this tutorial.

That completes the instructions for adding a Category to the Outlook Categories List
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