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Quick Access Toolbar

The Quick Access Toolbar is at the top of the screen to the right of the Microsoft Office Button.
When the cursor is over a button, the name of the button is displayed.
The options available when Microsoft Office 2007 is first installed include Save, Undo, and Redo.

Customizing the Quick Access Toolbar

To add an item, click on the Customize Quick Access Toolbar drop down arrow at the end of the Quick
Access Toolbar and click on the desired item.

Options with a check mark in front of them are displayed on the Quick Access
Toolbar. e

To remove a button, click on the Customize Quick Access Toolbar drop down arrow open

at the end of the Quick Access Toolbar and click on the desired item. (This removes =

the checkmark from in front of the item.) Quick prnt

To add a command button from the Ribbon, right click on the desired command ‘ e
button and choose Add to Quick Access Toolbar. V| unao

To remove a command button that has been added to the Quick Access Toolbar, e

right click on the button on the Quick Access Toolbar and choose Remove from More Commands..
Quick Access Toolbar. godiegel

Minimize the Ribbon

‘Customize Quick Access Toolbar

Changing the order of the Buttons on the Quick Access Toolbar

Click on the Customize Quick Access Toolbar drop down arrow at the end of the Quick Access Toolbar

and choose More Commands.... (-]
In the column on the right below Customize Quick Access Toolbar, click on the item to be
moved.

To move the item up, click on the up arrow at the right.
To move the item down, click on the down arrow at the right.

e Clickon OK.
The Ribbon
Insert Page Layout References Mailings Review View Add-Ins
b — - War o~ Nallli= ~ = - Se|| 25 =5 % )
| Calibri (Body] [ -][A° o5 = = AaBbCeDe | AaBbCeDe AaBbC
== = =||¢=7 &
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The Ribbon runs across the top of the window.
The Ribbon consists of 3 types of items.
o Tabs - This is the main level and includes Home, Insert, Page Layout, etc.
o Groups — Each tab has several groups that show related items together.
o Commands — A command is a button in a group or an item in a list.
Some tabs are only available when a particular item is selected. For example, the Picture Tools tab is only
shown when a picture is clicked on.
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Using the Ribbon

Click on the desired tab.

e The commands under each tab are grouped. The name of the group is at the bottom. B
e Some groups have a Dialog Box Launcher button which opens the dialog box with more Pacte
commands. ciipboard 5| ¢
Views
Page Views

On the Ribbon, click on the View tab.
In the Document Views group, click on the desired view.

Full Screen Reading

e Full Screen Reading is a view which makes it easy to read the document on the screen.
e On the Ribbon, click on the View tab.
e Click on the Full Screen Reading view.
e Click on the View Options button at the top right of the screen for more options.
e To leave Full Screen Reading view, click on the Close button at the top right.
Zoom )
e On the Ribbon, click on the View tab. Oz Offagevidh] O Hony poges:
e In the Zoom group, click on the Zoom button. o oo
e Inthe Zoom to section, choose the desired zoom. Percent: [147% %
e Clickon OK. PR
e OR Use the Zoom toolbar on the Status Bar at the bottom right Aag;?"lz)d]ze
- y 2
corner of the window. — ry AaBbCoDdEe
. . “ﬁ. - XxYyZz
Merging Outlined ———— | AaDhCondoa
e Start the Mail Merge —

e Select the type of document to be merged: letters, e-mail, envelopes, labels, or a directory.
Select Recipients —
e Select the recipients of the document using an existing list, a list of Outlook contacts, or by typing
a new list.
Write the Letter / Arrange the document —
e Set up the document, inserting the data fields in appropriate places.
e  Automate the process by inserting a date that is always updated, etc.
Preview the document —
e Examine the document for completeness and correctness.
e Be sure to save the form document.
Complete the Merge —
e Finish the merge, either sending it to the printer or creating a new document for review and
editing.

Page 3

Educational Technology Center
Davis School District, Farmington, Utah 84025 Revised 8/1/2008



Types of Merges

Letters - Use to create customized letters to a selected group of people.

E-mail messages — Use to create e-mail messages to a selected group of people. (Must use Outlook.)
Envelopes — Use to create addressed envelopes for a group mailing.

Labels — Use to create address labels for a group mailing.

Directory — Use to create a directory, a catalog, or a printed list of addresses.

Ribbon or Wizard

e  Merging can be done with the Ribbon or with the Mail Merge Wizard.
e The Mail Merge Wizard is the same as a mail merge was done in previous versions of Word.
e To bring up the Mail Merge pane:
e On the Ribbon, click on the Mailings tab.
e Inthe Start Mail Merge group, click on the Start Mail Merge button and choose Step by Step
Mail Merge Wizard.
e The Ribbon is covered first in these instructions.

Letters
e Merging can create customized letters which appear more personal, with names, etc. N
e On the Ribbon, click on the Mailings tab. =1
e Inthe Start Mail Merge group, click on the Start Mail Merge button and choose Letters. Start Mail
Merge ~
Select Recipients
e Select the recipients of the document. 3
¢ Inthe Start Mail Merge group, click on the Select Recipients button and choose the desired S‘Ef:
item. Recipients =

e Existing List — Choose Use Existing List....
o Choose this to use an existing list such as an Excel spreadsheet or a Word document with a list.
Navigate to the location of the desired file (i.e. spreadsheet).
Click on the desired file and then click on the Open button.
For more information on working with an existing list, see Using a Spreadsheet on page 15 or
Using an Existing List on page 16.
e New List — Choose Type New L.ist....
o Choose this to start a new list.
o Enter the information in the fields as desired.
o For more information on creating a list, see Creating the Data Source on page 17 or Creating a
Spreadsheet List on page 15.
e Outlook Contacts — Choose Select from Outlook contacts....
o Choose this to use Outlook contacts as the list.
o Note — Outlook must be your email program for this option to work.

o O O
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Write Your Letter

e  Set up the document with the date, the field names, etc. as desired.
e Toinsert afield,
o Click in the document where the field is to be inserted.

o Inthe Write & Insert Fields group, click on Insert Merge Field button and choose the desired

field.
o  The name of the field is displayed. (i.e. <<Last Name>>)
o For more information on inserting fields, see
»= |nserting a Data Field on page 18.
= Inserting an Address Block on page 18.
= Inserting a Greeting Line on page 19.

o For more information on graphics and formatting the document, see

=  Pictures on page 19.
= Page Borders on page 20.
e Save the Form -

(@]
o Navigate to the location the form is to be saved to.
o Type a name for the form.
o Click on the Save button.

Preview Your Letters

Check the letter for errors.
In the Preview Results group, click on Preview Results button.
The information for the first recipient appears in the form.

Click on the Microsoft Office Button and choose Save As =» Word Document.

«-Q.%a

In the Preview Results group, click on the Next and Previous
arrows to see the recipient data placed in the document.

1 oM Preview

e To change the recipient list, in the Start Mail Merge group,
click on Edit Recipient List button.

Results

o For more information on editing the recipient list, See Organizing the Data on page 16.

Complete the Merge

e  Check the letter(s) for errors.
¢ Inthe Preview Results group, click on Auto Check for Errors.

o Choose the first option to simulate the merge and create a
separate document which reports errors in the merge. The
merge only appears to have occurred.

o  Choose the second option to merge and have the program
pause when an error occurs.

o Choose the third option to complete the merge and create a
separate document which reports errors in the merge.

e To complete the merge without pausing or creating a report, in the Finish group, click on Finish

& Merge button and choose the desired item.
o To edit the individual letters:
=  Choose Edit Individual Documents...

* Inthe Merge to New Document window, choose the records to be merged into
the new document. (All, Current record, or a specified range.)

= Click on OK.
*=  The merged letters open as a new document.
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Checking and Reporting Errors

73 Simulate the merge and report errars in a
new document,

@;g:mplete the merge, pausing to report each
ierror as ik occurs,

) Complete the merge without pausing.
Report errors in & new document.

[ OK l [ Cancel

Dy
=
L |

Finish &
Merge =

Merge to Mew Document @
Merge recards

©l

) Current record

) Erom: To
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o Tosend the letters directly to the printer:
»= Choose Print Documents...

= Inthe Merge to New Document window, choose the records to be merged into the new

document. (All, Current record, or a specified range.)

= Click on OK.

= Select the desired printer and other options as desired.

= Click on OK.

Envelopes

On the Ribbon, click on the Mailings tab.

In the Start Mail Merge group, click on the Start Mail
Merge button and choose Envelopes.

In the Envelope Options window, click on the Envelope
Options tab.

Envelope Options

[/

By
é‘-‘

Start Mail
Merge =

Click on the Envelope size down arrow and choose the desired

envelope size.

Make adjustments to the delivery address and the return address as

desired.
Click on OK.

Select Recipients

Select the recipients of the document.

In the Start Mail Merge group, click on the Select
Recipients button and choose the desired item.
Existing List — Choose Use Existing List....

&
Select
Recipients —

{ Envelope Options | Printing Options
Erwelope size:
Size 10 (41fax91/2in)

Delivery addrass

From left:
From kop:

Return address
Fram left:

From kop:

Preview

Auta
Auta

Auta
Auta

¥ |<lx

e |[<l¥

o Choose this to use an existing list such as an Excel spreadsheet or a Word document with a list.

O O O

Using an Existing List on page 16.
New List — Choose Type New List....
o Choose this to start a new list.
o Enter the information in the fields as desired.

Navigate to the location of the desired file (i.e. spreadsheet).
Click on the desired file and then click on the Open button.
For more information on working with an existing list, see Using a Spreadsheet on page 15 or

o For more information on creating a list, see Creating the Data Source on page 17 or Creating a

Spreadsheet List on page 15.

Outlook Contacts — Choose Select from Outlook contacts....

o Choose this to use Outlook contacts as the list.

o Note — Outlook must be your email program for this option to work.
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Arrange Your Envelope

e Return Address - Click on the top right corner of the envelope and type the return address.
e Delivery Address - Click in the middle of the envelope towards the bottom. There is a text box for the

delivery address.

o Inthe Write & Insert Fields
group, click on Insert Merge
Field button and choose the
desired field, building the
address as desired.

o ORinthe Write & Insert
Fields group, click on the
Address Block button.

= Inthe Specify address
elements section,
select the desired
format.

Insert Address Block

]

Specify address elements

Insert pecipient's name in this Format:

Jnsh A

Josh Randal Jr,
Josh Q. Randal Jr,
Joshus

Joshua Randal i,

Joshus Q. Randail Ir. >

Insert postal address:

Format address according to the destination countryjregion

Fraview
Here is a preview from your recipient list:

K< b M

Annette Angelett
Laytan, Ukah 64041

Correct Problems

TF ftems in your address black are missing or out of order, uss
Hatch Fields to identiFy the correct address elements From your

mailing list.

Match Fields...

= For more information on Inserting an Address Block on page 18.
= Click on the Match Fields... button at the bottom right to double check the address

block.

= For more information on Using Match Fields see page 18.

=  The Preview window displays the results of the choices.

= Click on the Next and Previous arrows to see different recipients.

= Click on OK.
e Save the Envelope Form —

Type a name for the form.
Click on the Save button.

O O O O

Preview Your Envelopes
Check the envelopes for errors.

Click on the Microsoft Office Button and choose Save As =» Word Document.
Navigate to the location where the form is to be saved.

In the Preview Results group, click on Preview Results button.
The information for the first recipient appears in the form.

In the Preview Results group, click on the Next and Previous
arrows to see the recipient data placed in the document.

To change the recipient list, in the Start Mail Merge group,
click on Edit Recipient List button.

«:eiaj

Preview

Results

o For more information on editing the recipient list, See Organizing the Data on page 16.
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Complete the Merge
e  Check the envelope(s) for errors.

. . = = =
e In the Preview Results group, click on Auto Check for Errors. SRR e REportgrcrrers

o Choose the first option to simulate the merge and create a O Simulate the merge and repart errors in a
separate document which reports errors in the merge. The @Eﬁw E:Df”rt“:”t' - e
merge only appears to have occurred. lorron as kooere o po e

o Choose the second option to merge and have the program ) Complete the merge withaut pausing.
pause when an error occurs. Report errors in a new document,

o Choose the third option to complete the merge and create a [ o | [ conel
separate document which reports errors in the merge.

e To complete the merge without pausing or creating a report, in the Finish group, click on Finish

By

& Merge button and choose the desired item. =
o Toedit the individual envelopes: 5* -
= Choose Edit Individual Documents... Finish &

_ . Merge =
= Inthe Merge to New Document window, choose the records to be merged into
the new document. (All, Current record, or a specified range.)

Merge to Mew Document @

= Click on OK. —
=  The merged envelopes open as a new document. @R
o To send the envelopes directly to the printer: Slrmimn
= Choose Print Documents...
= Inthe Merge to New Document window, choose the records to
be merged into the new document. (All, Current record, or a specified range.)
= Click on OK.
= Select the desired printer and other options as desired.
= Click on OK.
e Note - The envelopes may need to be fed in one at a time, depending on the printer.
Creating an Envelope — BT
¢ On the Ribbon, click on the Mailings tab. u Ervlpes | Labls
¢ Inthe Create group, click on the Envelopes - ey adres: @-
button. Envelopes ~
e Click on the Envelopes tab.
e Enter the address in the Delivery address box. >
e  Enter your address in the Return address box. e o O
e Options ' gl (Preve Fecs
o Click on the Options button. 0
o  Click on the down arrow in the Envelope size box and -
choose the desired size. Ve it vl e e
o Inthe Delivery address section, click on the Font mre ) [aviwmoomr ] (e ] (Coometoeron ]
button to change the font of the delivery address.

= Adjust the position from the left and from the
top OR leave it on Auto.

o Inthe Return address section, click on the Font button to change the font of the return address.
= Adjust the position from the left and from the top OR leave it on Auto.

o Clickon OK.

e Add to Document — The envelope can be added to a letter so that it is a single document.

o Click on the Add to Document button.

o The envelope appears above the letter (document).

o The letter can now be written as normal. The envelope will print when the letter is printed.
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o Note — To print the envelope only

= Click on the Microsoft Office Button and then choose Print.

» Inthe Page Range section, choose Pages: and type 0 in the box.

= Click on the Print button.
Click on the Print button.

Labels

On the Ribbon, click on the Mailings tab.

In the Start Mail Merge group, click N
on the Start Mail Merge button and =1
choose Labels. Start Mail
In the Printer information section, Merge ~

Label Options

choose Page printers.

In the Label information section, click on the
Label vendors down arrow and choose the
appropriate company.

Click on the Product number down arrow and
choose the desired product number.

Click on OK.

Select Recipients

Select the recipients.

u—
In the Start Mail Merge group, click on the Select Recipients button and choose the S—éf:
desired item. Reciplents -

Existing List — Choose Use Existing List....

Printer information

() Continuous-feed printers

() Page printers Tray: |Default tray { Automatically Select) | s

Label infarmation
Label vendors: | Avery U5 Letter

Product number:

5160

5161
5162
5163
5164
5165

h

HES

Labe! information

Type: Easy Peel Mailing Labels - Fill Acrass
Height: 1"

“fidth: 2.63"

Page size: 85" % 11"

o Choose this to use an existing list such as an Excel spreadsheet or a Word document with a list.
o Navigate to the location of the desired file (i.e. spreadsheet).
o Click on the desired file and then click on the Open button.
o For more information on working with an existing list, see Using a Spreadsheet on page 15 or

Using an Existing List on page 16.
New List — Choose Type New List....
o Choose this to start a new list.

o Enter the information in the fields as desired.

o For more information on creating a list, see Creating the Data Source on page 17 or Creating a

Spreadsheet List on page 15.

Outlook Contacts — Choose Select from Outlook contacts....

o Choose this to use Outlook contacts as the list.
o Note — Outlook must be your email program for this option to work.
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Arrange Your Labels

Set up the label with the desired fields.
e  The first cell is the anchor cell. Set up the desired fields in that cell.
e For more information on inserting fields, see
o Inserting a Data Field on page 18.
o Inserting an Address Block on page 18.
e  For more information on graphics and formatting the document, see
o Pictures on page 19.
o Page Borders on page 20.
e To copy the same structure of fields and formatting to the other labels, in the Write
& Insert Fields group, click on the Update Labels button.
e Save the Label Form —
o Click on the Microsoft Office Button and choose Save As = Word Document.
o Navigate to the location where the form is to be saved.
(@]
(@]

#] Update Labels

Type a name for the form.
Click on the Save button.

Aligning the Labels

Labels can be centered top to bottom.

Click in the first label.

On the Ribbon, click on the Layout tab of the Table Tools.

In the Alignment group, click on the desired alignment button.

On the Ribbon, click on the Mailings tab.

In the Write & Insert Fields group, click on the Update Labels button.

Preview Your Labels

e  Check the labels for errors.
¢ Inthe Preview Results group, click on Preview Results button. —
e The information for the recipients appears in the labels. “’ﬁ"‘.{’”i
¢ Inthe Preview Results group, click on the Next and Previous arrows to see the recipient

data placed in the document. E'::LT::
e To change the recipient list, in the Start Mail Merge group, click on Edit Recipient List

button.

o For more information on editing the recipient list, See Organizing the Data on page 16.
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Complete the Merge
e  Check the label(s) for errors.

‘ _ . . =
e In the Preview Results group, click on Auto Check for Errors. SRR e REportgrcrrers
o Choose the first option to simulate the merge and create a O Simulate the merge and repart errors in a

separate document which reports errors in the merge.

merge only appears to have occurred.

o Choose the second option to merge and have the program

pause when an error occurs.

o Choose the third option to complete the merge and create a

separate document which reports errors in the merge.

e To complete the merge without pausing or creating a report, in the Finish group, click on Finish

& Merge button and choose the desired item.
o Toedit the individual labels:
= Choose Edit Individual Documents...

= Inthe Merge to New Document window, choose the records to be merged into
the new document. (All, Current record, or a specified range.)

= Click on OK.

=  The merged labels open as a new document.
o Tosend the labels directly to the printer:

= Choose Print Documents...

= Inthe Merge to New Document window, choose the records to be

The ey document.

@;gomplete the merge, pausing to report each
:errar as ik occurs,

) Complete the merge without pausing.
Report errars in a new document,

[ oK l [ Cancel

O
o
Finish &
Merge =

Merge to New Document
Merge records

@

() Current record

) Erom: To:

merged into the new document. (All, Current record, or a specified range.)

= Click on OK.

= Select the desired printer and other options as desired.

= Click on OK.

Envelopes and Labels @

Labels - A Page of the Same

On the Ribbon, click on the Mailings tab.

In the Create group, click on the Labels button. _3

Click on the Labels tab.

In the Address window, enter the desired

information.

In the Print section, choose full page of the same label.

e Click on the Options button.

o Inthe Label information section, click on the
down arrow and select the company.

o Inthe Product number window, select the
desired label humber.

o For non-standard labels, see Creating Custom

Labels

Labels below.

Enwvelopes | Labels

Address: [~ [[Juse return address

S

Print. Label

(& Full page of the same label Avery LS Letter, 5160
O single label Easy Peel Mailing Labels - Fill Across

=

Eefore printing, insert labels in your printer's manual feeder.

Brint ] [ New Document ] [ Options. .. ] [E-pns;aga Properties. .. ]

Cancel

o Clickon OK.
e Click on the Print button to send it immediately to the printer.

e Click on the New Document button to open the labels as a document for formatting such as changing the

font, the font size, alignment, etc.
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Labels - A Blank Page

8] x]

On the Ribbon, click on the Mailings tab. o | ['Envetopes and Labets
In the Create group, click on the Labels button. = 3 Envelopes | Labels
Click on the Labels tab. s

In the Print section, choose full page of the Labels [}

same label.

Click on the Options button.
o Inthe Label information section, click on the
down arrow and select the company.
o Inthe Product number window, select the © sagiefabel
desired label number.
o For non-standard labels, see Creating Custom
Labels below.

Print

(&) Eull page of the same label

EBefore prinking, insert labels in your printer's manual Feeder,

[+ [Jusereturn address

-~

Label

Avery US Letter, 5160
Easy Pesl Maiing Labels - Fill Across

=

o Click on OK.

Pt | [ NewDooument |

[ gptions... | [[E-postage roperties... |

Click on the New Document button.
Enter the desired information on the labels.

Cancel

Adding Borders

On the Ribbon, click on the Design tab of the Table Tools.

In the Draw Borders group, click on the Line Style button and choose a style.
In the Draw Borders group, click on the Line Weight button and choose a thickness for the line.
In the Table Styles group, click on the down arrow of the Borders button and choose the desired border.

Custom Labels

Creating a Custom Label

On the Ribbon, click on the Mailings tab.

In the Create group, click on the Labels button.

Click on the Labels tab.

Click on the Options button.

Click on the New Label... button.

Enter a name for the label.

Measure the label and enter the Top margin, Side margin, Label
height, and Label width.

Enter the number of columns of labels on each sheet in Number across.
Enter the number of rows of labels on each sheet in Number down.
Measure the distance from the top of one label to the top of the next
label and enter the measurement in Vertical pitch.

Measure the distance from the right edge of one label to the right edge
of the next label and enter the measurement in Horizontal pitch.
Choose the paper size.

Click on OK.
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Label Details

Preview

Side marqgins

wertical pitch

Top Eﬂ;m \‘ r—Hnnzunta\ p|t(h—‘1

idth ] Humber
Height l

lurnber acro:

Label name:
Iop margin:
Side margin:
wertical pitch!
Harizantal pikch:
Page sizs!

Page width:

S160
05"

<[y

Label height: 1"

0.19" Label width: 2.63"

<[y

1

<[

Number across: 3

275"

<[ |[<3] [els [l

Number down: 10

< | [<]p]

Letter (8 153 11in)

Page Height:
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Using a Custom Label in a Mail Merge

On the Ribbon, click on the Mailings tab. Label Optians B
In the Start Mail Merge group, click on the Start Mail Preter nfomadn

Merge button and choose Labels. e e

In the Printer information section, choose Page printers. vabelinfornation

In the Label information section, click on the Label S (S

Product ber: Label information
vendors down arrow and choose Other/Custom. e D awy
In the Product number box, choose the desired label. e
Click on OK.

Design the label as noted above.

o] [mwiatel.. | [ paere

Using a Custom Label in a Single Page

On the Ribbon, click on the Mailings tab.

In the Create group, click on the Labels button.

Click on the Labels tab.

Click on the Options button.

In the Printer information section, choose Page printers.

In the Label information section, click on the Label vendors down arrow and choose Other/Custom.
In the Product number box, choose the desired label.

Click on OK.

Design the label as noted above.

Special Printing

A sheet of labels that has been used before may not have all of the labels at the top of the page, but labels
can still be used.

Create the desired label document as noted above.

Click on the Update all labels button.

Delete the contents of the cells (labels) that are not to print, but do not delete information from the anchor
cell. The first cell (label) is the anchor cell (label).

Cut the information from the anchor cell and paste it into the first cell to be printed.

Opening a Merge Document

Note — Moving the document and/or the data may break the link between them. When the document is
reopened, it may be necessary to locate the data file to link them again.
On the Menu Bar, click on File =» Open.
Navigate to the location of the merge document and click on the desired document.
Click on the Open button.
A warning window opens indicating an SQL command will run and data will be placed in the document.
Clicking on Yes
e Click on Yes to open the document with the

Microsoft Office Word

Opening this document will run the Following 5QL command:

data linked. A SELECT * FROM *Sheet1$”
e Changes can then be made as usual. Dt from your database il be placed in the dacument, D0 you wark b0 continue?
e When editing is completed, save the changes if
desired. =
Clicking on No

e Click on No to open the document without the data linked.
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e The document must then be linked to a data source such as an Excel spreadsheet, a Word table
document, a list created in Word, or a new list.
e Changes can then be made as usual.
e When editing is completed, save the changes if desired.
e Note 2 — A single document can be linked to different data sources as needed.

Mail Merge Wizard
e On the Ribbon, click on the Mailings tab.

e Inthe Start Mail Merge group, click on the Start Mail Merge button and Mail Merge v X
choose Step by Step Mail Merge Wizard.... Select document type
Whillz type of document are vou
wiorking on?
Step 1 - Select the Document Type © Latters
. () Envelopes
e  Choose the starting document. O Labels
ODirectDry
Step 2 — Select a Starting Document Mail Merge v x
e Choose the type of document to be created. Select starting document
e A Letter or a Directory can: Al s
o Use the current document. Oz e e e

() Start from a kemplate
() Start from existing document

o  Start from a template.
o  Start from an existing document.

e An Envelope or Labels can: Mail Merge A
o Change the document layout to an envelope or labels. Select starting document
o Start from an existing document. e T R T
.. (&) Change documert layout
Step 3 - SeIeCt ReCI p I ents () start From existing document
e  Select the recipients of the document.
e Anexisting list can be used. The list could be an Excel spreadsheet or a Word S —
document with a list. P'E'iE“FY:"f 'ﬂhE; -
. . Some of the merged labels are
° A new IlSt can be Cl'eated In WOI’d previewed here._gTo preview
.. . anather label, dick one of the
e Outlook Contacts can be used as the source of the recipient list. followang:
Recipient: 1
Step 4 — Write/Arrange the Document ] Find 3 raripient...
i ) i . Make changes
e  Set up the document with the field names as desired using the Address Block, You can s change your
- - recipient st
Greetings Line, or More Items. of Edt recipient lis...
e  Click where the field is to be added. hen you have fhed  ene
Click on the desired type of field to be added. e G i M
labels ar edit individual labels ta
Format as des”‘ed add personal comments,
. Mail Merge hd
Step 5 — Preview the Document
) i o A i A A Complete the merge
e The information from the recipient list is displayed in the document. il Merge i ready o procce
- - - - - - your maling labels,
e Click on the arrow buttons in the pane to see each recipient displayed, one at a time. o oo s ek ik
e Click on the Edit recipient list link in the pane to change aspects of the recipient "Edt Individual Labels.” This wil
i apen a new document with yaur
||St merged labels, Ta make changes

to all the labels, switch back ta
the original document,

Step 6 — Complete the Merge Merge

e Check the document for errors. “’i e
e Click on Print in the Mail Merge Pane when ready.
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Data

Types of Data

e Data can be drawn from an existing source or a hew source can be created.
e Possible sources of data include

o aWord document with a table

o aspreadsheet

o an address book from a handheld device or an e-mail program

o adatabase.

Creating a Data File in a Table

Open a blank Word document.

Create a table of the desired size.

Each column is a field.

The name of the field is taken from the first row.
Save the document.

Using a Spreadsheet

e On the Ribbon, click on the Mailings tab.
e Inthe Start Mail Merge group, click on the Select = Select Table Px
ReCipientS button and Choose Use EXiStiﬂg List.... _‘Bﬁ Narme Description  Modified Created Type
. - . Select Sheet1s 2/13/2001 4:27:16 PM 2{13/2001 4:27:16 PM TABLE
e Navigate to the spreadsheet file, choose the file, Recipients « | || @sheatzs L3001 42T LGP 2LS/2001 42716 P TABLE
and CIiCk On the Open button ShEEt3$ 2/13/2001 4:27:16 PM 2/13/2001 4:27:16 PM  TABLE
e Choose the appropriate sheet.
e Clickon OK. . .
[#] First rows of data contains column headsrs

Creating a Spreadsheet List

Open Excel 2007.
The first row should be labels identifying the information in each column (field).
Click in cell Al and enter a name for the information that will be in the first column such as Last Name.
Press the Tab key and enter a name for the information that will be in the second column.
Continue pressing the Tab key and entering names for the desired columns.
Click in cell A2 and enter the information.
Press the Tab key to move to the next column.
Continue entering the desired information.
To change the width of the column to fit the information:
o Place the cursor on the Column Indicator between the column to be adjusted and the next one to
the right. (The cursor will change to a double-headed arrow.)
o Double click.
e Tosave the list:
o Click on the Microsoft Office Button and choose Save As =» Excel Document.
o  Give the spreadsheet a name.
o Click on the Save button.
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Using an Existing List

e  Open the Word document and begin a mail merge.
e Inthe Start Mail Merge group, click on the Select Recipients button and choose Use
Existing List....
. " . R Select
e Navigate to the file, choose the file, and click on the Open button. Recipients -
e Click on OK.
Organizing the Data
e On the Ribbon, click on the Mailings
checkboxes ko add or remove recipients From the merge, When your list is ready, click O,
tab. Dala Souice [¥ [LastName [ FirstName w[Cy  w[Stae w[Zp = [SSrumta
e Inthe Start Mail Merge group, click on b N o prees e Lown e o Tacesed
.. Edit Mames List.xds Anderson Alta Layton  Lkah 84041 756329€
the Select Recipients button and choose  [Recpient List | | |tames Lit.e ket et Lo (uh oo s

Edit Recipient List....

Alphabetizing the List

Click on the name of a field to alphabetize the list
by.

Click on the name of the field again to reverse the
alphabetical order.

Sorting Records

Click on the Sort link.

Names List, xls

daaEs]

Mames s Eird Taylor Lol
Names List. s Blanchard Michelle Layton  Ukah G441 B98954E
Names List.xls Carter Henry Layton  Lksh 84041 5478932
Mames List.xls Carter Peggy Layton Utah 84041 547803
Mames List. xls Cook. Richard Layton  Lkah B4041  B097EEC
Names List.xls Cook Cheksea Layton  Lksh 84041 B097EET
Namac ick vle ol o Vabon 1wah canar  enaracs
Data Source Reefine recipient st
Hames List xIs 41 ot

%21 Find duplicates...
&7 Find recipient. .
(& validate addresses...

Click on the Sort by down arrow and choose the first field to sort by.

Choose Ascending to sort A to Z. Choose
Descending to sort Z to A.

To choose a second field to sort by, click on the
Then by down arrow and choose the desired field.
Choose Ascending to sort A to Z. Choose
Descending to sort Z to A.

Choose a third field to sort by if desired.

Click on OK.

Selecting Records
Notice the checkmarks at the beginning of each record.

A checkmark indicates that the record is chosen.

Filtering Records

Click on the down arrow next to the field name.

Filter and Sort @§|
Fiker Recards | Sort Records
Sortby: | Last Mame | @ ascending () Descending
Thenby: |First Name v | @ifscending O Descending
Then by: -

o All - Choose this to have all records available.

o (Blanks) - Choose this to use only records that have no information in this field.
o (Nonblanks) - Choose this to use only records that have information in this field.
o (Advanced) - Choose this to filter or sort the information.

For a more extensive filter, use the Filter link.
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Creating the Data Source

. . - Mew Address List
* On the Rlbbon’ _CIICk On the Malllr'gs tab' Type recipient information in the table, To add more entries, click New Entry,
e Inthe Start Mail Merge group, click on T [>|T\I\5 v [FistName | LastName v | Company Name v | Addiess Line 1 |
the Select Recipients button and choose -&° H
. Select
Type New List.... FaapiEs

Setting up the Fields

e Click on the Customize Columns... button.
e Adda New Field

o Click on the Add button.

o Enter the name of the field.

o Click on OK.
Deleting a Field

o  Click on the field to be deleted.
Click on the Delete button.
Click on Yes to delete the field.

O O O

also deleted.
Renaming a Field
o Click on the field to be renamed.
o Click on the Rename button.
o Change the name of the field as desired.
o Click on OK.
Change the Order of the Fields
o  Click on the name of the field.

<
[ Bewe Entry ] I

Eind... ]

>

[ Delete Entry ] [ Customize Colurmns. . . ]

Note - When fields are deleted, the information in the field is

Eield Mames
Title
First Mame

Last Mame Delete

Address Line 1
Address Line 2

Rename...
City

State

ZIF Code

Zountry or Region

Horne Phone

‘wark Phone

E-mail Address Move Up

Move Down

Cancel

o Click on the Move up or Move Down buttons to change the order of the fields.
o Note - Arrange the order of the fields to make data entry easy. The order of the fields in the list
does not effect how the fields are used in the document.

Click on the Close button.

Enter a name for the list.

The default location for saving this information is My
Data Sources.

e Click on the Save button.

Entering the Information

Click in the first field.

Enter the information.

Press the Tab key to move to the next field.

To move to the next record, continue pressing the
Enter key or click on the New Entry button.

Deleting a Record

e  Find the record to be deleted.
e Click on the Delete Entry button and click on Yes.
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Inserting the Date

Click on OK.

On the Ribbon, click on the Insert tab.

In the Text group, click on Date & Time.

Choose the desired date format.

Note - Click in the Update automatically box to get the current date each time the document is opened.

Inserting a Data Field

Click in the document where the data field is to be inserted.

On the Ribbon, click on the Mailings tab.

In the Write & Insert Fields group, click on the Insert Merge Field button and choose the desired field.
Note - Remember that the fields may need spaces between them.

Deleting a Data Field
e Click and drag to highlight the name of the data field in the document.

e  Press the Delete key.

e Anaddress block is the total address.

e On the Ribbon, click on the Mailings tab.

e Inthe Write & Insert Fields group, click
on Address Block button.

e  Choose the format of the name of the recipient.

e Click on OK.

Maich Fields 7))
Inorder to use special Features, Mail Merge needs to know
which Fiekds in your recipien st match to the reauired Fields.
Use the drop-down list to select the appropriate recipient list
field for each address field component

Required for Address Black ~
First Name FirstMame
Last Mame Last Name ~
Suffix v
Company v
Address 1 Street ~
Address 2 (not matched) v
City City v
State State v
Postal Code Zip v
Country or Region (not matched) v

Optional information
Urique Identifisr (not matched) | ¥

Use the drop-dawin lists 3 choass the field fram your
datahase that corresponds to the address information Mail
Merge expects (listed on the lsft.)

] Remember this matching For this set of dats sources on

this computer

Specify address slements Provien
Here is a preview From your recipient list:

Kd s P M

Insert recipient’s name in this format:

Inserting an Address Block .

Josh Q. Randal I

Taylor Bird
546 £, Cottrel
Layton, Lkah 54041

-

Joshua Q. Randall Jr. v

Address
Elock

Insert postal address:

Correct Problems

I items in your address black are missing or aut of order, use
Maeh Fields ko identify the correct address elements fram your

mailing list.
Match Fields...

Format address according to the destination country/region

Using Match Fields

e Inthe Insert Address Block window, click on the Match Fields... button.

e Match the items on the left with the fields in the data source.

e Click on the down arrow for the field to be corrected and choose the
appropriate field in the source data.

e Tonot use a field, choose (not available) in the list.

e Clickon OK.

Editing the Address Block

e Right click in the Address Block and choose Edit Address Block....
e Make changes as needed.
e Clickon OK.
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Inserting a Greeting Line

e On the Ribbon, click on the Mailings tab.

e Inthe Write & Insert Fields group, click on Greeting Line j = PX
button.

e Choose the Greeting line format by clicking on the down  [Greeting| |aommmem o mmrmme
arrows and making the desired choices. fine | | Dosotem] @

e Choose a greeting line for invalid recipient names. This can be edited e e
by typing directly in the box.

Greeting line Format:

Dear Taylar Bird, |

e Use the Next and Previous arrow buttons to preview the results. o
e Use the Match Fields... button as needed to make corrections. bl s e S
e Click on OK.

Editing the Greeting Line

e Rightclick in the Greeting Line and choose Edit Greeting Line....
e Make changes as needed.
e Click on OK.

Pictures

Inserting a Picture from Clip Art

On the Ribbon, click on the Insert tab.

In the Hlustrations group, click on Clip Art.

In the Clip Art panel, type a name in the Search text: box and click on the Go button.

If a message appears asking if pictures should be included from the Microsoft site, click on the Yes button.
Scroll through the collection and find the desired picture.

Click in the document where the picture should be placed.

Click on the desired picture.

Positioning Pictures in Word

e Double click on the picture. il] T4 Bring to Front ~ E'

e The Format tab of Picture Tools comes up on the Ribbon. S HhsendtoBack - [g]

e Inthe Arrange group, click on the Text Wrapping button and choose - [ Tedt Wrapping - Sk~
Square or Tight. Arrange

o Square causes the text to line up on a straight edge on the side of the picture.
o Tight causes the text to wrap closely to the picture, following the shape for the picture.

Resizing a Picture

e Click on the picture.
e Move the cursor to a corner of the graphic (The cursor changes to a two-headed arrow.).
e Click and drag to make the picture the desired size.
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Inserting a Picture from Files
Click in the document where the picture is to be placed.

On the Ribbon, click on the Insert tab.

In the IHlustrations group, click on Picture.
Navigate to the location of the picture.
Click on the desired picture.

Click on the Insert button.

Rotating the Picture

Double click on the picture.
The Format tab of Picture Tools comes up.

In the Arrange group, click on the Rotate button and choose the desired Ij

rotation.

Notice the green dot above the picture. This is the rotation handle.

Click on the green dot and drag the picture to the desired angle.

Changing Default Text Wrapping

Click on the Microsoft Office Button and then
click on the Word Options button.

Click on Advanced.

Scroll to the Cut, copy and paste section.
Click on the down arrow below Insert/paste
pictures as and choose Square or Tight.

Click on OK.

Page Borders

Click in the document.
On the Ribbon, click on the Page Layout tab.
In the Page Background group, click on the Page
Borders button.
The Borders and Shading window opens with the
Page Border tab selected.
Line Borders
o  Select from the list on the left.
o OR choose a style, color and width as
desired.
Art Borders
o Click on the down arrow under Art and
select a border.
o Make changes as desired to color and
width.

Position

-;_JJBringtoFront' =~
%Sendta Back ~ : :

= ETeﬂ Wrapping * Sk~

Arrange

Cut, copy, and paste

Pasting within the same document:

Pasting between documents:

Pasting between documents when style definitions conflict:

Pasting from ather programs:

Insert/paste pictures as:

Keep Source Formatting [Default) »
Keep Source Formatting [Default) »
Use Destination Styles [Default)

Keep Source Formatting [Default) »

In line with text

Keep bullets and numbers when pasting text with Keep Text Only option

Setting:

Hatizontal Line. ..

Borders | Page Border | Shading

Skyle: Previem

7777777777777
''''''''''' ¥
Width:
ept %
Apply bo:

At whale d

Click on diagram below or use
buttans ta apply borders

lacument hd

Look at the Preview to see if the desired effect is obtained.
Click on the down arrow under Apply to and select which pages the border will be placed.

Click on OK.
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Centering (Vertical Alignment)

e Select the text to be centered.

e On the Ribbon, click on the Page Layout tab.

e Inthe Page Setup group, click on the Page Setup Dialog Box
Launcher button at the bottom of the group.

e Click on the Layout tab.

e Inthe Page section, click on the down arrow and choose Center as
the vertical alignment.

e Inthe Preview section, click on the down arrow and choose
selected text.

e The selected text is now centered on its own page.

Saving the Document

e When the document is set up with the fields and is ready to merge,
save the document before performing the merge.

[ ]
e Navigate to the desired location for saving the file.
e  Enter an appropriate name for the file.
e Click on the Save button.
Templates

e Templates provide the basic format of a document. - T

e Click on the Microsoft Office Button and then
click on New.
e The Templates section displays templates
available on the computer.
o Choose the category of template desired.
o  Click on the desired template.
o Click on the Create button.
e The Microsoft Office Online section connects to
templates available online from Microsoft.
o Choose a category and click on the
desired template. o =
o Click on the Download button.
The template opens in Word.

Installed Templates

@)

Page Setup
Margins | Paper | Layout
Section
Section start: New pag ~
=
Preview
Applyta; |Whole documert |+

Click on the Microsoft Office Button and choose Save As =» Word Document.

5| | Equity Resume

o Note — The document should be saved to
the computer.
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