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Step 1 of 6

=> Next: Starting document

document

10.3 NS WLAIIARNLLILK (Aa)

Mail Merge -~ x

Select starting document

How do you want to set up your
envelopes?

@) Change document layout

Start from existing document

Change document layout

Click Envelope options to choose
an envelope size.

[=J Envelope options...

Step 2 of 6

— I => Next: Select recipients I

a

6. Aan Next: Select

recipients € Previous select documenttune
Next wizard step
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o
7. 189NAWA

Envelope Options

. Printing Options

? X

BaIIANKNE

Envelope size:

Size 10

(41/8x91/2in)

Delivery address

Font...

Return address

Font... ‘

From top:

From top:

From Jeft:

From left:

Auto

[P] EP)

Auto

Auto

4{» M»

Auto

Preview

. @an OK
8 o

o HH
~
[ ]

Cancel
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10.3 NMSESWLAIIANNLLIL® (Aa) 10.3 NS WBAIIANNLLIL® (Aa)

i - X
Mail Merge [ Select Data Source X
Aa . . . S ES A &) « Documents > My Data Sources v O Search My Data Sources P
9. @aN Use an existing list  —>| o uvecaeingi
A & [ Aa 1w Gl [ Select from Outlook contacts Organize ~  New folder E- o @
INalaanNaNanNagilaIn Lo ‘ : . . ~ .
o LY U Type a new list @ CProgramming Name Date modified T
=
1%1’]’]5%15’]0‘5805] ARNHLIEW Use an existing list & My Data Sources [ ] +Connect to New Data Source 7/6/2560 23:30
s e adresses om o SlidesS2Y59 |1 +NewsQLServerConnection 7/6/2560 23:30
file or a database. A :
el 10. Aan Browse... @ Word2016_Workl @' InvitedRecipients 24/7/2560 3:44 - ¢
T . Recipients - 24/7/2560 3:53 11. \ania
Select recipient list file @ Microsoft Word ¢
P! @ Student_List_Example 24/7/2560 2:38 (% Yo
£3 Dropbo FIVBNARIY
Z& OneDrive
S This PC
& Network
< >
New Source...
. . - o o a
Step3of 6 File name: ‘Reuplents All Data Sources 12. aan open
=> Next: Arrange your envelope Tools ¥ Open H Cancel

€ Previous: Starting document
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Select Table ? X Mail Merge Recipients ? X
This is the list of recipients that will be used in your merge. Use
Name Description Modified Created Type the options below to add to or change your list. Use the
" checkboxes to add or remove recipients from the merge. When
7/24/2017 40927 AM 7/24/2017 4:09:27 AM TABLE 14, a3measmans i
d v o v Address - A
mﬁglnwwmagagiu b
ﬁﬁaﬂﬂ’]sd']ﬁﬁqsﬁaﬂ Recipie... I7 ANOUT A... HTNUAARNT.. AMATUTIUL...

Recipie... |7 Mau . groaans. maivine.. N

Nl N7 o _m v _=_o=..

< >

Data Source Refine recipient list

Recipients.xlsx Q], Sort...
< > Tj Filter...
% Eind duplicates...
First row of data contains column headers OK Cancel : 3 Eind recipient...
T 2 ‘ Fdit ‘ ‘ fefresh ‘ [} Validate addresses...
a
a
13. @an OK ‘ oK ‘ <« 14. @aan OK
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10.3 NMSESWLAIIANNLLIL® (Aa)

womemnuiion - Word Sign in

[YEIDEERM Review  View O Tell me w w 3 8 share

BB B ., e AL

TBFind Recipient

Address Greeting Insert Merge Preview Finish &
Update Labels
i Block Line  Field~ Results ¥/ Check forErrors  Merge -
Write & Insert Fields Preview Results Finish ~
304 0 561 7.0 81 9. 10111112 13 ARSI ae a7 e e q
B - Mail Merge -~ x

Select recipients
® Use an existing list
Select from Outlook contacts
Type a new lst

Use an existing list

Currently, your recipients are
selected from

[saaaeus] in “Recipients xisx"
[ Select a different list.

S Edit recipient ist...

) a A o oA v
mnd 15, @ANCUrsor NALABINADINIS
MMWIGDI

16. @ani Next:
Arrange your

Step 3 of 6
> Next: Arrange your envelope

envelop

R ——
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10.3 NS WBAIIANNLLIL® (Aa)

Mail Merge ~  x

Arrange your envelope
If you have not already done so,

lay out your envelope now.

To add recipient information to
your envelope, click a location in
the document, and then click one

17. @an# Address block... Wialazafl

N
> 2 Address block

1 Yo
BgNIY G
CTRLT) Insert formatted address
(=¥ Electronic postage...
[l More items.

When you have finished arranging
your envelope, click Next. Then
You can preview each recipient's
envelope and make any individual
changes.

Step 4 of 6
=> Next: Preview your envelopes
€ Previous: Select recipients
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10.3 NS WLAIIARNLLILK (Aa)

18. ﬂanLﬁangﬂuuumsma%aﬁ?agjé"%’n

Specify address elements Preview
Insert recipient's name in this format: Here is a preview from your recipient list:

~ 1 b oM

Insert Address Block

Joshua Randall Jr.
Joshua Q. Randall Jr.
Mr. Josh Randall Jr.
Mr. Josh Q. Randall Jr.
Mr. Joshua Randall Jr.
Mr. Joshua Q. Randall Jr.

529AANS1ANSH A5, Llanss uadao
maiminmmsaaniieas aaginmmans uninaamdesiu 5020

Insert company name
Insert postal address:

Never include the country/region in the address

Always include the country/region in the address
Correct Problems

Only include the country/region if different than: o o
If items in your address block are missing or out of order, use Match

United States j Fields to identify the correct address elements from your mailing list.

Match Field:

| ‘ < 19. aan OK

Format address according to the destination country/region

OK Cancel

2z191n7 2N <<AddressBlock>> -

|« AddressBlock»

URABINIZA
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10.3 NS WLAIIARNLLIL® (Aa)

Mail Merge -~ x

Arrange your envelope
If you have not already done so,
lay out your envelope now.

To add recipient information to
your envelope, click a location in
the document, and then click one
of the items below.

Address block...

Greeting line.

=¥ Electronic postage...

3 More items.

When you have finished arranging
your envelope, click Next. Then
you can preview each recipient's
envelope and make any individual
changes.

Step 4 of 6

20. @an? Next: Preview yours envelopes —[ > et

€ Previous: Select recinients
Next wizard step;
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Mail Merge -~ x

Preview your envelopes
One of the merged envelopes is
previewed here. To preview
another envelope, click one of the
following:

t Recipient: 1 |

[BFind a recipient...
Make changes
You can also change your
recipient list:
57 Edit recipient list...

Exclude this recipient

When you have finished
previewing your envelopes, click
Next. Then you can print the
merged envelopes or edit
individual envelopes to add
personal comments.

Step 5 of 6

21. aanh Next: Complete the merge —> > o compectenese |

€ Previous: Arranse ssur anunlana
Next wizard step
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Sign in

Mailings

” ’:“ ) “Rules - oy M) »M ﬁ_)
== A Match Fields

CHFind Recipient
Lrind Racplen Finish &

ress Greeting Insert Merge Preview

Update Labels
& Line  Field~ P Results| | Check for Erors  perge -
Write & Insert Fields Preview Results Finish -~
R R RRRE NRE R XRRE RRE TR RRREEREN. - o )

Mail Merge - x

< 22. az1l9ngniIae
Complete the merge

Complete the merge

Mail Merge is ready to produce
your envelopes.

To personalize your envelopes,
click “Fdit Individual Envelopes.
This will open a new document
with your merged envelopes. To
make changes to all the
envelopes, switch back to the
original document.

Merge

By v

o 23. aant Edit
individual

soamans 19154 A3, 1onfy yayFoa
manInnasaeuiiined avzinmmaad

envelopes... Wan
[

113 Merge 3231111

nib Indtanans

wnanendadealin s0200

Step 6 of 6

€ Previous: Preview your envelopes
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. Merge to New Docum...  ? X
24. 1113 Merge 5230t Hwwitte

TWsanans a1aaIn1s Merge
nanualaanidan All ——

Merge records

O Current record

O Erom: To:

25. ﬂ?am!u OK -

OK Cancel

v

> (-] > a
AMNIUIININIUWAN Save BasaanaaIgwilunibe Ilatanas uazaiunsa
AINNN Print 909nN19LATDINNN LasrAannULana1312 11
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