roicere,

MS Publisher 2007: Mail Merge

Lesson Notes
Author: Pamela Schmidt

Mailing List
The mailing list for use with the mail

merge feature can be from several
sources.

Create Address List
If you do not have an existing list, create
one from the Tools menu, choose
Mailings and Catalogs, Create Address

Design Checker...
Graphics Manager...

Commercial Printing Tools

nce.

& - | -

Tools | Table Arrange Window Help
Spelling 4

& Research.. Alt+Click
Language [ 2

~ > Mailings and Catalogs P | 51 Mail Merge
Listeé )
Macro [ 2 E-mail Merge
_ ) ) ) Add-Ins... Catalog Merge
Type your information into the dialog box Bl 2lkocornectOptionss Create Address List..
that opens. _ _ [}
Trust Center... Edit Address List...
Type recipient information in the table. To add more entries, click New Entry.
Title vlFirstName vlLastName vlCompany... leddress Li... leddress Li.. =
]
Customize Address List Appe——— M

Field Mames
- Add...
First Mame —
Last Name
Company Mame
Address Line 1
Address Line 2

< | 11l | » City

[ New Entry l ’ Eind... ] State
ZIP Code

[ Delete Entry l ’ Customize Columns... ] ’ OK ] [ Cancel ] Cuuntry or REgiUﬂ

A
L Home Phone
Choose the Customize columns button to add, Work Phone

change, or remove fields.

E-mail Address

j

Move Down

oK J

Cancel
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M erg | n g W| Zard Tools | Table Arrange Window Help
Create the publication, then from the Tools dpelind rE-E -2 R = T 11
menu choose Mailing and Catalogs, Mail &, Research.. Alt+Click v| B 7 U|= =
Merge. Language 4 5 -
. - Design Checker...
: Mail Merge v x )
- Graphics Mapager...
o~ Commercial Printing Tools P
F F
Mail Merge is made up of three parts. Mailings and Catalogs P Mail Merge
Recipient list ;:Ejl;catlon with merge Macro » E-mail Merge
First Name |Last Mame @ Dear Add-Ins... Catalog Merge
% AutoCorrect Options.. & Create Address List...
Trust Center... Edit Address List...
Merged Dear Dear Dear
publications Step 11 select the data source.
Once chosen, the data source will open in a dialog
Create recip'lerl.t list bOX' Mail Merge Recipients 'A " " l—iu
Select the data source you want to use to create your your . Use 1 checkbones o acd o remove ecliets from he merge. When your I s eady, ek
recipient list. You can add more data to your list from °D:ESMCE — o = T
other sources later. : = s
trashout 2007....L|ttle ‘(arey 256 Market Street | WilliamsH
I.-'g"-.l Use an existin ||S't trashout 2007.. |7 Smith John 13 Main Street Chesape: I
= g ; L . trashout 2007... [#  Smith Jane 1562 Wilson Drive  Norfolk |~
Select a file or database with rec:|p|ent information trashout 2007.. |7 Jones Betty 108 Master Street  Chesapez
— trashout 2007... [V Smith Alice 11 5. Church Street  Norfolk
() Select from QOutlook Contacts trashout 2007... ¥ Bostic Larry PO Bux 15 Norfolk _
Select names and addresses from an Outlook T = ] T Ty
Contacts folder Data sources: Add to recipient list Refine recipient list
. trashout 2007.xIsx - (2 Select an existing list... 4| sort...
':.,__.:' TYPE a new list | 47 select from Outlook Contacts... ¥ Eilter...
Type the names and addresses of recipients Type & new lit.. %3 Find duplicates...
= ] Find recipient...
Steplof3 R
% MNext: Create or connect to a recipient list o
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Step 27 insert the fields into the publication

Mail Merge ¥ x
(elo]

Prepare your publication

To add recipient information
to your publication, drag an

item below to a location on

the page.

Firstame
LastMame
Addressl
City -
Preview recipient:

ka2 M

=i Find a recipient...

m»

’ Exclude this recipient

@ Edit recipient list...

More items

A Picture field...

5 Address block...
2 Greeting line...
Hd Address fields...

Step2of 3

% Next: Create merged publica

Drag the fields onto your document or choose one of the presets.

The Address block will bring up a dialog box allowing you to
choose the way you want the address to display.

Specify address elements Preview

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

Josh K<) 1 M
Josh Randall Jr.

Josh Q. Randall Jr.
Joshua
Joshua Q. Randall Ir. -

m »

Carey Little
256 Market Street
Williamsburg, VA 23562

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:

If items in your address block are missing or out of order, use
Match Fields to identify the correct address elements from your

mailing list.
Match Fields...

o [ ]

United States

Format address according to the destination country/region

Mail Merge v

Create merged publications

Step 31 create the merged publication

Howv would you like to produce your merged
publication?

= Print...
Print the merged pages.
Print preview...

L3 Merge to a new publication

Create a new publication with the merged
pages. You can then edit or print individual
pages.

Add to existing publication...

Add the merged pages to the end of an
existing publication.

Prepare to follow-up on this mailing

Merging to a new publication will allow the final documents to
be reviewed before printing.

Print recipient list...
Save a shortcut to recipient list...
Export recipient list to new file...

Track through Business Contact Manager

Step 3 of 3
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Selecting Recipients

The Mail Merge Recipients dialog box will allow the list to be refined.

Mail Merge Recipients

This is the list of recipients that will be used in your merge. Use the options below to add to or change
your list. Use the checkboxes to add or remove recipients from the merge. When your list is ready, click
OK.

il )

Excluding Recipients

Data Source | |7 |Lasl‘Name - | FirstName - | Address1 vlCity &) UnCheCk the bOX next to the
trashout 2007.... |7 Little Carey 256 Market Street  Williamsk name
trashout 2007.... |7 Smith John 13 Main Street Chesapez o
trashout 2007.... |7 Smith Jane 1562 Wilson Drive  Morfolk
trashout 2007.... Jones | 108 Master Street | Chesaped
trashout 2007.... V mith Alice 11 S. Church Street  Norfolk
trashout 2007.... |7 Bostic Larry PO Box 15 Norfolk  _
<[ B T = | T o
Data sources: Add to recipient list Refine recipient list
trashout 2007.xsx - (2] Select an existing list... 4| sort..
% Select from Outlook Contacts...
Type a new ligt...
- - Sorting
The sort link will bring up the
e — Filter and Sort dialog box.
/ Choose the fields to be sorted.
4]
3
erondSor vy N —— e
Eilter Records SQrtRecords|
Sortby: | LastMame E| (@ ascending () Descending
Then by: =] (@) Ascending Descending
Then by: B (@) Ascending Descending
Filtering
The Filtering dialog box can be used to
specify records to be merged based on a

criteria.
Fiterand Sort - ol (S —— o e B
Filter Records | Sort Records ‘
Field: Comparison: Compare to:
City IZ| Equal to IZ| Chesapeake -
or E City |Z| Equal to |Z| Norfolk
And E IZ|
o] o
L] A
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Labels
To create labels, choose a label template.

Change Label Size

Once the label is created, the size can be changed by using the Change Page Size button
under Label Options

_ Label Options

Template

Garden (Avery 51607

| Change Template... ‘

Page size

30 Per Page
2625 x 1"

Change Page Size...

Enter Information

Enter the information into the one label displaying.
When printed, the information will be on all the labels.

Mail merge can be used to create labels with unique
information.



