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using Categories and Mail Merge
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Merge from Outlook - Labels or Envelopes

1. Select the contacts you wish to merge.

Tip! To select many contacts at the same time:

If the names are next to one another on the list:

Click on the first name and Shift + click the last.

If the names are not next to one another on the list:

Click on the first name and Ctrl + click each subsequent name.
Ctrl + click also deselects names.

2. Select Home, Mail Merge on the menu bar.



3. Select the following options on the Mail Merge Contacts dialog box:
a. Only selected contacts (unless you want all the visible contacts merged)

b. All contact fields (this doesn’t mean you need to use all contact fields, it just
means all of them will be available IF you want to use them).
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To filter contacts or to chamge the columns in the current viess, on the Yiew tab, point to Current
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4. Select New Document.
5. Select Document Type: Mailing Labels.

6. Click OK. The following message on the screen.

Outlack created a mail merge dodument and prepared your contadt data for you. To complete the setup for Mailing Labels, press the “Setup” buttan
in section 1 of the MailMerge helper dialog,
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7. After you click OK, select Setup on the Mail Merge Helper Dialog box.



The main dogument and data source are nowv avadlable. Choose the Setup button to lay out

FOur main document.
'I Main document
[ create~ | [ _'_'_'i-'_t'i-'-.-'.'.'ﬁ;

Mirgs type:  Mailing Labels
Main document:  Docwsent]2

2 % Dkafa source
| et Data - Eget -
Data: Chlserst. yOMB1.doc

3 % Merge thie data with the document
Vege. | Guery Opfions..

Optsans in effect
Suppress Blank Lines n Addresses
Kergs to ndw document

Cancel |

8. Choose the Label vendor, Product Number and whether you want manual or
Automatically Select printing or a specific print tray. Click OK.
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9. Select Edit, Mailing Label



The main datument and dala source are now evailable, Chagie the appropiale Edil bullan
to work on either ona.
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Tip! If you cannot see the layout of your table (because table gridlines are not
shown) select View Gridlines on the Table Tools Layout tab.

Tip! Also notice the paragraph symbol in the upper left corner of the first label.
Delete the paragraph symbol if you want your label to have more room for text.
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Tip! The first column always prints too far to the left. To prevent this: Select the first
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10. Select individual fields or the Address Block for the top left label (see Merging
letters to insert Fields or Address Block).
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Add an address to your letter,

You specify the formatting and
ocation, and Word will replace it
with actual addresses from your
recipient list when you finish the
mail merge.

11. When the top left label looks perfect, click update labels to copy those fields to
all other labels.

Imp! If you need to make changes to your labels, always change the one in the top

left corner only and then select Update Labels to copy the changes to all the other
labels.



Imp!

If you need to make changes to your labels, always change the one in the top left corner

only and then select Update Labels to copy the changes to all the other labels.

RENCES MAILINGS REVIEW VIEW DEVELOPER DESIGM LAYOUT

iR = [ &

[ § & i A

oy
1
I

|

g+

4+

o

w2 [ Rules~ M4t [ » M
w = ER 5 _ Sy = ”j"

: 2% March Fields [ Find Recipient o
dress Greeting Insert Merge review Fimish &
lock Line  Field- LoUpdatelabels | pocne | (o Check for Emors Merge -

\l:I'rit! & Insert Fields Preview Resutts Finish
% | Nomal + Left: - | L ey O i as” Cld=-E- W@ 1
'|_ P 1 | Update Labels OO
If you are creating labels, update all
the labels in the document to use
infarration frem the recipient list.
© R
wAddressB For & mail merge bo a printed letter
: IDCb)h or e=rail, this command is not o
NECEsSary.
ulNextBecords¥ | ulNext-Records
o | 1o

|m

Motice update fields puts the Address Block in all of the other labels and it removes the extra
paragraph symbol as well.

g e — s e e . e
«Next RecordwedddressBlocknn I ulNext RecordsadddressBlockso

wNext- RecordwcAddressBlocky»o ﬁ aMNext-RecordwaAddressBlocksT

T3
| &

‘g

iMext RecordwicAddressBlockso

oNext RecordwuAddressBlocksO

wMext RecordwcAddressBlockso

«MNext Becords i

% wNext-Record»Y

[=]

%]



12. Select Preview Results to make sure everything looks good.
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13. Save your labels.

14. Select Finish and Merge, Edit Individual Documents. Click Ok aon the Merge to New Document
box, Congratulations, you successfully navigated the Outlook to Word Merge for Labels!
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Member Spotlight: Josh Lazar
We are heading south to Florida today to meet community member Josh Lazar, the...
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