Mail Merge Instructions: Windows 95/97
Here are the step-by-step instructions to print your own mailing labels from the Regional Chamber’s membership roster, which you should have on disk or file.

Mail Merge for Labels:

1) Open Microsoft Word and select Tools - Mail Merge.
2) A box with three pre-determined steps will appear;

Step 1: Main Document. Select the option for Mailing Labels and select a new main document (this will start you with a clean sheet).
Step 2: Data Source. Select to open data source.
(Select drive A and your file 09ccc.xls) Be sure you are selecting to show all files so your file will appear in the box.

a) You will be asked for a name or cell range to be opened…select the entire spreadsheet option.

b) An information box will appear to tell you that you need to set up your main document.

c) Select the option for Avery 5160 Address Labels (this is the most commonly used address label, and boxes of them may be purchased at any office supply store).
d) Next, a sample blank label will pop up and ask you to insert your merge fields.

e) ** Inserting your fields should be like typing your label; you need to hit Enter to move down to the next line, include spaces between names and insert commas between the City and State fields.

· Select Name (equals the Company Name) and hit Enter to move to next line.

· F Name (Rep’s First Name) (space) LName (sp) Annotation (hit Enter)

· Address 1 (Enter)

· City (comma, sp) State (2 spaces) Zip (hit enter)

· Press Okay after you have included all fields for your document.

     Step 3: Merge. Select a new document and press the Merge button.

Now you can wait while the program spools through the records and sets them up on your labels for you.

When it is done, take a few moments to check your spacing and punctuation on the first sheet of labels before you print. You may need to go back and reinsert your merge documents for them to appear as you would like them to.

When you are done printing, you may either save your document or opt to re-merge if you want to do a future mailing.

You can also choose to set up your main document in columns to mail merge a roster with the phone numbers and other information printed like a directory.

If you have any questions or problems, please feel free to call Becky Litowtiz at (330) 744-2131, ext. 19.

