Mail merge with your Access Address Book

Open MS Word
View/Toolbars/MailMerge
Click on the first icon on the left: Main Document Setup/Letters/OK
Click on the second icon from the left: Open Data Source
a. Find your Access Address Book
b. Click on Address Book/Table
5. Click on the fourth icon over: Address Block icon
e | | Insertrecipient’'s name in this format:

PoONE

a. Select the format: Mr. Joshua Randall Jr.

o Uncheck Insert company name

[, Insert postal address

Select: O Never include the country/region in the address
1. Go to the bottom and click on Match Fields
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Specify address elements

I+

|V Insert recipient's name in this format:

Joshua d
|

Joshua Q. Randal I,
M. Josh Randall Jr,

Mr. Josh Q. Randall Jr,
T 1M, Joshua Randall Jr,

¥ Insert COMPany Name

¥ Insert postal address:

¥ ihever include the countryjfregion in the address:

" always include the countryregion in the address
" only include the country/region if different than:

|Un\ted States j

¥ Format address according to the destination country/region

Preview

Mr. Jnshua Randall Jr.
Elue Sky Airlines

1 Airport Way

Kitty Hawk, NC 27700
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2. Check Last Name:
First Name
Address 1
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Specify address elements

[»]

matchrields Ed

Mail Merge has special features for easily worling with addresses, Use the drop-down list
to select the proper database field For each address field component.

Required information =
m Last Name Lsthim =
First Mame: Fsthm -
_ Courtesy Tite {not matched) =
Company (not matchedy -] |
. Address 1 Addrs -
- ity City =
: State Shate =
Postal Code Zip+4 -~
B Spouse First Name {not matched) -
- Optional information
o Middle Marme
- £ oot conbobady 1.1

Use the drop-down lists ta choose the figld from your database that corresponds to the

address information Mail Merge expects (listed on the left.)
Cancel
L |
Match Fields. .. [s]4 | Cancel |
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o If the box on the right says ((not matched), click on it, and select the
match from your Address database
3. Click OK
4. Click OK again

5. Push Enter 2 times
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6. Click on the Insert Greeting Line icon — 5" icon from the left
a. Select the Dear Josh,
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. Greeting line Format:
N IDear ;I IJosh j I;
Greeting line For invalid recipient names:

IDear Sir ar Madarmn, j

Preview

Dear Josh,
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7. Push OK

8. Push Enter two times

9. Type in the letter (click on the link to see the letter).
10. Full Justification

11.64«/@//& the color, S{¥Z&, and SIZE of font.
12.Insert a watermark (washout)
13.Customize your bullets - 2§ é» a8

14.&/ rop Cap

15.Outside Frame or pattern on |letterhead] with compliment on Enveloée
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Letter%20to%20be%20merged.pdf

16. Where indicated on the sample (field), insert the correct fields,«FStNmM>», by clicking
on “Insert Merge Field”.

17. Add frames, watermarks, etc. if you want, before you print.

18. [ __-- | Click on View Merged Data — 7" icon from left
ABC

19.Click Next Record — to the right of the number 1. You can now see all of the records in
your Address Book

20.Click Merge to Printer

21.Type in From: 1 — 3 and send to the 4650 Printer, if you are one of these records.
Otherwise, be certain to print one of the records with your name on it so that you can
receive a grade for this assignment.

ENVELOPES
Open a new document

1. Turn on Show/Hide
2. Click on Tools/Letters and Mailings/Envelopes and Labels
3. Click Options/US Letter/8 %2 x 11
4. Type in your return address
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Envelopes and Labels
Envelopes | Labels |

Delivery address: G - Print |

| N
Add to Document
Cancel
Qptions. ..
[ BTl
E-postage Properties. ..
[ add electronic postage

Return address: L -

Lynn A, Olps S
Poway High Schoool

15500 Espola Road
=

Poway, CA 92064
Werify that an envelope is loaded before printing.
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Click on Add to Document

Go down to where the To: address belongs. Be certain that Show/Hide is on.

click on the Show/Hide icon
A box with zebra lines around it should appear
View/Toolbars/MailMerge
Click on the first icon on the left: Main Document Setup/8.5 x 11/OK
It will prompt for deletion of everything. Say OK
Click on the second icon from the left: Open Data Source

a. Find your Access Address Book

b. Click on Address Book/Table

10.Click on the fourth icon over: Address Block icon

e | | Insertrecipient's name in this format:

a. Select the format: Mr. Joshua Randall Jr.

o Uncheck Insert company name

e [/ Insert postal address

Now

Select: O Never include the country/region in the address

11.Go to the bottom and click on Match Fields
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Check Last Name:
First Name
Address 1
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Specify address elements

MatchFies x|

Mail Merge has special Features For easily working with addresses, Use the drop-down list
to select the proper database field For each address field component.

Required information =
h'[ Last Name Lsthm -
First Name Fsthim -
- Courtesy Title {not matched) -
Company (not matched) =] |
. Address 1 Addrs -
- ity Ziky -
. Stake State -
Postal Code Zip+d -
N Spouse First Mame {not matched) =
- Optional information
. Middle Name =
. EE Dok coabcbady 1

Use the drop-down lists ta choose the Figld from your database that corresponds to the

address infarmation Mail Merge expects {listed on the left.)
H Cancel
L I
Match Fields. .. [o]:4 | Cancel |
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o If the box on the right says ((not matched), click on it, and select the
match from your Address database
5. Click OK
6. Click OK again

12.644/@//& the color, S{¥Z&, and SIZE€ of font to match the letter

13.Insert a watermark (washout) — to complement your watermark on the letter

<< >>

14. ABC Click on View Merged Data — 7" icon from left

15.Click Next Record — to the right of the number 1 to see your records.
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16.Change the color,,SZ,‘Y]@, and SIZE of font for the Returnees and Addressees on the

envelope.
17.Click Merge to Printer

18.Print records 1 to 3. Type in From: 1 — 3 and send to the 4650 Printer, if you are one of
those records. Otherwise, be certain to print one of the records with your name on it so
that you can receive a grade for this assignment.

19. Collate (assemble) your letter with your envelope.

20.Have your letter and envelope on the top so that you can get credit for this assignment.
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