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If you have not completed
all steps in presentation
INTRODUCTION to
AUXDATA #1 How to Load
Citrix and INTRODUCTION
to AUXDATA #2 How 1o
Update your Personal

Information, go back and complete the
actions in those two presentations.

http://www.auxservices.org/support/B&B.htm

Otherwise, continue with this presentation
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Printing Flotilla or Division Mailing
Labels requires several steps.

First you must generate a Member
Roster report and then save it as a
Delimited File.

Next, the file is opened with"Excel
and saved as an Excel spread sheet.

These steps are covered in “# 6 How To Save a
Report for use with Excel.” Go back and
complete those steps before continuing with this
presentation
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The last step in printing Flotilla or
Division Mailing Labels requires
opening Word and use Mail Merge
to produce the Mailing Labels.

The following slides take you
through this process.

For the following steps, MS Office
97 was used and may be different
for other versions.

4
bplatt@juno.com 5/31/2004



W Microsoft Word - Document1
@ File Edit ‘“ew Inserk Farma able Window Help Acrobat
D= &8 v opeling and Grammar... F7

Language

Word Countk. ..

‘% Auktosurnmarize. ..

L | I g e AutoCorrect,

Look Up Reference. ..

Marmal = Times Mew Roman

—i

Track Changes
Merge Documents. ..,

Protect Document. ..

) il terge. .

=1 Envelopes and Labels. ..
Letker Wizard. ..

Open a new Word document and click on “Tools",
then click on “Mail Merge.”
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Click on “Create” then click on "“Mailing Labels.”

Mail Merge Hel, er @@

Use this checklist to =%t up a mail merge. Begin by chgfosing the Create
|:|IJ|:|:|_IF|

-I ‘ Main dacurnent

Form Letters.. Then click on
iling Labels. .} “Active Window.”

Ma
Ervelopes,

» | Tocreate the mailing labels, wou can g8 the active document window Documentl or
/ a new docurment window,

=

Mew Main Docunment

6
bplatt@juno.com 5/31/2004



Mail Merge Helper

The nexk skep in setking up the mail merge is ko specify a daka source,
Chaoose the Get Data bukkon,

-I ‘ Main document

Merge bype: Mailing Labels
Main document: Document1

e
2 Data source

‘eate Daka Source,
Jpen Dakta Source,
Use Address Boolk.

Header Options

Click “Get Data” then click “Open Data Source.”
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1. Click the down arrow to select the file location
Open Data Source @@

Find files that match these search criteria:
File name: * | Texk or properky: | - |

Files of tvpe: [M3 Excel Worksheets gk modified:

1 Filefs) Found.

2. Click the down arrow to change
the Type to "MS Excel Worksheets.

3. Click on file “LABEL.” 4. Click "Open.”

8
bplatt@juno.com 5/31/2004



i Microsoft Word
' Microsoft Excel

»  Word needs to set up wour main document, Choose the Set Up Main Document
Mamed or cell range: ._"/ button ta Finish setting up wour main document,

Entire Spreadshest

Entire Spreadsheet

Label Options

Printer informalg

Marual Paper Feed

1 . CI |Ck N O K . ? B Avery standard
— - Label information
2 . CI iCk “S et U p : lini - Shipping Tvpe: Address

File Folder Height: 1"

Main Document.”  [Essis wih: 263

Page size:  Letker (3 442 x 11 in)

3. Scroll down and select “5160 Address.” Click “OK.”
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Create Labels E]E Unit_Ma
Emp_ID

Zhoose the Inserk Merge Field butkon ko inserk merge fields inko the Base_Enrollment_Date
sample label, %ou can edit and Format the merge fields and kext in the

Sample Label box,

Last_Mame
First_Mame
MI

SufFix
Add_1
Add_2

ity

Insert Merge Field * Insert Postal Bar Code, ..

Click on “Insert Merge Field”, then

click on one field to be on the label. State
Repeat this until all
desired fields are placed
in the “Sample label.” «\Tnit Wow «Emp 1D
«Last Matmew «First Matmes

Zip

Space between fields and | M
Enter to start a new line. el i’[.j.-".:-::T watates «Zips
Then click “OK.”
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Click “Merge.”

A II_ 13
tew «First Mathes
- EEE
3 r"'lIE’r';lE’r gegdaba with the document

atew wZip _ o
Query Opkions...

I l|:|I'|| e
SUppress E-I-:ml Lines in &ddresses
Merge to new document

E' qe k
|

Records ko be merged

@l CRom: [ T |

v Opkions, ..

When merging records
{* Daon't print blank lines when data fields are empty,
" Print blank lines when data fields are empty,

Mo query aptions ha

Then click "Merge.”
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541411 1213419 541411 1213417 541411 1213414
BROWH,BETTY EEOWH,BILL JOHES, PATL

555 BACK 5T 555 BACK 5T 123 MATH 5T
PODTUNE W& 22341 PODUNE Wi 22341 PODUNE W4 22331

531411 1213414 541411 1213416 541411 1213413
JOMES, PATILA SMITH, JOH SMITH, MARY

122 MATN STEEET 567 SIDE ST 567 SIDE 5T
DPODTIHE ¥4 243351 PODTIHE W 24333 PODTIHE V& 22353

The Results.

Load the Avery 5160 Address label paper in your
printer and print. You can save this document to
use at another time. Be aware of any changes
that would make this document invalid. .
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Forthe "How To" Library:

http://www.auxservices.org/support/B&B.htm

If you have any

guestions, contact your
FSO-IS or SO-IS.

Good Luck!
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