Word Assignment 2: Mail Merge
In this assignment, you will develop a mail merge.  What this is, is a list of names and addresses that you will collate in Word to create a mailing list.  This can then be used to produce a series of like addressed envelopes and labels which saves a lot of time to create.  

Step 1:
· Go online and find ten different businesses and their mailing addresses to use for your assignment.  
· You will also use your name, grade, block and the school address for the return label. You can find the school address on the home page of the website.

Use Arial Bold
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Step 2:

· Select Mailings tab

· Select Start Mail Merge

· Select Step-by-Step Mail Merge Wizard….:
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Step 3:

· On the right-hand side of your page a new column has shown up, select Envelopes and then select Next: Starting Document:
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Step 4:

· Select Envelope Options in the Right Hand column and then select Size 10 in the window that appears:
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Step 5:

· Your document should now look like an envelope as shown below:
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· Now select Next: Select Recipients:
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Step 6:

· Select Type a new list in the right hand column, then select create.
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· A new window will open up which is a database window. You will enter the addresses that you have found in this database. To add a new row of data, select New Entry
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· Once you select OK a save as window will show up, ensure that you change the location that you save from My Data Sources to Computer Science 10 so that your files are together.
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Step 7:

· Select Next: Arrange your envelope:
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· Enter your return name with the school address as shown on the envelope, then select the center of the envelope to show the highlighted marquee for the sender address:
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· With the cursor in the marquee, select Address Block, and then enter the applicable information into the fields: Change the Only include the country/region if different than: to Canada then select OK.

[image: image13.png]Insert Address Block

Specify address elements

Insert recipient's name in this format:

Joshua
Joshua Randall Jr,
Joshua Q. Randall Jr.
M. Josh Randall Jr.
M. Josh Q. RandallJr.

Insert company name

Insert postal address:

O Never include the country/region in the address.
O Always include the country/region in the address.
@® Only include the country/region if different than:

United states

Format address according to the destination country/region

Preview

Here is 2 preview from your recipient lst:

1 ()

Apple
12345 red delicious war
Cupertino, CA 12345-5678

Correct Prablems

Ifitems in your address block are missing or out of order, use.
Match Fieids to identiy the correct address elements from
your mailing it

Match Fields...

e

fyou have not already done.

50, Iay out your envelope

To add recipient information
toyour envelope, clicka
location in the document,
and then diick one of the
items below.

) Address block,
B) Greetingine

4 Electronic postage.
5 More items

When you have finished
arranging your envelope,
dick Next. Then you can
preview each recipient's
envelope and make any.
individual changes.




· The document should now look like this:
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· Select Next: Preview your envelopes:
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Step 8:

· Your envelope should now look like this:
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· Select Next: Complete the merge:
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Step 9:

· Select Edit individual envelopes
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· Click Ok.

· A new window will open with multiple envelopes in it:
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Save this new document as lastname.firstname.envelopes

Labels

Step 10:  Create Labels

· Open a new document, select Mailings, select Start Mail Merge and then select Step-by-Step Mail Merge Wizard

· Select Labels

· Use the template Avery US letter  11275 as shown in label options below.
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· Follow all the same steps that you did for envelopes, and use the same list of recipients.

· Note: on step 4 of 6 you will need to select address block on the first label, and then select update all labels. Your document should look like this after you do that:
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· Follow the rest of the steps the same as the steps for envelopes to the end, but name this one lastname.firstname.labels

· Hand in to I/.Handin/Kramer/ComputerScience10/Wordassignment2

