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Create Mail Merge Envelopes

Example:  You need to send some follow-up material to clients who attended your seminar. You don't want to use mailing labels; you want to print their names and addresses directly onto standard #10 envelopes. You have their data in a data table, so here's how to use Mail Merge Helper to set up and print those envelopes.

 

1. At a blank document, choose Tools - Mail Merge. At the Mail Merge Helper, under Main document, choose Create - Envelopes.
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2. Because we started from a blank document, choose Active Window.

[image: image8.png][Microsoft Word 7

To create the envelopes, you can use the active document window Documentt or a
new document window

Fckve Window & New Main Docurent





 

3. Back at the Mail Merge Helper, under Data source, choose Get Data - Open Data Source. Navigate to and select your client database that will serve as the data source file for this merge and choose Open.
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4. Because you told Word to prepare to merge onto envelopes, it needs to set up your envelope layout. Choose Set Up Main Document.
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5. At the Envelope Options dialog, you define the envelope size and layout. Set Envelope size: to Size 10 (4 1/8 x 9 1/2 in), make any other desired setting changes, and choose OK.
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6. At the Envelope address dialog, you insert merge field codes into the Sample envelope address: window to set up your mailing address format. For example, choose Insert Merge Field - Title. 
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7. When your fields are all inserted, double-check that the spacing and punctuation is as you want it.
    Also, let's change the address to all caps to conform with U.S. Postal Service preferences. Select the entire address, right-click in the Sample envelope address: box and choose Font. Set the desired Font:, Font style:, and Size:. Under Effects, enable All caps, and choose OK.
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8. Now your address is formatted for all caps. We won't add a Postal Car Code to these envelopes, so choose OK.
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9. Move the Mail Merge Helper aside to evaluate your envelope layout. Word added my return address for me. If you'll use envelopes with a preprinted return address, simply delete the supplied return address.
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10. On the Mail Merge Helper, under Merge the data with the document, note the Options in effect: listing and then choose Merge. 
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11. At the Merge dialog, you can set different options. We'll accept the defaults, so choose Merge.
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The merged envelopes appear in a document named something like Envelopes1. Review the envelopes and then print them as usual. You shouldn't need to save the Envelopes file because you can easily regenerate it as needed.
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